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Qualities of a Leader
A leader is someone that takes charge of something. This may sound fun, but 
it isn't an easy job. Everyone will be looking to you for answers. It's hard to be 
a leader, but it's also important. Learning to be a good leader will make you a 
better choice for future jobs. It will give you the skills you need to be a success.

Here are the qualities of what it takes to be a leader.
Motivation: The reason to do something.
Confidence: To believe in yourself.
Communication: To get someone to know what you are trying to say.
Integrity: To be honest and fair.
Creativity: To have great ideas and can think on your feet.
Commitment: To work just as hard as everyone else.

Pick the best answer for the questions below.
1.  You can tell someone is a good leader if they:
   A   are visiting with a friend when they should be working.

   B   direct a co-worker on how to best complete a job.

   C   are surfing the web instead of working.

2.  A great way to motivate someone is to:
   A   laugh at them when they make a mistake.
   B   encourage them when they are doing a good job.
   C   tell them to go home because they can't do their job.

Leadership

24

LEADERSHIP

CONFIDENCE COMMUNICATION

MOTIVATION INTEGRITY

CREATIVITY COMMITMENT
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Critical Thinking Questions  
Roadmap

What: Is it a fact? Is it an 
opinion? Do you have all 
the information? What do 
you know? What don’t 
you know?

Who: A friend. A parent. 
A teacher. A little brother 
or sister. A person on TV. 
A reporter. A scientist. A 
police officer.

Where: A public space.  
A private area. A 
classroom. At home. On 
TV. On the radio. In a 
newspaper. In a magazine.

When: Before something 
happened. After 
something happened. 
While something 
happened.

How: Was it written? 
Was it spoken? Did you 
understand it? Was it 
happy? Was it sad? Was it 
mad?

Why: Was there an 
explanation? Was it 
important? Was it mean? 
Was it nice? 

?
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Understanding The  
Problem-Solving Process

Problem-Solving Cycle 
Before you can understand something, you need to know what it is. A problem 
is something that needs to be taken care of. Solving means to find an answer 
to something. A process is a series of actions directed to some end. So, the 
problem-solving process is a series of actions that help find answers to 
something that needs taken care of.

But what is the problem-solving process? Well, it's a six-part step that goes from 
identifying the problem, to finding a solution. This can be shown as a cycle:

Problem:
You work at a sports equipment store. It takes the sales people 1 hour to close 
up the store and finish all the jobs at the end of the day. The boss wants to cut 
the time in half from 1 hour to 30 minutes to help the store save money. 

Go through steps 1-4 of the problem-solving process. Fill in the chart below with 
your own solution to the store's problem. 

7

1

2

34

5

6 What is the Problem?

What is the Cause  
of the Problem?

Find SolutionsPick a Solution

Try out the Solution

Did the Solution Work?

1. 2. 3. 4.
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Personal SWOT Analysis
.......................

SWOT 
Analysis

ST
RE

NGTHS WEAKNESSES

TH
REA

TS

O
PPORTUNITIES

What do you do well?
What skills can you draw on?

What do others think you're good at?

What is open to you?
What could you take advantage of?
How can you turn your strengths into 

opportunities?

What threats could hurt you?
What are others doing?

What threats are affected by your 
weaknesses?

What could you do better?
Where do you struggle?

What do others think you could be 
better at?

NAME: 

.............Worksheet
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Communicating with Peers 
and Supervisors 

11

Digital Communication in the Workplace 
Today is the digital age. So it makes sense that the way we talk to one 
another is done electronically. Digital Communication is sharing information 
electronically. Cell phones and computers are used for this.

This form is quick and easy. It also has its problems. The biggest one is not 
seeing the person. A person's face or body language says a lot. Without this, it's 
harder to get your meaning across with just words. This is a big problem in the 
workplace. That's why a set of rules to behave online is good to follow.

1. What forms are good to use in the workplace?  Circle  the right answers.

 
2. Two different kinds of e-mails are shown. Which one is to a supervisor?   
    Which one is to a peer?

amygutierrez@office.com

[Meeting This Afternoon]

Good morning, Amy!

When you have a moment, please let 
me know if you are free this afternoon 
to meet to discuss a new project.

Thank you,
Vivica

E-mail Social Media Instant Messaging Cell Phone Computer

3. Do you think the examples are good for the workplace?  Circle  YES or NO. 
YES/NO  a) Being on social media at work.
YES/NO  b) Sending updates to your supervisor in an e-mail. 
YES/NO  c) Sending a message to a friend while at work.
YES/NO  d) Texting a friend while in a meeting. 

amygutierrez@office.com

hey want to meet this afternoon to 
talk about a new project

let me know

V.

[No Subject]

a) b) 
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Debate Format...............................

Tips
Introduction: For Team speaks first - 1 min.

Evidence: Each team gives points one at a time to support  
their view - 2 mins.

Rebuttal: Each team counters their opponents points - 2 mins.
Conclusion: A summary of their point of view and evidence - 1 min.

For Team Against 
Team

Timekeeper

Speaker
Area

Audience Judges
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is	presented	in	a	way	that	fosters	a	culture	of	iteration	and	
innovation	with	an	emphasis	on	the	willingness	to	change	
and	improve.	Students	will	better	understand	these	concepts	
with	the	help	of	technology	and	media.	Get	tips	and	tricks	
on	how	you	can	ask	great	questions	and	challenge	the	rules.	
Chocked	full	of	standalone	worksheets	to	give	young	learners	
of	today	all	the	tools	they	need	to	become	agile	and	flexible	
within	the	workplace.

A
CC5794

CC5795

CC5797

Reproducible

C
C

579
6  

Learn
ing Skills fo

r G
LO

BA
L C

O
M

PETEN
C

Y

Aligned to
your 

State
Standards

Hands-On
Comprehensive 
Worksheets

Based on
Bloom’s

Taxonomy

..................About This Book

 Teacher Guide 
	 •	Information	and	tools	for	the	teacher

 Student Handout 
	 •	Reproducible	worksheets	and	activities

 Easy Marking™ Answer Key 
	 •	Answers	for	student	activities	

 Graphic Organizers & Rubric

EZ

Inside You’ll Find

 PLUS!  

Other Books
In This Series...

Visit us at: 

                                              .com
9 7 8 1 5 5 3 1 9 4 8 3 5

ISBN 9781553194835
0 2 9 9 5

9 7 8 1 7 7 1 6 7 6 3 4 2

ISBN 9781771676342
0 2 9 9 5

Learning TO LEARN
ive	young	learners	all	the	tools	they	need	to	
become	a	success	when	entering	the	work	force	
with	our	combined	3-book	BUNDLE.	Learning	
Problem	Solving	will	allow	your	students	to	

better	understand	the	problem	solving	process,	take	part	in	
group	creative	art	projects	while	gaining	the	required	critical	
thinking	and	creativity	skills.	Learning	Communication	
and	Teamwork	are	practical	real-life	activities,	role-playing	
scenarios	and	open-ended	strategies	to	help	your	students	
become	successful	leaders	and	communicators.	Learn	
essential	skills	on	how	to	communicate	with	your	peers	
and	supervisors.	Learning	Skills	for	Global	Competency	
by	being	creative	and	standing	out	from	the	crowd	with	
dynamic	traits	like	adaptability	and	flexibility.	Then,	
understand	that	failure	is	a	learning	opportunity.	With	
standalone	worksheets	to	give	young	learners	of	today	all	
the	tools	they	need	to	become	successful	in	the	workplace.

CC5794

CC5795

CC5796

2 1 s t  C e n t u r y  S k i l l s  S e r i e s

...........................

GRADES 
3-8

READING 
LEVEL 

3-4

CC5797

G
High-Interest • Low-Vocabulary

BIG BOOK

Reproducible

Based on
Bloom’s

Taxonomy

Aligned to
your 

State
Standards

C
C

5797  
BIG

 BO
O

K
   Learning TO

 LEA
RN

Hands-On
Comprehensive 
Worksheets

PRE-ORDER 
21st Century Skills Series

SHIP TO: _____________________________________________   _____________________________________________

  _____________________________________________   _____________________________________________

  ___________________________________________________________________________________________

  _____________________________________________   _____________________________________________

COMPANY NAME

EMAIL

CITY

ADDRESS

YOUR NAME

PHONE

STATE/PROVINCE                    ZIP/POSTAL CODE 

CC5794

CC5795

CC5796

CC5797

$14.95

$14.95

$14.95

$29.95

TOTAL

$

$

$

$

$

Learning Problem Solving

Learning Communication & Teamwork

Learning Skills for Global Competency

Learning to Learn BIG BOOK

QTY ITEM # RETAIL TOTALTITLE

Fax: 1-800-663-3608                                                                                email: service@classroomcompletepress.com

...............................................................................Grades

3-8
Reading Level

3-4

Available 
November 

1st


	Check Box1: Off
	QTY2: 
	QTY3: 
	QTY4: 
	QTY1: 
	Total1: 
	Total2: 
	Total3: 
	Total4: 
	Final Total: 
	Company Name: 
	Your Name: 
	Email: 
	Phone Number: 
	City: 
	Address: 
	State/Province: 
	Zip/Postal Code: 


