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WORKPLACE EMPLOYABILITY SKILLS STANDARDS AND MEASUREMENT CRITERIA 
presented to the Arizona Skill Standards Commission for acceptance (5/24/11) and adoption (7/17/11) 

 
1. Complex Communication:  Employs complex communication skills in a manner that adds to organizational 

productivity. 
 

• Demonstrates mastery of traditional communication skills in reading, writing, speaking, and listening within 
organizational contexts. 

• Uses technologies and social media appropriately to engage various audiences. 
• Exchanges knowledge and processes among team members, colleagues, and clients. 
• Communicates effectively with people of different cultures, generations, and life/work experiences in different 

situations. 
 
2. Collaboration: Collaborates, in person and virtually, to complete tasks aimed at organizational goals.  
 

• Applies personal strengths to enhance the effectiveness of the team.  
• Builds on strengths and contributions of others to achieve common goals. 
• Works cooperatively with different cultures and generations. 
• Optimizes technology to collaborate with others. 
• Earns trust of partners and team members. 
• Exchanges essential information among collaborators. 
• Exercises shared leadership.  

 
3. Expert Thinking:  Integrates a mastery of technical knowledge and skills with thinking strategies to create, to 

innovate, and to devise solutions. 
 

• Recognizes the existence of a problem, sometimes despite evidence to the contrary. 
• Engages in continuous learning through inquiry and reflection. 
• Exhibits expertise by asking relevant questions and listening actively. 
• Uses multiple thinking strategies, such as critical thinking, divergent thinking, problem solving, and decision 

making, to determine a course of action. 
• Takes action based on confidence in mastery.  
• Analyzes evidence based on mastery knowledge to solve problems. 
• Makes a well-reasoned case supported by evidence and mastery knowledge to explain conclusions. 

 
4. Intergenerational and Cross-Cultural Competence: Interacts effectively with different cultures and generations to 

achieve organizational mission, goals, and objectives. 
 

• Uses relevant intergenerational and cross-cultural communication that acknowledges differences. 
• Honors the contributions of diverse partners and team. 
• Exercises cultural sensitivity while working in the global marketplace.     
• Promotes intergenerational understanding through active listening and respectful communication. 
• Contributes to an environment that enables different cultures and generations work together successfully.  
• Respects generational differences regarding the use of technology at the workplace.  

 
5. Professionalism: Conducts oneself in a professional manner appropriate to organizational expectations. 
 

• Adheres to organizational protocol, such as behavior, appearance, and communication. 
• Manages time in accordance with organizational expectations, including punctuality, productivity, and time on 

task. 
• Represents the organization in a positive manner that reflects its mission and goals accurately. 
• Performs assigned tasks with a “can do” attitude. 
• Makes appropriate distinctions between personal and work-related matters. 
• Produces work that reflects professional pride. 
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6. Organizational Culture: Functions effectively within an organizational culture. 
 

• Articulates organizational history, structure and underlying vision, mission, values, and goals. 
• Meets expectations of the hiring organization regarding time commitment, dress code, communication protocols, 

jargon of the job, safety, and business procedures and practices. 
• Demonstrates skills needed to maintain organization’s expectations, such as teamwork, positive attitude, 

interaction with others, chain of command, initiative, informal learning, adherence to safety requirements, and 
organizational policy and procedures. 

• Integrates organizational values in performance of work. 
• Applies technology to benefit the organization’s culture. 
• Demonstrates etiquette and manners appropriate to the organizational culture. 
• Embodies organizational culture in customer service. 
 

7. Legal and Ethical Practices: Observes laws, rules, and ethical practices in the workplace. 
 

• Respects the organization’s physical and intellectual property. 
• Demonstrates loyalty to the organization, its mission, and its resources. 
• Reports to supervisor conditions and practices that are harmful to workers. 
• Adheres to the policies and procedures of the organization. 
• Follows all applicable local, state, and federal laws. 
• Takes responsibility for one’s actions in the workplace, such as disclosing personal mistakes to supervisor. 
• Manages resources for the good of the organization. 
• Acts with integrity. 
• Interacts respectfully with co-workers and customers. 

 
8. Financial Practices: Applies knowledge of finances for the profitability and viability of the organization. 
 

• Exhibits competence in personal and organizational financial management.  
• Articulates financial goals and strategies of the organization.  
• Contributes to organizational profitability. 
• Acts as a responsible steward of organizational resources. 

 
9. Initiative and Self-Direction: Exercises initiative and self-direction in the workplace.     
    

• Takes action without direction within the boundaries of one’s job. 
• Exercises leadership and self-direction within organizational structure. 
• Asks questions and seeks information as needed, exercising curiosity. 
• Pursues opportunities to learn new skills. 
• Seeks responsibilities beyond one’s scope of work. 
• Generates ideas, opportunities, and strategies for the organization, contributing to its resources and goals, such as 

intellectual property and improved products and services. 
• Demonstrates focus and a drive for results. 
• Assesses consequences of potential actions.  
• Pursues career advancement opportunities within organization or field. 
• Engages in informal on-the-job learning within the organization. 
• Adapts to changing conditions/situations and expectations. 
• Exercises judgment on when, where, how and to what degree one acts alone or collaboratively. 
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