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  SESSION 9 
  WORKING WITH OTHERS
In the last session, you looked at finding a job and you wrote your CV.

In this session and the next, you will look at what happens once you find a job. 
In this session, you will learn about relationships in the workplace, and about 
teamwork, solving conflict and leadership. At the end of the session, you will 
rate yourself and do a problem-solving activity about teamwork and leadership.

RELATIONSHIPS AT WORK
When you have a job, you spend a lot of time at work with your 
colleagues and will have relationships with many different people.

You will have a relationship with your boss and others who are in senior 
positions to you. You may have relationships with people who are junior 
to you. You will also have relationships with your colleagues, and with 
your customers or clients. 

Because you spend a lot of time with people at work, your work 
relationships have a big influence on you. Good relationships can help 
you to feel happy in your work, and bad relationships can make you feel 
negative about it. 

How people relate to each other in a business or organization can make that business more successful 
or less successful. Employees who have positive work relationships will work well as a team and achieve 
higher productivity. Employees who do not relate well to each other may compete against each other, or 
they may not communicate properly with each other. This can reduce their productivity. 

Most relationship issues at work are similar to those at school or anywhere there is work to be done. If you 
work hard at improving your relationships and teamwork skills now, whilst you are still at school, it will help 
you to have better, more productive work relationships once you have a job. 

{PRODUCTIVITY} – 
how well you achieve 
your work goals

{COLLEAGUES} – 
people you work with

{REDUCE} – 
make less

“You can’t shake hands with a clenched fist.” – Mahatma Gandhi

“Be the type of person you want to meet.” – Anonymous
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ACTIVITY 1: Developing positive relationships

Read these statements. What do they tell you about how NOT to behave if you want to 
have good relationships?

Now use all the tips you learned above, as well as your own ideas, to write some guidelines 
on how to behave so that you have positive relationships with people. 

Read these statements. What do they tell you about how to develop positive relationships? 

Ms Jacobs, I’m really sorry. I’ve  
been working hard on my History 
assignment but I won’t be able to 

finish it by Thursday afternoon. Please 
could I hand it in early on Friday?

I’m glad you 
like the display, 
Ms Duma. But I 
didn’t do it on 

my own. Bongani 
and Patience 
also worked 

with me.

Her hair looks so 
weird! Just like a 
Rasta! I bet she’s 

into drugs and stuff 
like that ... Someone 

should tell her to 
plait it neatly.

I don’t like working 
with Andrea. 
She’s so 
boring!

Congratulations on 
getting such great 

marks, Thabo

Hilton, I  
struggle to think 
and write  when 

there’s noise 
close to me. 

Please would you 
and Senzo discuss 

your project  
more quietly?

Well, she is 
MUCH, MUCH 
too friendly 

with the maths 
teacher! No 
wonder she 

gets such high 
marks.

Hi, Maria. I’ve finished my jobs for 
the youth club meeting next week, but 
I see you’re still busy with yours. Is 
there anything I can help you with?
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ACTIVITY 2: What about romantic relationships at work?
You could have only a work relationship with the people you work with or you could be 
friends with them, or you could have a romantic relationship.

Do you agree or disagree with the following statements? Why?

 > “It’s a bad idea to have a romantic relationship with someone at your school or workplace.” 

 > “It’s a bad idea to have a romantic relationship with your boss.”

What advice would you give someone who is involved in a romantic relationship with a peer, colleague or boss?

FACT 1: As each bird in the V flaps its wings, it gives strength to the bird behind it. This helps the 
flock fly 71% further than each bird could fly on its own.

FACT 2: 
The goose at the front point of the V has the most difficult task. When it gets tired, it moves 
back in the pattern. Another goose takes its place so that the V pattern can continue.

FACT 3: 
The geese towards the back of the V honk to encourage those up front to keep up their 
speed. (“Honk” is the sound that geese make.)

FACT 4: 
When a goose gets sick or is wounded, two other geese fall out of the V pattern and 
follow it down to help or protect it. They stay with the sick goose until it can fly again or 
until it dies. Only then will they fly away to catch up with the rest of the group.

TEAMWORK 
In most jobs you need to work together with other people to reach the goals of the organization. One 
person can’t do everything or know everything. Team members are more likely to reach their work goals 
by sharing skills, experience and knowledge than by working on their own. Working in a team can also be 
more fun. 

But successful teamwork needs certain skills. For example, team members need to be able to communicate 
openly with each other. They also need to do what they say they will do so that the team can meet its goals.

ACTIVITY 3: Learning from geese
When geese head south for the winter, they fly 
together as a team in a V pattern. 

What can we learn from geese about working in a team? 

Read the following facts about the way geese fly in a group. What does each fact teach you about working 
together as a team? Add your own ideas about what makes a good team.

MODULE 3: LIFE AT WORK
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ACTIVITY 4: Quotes about teamwork
Read the following quotes about teamwork. Discuss what each one means.

PAUSE for thought 
Think about your own attitude towards teamwork. Would others want you on their team? 
Why or why not? 

PAUSE for thought 
Think about a time when you had conflict with someone that was sorted out successfully.

 > What was the conflict about?

 > What made you angry?

 > What made the other person angry?

 > How did you resolve the conflict?

 > How do you and that person get on now?

 > What suggestions can you make about how to resolve a conflict?

DEALING WITH CONFLICT 
Wherever you get two or more people together, there will be disagreements and conflict. Disagreements 
and conflict can be good. They can get people to debate issues and to look carefully at all the negatives 
and positives in a new plan or idea. By the end of such a discussion, everybody may be able to agree on 
the way forward. But that does not always happen. When people can’t reach agreement, you need to 
know how to resolve conflict successfully. When conflict is not dealt with, it can have a negative effect on 
the people involved and also on their work.

“There is no ‘I’ in team.”  – Michael Jordan

“There really is an ‘I’ in team. It is the same ‘I’ that appears three 
times in ‘responsibility’ .”  – Amber Harding (adapted)
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Using the problem-solving cycle to resolve conflicts 
One way to deal with conflict is to use this problem-solving cycle: 

ACTIVITY 5: Talking about conflict
Read this story and then answer the questions that follow.

Ntombi and Sibongile work in the same group. Sibongile is lively and quick to share her ideas and 
opinions. Ntombi is quieter and thoughtful and takes time to develop her ideas.

They often clash over group tasks. The latest conflict is about the wording of a poster for their English class. 

Sibongile got an idea quickly and most members of the group accepted it. Ntombi has some other rough 
ideas and wants to discuss them. Sibongile says Ntombi is wasting time – if she wants something different, 
she must give a clear idea about what it is. Ntombi says Sibongile’s idea is boring and she is bossing the 
group too much. They both feel frustrated and angry. 

Questions:

 > Who is involved in the conflict?

 > Why are they having this conflict?

 > How is the conflict affecting Ntombi and Sibongile, and how could 
this affect their group and the work they must do?

 > What advice would you give Ntombi and Sibongile about how to 
deal with the conflict?

{FRUSTRATED} – 
feeling as if you can’t 
move forward and 
achieve something

COMMUNICATE
WITH

EACH OTHER

1: 

2: 

3: 

4: 5: 

6: 

7: 

Identify the 
problem

Explore the 
problem

List possible
solutions

Select a 
solution

Try it out!

Evaluate

Set goals

MODULE 3: LIFE AT WORK

6

5499_LearntoEarn_Module3_Contents_FA.indd   6 2014/09/10   11:28 AM



Step 1:
Identify 
the 
problem

Decide that you want to resolve the conflict. Then, ask yourself or discuss with 
the other people involved:

 > What is the conflict about?

 > Who is involved?

 > How does each of us see the problem?

 > How is each of us affected by the problem?

Each person should explain their side of the story (while the rest listen without 
interrupting).

Step 2:
Explore 
the 
problem

Discuss:

 > What event or situation caused the problem?

 > When did it happen?

 > How did the problem get worse?

 > How have we tried to solve the problem?

 > Are we committed to finding a solution?

Step 3:
Set goals

Discuss:

 > What do we each want or need? Why?

 > What is our end goal?

 > Are we each willing to discuss this and try to find a compromise so that we can 
get to our end goal?

Step 4:
List 
possible 
solutions

Discuss:

 > What different kinds of solutions can we think of?

 > Are we prepared to ask other people to help us find solutions?

List all the possible solutions you can think of.

Step 5:
Select a 
solution

Together choose one solution that each person is willing to try.

Step 6:
Try it out!

Each of you tries out the solution to see how it works.

Step 7:
Evaluate

After you have tried out the solution, ask:

 > How did it work?

 > What happened?

 > What have we learned?

MODULE 3: LIFE AT WORK
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ACTIVITY 6: Learning from donkeys
What’s happening in the pictures below? How do the donkeys solve their conflict?  
What can you learn from it?

 Developing 
excellent 
communication 
skills is an important 
part of developing 
brand YOU. Practise 
your communication 
skills all the time! 
Communication is key 
to solving problems 
successfully!  

If the solution did not work, start at Step 1 again.

If you still cannot reach a solution, you can try one 
of the following:

 > If the problem is affecting your work, then 
the person in charge of that part of the 
business must make the final decision.

 > You can “agree to disagree” and focus on 
reaching your goals.

{COMPROMISE} – When each side gives up 
something they wanted so that they can 
reach agreement

MODULE 3: LIFE AT WORK
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ACTIVITY 7: What makes a good leader?

LEADERSHIP 
A leader is a person who influences a group of people to reach a shared goal.

Leaders create a picture (vision) of how they think things should be in the future. They share this vision 
with other people, and motivate (inspire) them to want this vision too. Leaders create plans for how to 
reach the vision. They get people to support the plans and they guide others in putting the plan into 
practice. They try to identify problems before they arise and help their team to deal with them. 

Leaders and leadership qualities can be found everywhere: in our homes, schools and local communities, 
as well as in the wider world and the workplace.

 > Leadership qualities

Write down the names of two good leaders that you know of. They could be dead or alive. They could be 
local, national or international people. They do not need to be famous. Now list five things that make each 
of those people a good leader. 

Compare your answers with a partner. 

Together, make a list of important leadership qualities.

 > Rate the leadership qualities

Read through the following scenarios. For each one, say whether you think the leader shows good 
leadership skills or not. Give reasons for what you say. If you think the person does not show good 
leadership skills, say what you think they should have done instead.

1: Sifiso, the RCL chairperson

Sifiso is the chairperson of the RCL, which has four members. They are responsible for organizing the 
catering for a Youth Day celebration at the school. Sifiso asks the other members for their ideas about 
what kind of food they should provide, but then decides he doesn’t like any of their suggestions. He 
goes ahead and organizes a braai.  

MODULE 3: LIFE AT WORK
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ACTIVITY 8: Rate your teamwork and leadership skills and 
solve problems

SELF STUDY 
In this session, you’ve learned about relationships at work, teamwork, conflict resolution and leadership. 
Now you will rate your leadership skills and do a formal assessment task about problem solving.

Rate your skills  
Do the following quiz to help you to identify the teamwork and leadership skills that you already have and 
also those that you can develop further. 

Read each statement and tick the answer that is true for you.

2: Sindi, the youth organizer 

Sindi is on the organizing committee of her youth club. After hearing a talk about stigma and 
discrimination around HIV and AIDS, the club starts an anti-discrimination campaign. Another member, 
Thando, tells Sindi that he is afraid because he is bullied for being gay. Sindi says, “Look, Thando, we 
are trying to deal with serious issues like HIV and discrimination. We don’t have time for your silly 
problems. Can’t you just dress like the other guys? Then your problems will go away...”

3: Zodwa, the owner of a dressmaking business

Zodwa owns a small dressmaking business. She employs three other women to help her. They 
all work from their own homes. One of the women (Phindile) started falling behind in her work. 
Zodwa had a meeting with Phindile to find out about the problem. Phindile reported that her 
mother was sick and that she had to look after her. This meant that she had less time to do 
Zodwa’s work. Zodwa suggested that they ask one of the other assistants to help with the work 
until Phindile’s mother got better. They agreed on the details of the new arrangement.

4: Seth, the RCL representative for his class

Seth is an RCL representative for his class. He is trying to get the class to support the RCL clean-up 
campaign. Jabu says, “Excuse me, Seth, but I have an idea. I think the problem is that learners think 
it is okay to drop rubbish around, so they mess up the school as fast as you clean it. Maybe you 
need to educate people about litter first.” Seth thanks Jabu for his useful suggestion and asks him 
to share his ideas on how to educate the learners about litter.

MODULE 3: LIFE AT WORK
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Add up your score and check how you did.

Between 20 and 40
Well done! You already have many important teamwork and leadership skills and are working hard at 
developing these further. Keep up the good work!

Between 0 and 19
You’re getting there... and  making progress, but you still have a way to go. Look at where you need to 
work harder and think about how you can improve each of these skills. Keep practising and record your 
improvement plans in your short- and medium-term goals.

Now score yourself as follows:

Statement Tick here

Yes! Sometimes Never!

1 I communicate my ideas clearly to other people.

2 I know how to develop goals.

3 I ask others for help when I don’t know something.

4 I admit when I am wrong or make a mistake and then I fix it.

5 I do what I say I will do.

6 I am enthusiastic about my work and share my enthusiasm 
with others.

7 I respect others’ opinions and listen to their ideas.

8 I am happy for others to do things their own way.

9 I am able to say when I don’t agree with something.

10 I work hard at achieving our team’s goals. 

11 I do my work on time.

12 I keep trying and don’t give up.

13 I am honest, reliable and responsible.

14 I never lose my temper in the team.

15 I can adapt to different situations. I try to change my ideas 
when things don’t go the way I want them to. 

16 I respect the roles other team members play in the team. 

17 I always try to improve on my work in the team.

18 I try to resolve conflict in a positive and helpful way.

19 I am a helpful and important member of the team.

20 I believe that each person is an important member of the team.

Yes! 2 Sometimes 1 Never! 0

MODULE 3: LIFE AT WORK
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Solve problems  
This is a formal assessment task.

The following scenarios describe problems in the workplace. Read the statements and answer these 
questions about each statement:

1. What do you think is causing the problem/s?

2. What can be done to solve the problem/s?

3. How can the problem/s be avoided in future?

1: Shireen

Shireen, the Library Monitor, is team leader for four other learners who take turns to help in the school 
library. One afternoon, the library teacher notices that a whole shelf of popular study guides has gone 
missing during the day. The next day Shireen says to the teacher, “Very sorry Mam, but Nonhle was on duty. 
She is SO unreliable! She lets people steal the books...”  When the teacher calls Nonhle, Nonhle is very angry 
because she was absent from school with flu on the day the study guides went missing.

2: Your team
You are working on a team project and have a very tight deadline. One of the team members Benny 
always tries to take over and won’t listen to anyone else’s ideas. Another member Sizwe always 
shouts at Benny, saying Benny should shut up and give others a chance. The other team members are 
becoming discouraged, because the deadline is getting closer, and no work is getting done. 

Spend 2 hours on this activity. 
Bring your answers with you to the next session.

Assessment rubric
Your answers will be assessed using the following rubric:

Criteria for problem-solving activity Completely (2)
Partially (1)
Not at all (0)

1: Shireen

Possible causes of the problem are correctly identified

Suitable solutions are suggested

Ways of avoiding future problems have been suggested

Total (max 6)

2: Your team

Possible causes of the problem are correctly identified

Suitable solutions are suggested

Ways of avoiding future problems have been suggested

Total (max 6)

GRAND TOTAL (max 12)

MODULE 3: LIFE AT WORK
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HOW ORGANIZATIONS ARE STRUCTURED
A workplace has to be well organized to achieve its goals successfully. Everyone must know where they fit in. 
This means they must know what they are supposed to do: their roles, and specific responsibilities and tasks. 
They must also know how they relate to others: who they need to report to about their work, who must 
report to them, who they must work with, who they must talk to for different parts of their work. 

The local Education Department is a good example of an organizational structure. Teachers report to their 
HOD who reports to the Deputy Principal who reports to the Principal. The Principal reports to the Circuit 
Manager who reports to the District Manager.

When you show this on a diagram or picture, it is called an organogram like the one in Activity 9 below.

1. Who is your boss? 
a) the cook 
b) Thami 
c) the kitchen supervisor

2. Who is the boss of the business? 
a) the teller 
b) the kitchen supervisor 
c) Thami

3. The cook’s helper is making your job difficult 
because he throws the potato peels on the floor. 
When asked to throw them in the bin, he said it 
was your job to clean up.

Who should you talk to about the problem? 
a) the teller 
b) the kitchen supervisor 
c) Thami

You are the cleaner at Thami’s Take-Aways. Use the above organogram to answer these questions. 

  SESSION 10 
  WORKING IN AN ORGANIZATION 
In the previous session, you started looking at life in the workplace and you learned 
about relationships with other people, teamwork, conflict resolution and leadership. 

In this session you will explore how businesses or organizations are structured. You 
will look at your rights in the workplace and also your responsibilities there. Finally, 
you will identify an important value you intend to express in your behaviour at work. 

 

ACTIVITY 9: Thami’s Take-Aways organogram

THAMI

TELLERKITCHEN SUPERVISORCOOK

COOK’S HELPER DELIVERY PERSONCLEANER

MODULE 3: LIFE AT WORK

13

5499_LearntoEarn_Module3_Contents_FA.indd   13 2014/09/10   11:28 AM



WORKPLACE RIGHTS
Every working person has workplace rights. These right are protected by the labour laws of the country. 
Your company can’t ask you to do something illegal and its workplace rules must be in line with the 
country’s labour laws. 

Basic Conditions of Employment Act 
In South Africa, the Basic Conditions of Employment Act (BCEA) lays down basic working conditions, 
which employers must follow. The main areas are: 

 > Working time (including ordinary working hours, rest and meal breaks, overtime, night work, work 
on Sundays and public holidays)

 > Job information and payment (including payment, payslip information, deductions) 

 > Leave (including annual leave, sick leave, maternity leave, family responsibility leave) 

 > Termination (ending) of employment (including notice, severance pay, certificate of service) 

 > Child and forced labour (including that it is illegal to force any person to work, to employ a child 
under 15 years old, or for children under 18 to do dangerous work)

The Act says that workers must be able to see a summary at their workplace in all the official languages 
that are spoken there. This is to make sure that workers can know their rights.

Leave
Leave means time you take off work. The BCEA says this about leave:

Annual leave

 > A worker can take up to 21 continuous days’ annual leave or one day for every 17 days worked or 
one hour for every 17 hours worked

 > Workers must have leave. An employer can only pay a worker instead of giving leave if the worker 
leaves the job

Sick leave

 > A worker can take up to six weeks’ paid sick leave during a 36-month cycle

 > During the first six months, a worker can take one day’s paid sick leave for every 26 days worked

 > An employer may ask for a medical certificate if a worker is sick for more than two days at a time 

ACTIVITY 10: Rights of employees
Read the following simplified extracts from the BCEA. Then read the scenarios after the 
information and answer the questions.

PAUSE for thought 
What are rights? Why are rights important?

How do rights relate to the way we feel about ourselves and live our lives? Are workplace 
rights different from other kinds of rights, or not? Why/why not?

MODULE 3: LIFE AT WORK
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Job information and payment 
The BCEA says the following about job information and payment:

Job information

Employers must give new workers information about their job and working conditions in writing. 

Payslip information

Workers must get a payslip. Each payslip must include:

 > Employer’s name and address

 > Worker’s name and job

 > Period of payment

 > Worker’s pay

 > Amount and purpose of any deduction made from the pay

 > Actual amount paid to the worker

If needed to work out the payment, the payslip must also include:

 > Ordinary pay rate and overtime pay rate

 > Number of ordinary and overtime hours worked

 > Number of hours worked on a Sunday or public holiday

 > Total number of ordinary and overtime hours worked

Maternity leave

 > A pregnant worker can take four months’ maternity leave. It can start four weeks before the baby 
is due to be born or earlier if it is necessary for the mother or baby’s health. The mother may not 
work for six weeks after the baby is born unless a doctor or midwife says it is okay

 > A pregnant or breastfeeding worker is not allowed to perform work that is dangerous to her or her child

1: Sindi

Sindi was pregnant with her first baby. When she was seven months pregnant, she got sick and her 
doctor said she must stop working until after the baby was born. When Sindi told her boss, he agreed 
that she could take leave, but said she must use her annual leave. He also said he would fire her if she 
took more than 4 weeks after the baby was born.

 > Did Sindi’s boss follow the BCEA? Give reasons for what you say.

 > What do you think Sindi could do about this situation?

2: Suresh

Suresh works for a busy electrical company. The company is so busy that Suresh’s boss asked if he could work 
instead of taking annual leave. He said that the company would pay Suresh instead of him taking leave.

 > Is Suresh’s boss following the BCEA? Give reasons for what you say.

 > What do you think Suresh should say to his boss?

MODULE 3: LIFE AT WORK
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3: Doris

Doris is a domestic worker. Her employer never gives her a payslip. Doris’ salary is slightly different 
every month and she does not know why. When she asks her employer about the difference, she says 
she took money off for something that Doris broke or damaged; or for some food or clothing that she 
gave Doris; or that she had to pay more money into the Unemployment Insurance Fund that month.

 > Is Doris’ employer following the BCEA? Give reasons for what you say.

 > What do you think Doris should do?

4: Andrew

Andrew is divorced and has three children. He has not been paying child maintenance to his ex-
wife. She has taken him to court and the court has ruled that his employer must deduct child 
maintenance directly from his salary. Andrew says this is against his basic rights as an employee.

 > Is Andrew right? Give reasons for what you say. 

WORKPLACE RESPONSIBILITIES
Along with rights, come responsibilities. 

In this section we talk about workplace responsibilities.

PAUSE for thought 
What do you think this means? Many people are not clear on this. Many people are not 
sure what rights really are, and what they have to do with responsibilities. Can you 
name a general human right, and the responsibility that goes with it? Can you think of any 
responsibilities that apply in the workplace?

Ethics 
Rights and responsibilities are also about ethics. Ethics are our morals and values and about doing the 
right thing. They should help us to decide how to treat others and how to act in different situations. 
They are important at work and everywhere else – in our homes, schools and communities.

In the same way that your boss is responsible for treating you in a fair, honest, legal and ethical way at 
work, you are responsible for behaving in a fair, honest, legal and ethical way.

Approved deductions

An employer may not deduct any money from a worker’s pay unless:

 > That worker agrees in writing

 > The deduction is allowed by law, agreement or court order

{ETHICS} – Ethics are about 
doing the right thing

MODULE 3: LIFE AT WORK

16

5499_LearntoEarn_Module3_Contents_FA.indd   16 2014/09/10   11:28 AM



When making a difficult decision about how to behave, ask yourself the following questions:

 > Is it legal?

 > Could it harm someone?

 > If everyone I know saw me doing this, would I feel comfortable?

ACTIVITY 11: What is ethical behaviour?
For each of the following situations, discuss the morally right way to behave. Give reasons 
for what you say.

1: You are a high school teacher. A boy in your class has been doing badly. He offers you 
R500 if you will let him look at the exam paper before the exam. 

2: 
You own a spaza store and need a new fridge. A man offers you a very nice fridge at a 
cheap price. You know the fridge was recently stolen from a take-away in your area.

3: You are a good soccer player, but have not made the top school team. Your friend tells you 
his father can get you on the team if you pay him R300. 

4:
You have a job delivering a local free newspaper to households in your area. One weekend 
you are very busy and don’t have time to deliver the paper. Your friend says you should 
throw the newspapers away and still go to collect your pay.

5:
You work in an office and have a landline telephone on your desk. You have family and friends 
who live all over the country and it is expensive to call them on your cell phone. You could use 
your office phone to phone them.

6:
You have a computer at work and your boss trusts you to do your work when he is away 
from the office. Sometimes you feel bored and think that you could play computer games 
because nobody would know. 

7:
You had a romance with a classmate. When they broke up with you and started dating 
someone else, you felt hurt and angry. You know some private, embarrassing things about 
them. You could “broadcast” this information to others at school. 

“A person without ethics is a wild beast let loose on the world.” 
– Albert Camus (adapted)

MODULE 3: LIFE AT WORK
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PAUSE for thought 
When you have a job, you have the responsibility to act in an ethical, honest and trustworthy 
way. What are the ethics of brand YOU? Do your actions match these values?

Professionalism 
You also have the responsibility to act in a professional way at work.

Professionalism is not just one thing. It is a combination of things. Professionalism includes dressing 
appropriately, working well with others, being honest, taking responsibility for what you do, doing 
excellent work and communicating in a way that suits the situation. It also includes good time 
management. This means arriving at work on time, using your time at work to do work and leaving at 
(or after) closing time. 

Many professions, like doctors and teachers, have a code of professional conduct (behaviour).

 Professionalism can give brand YOU the edge! There is so much competition for 
jobs that you need to stand out if you want to do well. No matter what job you do, 
you need to be professional to be successful.  

Workplace tips 

 > Be flexible. Be prepared to work with everyone. Be easy, don’t be difficult.

 > Learn to put yourself in someone else’s shoes – this skill will help you 
throughout your life.

 > Know that when you are working, you are not just doing something for 
someone else. You are also doing something for yourself.

 > Work is not just about the money. You need to include your passion, 
personality and values.

 > Don’t feel that you are better than others, but also don’t feel that others are 
better than you.

 > Always bring a smile to the workplace. Don’t take your problems or issues to work. 

 > Don’t be sweet and sour. Be the same every day so people know they can rely 
on you.

 > Say what you don’t like. Say what you want. Do it politely.

 > Never be below standard. Be confident in what you are doing. Realize that you 
can cause a problem if you don’t know what you’re doing. Ask, research, LEARN, 
get better, work harder on your weak areas, and make sure you know your job.

 > If you are proud of what you are doing, you are building your brand and 
your life.

MODULE 3: LIFE AT WORK
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ACTIVITY 12: A day at work with Rita 
Read the following scenario and answer the questions as you go along.

1: 
Rita works in an ice-cream shop. The uniform is a pink shirt, black pants, a black apron and a 
pink cap. Staff members also need to wear a name badge. Rita often forgets to wear her cap 
and she has lost her name badge.

What does Rita’s attitude to her uniform tell her employer about her attitude towards her job?

2: 
Staff members work with food and are expected to have excellent standards of personal 
hygiene. They are expected to wear their hair tied up if it is long. Although Rita has long hair, 
she often leaves it down. 

What does Rita’s appearance tell her employer about her respect for company rules /regulations?

3:

One day, Rita’s friend visits Rita at work. Rita and her friend are talking. A customer comes 
into the shop. Rita, who is the only person on duty, smiles at the customer, but continues 
talking to her friend. The customer stands at the counter for five minutes before Rita moves 
away from her friend to help the customer.

What can you say about Rita’s customer service?

4:
After the customer has left, Rita returns to her friend. She tells her about a private 
conversation that she overheard between her boss and another employee. 

Was Rita right to share what she had heard with her friend? Give reasons for what you say.

5:
Rita’s friend asks Rita for a large milkshake. When she has to pay, she doesn’t have enough 
money. Rita tells her that she will charge her for a small milkshake instead of a large one.

What do you think Rita’s employer would say if he knew Rita had charged her friend for a 
small milkshake but given her a large one? Why is it a problem?

6:

Rita’s friend leaves the shop. Another employee (Rose) comes in to start her shift. She and Rita 
work together for a while before Rita goes for lunch. While Rose is serving a customer, she drops 
some ice-cream on the floor by mistake. Rita is not doing anything at the time but she ignores it 
and leaves Rose to continue serving the customer and then clean up the mess she made.

What do you think of Rita’s attitude to team work? What do you think Rose might say to Rita 
after the customer leaves? 

7:

The shop is busy, but Rita tells Rose that she is too tired to work so she leaves for her lunch 
break 15 minutes early, and comes back 15 minutes after the end of her lunch break. Rita 
often takes long lunch breaks.

How do you think Rita’s employer feels about Rita regularly taking an extra 30 minutes for 
lunch? How do you think the other employees feel?

8:
In general, do you think Rita showed a professional approach to her job? Do you think she is 
likely to be promoted? What kind of reference do you think her boss will write for her when 
she leaves the ice-cream shop?

MODULE 3: LIFE AT WORK

19

5499_LearntoEarn_Module3_Contents_FA.indd   19 2014/09/10   11:28 AM



SELF STUDY 
In Session 1 you explored your interests, strengths and values to create brand YOU. Now you are 
going to identify values (and matching behaviour) that are important to you. 

ACTIVITY 13: Describe a value that is important to 
you and do a word search

PAUSE for thought 
What could Rita learn from this motivational speaker? What does it mean for brand YOU?

“The biggest mistake that you can make is to believe that you are 
working for somebody else… The driving force of a career must 
come from the individual. Remember: Jobs are owned by the 
company, but you own your career!”  – Earl Nightingale, Motivational Speaker

Step 1:

IDeNTIfY ThRee vALueS ThAT ARe IMPORTANT TO YOu 

In this module, you have spent a lot of time thinking about values and ethical 
behaviour. 

Identify three values that are really important to you and say how you should 
behave to match those values. For example, I believe in excellence, so I always 
work hard, do my best and keep trying until I get it right.

“Post” this personal code of conduct on your website. Read it often to remind 
yourself of your values and how you can show the world what is important to you.

Many professions have a code of conduct saying how people should behave and act towards others. For 
example, lawyers, doctors and teachers. 

Although you probably don’t have a job yet, you still have a set of values that guide your actions every 
day and when you have decisions or choices to make. Once you start working, these values may be part of 
a code of conduct for your profession or workplace. 

MODULE 3: LIFE AT WORK
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“It always seems impossible until it’s done.” – Nelson Mandela

Step 2:

DO A WORD SeARch

Find the following positive values and behaviour in the word block. The words 
can run up or down or from left or right. An example is done for you:

acceptance, tolerance, honesty, integrity, hard work, excellence, persistence, 
determination, teamwork, caring, human rights, democracy, loyalty, respect, 
responsibility, trustworthy, reliable, efficient

Spend 2 hours on this activity. 

CONGRATULATIONS 
Well done! You’ve come to the end of the third and final module of Learn to Earn. During the course, 
you’ve begun working on your journey toward the dream career for brand YOU. Keep up the good 
work, dreaming, planning, and setting and monitoring your goals. Remember that things don’t 
happen by chance; they happen by change. If things don’t seem to be working out, take another look 
at your plans and see what changes you can make to help you accomplish your step-by-step goals. 
Keep working at your goals, keep learning and above all, don’t give up! 

T R U S T W O R T H Y A R A A B C D E F
D E T E R D G H I P C F E G T H U R U U
A C L A E E D F A E F L L I H E W E E F
C V O B E D T R A R C O I N Y X S S D R
C B Y N E H O N E S T Y A T U C A P C E
E N A M E N L S X I S A B E I E S E V D
P M L K E B E S X S S L L G K L D C G Y
T K T L E N R S X T S T E R L L G T K T
A L Y O E M A S X A D Y R I O E H G R I
N O W L E G N S E N F D F T M N S B O L
C P C P E H C S D C H V H Y L C T N W I
E F F I C I E N T E B G H J L E H A D B
D F N O I T A N I M R E T E D G G S R I
D E M O C R A C Y Q E D E F G H I D A S
S D F G H J K L J M M K A Q Q R R G H N
H U M A N R I G H T S D M D F G N H L O
H U M N A E D A S D A S W S D F A J I P
Z X C V B N M A S D A S O S D G M K K S
A S D F G H K L J Y H J R J K L U L K E
C A R I N G J K L I H M K X C V H M M R
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