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Mississippi WBL Training Agreement 
Student Name:  School Name:  

Student MSIS  Number:  WBL Teacher/Coordinator:  

Student Phone:  WBL Teacher/Coordinator Email:  

Student DOB:  WBL Teacher/Coordinator Phone:  

 

Worksite Location:  Worksite Address   

Supervisor/Mentor Name:  Start Date:  End Date:  

Supervisor/Mentor Phone:      

Supervisor/Mentor Email:      

 

Type of Experience:      

c Business/Industry  c School-Based Enterprise c Entrepreneurship c Simulated Workplace c Virtual Employment  c Apprenticeship c  Service-Learning Project c Other 
(explain) ____________________________________________________________________________________________________ 

 

Job Description: 

 
Employability Skills 
The employability skills below are essential in every work environment throughout one’s career. Please discuss and review these skills at least twice during this work-based learning experience, in a first, baseline review 
and in a second review near the end of the work-based learning experience. (Two reviews to capture growth -- Be objective!) 

Scale Key 
0 = No Evidence: Needs to have a strategy to develop this skill 
1 = Developing: Developing this skill; learning to address challenges related to this skill 
2 = Competent: Demonstrates some of performance expectations; aware of the importance of this skill 
3 = Proficient: Consistently demonstrates performance expectations; shows initiative to learn about, enhance or apply this skill 
4 = Advanced: Exceeds expectations; works with high level of independence, acts as a role model, or shows initiative to apply and extend this skill 

 

Skill Performance Expectations Reviews 
Use Scale Key 

Comments 
Notes, goals, and reflections for Review #1 and Review #2 

1. Collaboration 
and Teamwork 

• Builds effective collaborative working relationships with 
colleagues and customers 

• Able to work with diverse teams,  
• Contributes appropriately to the team effort 
• Negotiates and manages conflict;  
• Learns from and works collaboratively with individuals 

representing diverse cultures, ethnicities, ages, gender, 
religions, lifestyles, and viewpoints 

• Uses technology to support collaboration. 

Rev #
1 

  

Rev #
2 

  

2. Initiative and 
Self-Direction 

• Takes initiative and is able to work independently as needed 
• Looks for the means to solve problems 
• Actively seeks out new knowledge and skills 
• Monitors his/her own learning needs 
• Learns from his/her mistakes 
• Seeks information about related career options and 

postsecondary training. 

Rev #
1 

  

Rev #
2 

  

3. Communication • Comprehends verbal, written, and visual information and 
instructions 

• Listens effectively 
• Observes non-verbal communication; articulates and 

Rev #
1 
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Skill Performance Expectations Reviews 
Use Scale Key 

Comments 
Notes, goals, and reflections for Review #1 and Review #2 

presents ideas and information clearly and effectively both 
verbally and in written form 

• Uses technology appropriately for communication.  

Rev #
2 

  

4. Professionalism 
and Ethics 

• Manages time effectively 
• Punctual;  
• Takes responsibility 
• Prioritizes tasks 
• Brings tasks and projects to completion 
• Demonstrates integrity and ethical behavior 
• Acts responsibly with others in mind 

Rev #
1 

  

Re v #
2 

  

5. Creativity and 
Innovation 

• Demonstrates originality and inventiveness in work 
• Communicates new ideas to others 
• Integrates knowledge across different disciplines.  

Rev #
1 

  

Rev #
2  

  

6. Quantitative 
Reasoning 

• Uses math and quantitative reasoning to describe, analyze, 
and solve problems 

• Performs basic mathematical computations quickly and 
accurately 

• Understands how to use math and/or data to develop 
possible solutions. 

Rev #
1 

  
Rev #

2  

  

7. Critical Thinking 
and Problem 
Solving 

• Exercises sound reasoning and analytical thinking 
• Makes judgments and explains perspectives based on 

evidence and previous findings 
• Uses knowledge, facts, and data to solve problems.  

 

Re v #
1 

  

Rev #
2 

  

8. Technology • Selects and uses appropriate technology to accomplish tasks 
• Applies technology skills to problem solving 
• Uses standard technologies easily 
• Able to quickly access information from reliable sources 

online 

Rev #
1 

  

Rev #
2 

  

9. Information 
Management 

• Is open to learning and demonstrates the following 
information gathering skills 

• Seeks out and locates information; understands and 
organizes information 

• Evaluates information for quality of content, validity, 
credibility, and relevance 

• References sources of information appropriately. 

Rev #
1 

  

Rev #
2 

  

10. Workplace 
Context and 
Culture 

• Understands the workplace’s culture, etiquette, and 
practices 

• Knows how to navigate the organization 
• Understands how to build, utilize, and maintain a 

professional network of relationships 
• Understands the role such a network plays in personal and 

professional success. 

Rev #
1 

  

Rev #
2  
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Workplace & Career Specific Skills 
Select three to five skills that will be a focus for this work-based learning experience. Choose from the following lists or identify other skills relevant to the specific workplace or career goals. Skill 
definitions are listed at the end of the document. More skill definitions can be found on O*Net. 
 

Career/Engagement Skills Digital Literacy Applied Academic Technical/Career Specific Skills 
Active Learning 
Customer Service  
Industry Knowledge  
Information Management 
Leadership 
Project Management 
Public Speaking / Presentations 
Teaching/Instructing 
Time Management 
 

Computer Technology  
Database Use 
Graphic Design  
Media Literacy  
Photo Editing 
Software Development  
Spreadsheet Use 
Web Development 
 

Applied Mathematics  
Reading 
Research and Analysis  
Writing 
 
STEM and Related Concepts  
Engineering Design Process 
Research and Analysis  
Scientific Literacy 

Applied Arts and Design  
Blueprint Reading 
Child Development  
Cooking / Culinary Arts 
Equipment Operation 
Landscaping 
Maintenance / Repair / Painting  
Medical Office Skills 

Skill Skill Definition Reviews 
Use Scale Key 

Comments 
Notes, goals, reflections for Review 1 and Review 2 

  Re v #
1 

  

Rev  #
2 

  

  Re v #
1 

  
Rev #

2 

  

  Rev #
1 

  

Rev #
2 

  

  Re v #
1 

  

Rev #
2 

  

  Rev #
1 

  

Rev #
2 

  

 
Comments & Signatures 

Review #1 Review #2 

Participant Signature:  Participant Signature:  

Supervisor Signature:  Supervisor Signature:  

Staff Signature:  Staff Signature:  

Date:  Date:  

Skills and Skill Definitions 
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Active Learning Cultivating a practice of active learning by seeking out information, observing, asking 

questions and reading. 

Applied Arts and Design Applying design concepts and art techniques to workplace projects. Gain fluency in the 
techniques relevant to workplace projects, such as sketching, drawing, painting, mixed-
media, collage, calligraphy, or other techniques. 

Applied Mathematics Applying mathematics to workplace situations; using mathematical thinking (such as 
looking for patterns, drawing graphs or applying geometry concepts) to analyze work 
projects. Demonstrating fluency with numbers, business math, measurement and basic 
calculations. 

Blueprint Reading Reading and understanding blueprints, being able to locate specific information or 
measurements related to current tasks. 

Career Awareness Actively seeking information about careers; using this work experience to build 
awareness of career opportunities and educational opportunities in this career area. 
Though special projects and/or end-of-internship presentations, demonstrating 
awareness of the roles of professionals, volunteers, and others in this career area. 

Child Development Providing guidance and support to help children to participate in and learn from lessons, 
projects and activities, while helping to maintain a safe and nurturing environment. Role 
model appropriate behavior by being polite, being positive, and using appropriate 
language. 

Information Management Gathering and organizing information. Paying attention to accuracy of information; 
making sure that information is complete; avoiding duplication. 

Computer Technology Using computer software applications and computerized equipment to perform work 
tasks. 

Cooking / Culinary Arts Following professional standards in the preparation of food, including planning, 
preparation, food safety and related tasks. 

Creativity Generating ideas, projects or products that take a fresh approach; applying artistic and 
creative skills to everyday work projects. 

Customer Service Communicating a positive attitude, empathy, energy and helpfulness to customers or co-
workers and providing the assistance customers or co-workers need. Listening to, 
understanding and responding to customer needs. 

Design Principles and 
Graphic Design 

Understanding and applying design theory. Developing an eye for design. Learning and 
applying concepts of color, contrast, scale and typography. 

Engineering Design Process Applying a series of steps that guides engineering teams as they solve problems. The 
design process is iterative, meaning that engineers repeat the steps as many times as 
needed, making improvements along the way as they learn from failure. 

Early Childhood / Math 
Literacy 

Encouraging children to learn and practice basic math literacy by counting, measuring, 
using a calendar, noticing shapes, noticing patterns and doing simple calculations. 
Looking for natural connections to math concepts within children’s activities. 

Early Childhood / Reading 
Literacy 

Encouraging reading literacy skills by participating in story-time and other reading-related 
activities and by naturally incorporating new vocabulary, writing, words and letters into 
various aspects of children`s activities. 

Engineering Concepts Participating in various aspects of projects being worked on by engineers including 
brainstorming, concept design, diagnostics and general problem solving. 

Entrepreneurial Thinking Gathering information and generating ideas to support business planning; making 
decisions and organizing work to support the mission and goals of an entrepreneurial 
project. 
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Environmental Literacy Demonstrating understanding of environmental issues applied to the workplace. 
Responding to customer questions about environmental issues; learning about 
environmental issues through special projects or research applied to the workplace. 

Equipment Operation Working with machinery and equipment; safely operating, maintaining, storing, and (if 
applicable) repairing equipment. 

Fashion Merchandising Selecting and dressing mannequins; selecting outfits for display; selecting colors and sizes 
for display; maintaining retail displays. 

Food Safety Following safety guidelines for storing, preparing, and serving food, based on industry 
standards. Following industry standards for the safe use of tools and equipment.  Good 
communication, time management, and a comfortable pace of work are essential to 
creating a safe environment. 

Health Literacy Learn about, analyze, and communicate about health and wellness issues, including 
nutrition, exercise, healthy lifestyles and other issues related to personal and community 
health. 

Horticulture and Plant 
Knowledge 

Demonstrating knowledge of garden plants, weeds and invasive species through 
successfully performing professional tasks include transplanting, watering, weeding and 
invasive plant removal. 

Landscaping Use plants, hardscape, pathways, seating, signs and other features to create attractive and 
functional outdoor spaces. 

Leadership Lead, motivate, direct and mentor others to support work on workplace projects, 
classroom activities and community programs. 

Maintenance / Repair / 
Painting 

Work in a team to maintain, repair and improve buildings and building systems. Plan and 
schedule projects, respond to customer requests for maintenance and professionally 
complete projects. 

Media Literacy Applying communication skills, creative thinking, critical thinking, artistic skills and 
technical skills to use media to share ideas, promote events, provide entertainment and 
expression, build avenues of communication and build community. 

Medical Office Customer 
Service / Interacting with 
Patients 

Interact comfortably with patients, greet each patient; professionally escort patients to 
the lab, office, physical therapy workout room or other locations. Respect the diversity 
and confidentiality of each patient. 

Medical Office Skills Show professionalism and careful attention to detail in performing office tasks, including: 
– Pulling charts for upcoming patients. – Assisting with photocopying. – Scheduling 
patient appointments. – Making and organizing patient files. – Filing insurance and 
patient paperwork. 

Medical Office Vocabulary Becoming familiar with the vocabulary used in a clinical setting. Using knowledge of 
vocabulary when conducting web searches and other research tasks. 

Menu Planning and 
Nutrition 

Demonstrating knowledge of nutrition, health, food choices and diet; applying this 
knowledge to menu planning and choice of ingredients. 

Peer Leadership Organizing and leading projects for other teens; demonstrating commitment to 
communicating, sharing information, and acting as a role model for others. Role 
modeling appropriate behavior by being polite, being positive, and using appropriate 
language. Encourage others to participate in activities by demonstrating active 
participation. 

Photo Editing Formatting pictures for use in publications and websites, including adjusting file size and 
canvas size, and applying cropping and color adjustments. 

Project Management Using formal and informal methods and tools to keep track of projects step-by-step. This 
may include using checklists, calendars, stylesheets, project notebooks and other tools as 
needed by the project. 
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Reading Using reading comprehension skills when reading workplace materials. Using strategies 
to learn new vocabulary and learn about unfamiliar words, phrases and concepts. 

Research and Analysis Gathering and analyzing information through surveys, data collection, experiments, 
online and print sources and other methods. 

Retail Sales Assisting customers with selection of products. Comfortably building rapport when 
meeting customers. Supporting customer buying decisions by sharing information about 
the company products. Representing the company in a professional manner at all times.  
Respecting the confidentiality and diversity of all customers. 

Scientific Literacy Following professional standards for science lab or science classroom internships. 
Understanding and following lab procedures. Following safety procedures. Modeling 
scientific observation and experimentation skills. 

Self-Advocacy The practice of setting goals and identifying supports and strategies for achieving goals. 
In workplace experiences, taking initiative to find the most effective way to learn and 
master workplace skills and tasks. In career exploration, taking initiative to understand 
one’s own interests, strengths and weaknesses and researching and identifying possible 
career paths. 

Software Development  Planning, developing, testing and updating computer applications and software. 
Understanding the development process, including computer programming and coding 
skills. 

Teaching and Instructing Teaching information, concepts or skills to others, including children, peers, co-workers 
or customers. Effective instruction includes both presenting information, concepts and 
skills to others and following through to see that they are able to understand and apply 
what was taught. 

Time Management Establishing a healthy, comfortable and productive approach to using time. Time 
management includes: (a) thoughtfully and systematically deciding what tasks to do in 
what timeframe; (b) maintaining a steady, safe and comfortable pace of work; and (c) 
developing habits and approaches that lead to a comfortable pace of life (i.e., not rushing, 
being late or missing deadlines). 

Industry Knowledge Understanding the context for your work, including industry trends, technology, 
planning and management issues, staffing and financial issues and other aspects of the 
industry. Understanding that having experience in many different aspects of the industry 
helps people to build successful careers. 

Web Development Developing, maintaining and updating websites using a variety of tools and techniques. 

Writing Using effective writing, editing and visual presentation skills to communicate with 
various audiences in the workplace. 

 

 
 


