
Essential Skills: Implementation at COTR 

 

What are Essential Skills? 
Essential Skills are the skills needed for work, learning and life. They provide the foundation for 
learning all other skills and enable people to evolve with their jobs and adapt to workplace change. 
Through extensive research, HRSDC (along with other national and international agencies) has 
identified and validated nine Essential Skills1. These skills are used in nearly every occupation and 
throughout daily life in different ways and at different levels of complexity. 
 

Why has COTR adopted Essential Skills? 
For a number of years, COTR has supported some sort of generic skills development. These skills 
have been identified in the past using a variety of labels, including “Employability Skills” and “Core 
Abilities.” A COTR internal committee met during the 2004-2005 academic year to examine options for 
generic skills adoption and implementation. Because of its consistency, currency and relevance, 
HRSDC's Essential Skills list was adopted by the committee (this list has also been adopted by a 
number of other educational institutions, including Douglas College, Langara College, and Bow Valley 
College). The inclusion of Essential Skills in our current Education and Service Plans highlights the 
commitment of COTR to ensure that students in all of our regular programs will develop these generic 
skills during their stay with us. 
 

How will Essential Skills training be delivered? 
The COTR Essential Skills committee recommended the adoption of six skills, which are related to the 
nine Essential Skills developed by HRSDC. The skills were chosen (and adapted, in some ways) to 
support the academic experience. In many cases, students will develop these skills prior to or during 
the delivery of an academic or vocational program. For those students who have not or will not acquire 
these skills in the course of their programming, COTR has provided a series of workshops, short 
online courses, and websites. Students can access these Essential Skills 'Tools' in a variety of 
locations and times. The Tools will be promoted to students through posters, brochures, signs at 

workshop locations, and a website (www.cotr.bc.ca/tools4success). 

 

What are the six Essential Skills supported at COTR? 
 Computer skills 
 Skills for Busy Students (study skills, time management skills) 
 Writing skills 
 Research skills 
 Keyboarding skills 
 “Getting Hired” skills (preparing for, finding, and progressing in employment) 

 

Implementation of Essential Skills: what do faculty need to do? 
EdCo has approved the adoption of a standardized list of Essential Skills to replace the Core Abilities 
section on all revised and new Course Outlines, for the Fall 2007 semester. From this standardized 
list, instructors will select the essential skills (category names and sub-skills) that are expected prior to 
beginning the course, and those that will be developed during the course. The list of selected skills will 
be included with other revisions when the Course Outline is submitted to the PSC for updating.
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 To view more information about HRSDC’s Essential Skills initiative, or to see how this essential skill 

relates to your occupational goals, consult the Essential Skills website: http://www15.hrdc-
drhc.gc.ca/english/general/home_e.asp  

http://www.cotr.bc.ca/tools4success
http://www15.hrdc-drhc.gc.ca/english/general/home_e.asp
http://www15.hrdc-drhc.gc.ca/english/general/home_e.asp


 Essential Skills Checklist for Instructors 

Place a checkmark in the columns to indicate how Essential Skills are used in your course. 

Essential Skills Students should 
have developed this 
skill before taking 
my course 

Students may 
develop this skill 
during my course 
This Column 
goes on the 
course outline 

This skill is not 
expected or 
developed in my 
course 

This skill is not 
applicable to my 
program 

Computer Skills 

Recognize basic computer components 
(e.g. monitor, hard drive) and 
terminology 

    

Start the computer, log in, start a 
program 

    

Create a simple document in Word     

Perform basic document editing     

Understand file management: save, 
store and retrieve documents 

    

Use email to send and read messages, 
attach documents 

    

Print documents     

Access COTR’s online learning 
resources 

    

Other computer-related skill: please 
describe 

 

Skills for Busy Students 

Manage study time effectively     

Set educational priorities and goals      

Recognize one’s personal learning 
style 

    

Use effective note-taking strategies     

Develop problem-solving and memory 
skills 

    

Practice strategies to reduce stress 
level and deal with anxiety 

    

Practice strategies to succeed at 
exams and tests  

    

Use support systems and College 
resources  

    

Other related time management or 
study skill: please describe 

 



 

Writing Skills 

Identify a purpose and audience for  
writing 

    

Develop an argument or thesis 
statement 

    

Apply pre-writing strategies and 
develop a draft 

    

Use correct punctuation and grammar     

Use effective citations:  Modern 
Language Association (MLA) and/or 
American Psychological Association 
(APA) 

    

Edit written work     

Other writing-related skill: please 
describe 

 

Research Skills 

Use the library catalogue; renew 
materials and place holds on resources 

    

Use the OUTLOOK database 
(database providing access to all 
libraries in BC) 

    

Use full-text online database to locate 
current journal and magazine articles 

    

Place interlibrary loans     

Use the internet to locate and evaluate 
information 

    

Understand what constitutes plagiarism 
in academic writing 

    

Cite, save, and print information for 
research 

    

Other research-related skill: please 
describe 

 

Keyboarding Skills 

Use alphabetic, figure and symbol keys      

Use timings to accelerate keyboarding 
speed  

    

Use strategies to build keyboarding 
skill 

    

Other keyboarding-related skill: please 
describe 

 



 

“Getting Hired” Skills 

Recognize personal skills and 
attributes 

    

Write a focussed, effective resumé     

Write a strong cover letter     

Prepare for an effective job interview     

Use WorkopolisCampus to find 
information about jobs 

    

Use effective job-finding techniques     

Other job finding-related skill: please 
describe 

 

 


