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Easy Reading Training for Work is a workbook 
that helps adults with low literacy skills or 
English as a Second Language determine 
what type of job training they need and 
where to find that training. Individuals 
are encouraged to seek the support of a 
career advisor or tutor to assist them in 
understanding the information within 
this resource. Through a combination of 
exercises and stories of fictional characters, 
the workbook asks the reader to consider  
the following questions:

• Why is training a good idea?

• What is my training goal?

• What is my training plan?

• What are the steps in my training plan?

• What kind of training do I need?

• Where can I get training?

• What types of training are best for me?

Easy Reading Training for Work: Help for 
Career Advisors is a complementary online 
resource to help advisors and tutors support 
their clients. It includes related exercises, 
provides notes and topics for discussion, 
optional activities and links to readily 
available resources.

ISBN 978-1-4601-1993-8

Other Easy Reading products that may be  
of interest are

• Easy Reading Find a Job

• Easy Reading Find a Job:  
Help for Career Advisors

• Easy Reading Keep Your Job

• Easy Reading Keep Your Job:  
Help for Career Advisors

• Easy Reading Work and You Book 1:  
Make Some Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Easy Reading Work and You:  
Help for Career Advisors

You can find these products at  
alis.alberta.ca/ERadvisors.

Check out these related resources on the Alberta 
Learning Information Service (ALIS) website.

• alis.alberta.ca/careerinsite

CAREERinsite is a free, interactive career-
planning tool that allows users to explore 
career options based on their skills, abilities 
and interests. 

• alis.alberta.ca/occinfo

OCCinfo provides information on Alberta 
occupations and educational programs, 
including

• duties and working conditions

• educational and certification requirements

• employment outlook and advancement 
opportunities

• wage and salary ranges

This publication is available to download or 
order online at alis.alberta.ca/publications.
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http://alis.alberta.ca/ec/cp/oi/ERadvisors.html
http://careerinsite.alberta.ca/careerinsite.aspx
http://occinfo.alis.alberta.ca/occinfopreview
http://alis.alberta.ca/ep/careershop/main.html
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Introduction
About this guide and its companion workbook

What these publications cover
Easy Reading Help for Career Advisors is an 
online companion document for the Easy 
Reading Training for Work publication, which 
was developed for adult clients who read at a 
Grade 4 level. The publication encourages 
English language learners or adults with low 
literacy skills to seek the support of a career 
advisor or tutor to help them understand the 
information that is presented.

Easy Reading Training for Work is a workbook 
that helps clients determine what type of job 
training they need and where to find that 
training. Through a combination of exercises 
and stories of fictional characters, the 
workbook asks clients to consider the 
following questions: 

• Why is training a good idea?

• What is my training goal?

• What is my training plan?

• What are the steps in my training plan?

• What kind of training do I need?

• Where can I get training?

• What types of training are best for me?

The workbook is designed for clients across 
Alberta. You will find that the exercises are 
open-ended and that answers will depend on 
the types of training clients seek, as well as 
on how and where they can access that 
training in their community. 

Clients with low literacy skills may find it 
difficult to research the answers to some of the 
exercise questions. With the guidance of a career 
advisor or tutor, this can be an opportunity for 
clients to develop skills in reading, thinking, 
document use, digital technology and other 
workplace essential skills. 

To ensure success, reassure your clients of your 
support and encourage them to keep trying.
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Who this guide is for
Easy Reading Training for Work: Help for 
Career Advisors is designed to help advisors 
and tutors support their clients as they 
pursue training for a new or different job. 

The content of this guide is applicable to 
anyone helping adults with low literacy skills 
determine what training they’ll need and 
where to find it. 

How this guide is structured

An overview
The chapter and section headings in this guide 
parallel the headings used in Easy Reading 
Training for Work. 

The chapters in this guide include the following 
information, as appropriate:  

• a short summary of the chapter contents 

• a list of learning objectives

• notes for advisors (These can include 
suggestions for delivery or discussion  
as well as optional activities.)

• lists of supplementary information  
and resources

• links to the nine workplace essential skills

Note: Some of the resources mentioned 
in this guide are not designed as easy 
reading material. However, they may 
contain useful information for your 
clients. You can order or download many 
of these resources at alis.alberta.ca/
publications or pick up copies at any 
Alberta Works Centre. To find a centre 
near you, go to alis.alberta.ca/awc.

http://alis.alberta.ca/ce/cp/cs/abcareer.html
http://alis.alberta.ca/ep/careershop/main.html
http://alis.alberta.ca/ep/careershop/main.html
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The exercises and stories in Easy Reading 
Training for Work focus on these skills. 

 

 
Please note that the icon is used only in  
this guide. The workbook discusses the nine 
essential skills without specifically identifying 
them as such. 

You can learn more about the nine workplace 
essential skills on the following websites: 

• awes.ca/workplace-essential-skills 

• esdc.gc.ca/en/essential_skills/index.page

How the nine workplace essential 
skills fit in
Many Canadian and international organizations 
have identified nine workplace essential skills 
that are required for almost every job. These 
skills provide a foundation for learning other 
skills. They help people succeed at finding 
work and staying employed.

These are the nine essential skills:

• reading

• writing

• numeracy

• document use

• computer use and digital technology

• thinking

• oral communication

• working with others

• continuous learning

In this guide, the essential 
skills identified in the workbook are 
highlighted with this icon.

http://awes.ca/workplace-essential-skills/
http://www.esdc.gc.ca/en/essential_skills/index.page
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About the Easy Reading series

Easy Reading resources
The following Easy Reading products  
may be of interest: 

• Easy Reading Be Safe at Work
• Easy Reading Dictionary
• Easy Reading Employment Law  

Protects Workers
• Easy Reading Find a Job
• Easy Reading Find a Job:  

Help for Career Advisors
• Easy Reading Job Profiles
• Easy Reading Keep Your Job
• Easy Reading Keep Your Job:  

Help for Career Advisors
• Easy Reading Work and You Book 1:  

Make Some Job Choices
• Easy Reading Work and You Book 2:  

Decide on a Job
• Easy Reading Work and You:  

Help for Career Advisors 

You can find these products at  
alis.alberta.ca/ERadvisors.

Other resources
Check out these related resources on the  
ALIS website:

• Career Planning at alis.alberta.ca/career 
includes useful self-assessment tools and 
career planning resources and services.

• OCCinfo at alis.alberta.ca/occinfo 
provides information on the following:

• Alberta occupations and educational 
programs 

• job duties and working conditions

• educational and certification 
requirements

• employment outlook and advancement 
opportunities

• wage and salary ranges

This guide is part of the Easy Reading series for adults who have low literacy skills or who are 
learning English. Easy Reading publications are written at a Grade 2 to 4 reading level, depending 
on the topic. Occasionally, the reading level may be higher because of the need to include difficult 
words that are essential to a particular occupation or situation. When difficult words are necessary, 
definitions are provided.

http://alis.alberta.ca/ec/cp/career-planning.html
http://occinfo.alis.alberta.ca/occinfopreview
http://alis.alberta.ca/ec/cp/oi/ERadvisors.html


© Government of Alberta Easy Reading Training for Work Help for Career Advisors 7

Get Ready
Chapter summary
This chapter defines what training is and why 
it is important, especially as it relates to work. 
It also introduces the format, content and icons 
used in Easy Reading Training for Work.

Objectives
• Introduce clients to the importance  

of training for work.

• Introduce clients to the contents  
of Easy Reading Training for Work.

• Introduce clients to the icons that  
mark definitions, tips and exercises.

Notes for advisors
Many adults with low literacy skills are reluctant 
to step into formal learning environments. 
Before your clients begin to read Easy Reading 
Training for Work, it may help to point out 
that people learn in many ways. 

You may wish to share something you’ve 
recently learned, such as an item on the news 
or a new way to do something. Then ask your 
clients to think about something they’ve learned 
this week. They may have discovered a new bus 
route or a new restaurant. Point out that simply 
sharing information with other people is a way 
of learning something new. Emphasize that 
learning is lifelong and that we often learn 
without even realizing it. 

To reassure reluctant learners, stress that  
you will help them as they proceed through 
the workbook.

The exercises in this chapter 
highlight the skill of thinking. They are 
designed to help clients think about 
their training options.
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The definition and tip icons are used 
in this chapter. 

You’ll find an example of an exercise 
icon on page 13 of this guide. 

You’ll find an example of a training plan 
icon on page 18 of the client publication.

Definitions and icons
Show clients the online Easy Reading 
Dictionary at alis.alberta.ca/ERdictionary.

Introduce clients to the various icons used  
in Easy Reading Training for Work. 

Tips offer extra information to 
help clients complete a task 
successfully.

Definitions explain terms that 
may be unfamiliar to clients. 

Terms that are specific to Easy Reading 
Training for Work are identified in bold 
and in colour. They are also defined in 
the online Easy Reading Dictionary.

Terms in bold and in black were defined 
in previous Easy Reading publications. 
These terms can also be found in the 
online Easy Reading Dictionary.

Exercises encourage clients to 
answer questions and think about  
the training they seek.

Clients can fill in the various 
steps of their training plans as 
they complete the workbook exercises. 
The workbook also includes a two-page 
diagram in which clients can consolidate 
their steps.

http://alis.alberta.ca/ec/cp/oi/ERdictionary.html
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Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Creating a New Future:  
The Job-Loss Workbook

• Easy Reading Work and You Book 1:  
Make Some Job Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Positive Works II

• Workability: What You Need  
to Get & Keep a Job

• Working in Alberta: A Guide for 
Internationally Trained and Educated 
Immigrants

ALIS articles at alis.alberta.ca/tips

• A Positive Attitude Will Help You Learn

• Apprenticeship in Alberta

• Checklist for Going Back to School

• Distance Learning: Making It Work for You

• Go Back and Finish High School:  
Your Step to a Brighter Future

• How Does Your Attitude Measure Up?

• Learning to Enhance Your Career

• Many Training Paths Develop Skills  
and Knowledge

• Moving From Self-Defeating to  
Powerful Thoughts

• Need a High School Diploma?

• Over 45 and Looking for Work?

• Overcoming Defences Against Learning

• Take Charge of Your Learning at Work

Resources for diverse groups

• Aboriginal Peoples: Career, Learning and 
Work at alis.alberta.ca/aboriginal

• Mature Workers at  
alis.alberta.ca/matureworkers

• Persons With Disabilities: Career, 
Learning and Work at alis.alberta.ca/
personswithdisabilities

• Youth: Transitioning to Careers  
and Independence at alis.alberta.ca/
youthtransition

• Newcomers at alis.alberta.ca/newcomers

Other resources

• Alberta Career Information Hotline at  
alis.alberta.ca/hotline

• Alberta Works Centres at  
alis.alberta.ca/awc

• Continuing Education at alis.alberta.ca/
occinfo-continuing-education

• Examine the Options at alis.alberta.ca/et/
education-training.html

• Exploring Possibilities at alis.alberta.ca/
ce/exploring.html

alis.alberta.ca/publications
alis.alberta.ca/tips
http://alis.alberta.ca/ep/careershop/main.html
http://alis.alberta.ca/ce/cp/cpt/aboriginal.html
http://alis.alberta.ca/ce/cp/cpt/matureworkers.html
http://alis.alberta.ca/ce/cp/cpt/disabledpersons.html
http://alis.alberta.ca/ce/cp/cpt/disabledpersons.html
http://alis.alberta.ca/hs/cp/cpt/youth.html
http://alis.alberta.ca/hs/cp/cpt/youth.html
http://alis.alberta.ca/pdf/PSWRnews/newcomers.pdf
http://alis.alberta.ca/ep/eps/hotline/abouthot.html
http://alis.alberta.ca/ce/cp/cs/abcareer.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs/continuing-education.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs/continuing-education.html
http://alis.alberta.ca/et/education-training.html
http://alis.alberta.ca/et/education-training.html
http://alis.alberta.ca/ce/exploring.html
http://alis.alberta.ca/ce/exploring.html
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Why Is Training a Good Idea?
Chapter summary
This chapter sets out and discusses the 
benefits of job training. In Easy Reading 
Training for Work, each item in the following 
list is discussed in a separate subsection.

1. Training helps you go back to work  
(after an extended leave).

2. Training makes you feel ready  
(promotes confidence).

3. Training builds your resumé. 

4. Training helps you find a job faster  
(job preparedness).

5. Training helps you keep your job  
(even as your job definition changes).

6. Training helps you get the job you want 
(job advancement).

7. Training moves with you  
(transferable skills).

Objectives
• Clients will consider the benefits  

of job training. 

• Clients will understand how job training 
can benefit them.

Notes for advisors
As clients read through the benefits of job 
training, ask them to circle the ones that most 
affect them. Understanding the benefits can 
help to motivate clients as they move through 
the workbook.

The fifth benefit listed in the workbook is 
“Training helps you keep your job.” For an 
example, see Oscar’s story on page 32 of Easy 
Reading Keep Your Job at alis.alberta.ca/pdf/
cshop/keepyourjob.pdf.

http://alis.alberta.ca/pdf/cshop/keepyourjob.pdf
http://alis.alberta.ca/pdf/cshop/keepyourjob.pdf
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Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Change and Transitions:  
The Path From A to B

• Easy Reading Keep Your Job

• Easy Reading Work and You Book 1:  
Make Some Job Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Education and Training Planner

• My Choices, My Work, My Life

ALIS articles at alis.alberta.ca/tips

• Career Planning - An Overview

• Choosing Options: What Next?

• Learning to Enhance Your Career

• Many Training Paths Develop Skills  
and Knowledge

alis.alberta.ca/publications
alis.alberta.ca/tips
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What Is Your Training Goal?
Chapter summary
This chapter discusses why training goals are 
important and helps clients identify their own 
training goals. It also introduces four fictional 
characters who are in need of job training. 
These characters are:

• Yusef, who wants to be a tilesetter

• Becky, who wants to be a health care aide

• Don, who wants to be a carpenter

• Rani, who wants to be a salesperson

Note that the characters’ occupations are 
listed in Easy Reading Job Profiles so clients 
can learn more. Tilesetters fall under the 
occupation of floor covering installer.

Objectives
• Clients will understand the difference 

between a dream and a goal.

• Clients will identify their training goal.

• Clients will identify the reasons for their 
training goal.

Notes for advisors
Before clients read this chapter, ask them to 
think about their dreams. For English language 
learners, it may be necessary to explain that 
the dreams one has when one is asleep are 
different from daydreams or fantasies. Goals 
are dreams that we can make real. 

Have your clients read the first part of the 
chapter (before the fictional characters are 
introduced). Then ask your clients if they 
think any of their dreams will become real.  
If your clients are shy or if they are part of a 
large class, they may be reluctant to share 
their dreams openly. It will be enough to have 
them think about their dreams. 
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Next, have your clients read the four stories in 
the chapter. Once they are done, ask them to 
reflect on how Yusef, Becky, Don and Rani set 
goals that will help them make their dreams real. 

Ask your clients if any of their dreams have 
become a reality. Can they reflect on how  
that happened? 

Help your clients understand that they must 
act if they want to reach their goals. For 
example, to be a cook, you have to learn about 
ingredients and how to combine them. To be a 
truck driver, you have to learn to operate a 
large vehicle skillfully.

Have your clients complete the exercise 
“Think about your training goal” on page 
11. It’s important that clients fill in the 
reason for their goal. This can be used for 
motivation as clients proceed through the 
workbook.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Easy Reading Job Profiles

• Easy Reading Work and You Book 1:  
Make Some Job Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Education and Training Planner

• My Choices, My Work, My Life

ALIS articles at alis.alberta.ca/tips

• From Dreams to Action:  
Setting SMART Goals

• Learning to Enhance Your Career

• Let Your Dreams Shape Your Career

alis.alberta.ca/publications
alis.alberta.ca/tips
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What Is Your Training Plan?
Chapter summary
This chapter introduces the five steps that clients 
need to consider to reach their training goal:

1. Find out if your training goal is a good 
goal. (Do an information interview.)

2. Think about your skills.

3. Think about your learning style.

4. Decide what kind of training you need.

5. Decide where you want to get training.

Details about each step are provided in the 
following chapter.

Objectives
• Clients will gain an introduction to the five 

steps in a typical training plan.

Notes for advisors
The workbook includes a two-page diagram 
that will allow clients to create their own 
training plan. The training plan diagram 
allows enough room for clients to add more 
information as needed. It also allows room to 
add notes to the steps. For example, a client 
might include a note about setting a deadline 
for finding out more information.

Easy Reading Training for Work focuses only 
on work- and education-related planning 
steps, but clients may need to consider other 
steps as well. These steps might include 
activities such as securing financial assistance 
or arranging child care. 

Ask your clients to consider all the steps they 
need to take to reach their goal. For their 
training plan to be successful, clients will 
need to add these steps to the plan.

You can tell clients that their plan will become 
messy, particularly as they consider new types 
of training or new steps. 

As clients work through their plan, steps  
may change or details within the steps may 
change. Clients may wish to use a pencil  
for their planning process. 
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What Are the Steps  
in Your Training Plan?

Chapter summary
This chapter elaborates on the five training 
plan steps introduced in the previous chapter. 
It includes stories and exercises for each step.

Objectives
• Clients will create a training plan.

• Clients will add information to the steps 
within their training plan.

• Clients will take action to pursue these steps.

1.  Find out if your training goal  
 is a good goal

Notes for advisors
It is important for clients to find out if their 
training goal is realistic. As the workbook points 
out, choosing a goal such as solely repairing 
TVs is unrealistic because there are few jobs for 
TV repair technicians. In this example, perhaps 
a more realistic goal would be to include a 
wider range of household and business 
electronic equipment. Can your clients think 
of other examples of unrealistic goals?

This step encourages clients to gather labour 
market information in a relatively informal 
way—by arranging an information interview. 

In her information interview, Becky refers to 
the manager as Ms. Green. Make sure your 
clients understand that the honorific “Ms.” is 
a common one that applies to both single and 
married women, just as “Mr.” applies to both 
single and married men.
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Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Easy Reading Work and You Book 1:  
Make Some Job Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Making Sense of Labour Market Information

• Working in Alberta: A Guide for 
Internationally Trained and Educated 
Immigrants

ALIS articles at alis.alberta.ca/tips

• From Dreams to Action:  
Setting SMART Goals

• Labour Market Information Can Change 
Your Life

• Labour Market Information Online

• Labour Market Information Sources

• Labour Market Information:  
Separating the Best from the Rest

• Labour Market Information:  
Taking Advantage of Trends

Other resources

• Alberta Industries, including a 
downloadable list of industry associations 
at the bottom of the page, at 
albertacanada.com/business/alberta-
industries.aspx

• Alberta Work Search Online at  
alis.alberta.ca/worksearch

• Company and Industry Research at  
alis.alberta.ca/lmi

• Information Interviews at alis.alberta.ca/
pdf/awsol/InformationInterviewing.pdf

alis.alberta.ca/publications
alis.alberta.ca/tips
http://alis.alberta.ca/worksearch
http://alis.alberta.ca/ec/icr/lmi1.html
http://alis.alberta.ca/pdf/awsol/InformationInterviewing.pdf
http://alis.alberta.ca/pdf/awsol/InformationInterviewing.pdf
http://www.albertacanada.com/business/alberta-industries.aspx
http://www.albertacanada.com/business/alberta-industries.aspx
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2. Think about your skills

Notes for advisors
The Easy Reading Dictionary defines skills as 
something you can do well. Begin this step by 
asking clients to share some of the skills they 
already have that aren’t necessarily related to 
their training goal. 

You may wish to refer to the section about the 
nine workplace essential skills on page 7 of 
this guide. Although these essential skills aren’t 
specifically mentioned in Easy Reading 
Training for Work, introducing them here will 
help clients think about the kind of training 
they need. Clients will review the various 
types of training in Step 4 of their plans.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Assessing You: The First Step in
Career Planning

• Easy Reading Find a Job

• Easy Reading Find a Job:
Help for Career Advisors

• Easy Reading Job Profiles

• Easy Reading Job Profiles:
Help for Career Advisors

• Job Smart: Tips for Staying Employed

ALIS articles at alis.alberta.ca/tips

• Do You Have the Skills Employers Want?

• Workplace Essential Skills

Other resources

• Can You Describe Your Accomplishments
and Skills at alis.alberta.ca/pdf/awsol/
skillsaccomplishments.pdf

• Know Yourself at alis.alberta.ca/
knowyourself

• Researching Occupations: Using the
Essential Skills Profiles at esdc.gc.ca/en/
essential_skills/profiles/index.page

alis.alberta.ca/publications
alis.alberta.ca/tips
http://alis.alberta.ca/pdf/awsol/skillsaccomplishments.pdf
http://alis.alberta.ca/pdf/awsol/skillsaccomplishments.pdf
https://careerinsite.alberta.ca/careerinsite/know-yourself.aspx
https://careerinsite.alberta.ca/careerinsite/know-yourself.aspx
http://alis.alberta.ca/ep/eps/tips/tips.html
http://www.esdc.gc.ca/en/essential_skills/profiles/index.page
http://www.esdc.gc.ca/en/essential_skills/profiles/index.page
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3. Think about your learning style

Notes for advisors
The example on page 23 of Easy Reading 
Training for Work describes Don’s learning style. 
Ask your clients to cover up the last paragraph 
before they read this example. Have them 
guess what Don’s learning style is.

Information and resources
ALIS publications at alis.alberta.ca/tips

• Overcoming Defences Against Learning

• What’s Your Learning Style

4. Decide what kind of training
you need

Notes for advisors
The examples throughout this section of Easy 
Reading Training for Work are designed to 
reflect the need for continuous learning.  
The fictional characters in the examples 
sometimes stumble as they sign up or try their 
first training approach. They discover that 
they need to learn more or to learn something 
else entirely. The characters’ training paths 
are designed to reflect what may happen to 
your clients as they work toward their own 
training goals. 

Easy Reading Training for Work describes the 
following seven training approaches and 
outlines the pros and cons of each:

• You can volunteer.

• You can take a short course.

• You can find a person to job shadow.

• You can find a tutor.

• You can learn on your own.

• You can find a mentor.

• You can take a program.

Each approach is discussed in detail on the 
following pages of this guide, and appropriate 
resources are listed.
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The exercises for each approach include 
questions that clients can ask a contact 
person. You could act as the contact 
person and role-play an interview to help 
your clients build up their confidence.

The last question in each exercise prompts 
clients to set a date for action. Have your clients 
add this date to their training plans. Ideally, 
they should complete their planned action 
before their next meeting with you. That way 
you can help them evaluate the outcomes. 

The exercises in this section are labour-
intensive as clients look for answers that will 
address their specific needs and circumstances. 
Continue to reassure your clients that you will 
help them look for answers.

You can volunteer (Page 27)
Becky wants to be a health care aide, and she 
decides to get training by volunteering. She 
has done an information interview to confirm 
the appropriateness of her training goal, but 
her experience as a volunteer teaches her that 
the original goal she set is not really right for 
her. Becky’s example shows clients that 
training can prepare you for work, but it can 
also reveal that you may need to choose a 
different training goal. 

In her interview with the volunteer coordinator, 
Becky mentions that she already has volunteer 
experience as a Girl Guide leader. Point out to 
your clients that employers like to hear about 
previous volunteer experience. Also point out 
that Becky knows she already has skills for 
volunteering. She knows that the skills she 
has move with her when she does other jobs.

The volunteer coordinator mentions that Becky 
will have to keep records. Explain that keeping 
records can include tracking volunteer hours 
and recording activities done with each resident. 

Becky’s example highlights 
the skills of reading, writing and 
document use.
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Information and resources
ALIS articles at alis.alberta.ca/tips

• Volunteer: 6 Ways Volunteering Can
Boost Your Career

• Volunteer: Invest in Your Career

Other resources

• Volunteer Alberta at
volunteeralberta.ab.ca

You can take a short course 
(Page 31)
Becky’s experience as a volunteer teaches her 
that she doesn’t really want to be a health care 
aide. When she recognizes her goal is not a fit 
for her, she takes steps to correct it by visiting 
a career advisor. Point out that seeking career 
advice, as your clients are doing, is a great 
way to ensure success.

Becky’s story shows that sometimes our training 
goals aren’t the best fit for us. Stress that this 
should not be seen as a failure, but rather a 
good step toward a satisfactory training goal. 

The short course Becky takes is ProServe. This 
is Alberta’s responsible liquor service program. 
It is mandatory for full- and part-time workers 
18 years and older who work or volunteer in 
licensed premises. To find out more, go to 
proserve.aglc.ca.

Many continuing education programs are short 
courses. Have a list of local programs on hand 
for clients to explore.

Becky’s example highlights 
the skills of computer use and 
continuous learning.

Information and resources
Educational information for more than  
550 occupational profiles is available at  
alis.alberta.ca/occinfo. Click on Occupations 
on the left, search for the occupation you want 
and then click on Educational Requirements 
for a list of short courses.

alis.alberta.ca/publications
http://volunteeralberta.ab.ca
http://proserve.aglc.ca/index.aspx?tabid=1
http://occinfo.alis.alberta.ca/occinfopreview
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You can find a person to job shadow  
(Page 35)
Yusef’s training path shows clients that that 
they might need several types of training to 
reach their goals. As Yusef learns, taking one 
type of training can reveal that you need even 
more skills than you originally thought. Point 
out that this should not be seen as an 
obstacle, but simply another step toward 
one’s training goal.

You can find a tutor (Page 39)
Yusef’s experience with job shadowing 
teaches him that he needs to learn even more 
skills to achieve his training goal. He finds a 
tutor to help him learn the skills he needs.

Yusef’s story shows that the tutor understands 
Yusef’s learning style. Ask your clients if they 
think the tutor’s method will work for Yusef.

Easy Reading Training for Work suggests 
several ways that clients can find tutors, 
including postings on bulletin boards. 
English language learners may need help 
understanding what a bulletin board is.

Each community has its own sources of local 
tutors. Brainstorm with colleagues about how 
to access local tutors in your area.

Yusef’s example highlights 
the skill of numeracy. 

Yusef’s example highlights 
the skills of numeracy and  
continuous learning.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Career Planner: Choosing an Occupation

• This Is Your Life: A Career and Education 
Planning Guide

ALIS articles at alis.alberta.ca/tips

• Apprenticeship in Alberta

Other resources

• Adult Numeracy at http://www.esdc.
gc.ca/en/essential_skills/tools/
numeracy_self_assessment.page

Information and resources
• Community Adult Learning Program at  

eae.alberta.ca/calc

alis.alberta.ca/publications
alis.alberta.ca/tips
http://www.esdc.gc.ca/en/essential_skills/tools/numeracy_self_assessment.page
http://www.esdc.gc.ca/en/essential_skills/tools/numeracy_self_assessment.page
http://www.esdc.gc.ca/en/essential_skills/tools/numeracy_self_assessment.page
http://eae.alberta.ca/post-secondary/community/programs/learningcouncils/
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You can learn on your own (Page 44)
Rani wants to learn English as fast as she can 
so that she can be a salesperson. Her training 
path reflects an English language learner’s 
determination to succeed on a limited budget. 

Rani chooses the self-study method, which 
needs a measure of self-discipline to succeed. 
Part of the exercise is designed to have clients 
assess their own self-discipline before they 
choose this option.

Ask your clients to count the number of ways 
Rani uses to learn English. 

Information and resources
ALIS articles at alis.alberta.ca/tips

• A Positive Attitude Will Help You Learn

• How to Study Effectively

English language learning resources

• Adult English as a Second Language (ESL) 
Drop-In Centres in Alberta at  
work.alberta.ca/Immigration/adult-
english-as-a-second-language.html

• Educational Programs (search “English as 
a Second Language”) at alis.alberta.ca/
edinfo

• English Language Training,  
including downloadable CBC lessons, at 
work.alberta.ca/Immigration/english-
language-training.html

• How Well Must I Be Able to Communicate 
in English? at alis.alberta.ca/occinfo-
speak-english

Rani’s example highlights the 
skill of oral communication.

alis.alberta.ca/tips
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs.html
http://www.albertacanada.com/opportunity/working/adult-english-as-a-second-language-alberta.aspx
http://www.albertacanada.com/opportunity/working/breakthewall.aspx
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-certification/certification-faqs/speak-english.aspx
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-certification/certification-faqs/speak-english.aspx
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You can find a mentor (Page 48)
Don is a young man who wants to be a 
carpenter. He decides to get training by finding 
a mentor, Barry, who can give him informal 
guidance and advice. 

Knowingly or not, Don chooses a learning 
method that can also shape his attitudes and 
behaviour. This includes learning to deal with 
critical feedback. 

Ask your clients if Barry was right to give Don 
critical feedback. Do they think this will hurt 
Don’s chances of achieving his career goal? 

This discussion may open up further dialogue 
about accepting feedback. You may need to 
point out that Don’s chances of success would 
be hurt if he were unwilling to accept and learn 
from critical feedback.

For more about feedback, see Oscar’s story  
on page 32 of Easy Reading Keep Your Job. 

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Easy Reading Keep Your Job

• Easy Reading Keep Your Job:  
Help for Career Advisors

ALIS articles at alis.alberta.ca/tips

• Mentoring: Finding and Working  
With a Mentor

Don’s career path highlights 
the skill of working with others.

alis.alberta.ca/publications
alis.alberta.ca/tips
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You can take a program (Page 52)
Don’s mentor and the owner of his company 
suggest that Don further his training by signing 
up for an apprenticeship training program.

The Educational Programs section of the 
OCCinfo website at alis.alberta.ca/edinfo 
includes more than 2,500 learning programs. 
Allow your clients to explore this site for 
programs that may suit them.

Point out that if your clients choose 
apprenticeship training, they must find a 
company that will employ them first, just  
as Don has done in the example.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Education and Training Planner

• Time to Choose…a Post-Secondary 
Education Program

ALIS articles at alis.alberta.ca/tips

• Certificate, Diploma, Applied Degree, 
Degree…What’s the Difference?

Other resources

• Alberta Apprenticeship and Industry 
Training at tradesecrets.alberta.ca

• Apprenticeship at  
alis.alberta.ca/apprenticeship

• Education Planning at  
alis.alberta.ca/learning

• Educational Programs at  
alis.alberta.ca/edinfo

Don’s story highlights the skill 
of continuous learning.

alis.alberta.ca/publications
alis.alberta.ca/tips
http://tradesecrets.alberta.ca
http://alis.alberta.ca/ec/ep/pps/apprenticeship.html
http://alis.alberta.ca/et/ep/education-planning.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs.html
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5.  Decide where you want to  
 get training

Notes for advisors
This section of Easy Reading Training for Work 
describes seven locations where clients can 
get training:

• Get training at your library.

• Get training in your community.

• Get training on the job.

• Get training through your union.

• Get training through a business group.

• Get training on the Internet.

• Get training at school.

Each location is discussed in detail on the 
following pages of this guide, and appropriate 
resources are listed.

You may wish to check whether the training 
locations discussed in this section are available 
in your clients’ part of the province. If your 
clients need to travel, they will need to add 
extra steps to their training plans.

Before you begin this section, ask your clients 
where they’ve taken training, whether it’s at a 
school or another part of their community. 
This discussion will let clients know that 
training can be taken in many places.

The exercises for each training location 
are labour-intensive because clients must 
look for their own answers. There is no 
answer key for this process. Your clients 
must find answers that will address their 
particular needs and take into 
consideration where they live. Continue 
to reassure your clients that you will help 
them look for answers.

The last question in each exercise prompts 
clients to set a date for action. Have your clients 
add this date to their training plans. Ideally, 
they should complete their planned action 
before their next meeting with you. That way 
you can help them evaluate the outcomes. 
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Get training at your library (Page 57)
Newcomers to Canada often don’t realize that 
access to most library services is free, or that 
fees are waived for low-income citizens. 

Have your clients explore the website of their 
local library to see what resources are 
available to them.

Get training in your community 
(Page 60)
This section encourages clients to think about 
their community and their social circles. As 
clients work through the exercise, make sure 
they understand that “community” refers to 
both a physical location and the people they 
interact with. 

Have your clients consider what they do in 
their community (play a sport? make and sell 
crafts?) as well as where they live (near a 
religious centre? beside a coffee shop?).

Help your clients explore their neighbourhoods 
and communities. 

In the workbook, Rani’s story 
highlights the skill of computer use.

Information and resources
• Calgary Public Library online learning  

at calgarylibrary.ca/resources/online-
courses

• Edmonton Public Library online learning  
at epl.ca/digital-content/elearning

• The Alberta Library (TAL)  
at thealbertalibrary.ab.ca

http://calgarylibrary.ca/resources/onlinecourses
http://calgarylibrary.ca/resources/onlinecourses
http://www.epl.ca/teen-subject/learn/
http://thealbertalibrary.ab.ca
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Get training on the job (Page 62)

Rani’s training path continues in this section. 
Rani has worked hard to improve her English. 
Now she takes the next step in her training 
plan. She approaches her supervisor for 
on-the-job training to learn new skills.

Training on the job is ideal for clients who 
already have a job. The workbook covers two 
types of on-the-job training:

• Formal training can include first aid or 
safety courses offered by the company.

• Informal training allows employees to learn 
skills from their co-workers. 

 

Get training with your union  
(Page 65)
This section is ideal for clients who are union 
members. If clients can access training through 
their union, remind them to ask about the cost 
of the training.

Information and resources
• Building Trades of Alberta Training 

Opportunities at bta.ca/index.php/job-
seekers/training-opportunities

• Networking: Professional Associations, 
Unions and Other Organizations at alis.
alberta.ca/networking-organizations

Rani’s story is an example of 
informal training. It highlights the skill 
of continuous learning.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Education and Training Planner

alis.alberta.ca/publications
http://alis.alberta.ca/worksearch/nw/organizations.html
http://bta.ca/index.php/job-seekers/training-opportunities
http://bta.ca/index.php/job-seekers/training-opportunities
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Get training through a  
business group (Page 67)
Business groups often offer classroom or online 
training sessions about specific issues related 
to their industry. 

Help clients develop the search terms they’ll 
need to find a suitable industry group in  
their region. 

Information and resources
• Alberta Industries, including a downloadable 

list of industry associations at the bottom 
of the page, at albertacanada.com/
business/alberta-industries.aspx

• Networking: Professional Associations, 
Unions and Other Organizations at alis.
alberta.ca/networking-organizations

The exercise in this section 
highlights the skill of computer use.

http://www.albertacanada.com/business/alberta-industries.aspx
http://www.albertacanada.com/business/alberta-industries.aspx
http://alis.alberta.ca/worksearch/nw/organizations.html
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Get training on the Internet  
(Page 69)
Earlier in the workbook, Becky completes the 
ProServe course as part of her training to 
become a server. Becky’s short course is an 
example of training on the Internet, or 
distance learning. 

Help your clients develop suitable search terms 
so they can find the Internet training they need. 
If your clients need training to earn provincial 
certification, make sure they restrict their online 
training choices to provincial ones. 

Help your clients find reputable training 
websites by reading (and perhaps interpreting) 
the site reviews with them. Show your clients 
how to check a company’s reputation with 
accreditation agencies such as the Better 
Business Bureau. Reassure clients that 
websites developed by the Alberta government 
or large educational institutions are reliable. 

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Time to Choose…a Post-Secondary 
Education Program

ALIS articles at alis.alberta.ca/tips

• Distance Learning: Making It Work for You 

Other resources

• Alberta Work Search Online at  
alis.alberta.ca/worksearch

• Alberta Distance Learning Centre at  
adlc.ca/adulted

• Distance Education at  
alis.alberta.ca/distance

• Distance Learning at alis.alberta.ca/
occinfo-distance-learning

The exercise in this section 
highlights the skill of computer use.

alis.alberta.ca/publications
alis.alberta.ca/tips
http://alis.alberta.ca/worksearch
https://www.adlc.ca/adulted/
http://alis.alberta.ca/ec/ep/esp/distance.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs/distance-learning.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs/distance-learning.html
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Get training at school (Page 71)
Training at school may be the type of training 
or learning that your clients will be most 
familiar with. When your clients are looking 
for school-based training, remind them to 
consider local elementary or high schools, 
which often have evening courses. 

You may wish to develop a list of non-
traditional types of schools in your area. 
These could include driving schools or even 
riding schools.

Keep in mind that some clients who struggle 
with low literacy may be reluctant to return to 
a formal school environment. The resource 
list includes a link to information on diverse 
learning needs.

Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Adult Back to School Planner

• Education and Training Planner

• Time to Choose…a Post-Secondary 
Education Program

ALIS articles at alis.alberta.ca/tips

• Certificate, Diploma, Applied Degree, 
Degree ... What’s the Difference?

• Go Back and Finish High School:  
Your Step to a Brighter Future

• Going Back to School: How to Fit 
Everything In

• Many Training Paths Develop Skills  
and Knowledge

• Need a High School Diploma?

Other resources

• Alberta Apprenticeship and Industry 
Training at tradesecrets.alberta.ca

• Alberta School Boards Association at  
www.asba.ab.ca/about-asba/people/
school-boards

• Apprenticeship at  
alis.alberta.ca/apprenticeship

• Diverse Learners at education.alberta.ca/
admin/supportingstudent/
diverselearning.aspx

• Education Planning at  
alis.alberta.ca/educationplanning

• Educational Programs at  
alis.alberta.ca/edinfo

alis.alberta.ca/publications
alis.alberta.ca/tips
http://tradesecrets.alberta.ca
http://www.asba.ab.ca/about-asba/people/school-boards/
http://www.asba.ab.ca/about-asba/people/school-boards/
http://alis.alberta.ca/ec/ep/pps/apprenticeship.html
https://education.alberta.ca/diverse-learners/overview/
https://education.alberta.ca/diverse-learners/overview/
https://education.alberta.ca/diverse-learners/overview/
http://alis.alberta.ca/hs/ep/education-planning.html
http://occinfo.alis.alberta.ca/occinfopreview/info/browse-educational-programs.html
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What Types of Training  
Are Best for You?

Chapter summary
This chapter reinforces the concept that 
training is continuous and varied. It reviews 
the training choices each fictional character 
has made and asks clients to decide what 
additional training these characters need.  
It also asks clients to identify what types  
of training they need themselves.

Objectives
• Clients will understand that training  

is lifelong. 

• Clients will understand that individuals 
can pursue different types of training.

• Clients will choose the types of training 
that suit them best.

Notes for advisors
The first exercise asks clients to decide 
what additional training Becky, Yusef, 
Rani and Don should take. Clients may 
well say that all the training types would 
be suitable for each fictional character. 
However, given the personalities of these 
characters and their particular needs, 
some kinds of training might not work.  

For example, Becky might not need to take  
a program to achieve her goal of becoming a 
server. A self-study course, especially online, 
might not work for the hands-on Yusef. Rani 
might not be able to afford a program. And 
the only way Don can become a carpenter is 
through an apprenticeship training program. 
Still, clients may offer reasonable scenarios in 
which the training methods they selected for 
these characters might work. 

The second exercise asks clients to 
identify the types of training and the 
places that they can get training that 
would suit them best. When they have 
done this, point out that they already 
identified the contact information they 
need in previous exercises. 

Have your clients visit their training plan again. 
Are there steps they still need to work on? 

Encourage your clients to take action on  
steps that are not specifically addressed in 
Easy Reading Training for Work. These might 
include steps such as arranging child care  
or financing.
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Information and resources
ALIS publications at  
alis.alberta.ca/publications

• Easy Reading Work and You Book 1:  
Make Some Job Choices

• Easy Reading Work and You Book 2:  
Decide on a Job

• Easy Reading Work and You:  
Help for Career Advisors

• Job Smart: Tips for Staying Employed

• My Choices, My Work, My Life

• Workability: What You Need to Get &  
Keep a Job

ALIS Tips at alis.alberta.ca/tips

• A Positive Attitude Will Help You Learn

• Find Work That “Fits”

• From Dreams to Action:  
Setting SMART Goals

• Handling Challenges:  
Dealing With Things You Can’t Change

• How to Study Effectively

• Learning to Enhance Your Career

• Many Training Paths Develop Skills  
and Knowledge

• Overcoming Defences Against Learning

• Parting Company – Leaving a Job  
Without Burning Bridges

• What’s Your Learning Style?

Other resources

• Work Right at work.alberta.ca/workright

alis.alberta.ca/publications
alis.alberta.ca/tips
work.alberta.ca/workright
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This material may be used, reproduced, stored
or transmitted for non-commercial purposes.
However, Crown copyright is to be acknowledged.
It is not to be used, reproduced, stored or transmitted 
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wish to reproduce any third party material in this 
publication should seek permission from that  
third party.

Information in this publication was accurate, to
the best of our knowledge, at the time of printing.
However, legislation, labour market information,
websites and programs are subject to change,and  
we encourage you to confirm with additional
sources of information when making career,
education, employment and business decisions.

The Province of Alberta is working in partnership
with the Government of Canada to provide jointly
funded employment support programs and services.

For copyright information, contact:

Alberta Labour
Workplace and Career Planning

Telephone: 780-422-1794 
Fax: 780-422-5319 
Email: info@alis.gov.ab.ca
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Resources
Alberta Government Publications Alberta Career Information Hotline

Alberta Works Centres

Alberta Learning Information  
Service (ALIS) website

In Alberta, you can download or order print 
resources free of charge. Some of these 
resources are not designed as easy reading 
material. However, they may contain useful 
information for your clients. Get them online 
at alis.alberta.ca/publications. Or pick up 
copies at any Alberta Works Centre.

Call 780-422-4266 in Edmonton or  
1-800-661-3753 toll-free.

To find a centre near you, call the Alberta  
Career Information Hotline or go to Alberta 
Works Centres at alis.alberta.ca/awc.

alis.alberta.ca

• Easy Reading: Help for Career Advisors at  
alis.alberta.ca/ERadvisors

• Job Seekers at alis.alberta.ca/jobsearch 
• OCCinfo at alis.alberta.ca/occinfo
• ALIS articles at alis.alberta.ca/tips

alis.alberta.ca/publications
alis.alberta.ca/awc
alis.alberta.ca
alis.alberta.ca/ERadvisors
alis.alberta.ca/jobsearch
alis.alberta.ca/occinfo
alis.alberta.ca/tips



