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TRAITS OF A YOUNG 
PROFESSIONAL Performance Indicator Youth Friendly Version Learning Progression Rubric

PROFESSIONALISM Emerging Expert Strategic Learner Advanced Beginner Novice

TASK/TIME MANGEMENT

Begins work on time; contacts 
supervisor when tardy or absent. 

Be on time.

I can be on time consistently and I 
communicate with my supervisor or 

teacher consistently. I often anticipate 
absences or tardiness. 

I can be on time consistently and I communicate with 
my supervisor or teacher consistently.

I am almost always on time 
and I usually communicate 
my tardiness or absence to 
my supervisor or teacher.

I am late or absent 2+ 
days per week and I do 

not always 
communicate with my 
supervisor or teacher.

Completes tasks in a timely 
manner and seeks new 

assignments when needed.
Use work time wisely.

I can use work time wisely. I ask my 
supervisor for new tasks when I 

complete my assigned work.

I can use my work time wisely. I usually ask my 
supervisor for new tasks when I complete my 

assigned work.

I mostly use my work time 
wisely.

I sometimes complete 
personal tasks at work, 

and I wait for my 
supervisor to ask me to 

begin a new task.

CAREER AWARENESS
Participates in career exploration 

through staff interviews, job 
shadowing, observations, inquiry, etc.

Explore your career options.

I can explore my career options by 
engaging in Career Exploration 

Programming through CareerConnect 
and by engaging with professionals 

independently.

I can explore my career options by engaging in 
multiple Career Exploration Programs through 

CareerConnect.

I can explore my career 
options by engaging in 

Career Exploration 
Programming through 

CareerConnect.

I have not explored my 
career options by 
engaging in Career 

Exploration 
Programming through 

CareerConnect.

INFORMATION LITERACY Able to assess the validity of 
information when conducting research. 

Consider the source when doing 
research.

I can consider the source when doing 
research. I can cite sources 

appropriately.

I can consider the source when doing research. I only 
use credible sources.

I can consider the source 
when doing research. I 

usually use credible 
sources.

I do not always 
consider sources when 

researching.

USE OF INFORMATION 
TECHNOLOGIES

Demonstrates technology skills needed 
to complete work tasks.

Use your tech skills (Word, Excel, 
Power Point, etc.) in daily work. 

I can use my tech skills (Word, Excel, 
Power Point, etc.) in daily work. I can 

help my peers troubleshoot tech 
issues.

I can use my tech skills (Word, Excel, Power Point, 
etc.) in daily work. 

I can use my tech skills 
(Word, Excel, Power Point, 

etc.) on a weekly basis. 

My tech skills need 
improvement.

Uses technology (cell phone, PC)  
appropriately.

Only use cell phone and 
computer when needed for work 

tasks. 

My cell phone is not visible unless the 
task requires it. 

I only use my cell phone and computer when needed 
for work tasks. 

I usually only use my cell 
phone and computer when 

needed for work tasks. 

I am often on my cell 
phone or computer for 
non-work related tasks.

SELF-ADVOCACY

Is able to advocate for him/herself 
when needed

Advocate for yourself. I can advocate for myself in any 
situation.

I can usually advocate for myself in most situations. I can advocate for myself in 
familiar situations.

I have trouble 
advocating for myself.

Reports issues that may affect job 
performance; asks for help.

Ask for help when needed.
I can ask for help when needed, and I 

can admit when I don't know 
something.

I can ask for help when needed. I can sometimes ask for 
help when needed.

Often, I do not ask for 
help when needed. 

Asks questions; is a proactive 
learner

Be a proactive learner by asking 
lots of questions.

I can be a proactive learner by asking 
and answering lots of questions.

I can be a proactive learner by asking high-quality, 
targeted questions.

I can be a proactive learner 
by asking questions.

I do not always ask 
questions. 

LEADERSHIP

Acknowledge the efforts/ 
contributions of others; shows 

appreciation
Show appreciation.

I can show appreciation 
independently, outside of set 

celebrations.
I can show appreciation. I can often show 

appreciation.
Often, I do not show 

appreciation.

Is a strong role model; 
demonstrates a positive attitude

Be a positive role model.
I can be a positve role model at 

school, in the workplace and in my 
community.

I can be a positive role model. I am usually a positive role 
model.

I am not a positive role 
model.

Dresses appropriately with 
attention to grooming and hygiene

Follow the dress code. I dress for the job I want, not the job I 
have.

I can follow the dress code. I usually follow the dress 
code.

I often do not follow 
the dress code.

ENTREPRENEURIAL Emerging Expert Strategic Learner Advanced Beginner Novice

CRITICAL THINKING/ANALYSIS
Uses critical thinking skills to identify 

and evaluate solutions to problems or 
work-related challenges.

Thoroughly consider possible 
solutions when solving a 

problem. 

I thoroughly consider possible 
solutions when solving a problem and 
can identify which solutions are most 

viable.

I thoroughly consider possible solutions when solving 
a problem. 

I sometimes consider 
possible solutions when 

solving a problem.

I rely on others to solve 
my problems. 

CREATIVITY/INNOVATION Demonstrates curiosity and a 
willingness to try new things. Be curious and try new things. 

I actively seek out opportunities to try 
new things and expand my areas of 

expertise
I am curious and I try new things. I am sometimes curious 

and try new things.
I prefer familiar 

situations.

RISK TAKING Able to learn from mistakes to improve 
performance. Learn from your mistakes.

I learn from my mistakes and can 
apply prior experiences to future 

decision making opportunities.
I learn from my mistakes. I usually learn from my 

mistakes.
I do not learn from my 

mistakes.



PERSONAL Emerging Expert Strategic Learner Advanced Beginner Novice

SELF-AWARENESS
Accepts feedback from supervisor 

and co-workers with a positive 
attitude

Be open to feedback from your 
supervisor and co-workers. 

I can ask for feedback to help me 
grow, even when the feedback could 

be critical.

I am open to feedback from my supervisor and co-
workers. 

I am mostly open to 
feedback from my 

supervisor and coworkers.

I am somtimes open to 
feedback from my 

supervisor and 
coworkers.  

INITIATIVE/SELF-DIRECTION

Shows initiative. Take the first step when you see 
something needs to be done. 

I can take initiative on tasks and can 
create a project plan to ensure 

completion.

I can take the first step when I see something needs 
to be done. 

I can sometimes take the 
first step when I see 

something needs to be 
done.

I struggle to take the 
first step when 

something needs to be 
done. 

Produces quality work. Put in your best effort.
I consistently put in my best effort 

and go above and beyond the 
expected results.

I put in my best effort. I mostly put in my best 
effort.

My effort needs 
improvement.

PERSONAL RESPONSIBILITY Resolves conflicts appropriately. Handle conflict with maturity 
and skill. 

I can effectively manage conflict and 
can use techniques to de-escalate 

difficult situations.
I can handle conflict with maturity and skill. I mostly handle conflict 

with maturity and skill. 

I can act immaturely 
and inappropriately 

when faced with 
conflict.

ADAPTABILITY
Able to consider various 

perspectives and reach workable 
solutions.

Consider the viewpoints of 
others when working on a 

problem. 

I consider viewpoints of all 
stakeholders when working on a 

problem and make decisions based on 
the viewpoints of all interested 

parties.

I can consider the viewpoints of others when working 
on a problem. 

I usually consider the 
viewpoints of others when 

working on a problem. 

I do not usually 
consider the viewpoints 
of others when working 

on a problem.

PERSEVERANCE/RESILIENCE
Demonstrates resilience, even 
when task is difficult or doesn’t 

produce desired results.

Stick with a task even when it is 
challenging. 

I can persist through challenging tasks 
even when faced with unexpected 

barriers or distractions.
I can persist with a task even when it is challenging. 

I can mostly persist with a 
task even when it is 

challenging.

I often do not complete 
tasks when they are too 

challenging. 

INTERPERSONAL Emerging Expert Strategic Learner Advanced Beginner Novice

COLLABORATION/TEAMWORK

Works productively with 
individuals and/or team.

Be a productive team member- 
do your part.

I can consistently contribute to a team 
and take the lead on various 

tasks/initiatives.
I can be a productive team member and do my part.

I am usually a productive 
team member and do my 

part.

I struggle to be a 
productive team 

member and do not 
always do my part.

Shows respect for supervisor and 
co-workers.

Show respect for supervisor and 
co-workers.

I show respect for all stakeholders of 
my organizations including 

supervisors, co-workers, clients, 
partners, etc.

I show respect for supervisors and co-workers. I usually show respect for 
supervisor and co-workers.

I sometimes show 
respect for supervisor 

and co-workers but 
need to improve. 

COMMUNICATION

Demonstrates professional verbal, 
nonverbal and written (including email 
and phone calls) communication skills.

When at work, use professional 
communication skills.

I communicate effectively on a regular 
basis and can model high quality 

communications in multiple formats.

When at work, I use professional communication 
skills.

When at work, I mostly use 
professional 

communication skills.

When at work, I do not 
always use professional 

communication skills.

Demonstrates effective presentation 
skills. 

Be prepared to create 
presentations representing your 

work. 

I regularly produce high quality 
representations of my work and can 

present it to any audience.
I can create presentations representing my work. 

I can create presentations 
representing my work with 

assistance.

I cannot create 
presentations 

representing my work.

GLOBAL/CULTURAL 
AWARENESS  Is respectful of workplace diversity Work effectively with a wide 

variety of people. 

I can maintain professional 
relationships and work effectively 

with all members of the organization.
I can work effectively with a wide variety of people. 

I can usually work 
effectively with a wide 

variety of people.

I can work effectively 
with some people but 

not all.

CIVIC ENGAGEMENT
Understands company's mission and/or 

how the company's work impacts the 
greater community.

Know your company's purpose.

I can articulate my company's 
purpose, mission, and vision and can 

explain it to a wide variety of 
stakeholders.

I know my company's purpose. I know some specifics of 
my company's purpose.

I do not know my 
company's purpose.

CHARACTER

Respects all rules and privileges, 
including breaks.

Follow workplace rules and 
safety requirements.

I consistently adhere to all workplace 
rules and can educate my colleagues 
on rules present in our organization.

I can follow workplace rules. I usually follow workplace 
rules.

I struggle to follow 
workplace rules.

Performs job effectively and in 
accordance with safety rules and 

regulations.
See above.

I consistently follow all workplace 
safety requirements and can educate 

my colleagues on safety standards 
that apply to our organization.

I can follow workplace safety requirements.
I can usually follow 
workplace safety 

requirements.

I struggle to follow 
workplace safety 

requirements.

 Demonstrates a strong work ethic. Work hard and do your best. I consistently work hard and do my 
best, regardless of the task at hand.

I can work hard and do my best. I usually work hard and do 
my best. 

My work and effort 
needs improvement. 


