The SCALES
Card SortTool

The CONNECT SCALES Project:
Supporting the Canadian Advancement of
Literacy and Essential Skills

How to use the Essential Skills Card Sort
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Who Am I?
;OLJHYKZJHUIL\ZLK[VL_WSVYLVUL»ZSPRLZHUKHIPSP[PLZYLSH[LK[V,ZZLU[PHS:RPSSZ
What Do I Want To Do or Be?
;OLJHYKZJHUIL\ZLK[VL_WSVYLVJJ\WH[PVUHSYLX\PYLTLU[ZHUKSVVRH[ZRPSSTH[JOLZ
MVYQVIYLX\PYLTLU[Z
How Do I Reach My Goals?
;OLJHYKZJHUIL\ZLK[VPKLU[PM`SLHYUPUNNVHSZYLX\PYLKZRPSSZMVYZJOVVSHUK^VYR
Z\JJLZZ
Getting Started: Action Planning
;OLJHYKZJHUIL\ZLK[VPKLU[PM`ZRPSSZ[VWYLWHYLYLZ\TLZJV]LYSL[[LYZWVY[MVSPVZ
HUKMVYPU[LY]PL^WYLWHYH[PVU
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Determine which set of cards would be most useful for yourself or the
participant that will be working with these cards
Ask yourself, would the “Life Tasks” or “Work Tasks” cards be most suitable?
Or do you want the participant to explore both and see the relationship between work and life?
Hints:
 Make sure there are enough cards for each participant
 If the participant has never entered the workforce, has been out of the workforce for a while or if
work has not been a positive place, the “Life Tasks” cards might be more suitable.
 0M[OLWHY[PJPWHU[OHZILLUPU[OL^VYRWSHJLHUKPZTVYLJVUÄKLU[HIV\[PKLU[PM`PUN^VYRWSHJL
skills, then the “Work Tasks” cards may be the best choice.
 If the practitioner would like the participant to understand the relationship between life and work,
then both sets of cards may be used.
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Decide which Header Cards would be most purposeful
Here are the different Header Cards:

Exercise One: Who Am I?

I can do this

I cannot
do this

I can do this
with help

I do not like
to do this

I have never
tried this

Exercise Two: Who Am I?

I like to
do this

Exercise Three: What Do I Want To Do/Be?

My job
requires this

My job does
not requires
this

My job may
requires this

If the card user is looking to discover general skills, you may want to use the “I CAN
DO” cards or the “I LIKE TO DO” cards.
If the card user is looking to discover transferable skills or identify skills for a job search,
you may want to use “MY JOB REQUIRES” cards.
If the card user is looking to discover Essential Skills required for their work goal you may
want to use the “MY JOB REQUIRES” cards.
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Arrange the cards
(ZR[OLWHY[PJPWHU[[VHYYHUNL[OL/LHKLY*HYKZILZPKLLHJOV[OLYVUHÅH[
surface with lots of space. Then provide the skill cards and ask the user to
place the cards below each Header Card, e.g.

I like to
do this

0YLHKZOVY[LTHPSZ[VÄUK
a meeting time

I work as a member of
a team
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I do not like
to do this

I review checklists to
ensure work is done

I have never
tried this

I analyze pension contributions and project the
rate of returns

I set up computer networks
and passwords for all the
users

Look for patterns, skills, interests, and areas of improvement
/PU[!9LTLTILY[OLJHYKZTH`ULLKZVTLÅL_PIPSP[`,N0MHWHY[PJPWHU[OHZ^VYRLK
^P[OOVTLÄUHUJLZHUKUV[MVYTHSI\KNL[PUN[OLI\KNL[PUNJHYKJV\SKZ[PSSHWWS`

As the cards are sorted into categories, both the participant and the career practitioner will be able to
determine patterns, skills, interests and areas of improvement.
See the Card Sort Coding Sheet later in this document. The border colour of each of the cards
corresponds to this chart as does the style of the “gear” that is pictured on the card. If the career
practitioner becomes familiar with the colour and gear scheme, it will be easy to determine a participant’s
comfort level with all the skills and their level of functioning (easy/medium/hard tasks) in that skill.
As mentioned earlier, the “I CAN DO”, “I LIKE TO DO”, “MY JOB REQUIRES” cards may be used to
determine occupational goals, skills to add to a resume, or skills that might be discussed in an interview.
The skill cards that are placed under “I CANNOT DO”, “I DON’T LIKE TO DO”, “MY JOB REQUIRES”,
may be areas for the career practitioner and the participant to consider as possible areas to focus on
for upskilling, creating a personalized learning plan, or making educational choices linked to career
development.
Once the exercise has been completed, the participant may enter the information on the Card Sort
Participant Worksheet for future reference. Also, this information may be entered on the Road Map.
TIP: As you get comfortable using the Card Sort Tool, you may wish to use it to build participant’s
JVUÄKLUJL;OLPUMVYTH[PVUNSLHULKMYVT[OL*HYK:VY[;VVSTH`HSZVILJVTLWHY[VM[OLWHY[PJPWHU[»Z
occupational decision making in conjunction with other information from the Road Map Tool.
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Occupation research
Using “My Job Requires” cards may call for the participant to assess
information about the occupation using websites such as:

O[[W!^^^OYZKJNJJHLUN^VYRWSHJLZRPSSZ3,:WYVÄSLZWYVÄSLZZO[TSVYZLHYJO
for other occupational information using tools such as Career Cruising or Working
in Canada. This is especially relevant in career exploration, job search or decision
making.
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Measuring skill levels
Essential Skills are measured on either a 1-4 or 1-5 scale. For the
purpose of these cards, instead of a 1-5 numbering system, the tasks
are rated Easy, Medium and Hard. The tasks match up in this way:

Easy : Roughly Level One tasks

Medium : Roughly Level Two and Level Three tasks

Hard : Roughly Level Four and Level Five tasks

,HJOVM[OLJHYKZOH]LILLUNP]LUHJVKL[OH[YLWYLZLU[ZHZWLJPÄJ,ZZLU[PHS:RPSS
and the skill level of that task. Using the attached legend, the practitioner will be
able to determine if the card user has skills at a variety of levels or if they are most
comfortable at a certain level. This information may also be useful to compare to the
,ZZLU[PHS:RPSSZ7YVÄSLZSPZ[LKHIV]LHUK[VKL[LYTPULPM\WZRPSSPUNPZULJLZZHY`
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+LIYPLÄUN[OL[VVS
This tool may be used to determine a participant’s comfort level with
Essential Skills with the “I CAN DO THIS” card. Or it can be used to
discover interests with the “I LIKE TO DO” cards while the “MY JOB
REQUIRES”cards allows the career practitioner and participant to explore
the participant’s understanding of their chosen occupation.

The career practitioner may need to ask questions of the participant to assist in further
career exploration and decision-making.
These questions include:
 Why do you like or not like this skill?
 Would it be different if you were able to practice or had someone work with you?
 If there is a skill you do not like or cannot do, will you steer away completely from any
occupation that requires this skill?
 Will you record all the skills? Or only the ones that need to be worked on? Or only the
ones you identify as strong?
Hint: See the Card Sort Participant Worksheet that participants use to record the
Essential Skills
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Card Sort Coding - Basic
Easy

Reading

Document Use

Numeracy

Writing

Computer Use

Oral Communication

Working With Others

Thinking

Continuous Learning
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Medium

Hard

Card Sort Participant Worksheet
Instructions:
(M[LYYLJLP]PUN[OLPUZ[Y\J[PVUZMYVT`V\YJHYLLYWYHJ[P[PVULYJVTWSL[LHJHYKZVY[
L_LYJPZLHUKYLJVYK`V\YZRPSSZMVYM\[\YLYLMLYLUJL0U[OL[OYLLIV_LZILSV^LU[LY[OL
/LHKLY*HYK[P[SLZ"MVYL_HTWSL¸0*HU+V;OPZ¹¸0*HUUV[+V;OPZ¹HUK¸0*HU+V;OPZ
>P[O/LSW¹;OLUSPZ[[OL,ZZLU[PHS:RPSSZHUK^OLYL`V\WSHJLK[OLTK\YPUN`V\YZVY[PUN
;OPZ[VVSTH`IL\ZLK[VKL[LYTPUL`V\YSL]LSVMJVTMVY[^P[O[OL¸0*(5+6;/0:¹JHYKZ
6YP[JHUIL\ZLK[VKPZJV]LYPU[LYLZ[Z^P[O[OL¸0302,;6+6¹JHYKZ^OPSL[OL¸4@16)
9,8<09,:¹JHYKZ^PSSHSSV^`V\[VL_WSVYL`V\Y\UKLYZ[HUKPUNVM[OL,ZZLU[PHS:RPSSZ
^P[OPUHJOVZLUVJJ\WH[PVU:VTLVM[OLX\LZ[PVUZILSV^TH`OLSW`V\PUM\Y[OLYJHYLLY
L_WSVYH[PVUHUKKLJPZPVUTHRPUN
;OLZLX\LZ[PVUZPUJS\KL!
 >O`KV`V\SPRLVYUV[SPRL[OPZZRPSS&
 >V\SKP[ILKPMMLYLU[PM`V\^LYLHISL[VWYHJ[PJLVYOHKZVTLVUL^VYR^P[O`V\&
 0M[OLYLPZHZRPSS`V\KVUV[SPRLVYJHUUV[KV^PSS`V\Z[LLYH^H`JVTWSL[LS`MYVTHU`
VJJ\WH[PVU[OH[YLX\PYLZ[OPZZRPSS&
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Card Sort Participant Worksheet
Header Cards:

Name:

Date:

Skills Summary:
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