
Intro to the Personal Effectiveness Passport  

 

 

Personal career effectiveness today calls for much more than technical skills. In fact, 

corporations and career counselors tell us the most valued workplace skills are “soft 

skills.” These powerful skills arm you with the ability to adapt to a changing world of 

work. 

 

The Personal Effectiveness Passport includes 28 courses selected for their relevance to 

workforce readiness and effectiveness.  

 

The Personal Effectiveness Passport is divided into three major soft skills areas:   

 

• Teamwork – which includes Communication and Collaboration;  

• Critical Thinking – which includes Judgment, Problem-Solving, and Decision-

Making; and  

• Emotional Intelligence – including Self-Management and Values Clarification. 

 

 

Our courses are designed by a leading global provider of high-quality, innovative, 

cloud-based learning and performance support resources. They are designed to give 

individuals the ability and confidence to adapt to change and assume increasing career 

responsibility. Whether starting out in your career, or ready to take the next step into 

leadership, these skills are indispensable. 

 

The Personal Effectiveness courses range from a half hour to an hour, with the entire 

Personal Effectiveness Passport taking, on average, six weeks to complete.  

 

The courses are 100% online, so you can access them any time, day or night. You are 

supported in your learning by your Success Coach, a highly trained and experienced 

professional who will encourage you every step of the way. And those who complete the 

passport receive a Certificate of Completion. 

 

Here’s how learners access the Personal Effectiveness Passport: 

 

Immediately upon paying for the Personal Effectiveness Passport on PayFast, you receive 

this THANK YOU message: 

 

 



 
 

 

 

 

Within minutes, you will receive a link to the Personal Effectiveness Passport from Dr. 

James, Hyman, president of UpSkills Global.  The email contains your login and 

password. 

 



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Click on the link in the email and you will come to a login page. When you enter your 

login and password, you will be automatically directed to the Personal Effectiveness 

Passport start page.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

NEXT – click on Enroll and you will go to a page that shows the three main skills areas of 

the Personal Effectiveness Passport:  Teamwork, Critical Thinking and Emotional 

Intelligence 
 

 

 
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Beginning with TEAMWORK, pull down the Teamwork menu and start with 

Communication. 

 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 The first class in the Communication unit is The Art and Science of Communication 

 

 

 
 

 

 

 

 



 

 

 

Click on the lesson title and you will see navigation tabs that include About • Table of 

Contents • Resources • Related Items 

 

 

 

 

ABOUT gives you an overview and objectives of this lesson: 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Table of Contents outlines each of the Sections of this lesson and duration of each 

section 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

RESOURCES are job aids; reminders that learners can download and keep as reminders. 

 

 
 

 

 
 

 

 

 

 



 

To start the course, hit the LAUNCH button. 

 

Once you hit the launch button, you will be asked to take a pre-test.  This is an 

important step allowing learners to see progress upon completion.    

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

After completing the pre-test, start the lesson.  Lessons start with videos that explain the 

concepts being taught. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



And then follow up with role-playing so you can see how the concepts are used in 

practice. 

 

 
 

 

 

At the end of each section, you take the course test to see if and how much they’ve 

improved on knowledge since the pre-test. 

 

 

 

 

 

 

 

 

 

 



 

Just click on Course Test on the MENU left of the lesson screen: 

 

 

 
 

 

 



Then check your completion status. 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



You can also  print out a report of your results if you’d like: 

 

 
Finally, 

 

At completion of all lessons in the Personal Effectiveness Passport, you receive a 

Certificate of Completion demonstrating your accomplishment! 


