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Directions: Analyze, read and annotate the sources. Then, answer the questions and complete the skills 
and interest inventories. 

Soft Skills 
What are hard skills? 
Hard skills are technical knowledge or training that you have gained through any life experience, including in your 
career or education. 
 
What are soft skills? 
Soft skills are any skill or quality that can be classified as a personality trait or habit. Interpersonal skills and 
communication skills are more specific categories of soft skills that many employers look for in job candidates. 
 
Why are soft skills important? 
Soft skills play an important role in resume writing, interviewing, and finding success in communicating with people 
at work and in other areas of your life. For example, as you look for jobs, you may find that many employers list 
specific soft skills on their job posts in the “required” or “desired” sections. A job posting for a Human Resources 
associate may list “attention to detail” as a desired trait, while a job for a Marketing Specialist could list “leadership” 
and “great communication skills”. 
 
Soft skills are often transferable across careers and industries. As a result, you may find that you possess many of 
the required traits even if you don’t match the exact profile in a job description. As you search for jobs, pay special 
attention to posts calling for candidates with soft skills or traits you possess. Even if the job title isn’t a great fit, you 
may find that the description makes sense for you. As you progress through the job search process, keep your 
resume updated to reflect soft skills most relevant to the jobs you’re applying for. 
 
You may also find it helpful to consider how you might showcase your soft skills in an interview. While you can 
display some skills like good communication, you may consider weaving others into your answers to interview 
questions. For example, you might talk about your problem-solving skills when answering a question like, “Tell me 
about a time you overcame an obstacle.” If the employer prompts you to provide references, think of those that 
can speak to examples that verify your soft skills and other strengths. 
 
Soft skills list and examples 
Because soft skills are often innate personality traits, you already possess several marketable soft skills that will 
help you get and be successful in a job. Though many are formed with your personality, soft skills can also be learned 
and developed with practice and experience. Here are a few examples of key soft skills and how those skills can 
enhance your performance during and after the job search process. 
 
1. Communication 
Effective communication skills will be helpful through the interview process and in your career overall. The ability 
to communicate involves knowing how you should speak to others in different situations or settings. For example, 
when working with a team on a project, you may need to communicate when you believe an idea or process 
ineffective. Finding a way to tactfully and skillfully disagree with others on the job without creating conflict is an 
important skill that employers value. 
Related communication skills: 

 Active listening 
 Confidence 
 Conflict resolution 
 Organization 
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2. Problem-solving 
Employers highly value people who can resolve issues quickly and effectively. That may involve calling on industry 
knowledge to fix an issue immediately as it occurs, or taking time to research and consult with colleagues to find a 
scalable, long-term solution. 
Related problem-solving skills: 

 Creativity 
 Research 
 Risk management 
 Teamwork 

 
3. Creativity 
Creativity is a broad ability incorporating many different skill sets including other soft skills and technical skills. 
Employees with creativity can find new ways to perform tasks, improve processes or even develop new and exciting 
avenues for the business to explore. Creativity can be used in any role at any level. 
Related creativity skills: 

 Curiosity 
 Learning from others 
 Open-mindedness 
 Taking calculated risks 

 
4. Adaptability 
How easily do you adapt to changes? If you’re working in a technology-driven field or startup, adaptability is 
especially important. Changes in processes, tools or clients you work with can happen quickly. Employees who are 
capable of adapting to new situations and ways of working are valuable in many jobs and industries. 
Related adaptability skills: 

 Consistency 
 Organization 
 Optimism 
 Flexibility 

 
5. Work ethic 
Work ethic is the ability to follow through on tasks and duties in a timely, quality manner. A strong work ethic will 
help ensure you develop a positive relationship with your employer and colleagues, even when you are still 
developing technical skills in a new job. Many employers would rather work with someone who has a strong work 
ethic and is eager to learn than a skilled worker who seems unmotivated. 
Related work ethic skills: 

 Attention to detail 
 Integrity 
 Persistence 
 Time management 

 
How to improve your soft skills 
Many employers value strong soft skills over technical skills because they are often personality traits developed 
over a lifetime and can be difficult to teach. That being said, anyone can improve their soft skills with experience 
and practice. For example, you may find that an employer is seeking someone skilled in conflict resolution. While 
you may be naturally skilled at effective communication, it may help to practice working through conflicts with 
others. 
 
Here are several ways you can improve your soft skills: 

1. Pick a skill you want to improve and practice it consistently. 
You can improve any soft skill if you make it a practice. Most soft skills are a matter of routine. For 
example, you can practice dependability both on the job and at home by improving punctuality (showing 
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up to work or events on time or early, for example) and starting on projects at work earlier so you can 
complete them ahead of schedule. 
 

2. Observe and mimic the positive soft skills you see in others. 
There are likely professionals you know or work with who have strengths in various soft skills. You may be 
able to develop integral soft skills by observing the practices of others and incorporating them into your 
own daily routine.  

 
You may find, for example, that effective communicators often write down notes when others are talking 
during meetings. Quite often, this helps them organize their thoughts so they are prepared to ask and 
answer important questions. This is also an active listening practice that may be good to utilize as part of 
your own work. 
 

3. Set milestone goals to improve soft skills 
Set specific, measurable goals by carefully reading your performance reviews at work or asking trusted 
friends and colleagues for constructive criticism. This can help you to both identify key areas of 
improvement for goal setting and areas of strength to highlight on your resume and in interviews. You can 
prioritize which soft skills to work on based on those that you need to get a certain job or move up in a 
career you already have. 
 

4. Find resources to help you learn 
You can find several resources to help you learn tactics for improving the soft skills you want to focus on 
like books, podcasts or online classes. While some require payment, many are free of cost and can be 
accessed at any time. You might try out a few different types of resources to see which are best for 
your learning style. 

 
Source: Indeed.com  

 

 
 

Write It Out 
Even though you may not be applying for a job right now, soft skills are valuable for success in every 
area of your life. Do you think you have the skills you need to be successful? If so, why? What are 
they? If not, why? What skills do you think you need to gain? 
__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

Take the Skill Inventory on the next page to assess yourself. 



 5

 

SKILLS INVENTORY 
Rate yourself in the following skill categories using the scale below: 

1 = Strong ability in this area  
2 = Some ability 
3 = Enough ability to get by with help from others  
4 = No ability at all 

 

Be honest when rating yourself, and do not compare yourself to others. 
Use your best estimate of your abilities. 

 

VERBAL-PERSUASIVE 
  Writing: Express myself in written forms of communication. 
  Talking: Relate easily to people in ordinary conversational settings. 
  Speaking: Deliver a talk or address an audience. 
  Persuading: Able to convince others to believe something I hold to be true. 
  Selling: Convince others to buy a product/service I am selling. 
  Dramatics: Portray ideas or stories in a dramatic format. 
  Negotiations: Bargain/discuss with goal of reaching agreement. 

 
SOCIAL 
  Social ease: Relate easily in situations which are primarily social in nature. 
  Dealing with public: Relate effectively with a variety of people who come to an establishment for 

information, service or help. 
    Appearance/Dress: Dress presentably and appropriately for a variety of interpersonal situations or 

group occasions. 
  Accepting negative feedback: Able to cope with criticism. 

 
NUMERICAL 
  Working with numerical data: Comfortable with large amounts of quantitative data and 

compiling, interpreting, and presenting data. 
  Solving quantitative problems: Reason quantitatively so that problems having numerical 

solutions can be solved without the aid of a computer or other mechanical device. 
  Computer use: Use computers to solve quantitative problems, have knowledge of 

programming, computer capabilities, etc. 
 

INVESTIGATIVE 
  Scientific curiosity: Learn about scientific phenomena and investigate events which may 

lead to such knowledge. 
  Research: Gather information in a systematic way for a particular field of knowledge to establish 

certain facts or principles. 
  Technical work: Work easily with practical, mechanical or industrial aspects of a particular 

science, profession or craft. 
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MANUAL-PHYSICAL 
  Mechanical reasoning: Understand the way that machinery or tools operate and the 

relationship between mechanical operations. 
  Manual dexterity: Skilled in using your hands. 
  Spatial perception: Judge the relationship of objects in space; manipulate them mentally and 

visualize the effects of putting them together or of turning them over or around. 
  Physical stamina: Physically resistant to fatigue and illness. 
  Outdoor work: Familiar with the outdoors; able to work outdoors without encountering a 

great many obstacles. 
 

CREATIVE 
  Artistic: Keenly sensitive to aesthetic values; able to create works of art. 
  Imaginative with things: Create new ideas and forms with various physical objects. 
  Imaginative with ideas: Create new ideas and programs through conceptualizing existing 

elements in new ways; able to merge abstract ideas. 
 

WORKING WITH OTHERS 
  Supervising: Oversee, manage or direct work of others. 
  Teaching: Help others learn how to do or understand something; able to provide knowledge or 
insight. 
  Coaching: Instruct or train an individual to improve performance in a specific area. 
  Counseling: Engage in a direct helping relationship with another in situations where the person’s 

concern is not solvable through information-giving or advice. 
 

MANAGERIAL 
  Organization and planning: Develop a program, project or set of ideas through systematic 

preparation and arrangement of tasks, coordinating the people and resources necessary to put 
a plan into effect. 

  Orderliness: Arrange items in a systematic fashion so that such items or information can be 
readily used or retrieved. 

  Handling Details: Able to work efficiently with a great variety and/or volume of information. 
  Making Decisions: Comfortable in making judgments or reaching conclusions about matters 

which require specific action; able to accept responsibility for the consequences of such 
actions. 
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List the top 5 skills that you rated most highly and the categories from which they came. 
Provide a SPECIFIC example of a time when you used each skill. 

 

Top Skills Specific Example 
  
  
  
  

  
 

List the bottom 5 skills that you rated the lowest and the categories from which they came. 
Provide a SPECIFIC example of a time when you could have used the skill. 

Top Skills Specific Example 
  
  
  
  

  

Write It Out 
After taking the Skills Inventory, what did you learn about yourself? Were you correct in your pre-
assessment of your skills? What steps will you take to increase your soft skills? 
__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
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Directions: Analyze, read and annotate the sources. Then, complete each activity. 

Section 2: Financial Literacy 
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The 5 Key Components of Financial Literacy 
Educators work to include a wide array of studies within the required curriculum for young adults. However, there’s 
a key component of life in which students of all ages aren’t gaining enough knowledge. Even though financial literacy 
is crucial to successful “adulting,” a mere 17 states require high school students to take a course on financial literacy. 
These courses have proven to have a direct impact on a student’s ability to make wise financial decisions. Plus, 
students who have some personal finance classes under their belts are much more likely to successfully save money, 
budget wisely and invest smarter. Perhaps we should reevaluate how we’re educating students (or not educating 
students) on these important life aspects. Until that change happens, though, here are the five key concepts to 
work on in order to improve your financial literacy. Mastering these aspects won’t always be easy but, with a little 
bit of practice, will benefit you for a lifetime.  
 
1. The Basics of Budgeting 
Creating and maintaining a budget is one of the most basic aspects of staying on top of your finances. In this modern 
day, it’s easier than ever to create a budget with the help of websites and apps, such as Mint.com. It doesn’t matter 
if math isn’t your strong suit - thanks to these user-friendly tools, everyone can get help with keeping their finances 
on track. And, when utilized properly, they'll keep you in the know about where your money is actually going. 
Without following a budget, it’s difficult to hold yourself accountable on where your money is coming from and 
what it’s going toward, so mastering the basics of budgeting is where any financial novice should begin.  
 
2. Understanding Interest Rates 
While you may touch upon the concepts within a mathematics course, it’s important to understand different 
aspects, like compound interest. Why? Not only can it help you save even more, but it can make the difference 
between borrowing a small amount and paying back much more than you need to for years to come. Understanding 
the ins and outs of interest can impact your finances more than you likely realize, so it’s an important concept to 
gain a better understand of early on in life.  
 
3. Prioritizing Saving 
Obviously, saving is an important aspect of maintaining a healthy financial situation. But, the majority of students 
don’t prioritize this aspect as much as they should. It’s easy to ignore things like retirement since it seems so far off 
in the future. Learning to save early on can help you gain the knowledge, practice and set of skills you’ll utilize 
throughout your entire life. Beginners can start working on this concept in the simplest sense, like saving money for 
a higher-ticket item they desire. Working toward a goal is key here and students need to understand that there’s a 
lot of value in paying yourself first – because the bills will always be there. Having peace of mind? Well, that comes 
with practice, diligence and patience, all qualities you’ll develop when mastering your savings skill set.  
 
4. Credit-Debt Cycle Traps 
Meaning: it’s much easier to lose credit than gain it and many students don’t realize how easy it is to ruin their 
credit – and how difficult it can be to regain credit – before it’s too late. That’s why it’s crucial to provide knowledge 
on debt earlier than later. Credit can be an extremely useful tool – if it’s managed correctly. Making rash decisions 
when you’re young can end up costing you throughout adulthood so it’s important to grasp the concepts and tools 
behind responsible credit practices as early on as possible.  
 
5. Identity Theft Issues & Safety 
In this modern day and age, identity theft is more prevalent than ever. Since everything is digital and just about 
everyone has shopped online at one point or another, your financial information is more vulnerable to fraud. 
Understanding this concept, along with preventative measures, like password protection and limiting the amount 
of information shared online can be the key to maintaining safe accounts or, inversely, can lead to financial ruin. 
While it’s not a fool proof science (people can be safe and things do still happen) it’s important to safeguard your 
finances as best as possible to avoid the threats that exist.                                                                     
 
Source: Fast Web 
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Time Required: 15 minutes

STUDENT ACTIVITY: BUDGET BUSTERS  |   1

Budget Busters:  
Who’s Breaking the Bank?

LESSON 9:  STUDENT ACTIVIT Y SHEE T 1

Where does all your money go? No matter how much money you earn, a careful budget 
lets you know exactly what happens to your cash. Below are three different cash flow 
scenarios over one month. Review the numbers to determine who’s breaking the bank 
and who will meet their goals the soonest.

Scenario 1

Nate is a junior in high school. He works 15 hours a week at the mall, and his net income after taxes is $600 a month. He lives 
with his parents, so he doesn’t have rent, utility or food expenses. His older brother owns a car and lets him borrow it to drive 
to work for $50 each month; otherwise Nate takes the bus. He really wants to buy a car, so he puts any leftover money toward 
savings. Nate also pays for his cell phone and personal expenses, such as going to the movies, buying video games and purchasing 
gifts. 
 
Below is Nate’s estimated budget and what he actually spent in one month’s time. Analyze Nate’s spending to determine 
why he is not on track to save for that new car, and what changes he can make to get on track. 
 
Net Income: $600/month 

Budget Goals Actual Budget
Fixed Expenses
Savings for a Car $100 $0
Cell Phone $75 $100
Car Payment to his Brother $50 $100

Variable Expenses
Public Transportation $50 $60
Entertainment $50 $65
Personal Shopping $50 $175
Occasional Spending (gifts, repairs, etc.) $25 $100

Total $400 $600

Continued on the next page.
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STUDENT ACTIVITY: BUDGET BUSTERS   |   2

Budget Busters:  
Who’s Breaking the Bank?

LESSON 9:  STUDENT ACTIVIT Y SHEE T 1

Scenario 2

Maria just graduated from college and accepted her first job as a social media manager for a real estate company. She can’t 
believe that her monthly net income will be $3,000. She just moved into a one-bedroom apartment, so she is responsible for rent, 
utilities, food and other household expenses. She is paying off a student loan and she wants to save as much money as she can to 
buy a house someday. She owns a car and enjoys going out with friends on the weekend. 
 
Below is Maria’s estimated budget and what she actually spent in one month’s time. Analyze her spending to see why she 
is not on track to meet her goal and to determine what she can do to get back on track. 
 
Net Income: $3,000/month 

Budget Actual
Fixed Expenses
Savings for House $450 $150
Rent $600 $600
Car Payment $350 $350
Car Insurance $150 $150
Internet/Cable TV $110 $110
Cell Phone $75 $105
Student Loan $300 $300

Variable Expenses
Gas $100 $175
Food $250 $300
Entertainment $100 $250
Personal Shopping (clothes, makeup, 
home items etc.) $75 $300

Utilities $200 $275
Occasional Spending (gifts, repairs, etc.) $150 $250

Total $2,910 $3,315

Continued on the next page.
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STUDENT ACTIVITY: BUDGET BUSTERS   |  3

Budget Busters:  
Who’s Breaking the Bank?

LESSON 9:  STUDENT ACTIVIT Y SHEE T 1

Scenario 3

Jamal is a senior in high school and works 30 hours per week at a neighborhood coffee shop. His net income after taxes is $1,500 
and he is saving up for college. He owns a car and makes payments toward it each month, but he lives with his parents so he saves 
on rent, utilities and food costs. He occasionally goes out with friends and buys things for himself, but he tries to hold back on 
these things so he can save more for college next year.  
 
Below is Jamal’s estimated budget and what he actually spent in one month’s time. Analyze his spending to see why he is 
not on track to meet his goal and determine what he can do to get back on track. 
 
Net Income: $1,500/month 

Budget Actual
Fixed Expenses
College Savings $870 $820
Car Payment $125 $125
Car Insurance $95 $95
Cell Phone $85 $85

Variable Expenses
Gas $100 $105
Entertainment $50 $75
Personal Shopping $50 $95
Occasional Spending (gifts, repairs, etc.) $100 $100

Total $1,475 $1,500
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Time Required: 20 minutes

STUDENT ACTIVITY: BUDGETS 101   |   4

Calculate Your Take-Home Pay: 
With a gross income of $30,000 and a 25% tax deduction, what is your monthly net income? (Remember this is what 
you get after taxes.) Use this number to start your budget.

Categorize Expenses: 
Determine if your expenses are fixed or variable, and write them in the appropriate sections of the table below. 
Remember your expenses include: rent, car, car insurance, cell phone, utilities, entertainment, food, savings and 
occasional expenses. 

Name: 
Net Income:                                     /month 
 

Cost
Fixed Expenses
• $
• $
• $
• $
• $
• $

Variable Expenses
• $
• $
• $
• $
• $
• $

Total $

Continued on the next page.

Budgets 101: How to Get It Done
LESSON 9:  STUDENT ACTIVIT Y SHEE T 2

You just accepted your first job and you’ll be earning a gross income of $30,000/year. 
You live on your own and are responsible for all expenses, including rent, car, insurance, 
cell phone, utilities, entertainment, food, savings and miscellaneous expenses. You have to 
pay 25% of your gross income in taxes. 

Refer to the chart on the next page  
for the percentages needed to 
calculate these numbers.

STUDENT TIP
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STUDENT ACTIVITY: BUDGETS 101   |   5

Divide Your Expenses: 
Determine the cost for each category and record the prices in your budget. 
Use the following percentages to divide your monthly net pay: 

Rent: 30% of net pay
Utilities: 10% of net pay
Car Insurance: 5% of net pay
Cell Phone: 5% of net pay
Occasional Spending: 10% of net pay
Savings: 10% of net pay
Food: 15% of net pay
Car Loan: 10% of net pay
Entertainment: 5% of net pay

Assess Your Budget: 
Compare your expenses to your monthly income. Have you spent everything you’ve earned? Do you have money left over 
for savings? What expenses could you lower to increase your savings?

                 

                 

                       

Budgets 101: How to Get It Done
LESSON 9:  STUDENT ACTIVIT Y SHEE T 2

You may have to make some 
adjustments based on your 
preferences. For example, if you 
want more money for entertainment, 
can you afford to cut back on rent 
or your car loan? Or, if you want to 
live in an urban area where rent is 
higher, can you cut back on another 
expense to afford it?

STUDENT TIP
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Time Required: 40 minutes

STUDENT ACTIVITY: PAYSTUB PUZZLES   |   1

Paystub Puzzles:  
Putting the Pieces Together

LESSON 13 :  STUDENT ACTIVIT Y SHEE T 1

Getting your first paycheck can be overwhelming. There are lots of details and deductions 
to consider, but knowing what to expect makes it easier. Below are four different paystub 
samples; in all of them the employees receive their paychecks through direct deposit. Use 
the first example as a guide to understand the deductions and then determine how each 
of the remaining paystubs could be revised to maximize savings. 

Description Rate Hours This Period Year to Date
Regular $12.00 40 $480.00 $1,920.00
Overtime $18.00 5 $90.00 $360.00
Total $570.00 $2,280.00

Deductions This Period Year to Date
Federal Income Tax (2) $40.00 $40.00
State Income Tax (2) $10.00 $40.00
Medicare Tax (3) $5.00 $20.00
Social Security Tax (4) $20.00 $80.00
Other
Health Insurance* (5) $20.00 $80.00
Medical Flexible Spending Account* 
(6) $10.00 $40.00

Life Insurance (7) $5.00 $20.00
401(k)* (8) $20.00 $80.00
Savings Deposit (9) $30.00 $120.00
Total $160.00 $640.00

Scott K Smith 
Social Security: XXX-XX-1111

Taxable Gross: $520.00 
Net Pay: $410.00

Taxable Marital Status: Single 
Exemptions/Allowances: (1) 
• Federal: 0     • State: 0

Period Ending: 2/01/19 
Pay Date: 2/14/19

123 Company
555 Anywhere Rd 
Anywhere, USA 11111

* Excluded from federal taxable wages

1.  When you accept a new job, you will fill out a W-4 
form on which you’ll determine a withholding 
allowance (this is how much money will go toward 
federal taxes from each paycheck). If at the end 
of the year you’ve overpaid, you’ll receive a tax 
refund. If you’ve underpaid, you’ll owe taxes.

2.  Federal and state income taxes help pay for 
services like roads, public schools and libraries. 
Most but not all states have an income tax and 
some cities and counties do as well.

3.  Medicare taxes help pay for health care costs for 
individuals over 65 and those with a disability.

4. Social Security taxes help pay for retirement costs.

5. Health insurance deductions cover medical costs.

6.  Flexible spending accounts (FSAs) allow you 
to set aside before-tax portions of your pay for 
things like childcare and medical expenses. 

7.  Life insurance deductions go toward a life 
insurance policy.

8.  A 401(k) is a retirement savings account. When 
you put a certain percentage of your paycheck in 
a traditional 401(k), you don’t pay income tax on 
that money until it is withdrawn.

9.  A savings deposit deduction can be set up if you 
want an after-tax portion of your paycheck to go 
directly into a savings account. 
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STUDENT ACTIVITY: PAYSTUB PUZZLES   |   2

Paystub Puzzles:  
Putting the Pieces Together

LESSON 13 :  STUDENT ACTIVIT Y SHEE T 1

Sample 1: Dan just started working full-time and he is included on his parents’ health 
insurance plan. He withholds the maximum amount he can so he won’t have to pay any 
additional taxes at the end of the year. Review Dan’s paystub below and determine where 
he may be spending money unnecessarily and how he could use those funds to maximize 
his savings.

Description Rate Hours This Period Year to Date
Regular $25.00 80 $2,000.00 $12,000.00
Overtime $30.00 0 $0.00 $0.00
Total $2,000.00 $12,000.00

Deductions This Period Year to Date
Federal Income Tax $200.00 $1,200.00
State Income Tax $30.00 $1800.00
Medicare Tax $25.00 $150.00
Social Security Tax $100.00 $600.00
Other
Health Insurance* $200.00 $1,200.00
Medical Flexible Spending Account* $50.00 $300.00
401(k)* $100.00 $600.00
Savings Deposit $50.00 $300.00
Total $755.00 $4,530.00

Dan J Jones 
Social Security: XXX-XX-2222

Taxable Gross: $1,650.00 
Net Pay: $1,245.00

Taxable Marital Status: Single 
Exemptions/Allowances: 
• Federal: 0     • State: 0

Period Ending: 3/15/19 
Pay Date: 3/31/19

123 Company
555 Anywhere Rd 
Anywhere, USA 11111

* Excluded from federal taxable wages

How can Dan maximize his savings?

       

       

       

       

       

       

            

       

       

       

                        

Continued on the next page.
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STUDENT ACTIVITY: PAYSTUB PUZZLES   |   3

Paystub Puzzles:  
Putting the Pieces Together

LESSON 13 :  STUDENT ACTIVIT Y SHEE T 1

Sample 2: Rachelle just accepted a new job as an office assistant and will have her paychecks 
directly deposited with a portion going toward a 401(k). She also anticipates putting in a 
lot of overtime—and receiving overtime pay—as she learns her new job. Review Rachelle’s 
paystub below to determine what she could do to build her 401(k) and increase what she 
is contributing to savings.

Description Rate Hours This Period Year to Date
Regular $10.00 40 $400.00 $800.00
Overtime $15.00 12 $180.00 $360.00
Total $580.00 $1,160.00

Deductions This Period Year to Date
Federal Income Tax $36.00 $72.00
State Income Tax $9.00 $18.00
Medicare Tax $4.00 $8.00
Social Security Tax $16.00 $32.00
Other
Health Insurance* $22.00 $44.00
401(k)* $0.00 $0.00
Savings Deposit $50.00 $100.00
Total $137.00 $274.00

Rachelle L Thomas 
Social Security: XXX-XX-3333

Taxable Gross: $558.00 
Net Pay: $443.00

Taxable Marital Status: Single 
Exemptions/Allowances: 
• Federal: 0     • State: 0

Period Ending: 1/15/19 
Pay Date: 1/31/19

123 Company
555 Anywhere Rd 
Anywhere, USA 11111

* Excluded from federal taxable wages

How could Rachelle build her 
retirement and increase her savings?

       

       

       

       

       

       

            

       

       

       

                        

Continued on the next page.
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STUDENT ACTIVITY: PAYSTUB PUZZLES   |   4

Paystub Puzzles:  
Putting the Pieces Together

LESSON 13 :  STUDENT ACTIVIT Y SHEE T 1

Sample 3: Taylor works part-time for a construction company. His employer doesn’t offer 
health insurance, retirement savings or flexible spending accounts but his parents help 
him with medical expenses. He would like to save as much money as he can to buy a new 
truck. Review Taylor’s paystub below and determine how he could maximize his savings.

Description Rate Hours This Period Year to Date
Regular $12.50 40 $500.00 $2,000.00
Overtime $18.50 6 $111.00 $444.00
Total $611.00 $2,444.00

Deductions This Period Year to Date
Federal Income Tax $55.00 $220.00

State Income Tax $11.00 $44.00
Medicare Tax $8.00 $24.00
Social Security Tax $27.00 $108.00
Other
Savings Deposit $20.00 $80.00
Total $121.00 $484.00

Taylor K Davis 
Social Security: XXX-XX-4444

Taxable Marital Status: Single 
Exemptions/Allowances: 
• Federal: 0     • State: 0

Period Ending: 2/15/19 
Pay Date: 2/28/19

123 Company
555 Anywhere Rd 
Anywhere, USA 11111

* Excluded from federal taxable wages 
Taxable Gross Pay: $611.00  /  Net Pay: $490.00

What could Taylor do to maximize 
his savings?

       

       

       

       

       

       

            

       

       

       

                        








