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Workplace Skills for Life for Administration 


Which of these skills and tasks are relevant to your staff?

Which ones would you like to see improved? 
	
	Relevant
	Priority for improvement

	Write a formal letter in the correct format


	
	

	Read and understand information from an office equipment manual or handbook 
	
	

	Deal appropriately with a complaint or query


	
	

	Search for information using the internet


	
	

	Read, understand and complete timesheets and work related documents
	
	

	Enter numbers accurately into a spreadsheet


	
	

	Write down a telephone message accurately and pass on to a colleague
	
	

	Check an account or an invoice


	
	

	Fill in an accident or incident report form effectively


	
	

	Contribute to discussions in meetings and take notes


	
	

	Select items from a stationery catalogue, choosing the ‘best buy’
	
	

	Proof read own writing and correct grammar, punctuation and spelling errors
	
	

	Make accurate entries into a room bookings diary
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