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Workplace Skills for Life for Arts and Media


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

Which ones are you confident with? Which ones would you like to develop?
	
	Relevant
	Confident
	Like to improve

	Give a presentation to secure a commission.

	
	
	

	Write instructions for others to follow.

	
	
	

	Plan the use of your time.

	
	
	

	Find the specific information you need using an index.

	
	
	

	Explain the stages of a project to colleagues.

	
	
	

	Design publicity material.
 
	
	
	

	Read and understand a contract.

	
	
	

	Calculate fees from agents and takings from an event.

	
	
	

	Write an effective proposal.

	
	
	

	Take notes from meetings with clients.

	
	
	

	Proofread and edit own written work.

	
	
	

	Discuss project progress with clients over the phone.

	
	
	

	Work out a budget for a project or performance.

	
	
	

	Liaise with suppliers and sub contractors by phone and e-mail.
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