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Workplace learning for Business Administration and Skills for Life


Below are some of the workplace English and maths skills involved in working in administration. Cue questions might be: would your employees benefit from training which included------?
	
	Filing accurately alphabetically or by number.
	
	Checking and ordering stock.

	
	Dealing with customers on the phone and face to face.
	
	Taking and passing on phone messages accurately and promptly.

	
	Reporting clearly to colleagues.
	
	Updating records on a computer.

	
	Completing timesheets and other personal work-related documents.
	
	Proof reading word processed letters etc.

	
	Exchanging e-mails with colleagues and customers.
	
	Producing memos to tell others of progress.

	
	Taking accurate notes from a meeting.
	
	Checking own wage slip and deductions.

	
	Producing minutes.
	
	Giving clear oral instructions.

	
	Maintaining diaries and/or a visitors’ book.
	
	Planning events and meetings.

	
	Dealing with the post.
	
	Dealing with complaints from customers.

	
	Recording incidents or accidents accurately
	
	

	
	Are there any other relevant cue questions?
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