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Workplace Skills for Life for language, literature and culture


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

	Obtain information requested by visitors.

	
	
	

	Read, understand and complete timesheets and other personal work-related documents.
	
	
	

	Respond to phone or face-to-face enquiries appropriately.
	
	
	

	Fill in an accident or incident report form accurately.

	
	
	

	Take accurate notes from a phone call or meeting.

	
	
	

	Plan, draft and proofread written materials.


	
	
	

	Participate in discussions at meetings.

	
	
	

	Monitor stock and complete order forms for additional materials.
	
	
	

	Plan and prioritise work using a diary, workplan or ‘to do’ list. 
	
	
	

	Research topics using the Internet or other reference material.
	
	
	

	Give written or oral instructions to a visitor, and check understanding. 
	
	
	

	Deal with feedback, including complaints, professionally.

	
	
	

	Record visitor information on standard paperwork. 
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