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Workplace learning and
Skills for Life


Tick the skills you would regard as part of Skills for Life. The skills are not listed in order of difficulty.
	
	Put a set of instructions in order.
	
	Draw a basic sketch plan of a site or a building to scale.

	
	Read key words on the sides of boxes in a warehouse correctly.
	
	Count reliably up to 30 in a stock check.

	
	Read and understand a health and safety notice.
	
	Work out the ratio of a mix of ingredients in a bakery and adjust the amounts for different quantities of bread.

	
	Write a short note to a worker taking over a machine in the next shift.
	
	Add and subtract amounts of cash.

	
	Complete timesheets and work-related documents.
	
	Understand the importance of accuracy in number calculations.

	
	Exchange a short e-mail with a colleague.
	
	Work out a price including a 20% reduction on a product.

	
	Follow a set of instructions.
	
	Check own wage slip and deductions.

	
	Write a set of instructions.
	
	Write down sequences of figures correctly.

	
	Fill in an accident  or incident report form effectively.
	
	Work out the volume of soil for tubs in a horticulture business.

	
	Plan and draft a report for a meeting.
	
	Measure a length of wood to a correct cm or mm.

	
	Plan and draft a formal letter.
	
	Understand a patient’s temperature chart. Measure a patient’s temperature at regular intervals and put these on a line graph.

	
	Use the index of a catalogue to find an item or locate a supplier in the yellow pages or a trade directory.
	
	Work out the quantity of paint needed for an area of wall.

	
	Understand and add to a care plan effectively.
	
	Work out how many tubs of cheese weighed in grams fit into a container to weigh a certain number of kilograms.

	
	Match key words to symbols.
	
	Understanding temperature controls on a fridge and store food at an appropriate temperature.

	
	Take down a message accurately from a phone call.
	
	Work out the angle of a staircase.

	
	Proofread own writing and correct grammar, punctuation and spelling errors prior to posting.
	
	Read a list of data and draw correct conclusions.

	
	Read the instructions for mixing baby food correctly.
	
	Weigh and measure to required tolerances.

	
	Take accurate notes from a meeting.
	
	Use estimating skills.

	
	Follow oral instructions.
	
	Talk to customers and colleagues using appropriate and polite language.
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