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Workplace learning for transport 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.
	
	Write clear instructions.
	
	Complete accident and incident reports using appropriate forms.

	
	Deal with customer complaints using polite and appropriate language.
	
	Communicate in English to staff or passengers who may not have English as a first language.

	
	Read and understand health and safety notices.
	
	Work out time and other technical details.

	
	Report clearly to colleagues at a shift change.
	
	Understand hazard warnings and be able to explain them to others.

	
	Read, understand and complete timesheets and other personal work-related documents.
	
	Understand the importance of accuracy in number calculations.

	
	Exchange e-mails with colleagues and customers.
	
	Understand plans, diagrams and timetables of work.

	
	Follow a set of instructions exactly, e.g. delivery schedule details.
	
	Check own wage slip and deductions.

	
	Work out safe loads for hazardous or heavy materials.
	
	Give clear oral instructions.

	
	Calculate weekly working hours.
	
	Understand metric and imperial weights and measures.

	
	Build NVQ portfolio using a numerical referencing system.
	
	Follow legislative regulations for transport.

	
	Take accurate messages.
	
	Read a table of data to ensure accurate loading.

	
	Estimate journey times.
	
	Take statements for compiling incident reports.

	
	Proofread own writing and correct grammar, punctuation and spelling errors.
	
	Take accurate notes from a meeting.
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