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Workplace Skills for Life for Hospitality and Leisure


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

Which ones would you like to see improved? 
	
	Relevant
	Priority for improvement

	Speak confidently to a potential customer on the phone

	
	

	Read and understand a health and safety notice
 
	
	

	Exchange e-mails with colleagues and clients


	
	

	Take accurate notes from a client consultation 


	
	

	Estimate costs of bookings or orders including discounts

 
	
	

	Record and calculate time accurately in an appointment book, day sheet etc
	
	

	Proofread own writing and correct grammar, punctuation and spelling errors
	
	

	Write a set of instructions for a colleague or client 


	
	

	Fill in an accident or incident report form accurately 


	
	

	Respond appropriately to customer complaints


	
	

	Compare costs or facilities for different products or services 


	
	

	Research information using the internet
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