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Workplace Skills for Life for information and communication 


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

	Speak to customers and colleagues appropriately.

	
	
	

	Read and understand health and safety notices.

	
	
	

	Report clearly to colleagues, face to face or in writing.

	
	
	

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

	Find and retrieve information from a computer database.

	
	
	

	Fill in an accident or incident report form accurately.

	
	
	

	Take accurate notes from a phone call or meeting.

	
	
	

	Write a formal letter using the appropriate format and tone.
	
	
	

	Choose the ‘best buy’ product or supplies and complete order forms.
	
	
	

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

	Check unfamiliar information in a glossary, manual or other reference material. 
	
	
	

	Follow written or oral instructions correctly.

	
	
	

	Check, edit  and proofread text.

	
	
	

	Identify relevant information from a web search.
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