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Workplace Skills for Life for Retail….


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

	Dealing with customer complaints using polite and appropriate language
	
	
	

	Contribute to an appraisal, training session or team meeting
	
	
	

	Work out costs and savings of buying materials in bulk

	
	
	

	Record a customer complaint on a feedback form 


	
	
	

	Calculate discounts and multi-buy savings


	
	
	

	Following instructions correctly given orally or in writing


	
	
	

	Checking stock delivery sheets


	
	
	

	Prioritise work and keep a ‘to do’ list 


	
	
	

	Handling non-cash payments correctly: credit, debit cards and cheques
	
	
	

	Read and understand information about consumer rights 


	
	
	

	Fill accident or incident report forms


	
	
	

	Take part in a discussion at a sales meeting


	
	
	

	Make comparisons between products from reading information about them 
	
	
	

	Write instructions for a colleague
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