	[image: image1.jpg]



Workplace learning for Administration 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.

	
	Greet a customer at reception.


	
	Find information in a staff handbook.

	
	Read and understand information from an office equipment manual.
	
	Undertake and record a stock check of the stationery cupboard.

	
	Listen to what customers are saying and make notes.
	
	Telephone a colleague to ask for information.

	
	Read and understand information from the computer ‘Help’ menu.
	
	Write a formal letter in the correct format.

	
	Read, understand and complete timesheets and work related documents.
	
	Search for information using the internet. 

	
	Answer the telephone correctly.


	
	Enter numbers accurately into a spreadsheet.

	
	Find and retrieve information from a computer.
	
	Check own wage slip and deductions.

	
	Write a set of instructions for a new employee.
	
	Check an account or an invoice.

	
	Fill in an accident or incident report form effectively.
	
	Weigh items and calculate correct postage rates.

	
	Take notes at a meeting.
	
	Find and select items from a stationery catalogue.

	
	Make entries in a post book.
	
	Sort and file documents in an alphabetical filing system.

	
	Show a new member of staff how to log into a computer. 
	
	Make accurate entries into a room bookings diary.

	
	Proofread your own writing and correct grammar, punctuation and spelling errors.
	
	Write down a telephone message accurately and pass on to a colleague.

	
	Complete an order form for stationery.
	
	Compose an email and check for errors.


Delivered as part of LSIS Skills for Life Support Programme
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