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Move On

to World Class Skills

Move On to World Class Skills


Running your own business

Tick the skills that are relevant to running your own business

	
	Greet a customer at reception.
	
	Manage your time effectively.

	
	Read and understand information from an office equipment manual.
	
	Undertake and record a stock check. 

	
	Listen to what customers are saying and make notes.
	
	Fill in tax returns and calculate wages and National Insurance

	
	Read and understand timesheets.
	
	Write a formal letter in the correct format.

	
	Keep up to date with the latest technology in your field.
	
	Compare bank charges when choosing a business account.

	
	Show your staff how to answer the telephone correctly.
	
	Enter numbers accurately into a spreadsheet.

	
	Calculate how VAT might affect you.
	
	Monitor a job against profit margins.

	
	Take notes at a meeting.
	
	Check an account or an invoice.

	
	Fill in an accident or incident report form effectively.
	
	Create a graph recording productivity.

	
	Write a set of instructions for a new employee.
	
	Find and select an appropriate training course from a prospectus.

	
	Read and understand changes in the law which apply to your business.
	
	Complete a loan application form accurately.

	
	Choose the best IT supplier from given information.
	
	Calculate the annual cost of leasing business premises from monthly figures.

	
	Proof read own writing and correct grammar, punctuation and spelling errors.
	
	Write down a telephone message accurately. 

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


Are there other activities that relate to running your own business? Add them below.
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