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Workplace learning for public services 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.

	
	Put a set of instructions in order for a handbook, e.g. Steps to follow when making an arrest.
	
	Share out rations equally between colleagues on an exercise.

	
	Listen to, and pass on an answer phone message accurately to a colleague about an incident.
	
	Work out numbers of vehicles needed to transport people to an event.

	
	Read and understand a technical manual.
	
	Understand the storage temperatures on frozen food packaging.

	
	Contribute to a team discussion on a specific case.
	
	Add and subtract amounts of cash.

	
	Consult a first aid manual glossary to find the meaning of unfamiliar terms.
	
	Understand the importance of accuracy in number calculations.

	
	Exchange a short email with a colleague.
	
	Dilute medication to a given ratio.

	
	Follow a set of instructions exactly e.g. putting on basic safety clothing.
	
	Check own wage slip and deductions.

	
	Plan, draft and write information for the social club notice board, e.g. how to join, the range of activities on offer
	
	Record and calculate time accurately in an appointment book, day sheet, etc.

	
	Fill in an accident or incident report form effectively.
	
	Understand metric weights and measures.

	
	Read and understand a straightforward health and safety notice about fire extinguishers.
	
	Work out a 20% reduction in the cost of uniforms for a bulk buy

	
	Describe symptoms of a casualty’s condition, clearly to a doctor.
	
	Calculate the area of a new recreation facility for family quarters

	
	Record observations; judge how much to write and what to include and keep to fact not opinion.
	
	Read a table of data and draw correct conclusions.

	
	Speak to residents, relatives and visitors appropriately on the telephone.
	
	Understand and compare government spending figures on public services

	
	Proofread own writing and correct grammar, punctuation and spelling errors for a formal letter.
	
	Understand prices on the menu in the works canteen

	
	Take accurate notes from a meeting.
	
	Carry out a stock check of supplies

	
	Follow oral instructions.
	
	Use simple street plans to give directions


Delivered as part of LSIS Skills for Life Support Programme

Are there other activities that relate to your area of work? Add them below.
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