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Workplace learning for Logistics 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.

	
	Write clear instructions.
	
	Complete delivery records and stock control records.

	
	Speak confidently to a customer on the phone.
	
	Use maps and route planners.

	
	Read and understand health and safety notices.
	
	Estimate distances and weights.

	
	Report clearly to colleagues at handover time.
	
	Write letters to customers.

	
	Read, understand and complete timesheets and other personal work-related documents.
	
	Understand the importance of accuracy in number calculations.

	
	Exchange e-mails with colleagues and customers.
	
	Understand plans and diagrams.

	
	Follow a set of instructions exactly, e.g. delivery schedule details.
	
	Check own wage slip and deductions.

	
	Work out safe loads for hazardous or heavy materials.
	
	Give clear oral instructions.

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

	
	Calculate journey times in line with EU working directives.
	
	Follow legislative regulations for storage and transport.

	
	Take accurate messages.
	
	Read a table of data and draw correct conclusions.

	
	Speak to customers appropriately face to face.
	
	Follow oral instructions.

	
	Proofread own writing and correct grammar, punctuation and spelling errors.
	
	Take accurate notes from a meeting.


Delivered as part of LSIS Skills for Life Support Programme
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