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	Employability skill


	Examples of learner activity
	2008 QCA WRL element

	Communication/ literacy

Listening willingly to others and remembering what they said, taking telephone calls 

& other messages
	
	1a, e

	Speaking clearly at interviews, presenting yourself well


	
	1a, 2e

	Communicating simply and clearly during discussions or presentations, 

putting over your point of view

	
	1a, e

	Talking to colleagues or supervisor in detail about the work 


	
	1a, e

	Talking positively to customers or clients about something important


	
	1a, e

	Producing legible and accurate written work, 

e.g. writing messages


	
	1a, e

	Filling in record sheets or forms accurately


	
	1a, e

	Reading / understanding key text or information and using it


	
	1a, e

	Application of Numeracy

Measuring or weighing items


	
	1a, e

	Estimating amounts


	
	1a, e

	Handling numbers or figures accurately with a calculator


	
	1a, e, 6d

	Handling numbers or figures accurately without a calculator 


	
	1a, e, 6d

	Applying Maths in any practical situation


	
	1a, e

	Applying formulae or working with graphs


	
	1a, e

	Managing money; showing some financial understanding 


	
	6d, 8b

	Presenting any numerical results


	
	1a, e, 6d

	Application of IT

Basic IT skills, 

e.g. word-processing or file management


	
	1a, e

	Use of spreadsheets

or databases to develop information


	
	1a, e

	Finding and organising any information on a computer


	
	1a, e

	Use of email & Internet search engines to exchange information


	
	1a, e

	Using ICT technology to present information


	
	1a, e

	Team working

Cooperating with the group, respecting others, building positive working relationships

	
	1a, e /

TW

	Contributing your ideas to group discussions,  taking a full part in team activities

	
	1a, e /

TW, EP

	Responding to other people’s requests or difficulties, to help them


	
	1a, e /

TW

	Taking the lead in some activity or negotiation, being persuasive
	
	1a, e, 9b/
EP

	Self-management

Setting and agreeing goals, targets and action plans for your work


	
	1a /

RL, SM

	Getting yourself started, sticking to your tasks & working responsibly and assertively


	
	1a /

SM, TW

	Showing initiative and thinking things out for yourself


	
	1d, e /

SM

	Planning & managing your time well and 

meeting deadlines


	
	1a /

SM

	Reflecting on your work, responding to feedback to improve your own performance, e.g.

	
	1a /

RL

	Thinking about how this work might link with your career

	
	1c, 2a-d,

3a-d, 8d /

RL

	Problem Solving

Spotting a work problem, analysing its cause and taking sensible action about it


	
	1a, 9b /

IE, CT

	Responding to change or a challenge; using your imagination to make decisions and develop solutions

	
	1a, 9b /

CT

	Coping with potential hazards and with work pressure


	
	3b, 7b /

CT, SM

	Showing safe practical or technical skills


	
	1a, 8a

	Business & customer awareness

Understanding what drives and motivates people to make their  business a success

	
	2c, 3a

	Finding out about any  recent changes in the work-place and new ideas designed to increase business profits


	
	3d

	How they build customer satisfaction & loyalty


	
	7a

	Noticing what jobs the manager does and what jobs the employees do


	
	6a, b

	Finding out about rights & responsibilities at work


	
	6c

	Positive attitude

Commitment, enthusiasm & confidence;  a positive “can-do” approach


	
	1a, 9c/d /

SM, EP

	Good attendance & punctuality


	
	1a, 9c /

SM

	Adaptability and openness to new approaches; desire to learn new things


	
	1a/e, 9c/d  /

TW, EP

	Persistence, drive, reliability, patience, tolerance, composure


	
	1a, e /

TW, SM

	Personal presentation


	
	1a /

SM, TW
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