Essential Skills in the Workplace

Workplace Skills: Reading Text, Document Use, Numeracy, Writing, Oral Communication, Working With Others, Thinking Skills, Computer Use, Continuous Learning. 

Reading Text : Reading materials in the form of sentences or paragraphs in the workplace, you might read text such as: 

· Notes, memos or letters 

· Journals and reference books 

· Technical manuals or training manuals 

· Reports, regulations or directions 

· Form and labels 

Document Use : Tasks that involve various information displays in which words, numbers, symbols and other visual characteristics (e.g. lines, colors or shapes) are given meaning by their spatial arrangement. 

In the workplace, you might use documents such as: 

· Charts, lists or graphs 

· Tables, schedules or forms 

· Schematics and sketches 

· Icons, labels or diagrams 

· Maps, blueprints or signs 

Numeracy : Using numbers and thinking in quantitative terms in order to complete tasks. In the workplace, you might use various forms of numeracy such as: 

· Numerical estimation 

· Numerical calculation (money math, scheduling or budgeting and accounting math, measurement and calculation math, data analysis math) 

Writing : Writing text and writing in documents, such as filling in forms, and non-paper-based writing such as typing on a computer. 

In the workplace, you might write: 

· Notes, memos or letters 

· Directions, daily log entries or production reports 

· Work orders and meeting minutes 

· Analytical reports or accident reports 

Oral Communication : Using speech to give and exchange thoughts and information. IN the workplace, you might engage in oral communication to: 

· Take messages 

· Seek information 

· Receive information or explanations 

· Facilitate or lead a group 

· Exchange opinions 

· Negotiate, reassure or comfort 

· Persuade or instruct 

Working With Others : Employees working with others to carry out their tasks. 

In the workplace, you might work: 

· Independently 

· With a partner or helper 

· As a member of a team 

· As a supervisor 

Thinking Skills : The process of evaluating ideas or information to reach a rational decision. 

In the workplace, these skills include: 

· Problem-solving 

· Decision-making 

· Critical thinking 

· Job task planning and organizing 

· Significant use of memory 

· Finding information 

Computer Use : Using different kinds of computer applications and other related technical tools. 

In the workplace, you might: 

· Operate a computerized cash register 

· Use word processing software to produce letters or memos 

· Send e-mails with attachments to multiple users 

· Create and modify spreadsheets for data entry 

· Create and edit cad drawings 

Continuous Learning : Workers participating in an ongoing process of acquiring skills and knowledge. 

· In the workplace, you might engage in continuous learning though: 

· Regular work activity or from co-workers 

· Training offered in the workplace 

· Off-site training 

· Self-directed learning through books, professional journals, self-selected courses 

Do you know which Essential Skills are most important in your occupation? 

Have you ever thought about how important oral communication or reading skills are for your job? 

You can find out by visiting the Essential Skills Web side at: 

www.hrsdc-rhdcc.gc.ca/essentialskills. 

With links to Essential Skills profiles, Authentic Workplace materials and various tools and applications, you can learn all about the skills required for the Canadian workplace. Increase your knowledge of Essential Skills by learning how they are being used across the country. 

Assess your own skill set at www.SkillsSolutionNet.com Select Tool 3. 

Conference Board of Canada 2004 

