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Advice & Guidance 
 

Introduction.  How to use this package. 
 

This Advice & Guidance package has been developed to help women to think about 
options which are outside traditional employment opportunities.  It should be used as 
a catalyst to ‘think outside the box’ and act as a starting point when considering 
future work and career prospects. 
 
This package will help participants to look at themselves and identify their 
competencies, qualities and preferences.  These can then be compared to the basic 
skills required in a small range of non-traditional areas of employment, demonstrating 
that the choices women have are wider than generally thought possible. 
 
 
How to use this tool.  
 

1. This package can be used with a group or individually.  If working with a 
group you will need: 

 
�  space between participants so that they can spread out and feel safe that 

no-one can see their work 
�  participants who have a good literacy level so that they can work through 

each task easily 
�  extra time for discussion between each activity 
�  opportunity to speak in private to each participant for the final action 

planning 
 
2. The package will take up to 2 hours to complete. 

 
3. Work through worksheets 01 - 09, at a comfortable pace.  You will need to 

explain each work sheet and give examples, particularly in sheets 03 – 06. 
 

4. Activities need to be summarised at key stages and these take place in 
worksheets 07 and 08 and at the Action Planning stage. 

 
5. When you reach 10 - Non Traditional Areas of Employment, participants are 

encouraged to select a small number of Baseline Skills Checklists and match 
their competencies, skill and preferences to these.   

 
6. Discuss with the individual participants how they feel about working in non-

traditional areas of employment and the ways in which this can be facilitated / 
advanced.  The outcome of the session should be recorded by the Advisors 
on the Personal Record Form (01) and signed / agreed by the participant. 
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Advice & Guidance 
 

01:  Personal Record Form 
 

1:     Personal Details 
 

Name:  

Address: 
 
 

 

Post Code:  

Telephone Number:  

Date of Birth:  

Employment Status:  ·  Full time employment 
·  Part time employment 
·  Unemployed 
·  Voluntary worker 
·  Education or training 
·  Full time carer e.g. children 

�  (Specify) 
�  (Specify) 
�  
�  (Specify) 
�  (Specify) 
�  

 
2:     Advice & Guidance 

 

Advisor:  

Date Started:  

Date Completed:  

Outcome: 

 
 
 
 

Signature: Advisor                                                              Date:     

Signature: Client                                                              Date: 
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02:    Reclaiming Your Resources 

 
 

 

 
In each of us there is a little something that stops us looking to the 
future and taking up a job, or changing from the one that we already 
have.  We chain ourselves to what is familiar and safe and as time 
goes by it gets harder and harder to break free! 
 
Are you tired of carrying those chains around with you?  If the answer 
is 'Yes' we have designed this Advice & Guidance Work-Out  session 
that just might help you to see what your options really are and it will 
certainly demonstrate that there are a lot of choices you could make. 
 

Where do we start?   The first thing you need to do is to Reclaim Your Resources!  
(The first piece in the puzzle) 
 
What does this mean?   As we travel through life we all gain a lot of skills, 
experiences, knowledge and attitudes.  We need to identify what these are 
and give ourselves some credit for acquiring and using them. 
 
A lot of the skills we use are transferable .  This means they can be used in 
different situations at home, work or leisure.  For example, look at the 1982 
advert for a Housewife below and see how many of the skills and 
experiences apply to you and could apply to a wide range of other work. 
 

 
 

 
 
 
 
Did you know? 
 
 
A woman with young children works at 
least 14 hours a day on a range of jobs 
as diverse as nursing and cost 
budgeting. 
 
 
It has been calculated that the 
commercial rate for a housewife’s work 
is equivalent to the salary of a sergeant 
major or certain grades of bishop, chief 
fire officer or head teacher. 
 
 
 
 
 
 
 
So….. on to: 
 
My Life Experiences Worksheet 
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03:  My Life Experiences 
 

Experiences in my 
Personal life 

Abilities, attitudes 
and skills 

Necessary 
Knowledge 

Competencies 

Example:  
Line Dancing 
 

Good balance and co-
ordination. 

Following instructions. 
Work with others. 
Good stamina. 
Sequencing etc. 

Basic directions 
Dance steps 
Numeracy 
 

Apply previous                              
knowledge. 

Counting. 
Team working. 
Communication. 
Listening 
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04:  My Education and Training 
 

Education and 
Training  

Abilities, attitudes 
and skills 

Necessary 
Knowledge 

Competencies 

School: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Other Training 
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05:  My Work Life 
 

At Work Abilities, attitudes 
and skills 

Necessary 
Knowledge 

Competencies 

Job 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Functions and 
tasks: 
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06:  Everything I have learnt 
 

 Knowledge Abilities, attitudes 
and skills 

Jobs they could be 
used for 

At School 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

At Work 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

In Life 
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07:   Drawing together your Competencies 

 
More pieces are falling into place now that you 
have identified many of your skills, abilities and 
attitudes.  In addition you have started to look at 
what sort of jobs these ‘strengths’  would be useful 
for. 
 
The strengths you have identified can be called 
Competencies and, when grouped together, they 
are necessary to perform certain job roles 
successfully. 
 
Each job has a set of basic competencies  which 
you need before you can enter that type of work.  
For example,  an electrician will need a good basic 
level of numeracy to calculate the flow of electricity 
through a circuit, recognise metric measurements 
in order to read test instruments, able to follow a 
sequence and plan own work etc. 
 
 

Looking back over your work sheets 03 – 05 , can you identify what your 5 key 
competencies are, and identify what 5 competencies you need to improve? 

 
My 5 key competences are: 
 

1 

2 

3 

4 

5 

The 5 Competences I need to work on and improve are : 
  

1 

2 

3 

4 

5 
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08:  What are my other Qualities? 

 
Work isn’t just about your competencies but also about your personal qualities.  We 
are all individuals and so even if we all had the same competencies we wouldn’t 
necessarily want to work in the same type of job or in similar situations. 
 
Looking at your personal qualities will help you to identify what type of job you 
would be prepared  to do and would like  to do. It will also help you to answer further 
questions such as what conditions of employment you would accept . 
 
 
 
 

 

These are my qualities  

 

 Very  
often 

Quite  
often 

Some  
times 

Almost 
never 

Never 

1:  I relate easily to strangers      

2:  I like talking and chatting      

3:  I like chatting in a group      

4:  I get very sad when something doesn’t work 
out 

     

5:  I get easily angry      

6:  I stick to my guns      

7:  I like to lead a group      

8:  I know how to organise      

9:  I am an optimist       

10: I am patient      

11: I trust people easily      

12: I want things to work      

13: I share people’s sadness and happiness      

14: I enjoy physical work      

15: I like working on my own (without a team)      

16: I like people telling me what to do      
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My qualities continued……. Very  
often 

Quite  
often 

Some  
times 

Almost 
never 

Never 

17: I like to have a set routine      

18: I am neat and tidy      

19: I engage easily with others      

20: I like tidiness      

21: I take the initiative      

22: I have a good memory      

23: I easily feel at home in new situations      

24: I solve problems rationally (using my head)      

25: I am good with my hands      

26: I act first and think after      

27: I enjoy seeing the results of my work      

28: I like creative tasks      

29: I analyse problems in detail      

30: I am spontaneous      

31: I like to finish a task to the last detail      

32: I can concentrate well      

33: It is easy for me to say what I think      

34: I get enthusiastic about things      

35: I know how to really listen to people      

36: I enjoy commitment to a task      

37: I prefer to use my hands than my head      

38: Generally I think I know better than others      

39: I am self-confident      

40: I lose my cool easily      

41: I need support      

42: When I disagree with something I say so      

 
Most important 5 qualities found in the ‘very 

often’ column 
Most important 5 qualities found in the 

‘never’ column 
1 

2 

3 

4 

5 

1 

2 

3 

4 

5 
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09:  What sort of job do I want? 

 
Now it is time to look at the whole picture and, alongside your competencies and 
personal qualities, consider:  
 
�  What do you want to get out of work? 

 
 
 
 
�  How much would I like to earn? 

 
 
 
 

�  What work experience do you have? 
 
 
 
 

�  What training have you done? 
 
 
 
 

�  Do you want to do any more training? 
 
 
 
 
�  What are your limitations? 

 
 
 
 

 
 

How much could I earn? 
(After training and based on job adverts Feb 2007) 

Salary Range 
Job Category 

Lowest  Highest  
Average  

�  Administration 6,181 31,000 16,172 

�  Engineering 12,300 26,000 19,957 

�  Manufacturing and processing 15,000 25,000 22,512 

�  Information technology 12,000 30,000 20,663 

�  Logistics & transport 13,000 25,000 20,006 
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10:  Non Traditional Areas of Employment 
 

We would also like to suggest that you consider non-traditional employment.  For 
example, why don’t more women consider jobs as a plumber, gardener, electrician, 
ICT professional?   
 

 
 

Did you know?   In Birmingham and Solihull, 7% of employees are 
employed in construction .  Today almost 200,000 women work in 
construction making up 9% of the workforce.  Jobs in construction include 
trades people such as carpenters, electricians, welders, architects, 
designers, surveyors, drivers and many more. (Agender 2007, 
Construction) 
 

 
 

Did you know?   The West Midlands transport and communications 
sector  has grown strongly in recent years and accounts for around 5% of 
employment in the region.  Transportation is needed all day, every day so 
people employed in the industry usually work shifts and must be prepared 
to cover bank holidays.  To work in this area you need to be reliable, 
have good concentration, be a good team worker and have good 
communication skills.   The types of jobs include lorry and train drivers, 
transport engineers, baggage handlers and warehouse staff. (Agender 
2007, Transport and Logistics) 
 

 
 

Did you know?  Jobs in information technology (IT)  can be very varied 
and can range from highly technical jobs such as software developing, 
creative jobs such as multimedia designers and jobs requiring strong 
people skills, such as sales representatives.  Women make up 20% of 
the workforce in IT and many of the most successful IT professionals are 
female.  (Agender 2007, Take a closer look at IT) 
 

 
 

If you want to consider non-traditional employment, why not have a look at a 
selection of the following basic skills checklists which will give you a better idea of 
how your competencies and qualities match areas of work you may never have 
considered before. 
 

�  Appendix 1:   Electrical Engineering 

�  Appendix 2:   Horticulture 

�  Appendix 3:   Plumbing 

�  Appendix 4:   Mechanical Engineering 

�  Appendix 5:   Carpentry & Joinery 

�  Appendix 6:   Motor Vehicle 

�  Appendix 7:   Painting & Decorating 

�  Appendix 8:   Bricklaying 

�  Appendix 9:   Web Designing 

�  Appendix 10: Fork Lift Truck Driving 
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Appendix 1: Baseline Skills Checklist - ELECTRICAL INSTALLATION 
Self Assessment 1:   Communication Examples 

C D 

Able to follow simple instructions 
(written and verbal) 

“Take this to…”  “Collect these 
items…” 

  

Able to answer simple questions “Is the cable connected?”   
Able to ask for help and advice “I do not understand the circuit – 

can you help please?” 
  

Able to pass on simple messages “We are working in the kitchen”   
Able to recognise everyday signs and 
symbols 

Health & Safety – entrance / exit   

2:   Numeracy Examples C D 

Add/subtract whole numbers up to 99 
(calculator acceptable) 

Count out 35 2ba pins and nuts 
from the box 

  

Multiply/divide (units and decimals) 
(calculator acceptable) 

Calculate the amount of electric 
flow through a circuit 

  

Recognise metric measurements 
(1/1000” to meters) 

To read test instruments   

Read tape / ruler to nearest mm Distance from socket to floor   

Recognise geometric shapes e.g. �  �  Marking out and making plans   

Ability to tell the time For setting time clocks   
3:   Problem solving Examples C D 

Follow a sequence Follow a procedure for replacing 
components 

  

Recall previous situations and apply to 
present. 

Fault finding – light doesn’t work   

Plan own work Getting all tools and materials 
ready before starting a new job 

  

Recognise problems and report them “I am running out of wood screws"   
4:  Practical  Examples C D 

Lift and move weights appropriately  Ladders, fuse board, cable coils   
Cope with temperature change Hot / cold - inside / outside   
Able to breathe easily in dusty 
environments – with safety equipment 

Cutting concrete   

Able to handle irritants Fluids, oils, swarf   
Stable on feet / good balance Working with moving parts / tools   
Able to work at heights On ladders and mobile towers   
Able to work in confined spaces Working in roof spaces and ducts   
Able to manipulate hands To use tools e.g. screwdrivers   
Able to stand/bend/stretch (2-3 hours) Climbing ladders, carrying toolbox   
Able to identify colours Recognising wiring colours   

 
C = Competent.  D = Need to develop this skill 
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Appendix 2: Baseline Skills Checklist  - HORTICULTU RE 
Self Assessment 1:   Communication Examples 

C D 

Able to understand simple verbal 
messages and instructions 

“Go to the plot with a fork, spade 
and hoe” 

  

Able to write simple labels clearly To mark where cabbages .carrots 
are planted 

  

Able to ask for help From supervisor when further 
instructions needed 

  

Recognise signs and symbols Health & Safety symbols - using 
pesticides 

  

Able to give and receive information 
from peers 

“Is there enough mulch for this 
job” 

  

2:   Numeracy Examples C D 

Recognise metric and imperial 
measurements and use a tape/ruler 

To measure distances between 
plants for correct planting out 

  

Add / subtract / multiply / divide whole 
numbers (calculator acceptable) 

To be able to plant out required 
number in space available 

  

Understand Proportions To make up compost mixture and 
cutting mixture  

  

Recognise measurements of volume 
to nearest litre and use graduated 
measuring containers  

To dilute fertiliser   

Recognise geometric shapes To create different size beds   

Recognise dates To know germination dates   

Recognise temperature Plants die from frost   

3:   Problem solving Examples C D 

Able to follow a sequence Prepare a plant bed   

Able to recall previous situations and 
apply to present 

“Last time I over-watered, these 
plants died” 

  

4:  Practical  Examples C D 

Able to manipulate hands Handling small seedlings   

Cope with temperature change Warm inside a poly tunnel but cold 
doing outdoor jobs in winter 

  

Lift and carry weights using 
appropriate techniques 

Bags of compost, cement, logs   

Stable on feet / good balance Pruning from a ladder   

Able to identify different colours Plant identification    
 

C = Competent.  D = Need to develop this skill 
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Appendix 3:  Baseline Skills Checklist  - PLUMBING 
Self Assessment 1:   Communication Examples 

C D 

Able to understand simple verbal 
messages and instructions 

“Bring me a 'U' bend for the new 
sink" 

  

Able to write simple messages clearly Quotes / orders   
Able to ask for help From supervisor / line manager   
Recognise signs and symbols Health & Safety / components   
Able to give verbal messages “Please fetch my pipe cutters”   
2:   Numeracy Examples C D 

Recognise metric measurements  To be trained to use specific 
measuring devices 

  

Read ruler / tape to nearest mm/meter Measure pipe length   
Add/subtract/multiply/divide to nearest 
mm (calculator acceptable) 

Calculate the amount of materials 
required for the job 

  

Recognise water / volume 
measurements 

Calculate water pressure in a 
central heating system 

  

Understand ratios and proportions To work out system requirements   

3:   Problem solving Examples C D 

Able to follow simple sketch drawings To identify where appliances fit   
Checking To make sure components are 

the correct length before cutting 
  

Able to follow a sequence To make sure system is sealed 
before water source is turned on 

  

Recognise problems (in order to report 
them) 

The pipe is the wrong gauge for 
the job 

  

Able to recall previous situations and 
apply to present 

“Last time I saw sludgy radiator 
water there was corrosion” 

  

4:  Practical  Examples C D 

Able to manipulate hands Use of a spanner, wrench and 
small parts 

  

Cope with temperature change Could be working outside in all 
weathers 

  

Lift weights correctly Lifting bathroom fittings   
Able to work at heights On scaffolding / ladders    
Stable on feet / good balance Able to walk across scaffolding   
Standing and bending for long periods At least 3 hours   
Able to identify different colours  Recognising different types of 

components and wiring 
  

Able to breath easily with safety 
equipment 

Welding  / sawing / dusty 
conditions 

  

 
C = Competent.  D = Need to develop this skill 
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Appendix 4:  Baseline Skills Checklist  - MECHANICA L ENGINEERING 
Self Assessment 1:   Communication Examples 

C D 

Able to understand messages and 
instructions verbal/written/telephone 

Safety instructions / maintenance 
manuals / queries from stores. 

  

Able to complete simple forms, write 
clear, legible instructions 

Requests for items from stores.   
Complete production records 

  

Able to ask for help From supervisor / line manager   
Recognise/understand signs/symbols Health & Safety signs. Machinery   
Able to understand an interpret a 
simple technical drawing 

To recognise components from 
the drawing 

  

Recognise technical terms Machine components e.g. lathe   
Able to copy accurately Stores requests, drawings   
2:   Numeracy Examples C D 

Recognise measurements up to 
1/1000” and 1/1000mm 

To be trained to use specific 
measuring devices e.g. gauges 

  

Measure up to 1/8th” and 1 mm (ruler) Making out drawings   
Add / subtract/divide and multiply 
whole numbers up to 1000.  

Calculate dimensions e.g. 
diameters, angles 

  

Add / subtract/divide and multiply 
measurements 

Make templates / mark out 
drawings 

  

Recognise geometric shapes e.g. �  Make templates / marking out    
3:   Problem solving Examples C D 

Use information to identify action 
required 

“This machine is making funny 
noises. I need help” 

  

Plan own work Getting all tools ready for start of 
a job 

  

Follow sequence Safety check - switch machine on   
Checking Check products are to standard   
Able to recall previous situations and 
apply to present 

Vibration noise on machine 
means tool will break 

  

4:  Practical  Examples C D 

Show dexterous ability  Assembly / dismantling operations   
Agility e.g. stretching / reaching   Working on machines at different 

angles 
  

Lift weights using appropriate 
equipment 

Use lifting equipment safely e.g. 
engine crane 

  

Know how to handle irritants Grease / oils etc.   
Standing and sitting for long periods Operating machinery, assembling   
Able to identify different colours  Recognise emergency buttons    
Can breath easily using safety equip. Welding fumes / dust etc.   

 
C = Competent.  D = Need to develop this skill 
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Appendix 5:  Baseline Skills Checklist  - CARPENTRY  & JOINERY 
Self Assessment 1:   Communication Examples 

C D 

Able to understand simple verbal 
messages and written instructions 

“Arrive at 8.30 a.m.”         (verbal) 
“Meet me in the store”      (written) 

  

Able to write name To sign for tools from the store   
Able to ask for help To move from one step to the 

next 
  

Recognise signs and symbols Health & Safety symbols 
Face and edge marks on wood for 
marking joints 

  

Able to give verbal messages “Can you fetch me more 3mm ply”   
2:   Numeracy Examples C D 

Recognise metric and imperial 
measurements 

Doors still known by imperial size 
but with metric equivalents 

  

Read ruler / tape to nearest mm/meter To check size of doors / windows   
Add / subtract / multiply / divide to 
nearest mm (calculator acceptable) 

To calculate area of a sheet 
material and divide into required 
pieces  

  

Recognise geometric shapes e.g. �  Making a staircase of different 
shaped pieces 

  

Recognise time (digital acceptable) Must be aware of the time taken 
to do each operation 

  

Able to handle cash (up to £20) To go to buy hinges, bolts etc.   

3:   Problem solving Examples C D 

Able to follow simple sketch drawings To make a simple halving joint   
Checking To make sure measurements are 

correct when cutting wood. 
  

Able to follow a sequence Select material, plane, mark, 
make joint 

  

Recognise problems “This chisel is blunt”   
Able to recall previous situations and 
apply to present 

"Last time I forgot to use the vice 
and I hurt my hand with chisel” 

  

4:  Practical  Examples C D 

Able to manipulate hands Use of a planner, handsaw etc.   
Cope with temperature change Could be out in a building site   
Lift weights correctly Lifting stairs into place   
Able to work at heights On scaffolding / ladders   
Stable on feet / good balance Able to walk across scaffolding   
Able to cope with dusty places Sawdust, roof spaces etc.   
Able to identify different colours and 
textures 

Recognising stop/go buttons   

 
C = Competent.  D = Need to develop this skill 
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Appendix 6:  Baseline Skills Checklist  -  
MOTOR VEHICLE / BODY REPAIR AND PAINT SPRAYING 

Self Assessment 1:   Communication Examples 
C D 

Able to follow written instructions Safety instructions / car manuals    
Able to follow verbal instructions “Can you tell me the extent of the 

body damage please?” 
  

Able to write simple messages clearly Orders / customer queries   
Able to ask for assistance From supervisor / line manager   
Recognise technical terms carburettor / distributor   
Able to copy accurately Invoices / parts no. / stock checks   
2:   Numeracy Examples C D 

Add / subtract / divide and multiply 
whole numbers 

Calculate dimensions e.g. 
steering angles, tappet clearance 

  

Add / subtract / divide and multiply  Make templates, mark out   
Recognise measurements up to 
1/1000” of mm.  Use a ruler to 
measure 

To enable training on specific 
measuring devices e.g. gauges, 
micrometer, to take place 

  

Recognise geometric shapes e.g. �  Make templates   

Understand ratios / proportions To work out quantities of 
materials needed e.g. antifreeze 

  

3:   Problem solving Examples C D 

Use information to identify an action 
required 

Use diagnostic equipment e.g. 
Crypton Tuner 

  

Able to follow a sequence Follow logical procedure to 
remove and replace components 

  

4:  Practical  Examples C D 

Able to breath easily with safety equip. Paint spraying, body repairs   
Cope with temperature change Cold – breakdowns, hot - welding   
Lift weights using appropriate 
equipment 

Understand how to use lifting 
equipment in a safe manner 

  

Able to manipulate hands  Set up instruments   
Agility e.g. stretching and reaching Working in confined spaces, 

reaching at odd angles into cars 
  

Standing  and bending for long periods   Working in engine compartments   
Able to identify different colours  Recognising paint colours or 

wiring colours 
  

Able to handle irritants safely Oils, paints, thinners   

Stable on feet and good balance Working with moving engine parts   
Distinguish between different sounds Different sounds in gear box, 

engine and transmission 
  

 
C = Competent.  D = Need to develop this skill 
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Appendix 7:  Baseline Skills Checklist  - PAINTING & DECORATING 
Self Assessment 1:   Communication Examples 

C D 

Able to understand simple verbal 
messages and written instructions 

Safety instructions, customer 
queries, paint orders 

  

Able to write simple messages clearly Customer queries,  job quotes   
Able to ask for help From supervisors / line manager   
Recognise signs and symbols Health & Safety / entrance / exit   
Able to ask for further information “Do you want paper or paint on 

this?” 
 

  

2:   Numeracy Examples C D 

Recognise metric measurements.  
Read ruler / tape to nearest cm.  Add / 
subtract / multiply and divide to 
nearest cm (calculator acceptable) 

To calculate the area of a room.  
To calculate volume of paint 
required 

  

Recognise geometric shapes e.g. �  Windows, boilers and air vents 
may be different shapes and need 
to be taken into account for 
estimations 

  

Recognise time (digital acceptable) “I need to finish this job by 4p.m.” 
 

  

3:   Problem solving Examples C D 

Checking “Is it gloss or emulsion paint?”   
Able to follow a sequence Follow an order to prepare door 

for painting 
  

Recognise problems (in order to report 
them) 

“I am running out of paint”, “wall 
paper pattern does not match” 

  

Able to recall previous situations and 
apply to present 

“Last time I painted a dark wood 
door white I needed 2 coats" 
 

  

4:  Practical  Examples C D 

Able to breath easily with safety 
equipment 

Dust / paint fumes   

Cope with temperature change Hot / cold / inside / outside   
Lift weights correctly Ladders, paint tins, gas bottles   
Able to work at heights Painting upstairs window frames 

outside 
  

Stable on feet / good balance Climbing ladders, carrying 
equipment 

  

Standing / bending / stretching for long 
periods 

Wallpapering / painting a room   

Able to identify different colours  To make sure right colour paint is 
used 

  

 
C = Competent.  D = Need to develop this skill 
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Appendix 8:  Baseline Skills Checklist  - BRICKLAYI NG 
Self Assessment 1:   Communication Examples 

C D 

Able to understand simple verbal 
messages and instructions 

“Bring a roll of damp proof course”   

Able to write name To sign for tools from the store   

Able to ask for help “What is the tolerance of the wall”   

Recognise signs and symbols Health & Safety symbols   

Able to give verbal messages “Tell stores we need some more 
Portland Cement” 

  

2:   Numeracy Examples C D 

Recognise metric and imperial 
measurements 

To know different sizes of 
concrete lintels 

  

Read ruler / tape to nearest mm/meter Measure wall height   

Add/subtract/multiply/divide to nearest 
mm (calculator acceptable) 

Calculate the area and be able to 
divide into required parts 

  

Recognise time (digital acceptable) Must be aware of time taken to do 
each operation 

  

3:   Problem solving Examples C D 

Able to follow simple sketch drawings To build a garden wall   
Checking To make sure measurements are 

correct 
  

Able to follow a sequence To get correct bonding in wall   

Recognise problems (in order to report 
them) 

“This wall is not level”   

Able to recall previous situations and 
apply to present 

“Last time I forgot to put the damp 
proof course in we had to rebuild 
the wall” 

  

4:  Practical  Examples C D 

Able to manipulate hands Use of a trowel, shovel etc.   

Cope with temperature change Could be out on a building site in 
all weathers 

  

Lift weights correctly Lifting bags of sand and cement   

Able to work at heights On scaffolding / ladders    

Stable on feet / good balance Able to walk across scaffolding   

Standing and bending for long periods At least 3 hours   

Able to identify different colours and 
textures 

Recognising different types of 
bricks 

  

Able to breath easily with safety 
equipment 

Cutting bricks and using cement   

 
C = Competent.  D = Need to develop this skill 
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Appendix 9: Baseline Skills Checklist  - Web Design ing 
Self Assessment 1:   Communication Examples 

C D 

Able to understand messages, 
instructions verbal/written/telephone 

Queries from customers / read job 
specifications, emails 

  

Good level of literacy Writing job specifications/ style 
guides and content, emailing 

  

Able to ask for help From supervisors / line manager   
Recognise signs and symbols For writing / understanding HTML 

code 
  

Able to copy accurately Copying content / html code.   
2:   Numeracy Examples C D 

Recognise measurements Of graphic images and tables etc.   

User ruler guides on screen Columns and spacing    
Use a calculator and work out 
percentages 

Pricing new work and estimating 
VAT / on-costs 

  

Understand kilobytes and megabytes Estimating speed of websites 
opening over a telephone line or 
broadband etc. 

  

3:   Problem solving Examples C D 

Able to follow simple sketch drawings To develop basic designs.   
Checking Html code when formatting not 

going to plan. 
  

Able to follow a sequence To add content in correct order 
e.g. graphics before attaching 
sound etc. 

  

Recognise problems (in order to report 
them) 

Graphic images are of insufficient 
quality 

  

Able to recall previous situations and 
apply to present 

“Last time I added audio this way 
it wouldn’t work on anything but 
Internet Explorer". 

  

Able to search for new tools and 
solutions on the Internet 

Customer requires DVD clips on a 
website and these need to be 
changed from one format to 
another before uploading 

  

4:  Practical  Examples C D 

Show dexterous ability Use of a keyboard and mouse    
Sitting for long periods  Intense periods of computer work   
Able to identify different colours and 
textures 

For fine development work to 
customers requirements 

  

Don’t mind working alone Working alone on the computer   
Adaptable Can easily change from one 

software package to another 
  

 
C = Competent.  D = Need to develop this skill 
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23: Baseline Skills Checklist - Fork Lift Truck Dri ving 
Self Assessment 1:   Communication Examples 

C D 

Able to understand messages and 
instructions verbal/written/telephone 

Safety instructions / maintenance 
manuals / queries from stores. 

  

Able to complete simple forms, write 
clear, legible instructions 

Requests for items from stores.   
Complete production records 

  

Able to ask for help From supervisor / line manager   
Recognise/understand signs/symbols Health & Safety signs. Machinery   
Able to understand and interpret a 
simple warehouse plan 

To recognise relevant stacks from 
the plan 

  

Recognise technical terms Machine components e.g. lift   
Able to copy accurately Stores requests, plans, crates   

 
2:   Numeracy Examples C D 

Add / subtract/divide and multiply 
whole numbers.  

Management of stores   

Add / subtract/divide and multiply 
whole numbers. 

Complete warehouse worksheets   

Recognise shapes / sizes For safe handling of cargo    
 

3:   Problem solving Examples C D 

Use information to identify action 
required 

“The stacks are too high.   They 
are becoming unsafe.” 

  

Plan own work Getting fork lift truck ready for 
start of a job 

  

Follow sequence Safety check    
Checking Check products are safely stored 

and handled. 
  

Able to recall previous situations and 
apply to present 

Vibration noise on machine 
means load unsteady. 

  

 
4:  Practical  Examples C D 

Show dexterous ability  Assembly / dismantling cargo 
stacks 

  

Agility e.g. stretching / reaching   Working on machines at different 
angles 

  

Lift weights using appropriate 
equipment 

Use lifting equipment safely    

Know how to judge depths and 
distances. 

Safe handling of cargo.   

Be aware of surroundings. Working stations of other staff   
Standing and sitting for long periods Operating machinery.   
Able to identify different colours  Recognise emergency buttons    

C = Competent.  D = Need to develop this skill  
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