ESSENTIAL SKILLS

The basic transferable skills* needed for work, learning and life.  They provide the foundaiton for employability, further education and training and enhancement of personal independence. 

	ESSENTIAL SKILL
	DESCRIPTION

	Reading text
	Reading materials in the form of sentences or paragraphs



	Document use
	Tasks that involve a variety of information displays in which words, numbers, symbols and other visual characteristics are given meaning by their special arrangement.



	Numeracy


	Using numbers and thinking in quantitative terms to complete tasks.



	Writing


	Writing texts and writing in documents, such as filing in forms, and non-paper-based writing, such as typing on a computer.



	Oral communication


	Using speech to give and exchange thoughts and information. (also links with non-verbal communication)



	Working with others


	Employees working with others to carry out their tasks.



	Thinking skills


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

· Problem Solving

· Decision Making

· Job Task Planning and Organizing

· Significant Use of Memory

· Finding Information


	Computer use


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



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




(* as identified by Service Canada – HRSD)
