Basic Workplace Skills - A Priority 



Well-trained employees are a key asset of any business. Basic workplace skills provide the foundation for almost all productive work. Solid basic skills are essential if workers are to learn either new technology or new high-performance work processes. In other words, poor basic skills not only affect the productivity of your employees today; they also limit the ability of your employees and business to increase future productivity. 

Basic workplace skills or workplace literacy refer to those generic skills all employees need at work. They include the following: 

· Reading 

· Writing 

· Speaking 

· Math 

· Problem-solving

The required degree of each skill varies from workplace to workplace, and from employee to employee, depending on factors such as: 

· industry and sector 

· job function and specific duties 

· use of technology in the workplace 

· changing job requirements

It's fair to say, though, that for most jobs the level of skills required today far exceeds the needs of ten years ago. Skills that are adequate today will be outdated in a few years or even a few months. As a wise business owner, you will be preparing for the future when your workers will need even stronger workplace skills. 

Some questions you can ask to decide if you need to address workplace basic skills: 

· Are employees reluctant to participate in training? 

· Is overall communication poor? 

· Is there confusion or lack of understanding of new work procedures? 

· Do employees ask co-workers to explain written/print materials to them? 

· Is there a lack of participation in meetings? 

· Do employees refuse promotional opportunities?

If you are experiencing any of these situations, you may want to consider workplace basic education.

http://www.abc-canada.org/workplace_education/success.asp
