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What are key skills?

Key skills are the basic skills people use every day
when carrying out all kinds of tasks and activities,
whether at work, during training or at home. They
are skills which are essential to success in nearly all
areas of life and can be utilised in all job and training
situations.

Key skills qualifications are designed to help you
develop these basic skills and collect evidence to
prove competence while working towards a
nationally recognised qualification.

Key skills are divided into six areas:

Application of number

Communication

Information technology

Working with others

Improving own learning and performance

Problem solving

Each of these skills areas is available as a nationally

recognised qualification accredited at levels 1, 2, 3,
4 and 5.

KEY SKILLS LEVELS

Level 1 describes the skills that people use in
routine situations and tasks that occur regularly at
work

Level 2 asks people to take more responsibility
for some of the decisions about how to apply key
skills

Level 3 has more complex activities that involve
reasoning and more personal responsibility for
organising and carrying out tasks using key skills

Levels 4 & 5 are generally for people with
management or strategic responsibilities in an
organisation

How do key skills help at work?

Changes in work and technology mean that you
need more than just the technical skills needed to
do a job. Employers are looking for people who
can:

v/ communicate well, both when speaking and
writing

v/ use numbers to do calculations, pricing and
measurements

v/ use new technology

v get on with other people and work as part of
ateam

v manage their own work, think about how they
can improve and are keen to learn

v/ show initiative and recognise and solve
problems

Key skills units

Key skills units describe what you need to know
and do to achieve your key skills. There is one
unit for each key skill at different levels.

A unit is divided into two parts - Part Aand Part B.
Part A tells you what you need to know so you will
be confident about applying your skills and
producing evidence. Part B is called ‘What you
must do’ and describes the skills you must show.
You must have evidence in your portfolio that you
can do all the things on the list.
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