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	Core skills 
	Example tasks against ACSF performance levels 

	
	                                                Level 1 
	Level 2 
	Level 3 
	Level 4 
	Level 5 

	Writing
	
	Write name and time of signing on a time sheet 
	Write a telephone message 
	Complete an accident report form 
	Write minutes from a safety meeting 
	Write a Job Safety Analysis 

	
	Write name, address and simple personal details 
	Fill in a leave form 
	Write a set of procedures for a work task 
	Write an email summarising work progress to members of the work team 
	Prepare job specifications 

	Oral communication
	
	Introduce self to others in a group 
	Listen to a series of instructions and accurately repeat them to a colleague 
	Listen and respond to a routine request 
	Deliver a presentation about a workplace procedure 
	Interview an applicant for a job 

	
	Follow simple verbal instructions for a work task 
	Follow a series of instructions related to a job 
	Explain basic technical procedures to a new worker 
	Listen to a colleague’s complaint and paraphrase the problem 
	Present a report drawing on current research 

	
	Express opinion eg about cause of equipment failure 
	Convey information to others about a work task 
	Convey and explain current work information to others 
	Present information to clients 
	Present a tender to clients 

	Numeracy
	
	Estimate money required for simple purchase 
	Record numbers or quantities of materials 
	Calculate and compare costs of similar items from two sources 
	Apply formulae to measure 2 and 3 dimensional space 
	Research and investigate statistical data 

	
	Accurately record date and time using a calendar 
	Calculate cost of two items and estimate change 
	Measure items for work tasks using formal units (eg millimetres) 
	Use memory/square root functions on calculator to solve multi-step problems 
	Investigate and analyse construction options given particular financial constraints 

	
	Estimate length of a familiar object (eg length of wood) 
	Locate address using a street directory 
	Make calculations including heights, areas, volumes and grades 
	Interpret and use ratios and scales to read and discuss design and dimensions on a plan 
	Select and use appropriate complex formulae for measurement (eg pitch of 



