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Responding SLC Adapting SLC Asking SLC Communicating SLC Contributing SL.C Extracting Information SLC Your Turn! SLC Free Mock Exam No results matching search. So what are functional skills? Put plainly, functional skills are taking the foundational concepts you learned in school math, English, computer science and applying them to real-
life problems and work scenarios. In the work context, theyre also called competencies. In everyday life, people might use life skills or social skills instead of functional skills. Functional skills tend to be relevant across various work settings and are crucial for any job seeker to develop, especially when applying for a new role or entering a new
industry. The functional skills in this article are the most commonly sought-after skills that employers and hiring managers desire their workers to have. Increasing your skill level over time will often decide your career path. For a quick summary, here are 17 examples of what a functional skill is: 1. Math Skills2. Monitor and Manage Systems3.
Arrange and Retrieve Data4. Categorize and Summarize Datab. Facilitate Discussion6. Public Speaking7. Write, Edit and Summarize8. Languages9. Research10. Use of Writing/Office Programs11. Create Visual Presentations12. Online Scheduling13. Scheduling Staff14. Facilitate Meetings15. Develop Policies16. Manage Team Compliancel7. Create
Feedback Systems One of the essential functional skills categories is managing information. This means working with data points, whether numerical or written text, in systems and through set procedures, to effectively manage key information related to your role. Basic maths skills are considered a core functional skill in entry-level administrative,
data entry, and management roles in finance and business. Addition, subtraction, percentages, multiplication, and other mathematical skills are the most basic and common skills expected of most job-seekers. When applying for analytical roles, be sure to express your proficiency level in mathematics to show that you have this functional skill. Often
listing within your higher education degree will do. Recommended Course:Foundations of Mathematics(Brilliant) In an increasingly digital world, having a capability in information management experience monitoring and overseeing different basic systems is ideal for supervisor and management roles. An example of this would be the skill of
overseeing the internal systems of holding and sending inventory, which may be used in a warehouse back-end environment. Systems management is varied, so when you list your functional skill qualifications, it is always best to give specific examples. Since many administrative roles require the ability to work with different data, whether client
information, numerical data points, or sales data. Being able to track, interpret, and organize data, is a vital functional skill. State that this is a skill that you have on your CV, and then elaborate with examples of how you used it in your previous role/s. Recommended Course:Learning Data Analytics(LinkedIn Learning) Similar to the point above, this is
another common information management skill. This functional skill is a little deeper into the organization of data, in taking the creative initiative to be able to categorize data points and summarize key information to share with other divisions, and levels of management. When applying for your next job, express your proficiency level in categorizing
and summarising data to show that you are adept at this functional skill. Photo Brooke Cagle via Unsplash Communication and interpersonal skills are some examples of the most important functional skills for any employee since business happens among people verbal or written communication. The following skills are examples that may be relevant
to put on your resume. Managing groups of people through productive conversations such as in meetings within a team or between organizations is an advantageous skill area for a prospective employee. Facilitating discussion involves taking authority in a social situation to ask questions, lead talking points, model teamwork, and display leadership
skills. If you have experience in this form of communication, be sure to add it to your resume with real-life context. Public speaking can be a great functional skill whether to deliver presentations, speak to teams, organizations, or in networking environments. When a worker has experience in public speaking and a level of confidence, this is highly
advantageous since most people find public speaking difficult. Its important to state on your CV that you have this experience and interest, as it is highly desirable for many industries and roles. Recommended Course:Public Speaking Foundations(LinkedIn Learning) Written communication is a necessary critical thinking skill for almost all industries
and roles whether simply in being clear in emails, or working on internal and external written content. The ability to also edit documents, with high proficiency in grammar and punctuation, as well as summarising key points, is beneficial. If youre applying for an admin role or require creating and managing documents, write this as a functional skill
on your resume. Recommended Course:Business Writing Fundamentals(LinkedIn Learning) When a prospective employee has the ability to speak, read, and/or write in multiple languages, this can be extremely helpful. State which languages you can speak, read, and write in to be sure that the potential employer understands that you have this
functional skill. Since so much of our work is now done using various devices and online portals, information, and technology functional skills are some of the most desirable for almost all roles now more than ever. Whether researching for internal operation development, or market research, for example, the ability to search for relevant information is
desirable. Knowing how to research effectively means a good sense of keyword searching, knowing the right databases, and understanding how best to use the time to look for the information needed. If you have specific research experience, share examples of how you have undertaken different research in the past. Its almost a given that every
person applying for a job can use basic writing programs like Microsoft Word or Google Docs. More advanced skills in an office suite, such as proficiency in Microsoft Excel or Google Sheets, will give you a leg up over the competition. It may seem commonplace for everyone to be able to use these common office software applications, though not
everyone has this skill. Dont forget to list it on your resume. Recommended Course:Microsoft Word Bootcamp(Skillshare) For companies that have a workflow where presentations are common, the ability to create visual graphics, and layouts for presentations is beneficial.There are typically done in Microsoft PowerPoint. Consider joining a company
where they hold presentation meetings on a weekly basis, and you have the skill to create these for your work or your teams presentations. If you can create and design presentations, definitely list this as a functional skill on your CV. Recommended Course:PowerPoint For Beginners(Skillshare) This is also a management skill, as scheduling calls,
appointments, and tasks are necessary for any supervisor or managerial role. Additionally, administrative roles would prefer that you have the skill of using scheduling apps, like Calendly or Google Calendar, to keep track of clients and tasks. List which apps you have proficiency in, and how they were utilized in your past role/s when you create your
resume. Finally, for higher-level roles, examples of functional skills for leadership will be required for any supervisor or managerial role. Even still, any role level would still benefit from expressing that you have critical thinking and problem-solving skills since it bodes well for future career advancement. Rather than just having a good idea of how to
use scheduling apps and software, scheduling staff is a deeper management skill as it involves stepping up in leadership to make decisions. This skill requires the person to understand labor costs, demand, time management, and more, so when you have scheduling staff as a functional skill, youll be seen as a desirable potential employee. How long
did you have this task, and how many team members were you responsible to schedule? Be sure to put this detail on your CV. This one also utilizes the communication skill of facilitating discussion and leading the flow of ideas, asking questions, and having a higher-level view of the overall goals and outcome. If you have experience facilitating
meetings, this will give you an advantage as it is a key leadership skill. Dont forget to add this functional skill to your resume with examples. Its one thing to follow policies and procedures, and its another thing to develop them. The leadership functional skill of developing policies shows that you have had experience being entrusted with
responsibility. This reveals that you held a role that had a considerable need to problem solve and organize systems in a way that will support a companys efficiency and growth. On your CV, list what kind of policies and procedures you have developed, what problems they solve, and your overall sense of how they benefited your past role.
Recommended Course:Establishing Work From Home Policies(LinkedIn Learning) When leading a team, its important to ensure that you have a strong ability to monitor whether the team is compliant with policies and procedures. Every business has its own set of standards and rules to abide by; if the team isnt kept in check by someone, it can be
ineffective. If you were the one to manage the teams compliance in the past, share this on your resume. Finally, leading a team also requires the ability to check in with how they are faring, and to empower them to add their own two cents to the role in the form of feedback. Whether a feedback system is through regular email surveys, a feedback box,
or meetings, if you can create these systems, this is advantageous for you when applying for future roles. As the driving force behind the company is the employees, developing rapport and a strong team is desirable for employers, so be sure to state that you have this skill on your CV if you have the experience. Recommended Course:Grow Yourself &
Your Team With Skilled Feedback(Skillshare) There are different ways to add functional skills to your resume. A common method is to create a separate section that lists your functional skills above your work experience list. You can categorize the skills similar to what we have here in this article; for example, having Information technology as a
header and then multiple IT skills and examples from your past roles. Another way is to add each of your functional skills as bullet points at the bottom of each section of your past roles. So after you explain the company you last worked for and what the role entailed, you could then add a functional skills list below of what key skills were practiced in
that role. You would do this for each role respectively. Whichever way you choose to add your functional skills, be sure not to forget this on your resume, as it may very well be the difference between you being hired over someone else in your next job application. Yes. Functional skills are GCSE alternative qualifications, with a Level 2 Functional
Skills course equating to a GCSE grade 4. So while similar in what they represent, they carry a specific distinction in England. According to LearnDirect, the designation was introduced in 2007 to boost the UKs literacy and numeracy, Functional Skills qualifications were developed to upskill the nations workforce. Since then, NCFE Functional Skills
qualifications have offered thousands of people the key skills they need for life. Core subjects include English, Maths and Functional SkillsICT (Information & Computer Technology). As a credential, these skills assessments can replace the GSCEs for learners who didnt complete their school previously but want to demonstrate proficiency in these
essential life skills. References Add subjects and guides to My Bitesize to get learning quicker.Language:EnglishCymraegGaeilgeGidhlig City and Guilds Functional Skills English Level 1 Past Papers: At a Glance Exam Marks Time Paper 1 Paper 1 Reading 30 Marks 1 Hour Paper 2 Paper 2 Writing 54 Marks 1 Hour 20 Minutes Total Total - 84 Marks 2
Hours 20 Minutes Follow Our Socials Our Facebook page can put you in touch with other students of your course for revision and community support. Alternatively, you can find us on Instagram or TikTok where we're always sharing revision tips for all our courses. Follow our socials for revision tips and community support City and Guilds Functional
Skills English Level 1 assesses three skills:ReadingWritingSpeaking, listening and communicatingThere are 30 marks available for reading, and 54 marks available for writing and spelling, punctuation and grammar, so it is important to have a broad base of skills covering all three areas in order to achieve success in this exam.Since both questions
are of equal length in the writing paper, candidates are advised to take 40 minutes for each question.Alongside the reading and writing papers, a City and Guilds Functional Skills English Level 1 exam also includes a speaking, listening and communication component, for which candidates will be submitted for controlled assessment. City & Guilds
Functional Skills English Level 1: Key Details Qualification Title City & Guilds Functional Skills Qualification in English at Level 1 Qualification Number Qualification Number 603/4646/2 Approved age ranges Approved age ranges Pre-16, 16-18, 19+ Total Qualification Time (TQT) Total Qualification Time (TQT) 66 hours Guided Learning Hours (GLH)
Guided Learning Hours (GLH) 55 hours Assessment type Assessment type Externally set, on-demand assessment. Grading Grading The qualification is graded Pass/Fail. Entry requirements Entry requirements No prior knowledge, understanding, skills or qualifications are required. 2025 Pass Functional Skills When you visit or interact with our sites,
services or tools, we or our authorised service providers may use cookies for storing information to help provide you with a better, faster and safer experience and for marketing purposes. The structure of level 1 English exams with each exam board varies substantially. The level 1 English test is not a single exam. On all exam boards, there is a
reading paper and a writing paper, and spelling, punctuation, and grammar are assessed on the writing paper. On every exam board, the reading paper will ask questions about analysis of sources, while the writing paper will contain only a handful of questions, requiring long-form written responses. However, the timings for each paper, the
distribution of marks, and how much of your grade comes from each of the three skills, is different between each exam board. Understanding these differences is essential for success in your English level 1 exam. Edexcel Edexcel Functional Skills English Level 1 Past Papers City and Guilds City and Guilds Functional Skills English Level 1 Past Papers
NCFE NCFE Functional Skills English Level 1 Past Papers AQA AQA Functional Skills English Level 1 Past Papers Open Awards Open Awards Functional Skills English Level 1 Past Papers NOCN NOCN Functional Skills English Level 1 Past Papers TQUK TQUK Functional Skills English Level 1 Past Papers 2025 Pass Functional Skills When you visit
or interact with our sites, services or tools, we or our authorised service providers may use cookies for storing information to help provide you with a better, faster and safer experience and for marketing purposes.
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