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avoid unnecessary and embarrassing errors in:

m spelling

m grammar

m punctuation.

If you have serious problems with spelling, try and get a
qualified person to analyse and diagnose any specific
learning difficulties you may have such as dyslexia. There
are a number of techniques that can improve your
spelling. Please don’t be discouraged.

If grammar presents problems, a lot of errors can be
ironed out by proofreading aloud. It is worth getting
someone to look at your work and see where your
habitual errors lie and then work on correcting them.

Problems with punctuation are relatively easy to resolve.

Other learning and self-development skills

In addition to speaking, listening, reading and writing skills there are some other
important skills for learning and self-development. These are sometimes called soft
skills and incorporate working with others, problem-solving and improving own
learning.



1 Independent Enquirer
1.1 identify questions to answer and problems to resolve

1.2 plan and carry out research, appreciating the consequences of decisions

1.3 explore issues, events or problems from different perspectives

1.4 analyse and evaluate information, judging its relevance and value

1.5 consider the influence of circumstances, beliefs and feelings on events

1.6 support conclusions, using reasoned arguments and evidence

2 Creative Thinker
2.1 generate ideas and explore possibilities

2.2 ask questions to extend your thinking

2.3 connect your own and others’ ideas and experiences

2.4 question your own and others’ assumptions

2.5 try out alternatives or new solutions and follow ideas

2.6 adapt ideas as circumstances change

3 Reflective Learner

3.1 assess yourself and others, identifying opportunities and achievements

3.2 set goals with success criteria for their development and work

3.3 review progress, acting on the outcomes

3.4 invite feedback and deal positively with praise, setbacks and criticism

3.5 evaluate experiences and learning to inform future progress




3.6 communicate your learning in relevant ways for different audiences

4 Team Worker
4.1 collaborate with others to work towards common goals

4.2 reach agreements, managing discussions to achieve results

4.3 adapt behaviour to suit different roles and situations

4.4 show fairness and consideration to others

4.5 take responsibility, showing confidence in yourself and your contribution

4.6 provide constructive support and feedback to others

5 Self Manager

5.1 seek out challenges or new responsibilities and show flexibility when priorities

5.2 work towards goals, showing initiative, commitment and perseverance

5.3 organise time and resources, prioritising actions

5.4 anticipate, take and manage risks

5.5 deal with competing pressures, including personal and work-related demands

5.6 respond positively to change, seeking advice and support when needed

6.1 discuss issues of concern, seeking resolution where needed

6.2 present a persuasive case for action

6.3 propose practical ways forward, breaking these down into manageable steps

6.4 identify improvements that would benefit others as well as yourself

6.5 try to influence others, negotiating and balancing diverse views to reach workable
solutions
6.6 act as an advocate for views and beliefs that may differ from your own




Further reading on studying and learning skills

https://iwww.tuc.org.uk/resource/promoting-union-learning-handbook

https://iwww.tuc.org.uk/workplace-quidance/learning-skills-and-training

lan Duckett and Marilyn Tatarkowski, Practical strategies for learning and teaching
on vocational programmes, Learning and Skills Development Agency, 2005

lan Duckett et al, Key skills communication activity pack: communication level 2,
Heinemann/Pearson, 2005

lan Duckett et al, Key skills communication activity pack: communication level 3,
Heinemann/Pearson, 2005

Linda Flower, Problem-solving Strategies for Writing, Harcourt, Brace, Jovanovich
Inc., 1981

Christopher Moor, Answer the Question, National Extension College, 1980

Rosemary Moor, Network English: skills for understanding, Oxford University Press,
1987

Rosemary Moor, Correct Me If I'm Wrong: A Practical Approach to Improving Written
English, Stanley Thornes 1988

Andrew Northedge, The Good Study Guide, Open University, 2005



Information on current courses can be found at:

https://www.tuc.org.uk/TUCcourses
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