Essential Digital Skills for Work

Communicating
· I can log in remotely to my email and other work-related communication tools 
· I can use my organisation’s email address book to send emails to colleagues and use the ‘cc’ and ‘bcc’ options when required
· I can use digital communication tools such as Teams and Slack to communicate colleagues
· I can use digital collaboration tools such as Sharepoint and Google Docs to collaborate on work with colleagues
· I can use video-conferencing tools such as Zoom and Teams to communicate with internal and external colleagues

Transacting
· I can access salary, contract and job role information online, including password protected payslips 
· I can submit requests for annual leave, record absence from work or submit expenses claims online 
· I can complete e-learning and online training courses required to do my job
· I can complete and submit online forms in relation to my job role
· I can upload documents, files and images where relevant

Handling Information & Content
· I can follow my organisation’s IT policy when sharing, storing and handling information 
· I can log in and access online systems and databases remotely 
· I can use my organisation’s cloud-based storage to securely save and retrieve information 
· I can synchronise, store and share work-related information on different devices
· I can update privacy settings on my documents to change access permissions
Problem Solving
· I can use the internet to find solutions to work-related problems 
· I can use applications such as Excel or Google Sheets to collate and analyse information
· I can use applications such as PowerPoint and Google Slides to present information 
· I can use online productivity tools such as Trello to plan out projects and create action plans
· I can use online information to find and use media and accessibility settings on my device

Being Safe, Legal & Confident Online
· I can identify and report suspicious communications such as phishing emails
· I can keep the information I use to access my online accounts secure, using different and secure passwords for websites and accounts 
· I can use privacy settings and follow my organisation’s social media policy 
· I can check if online information is true or false
· I can follow my organisation policies on backing up data and updating software

