
THIS TABLE IS THE  
 M

INIM
UM

 EXPECTATIO
N  

 BUSINESS HAS O
F 

AN INDIVIDUAL’S 
W

O
RK READINESS 

W
HEN THEY APPLY 

 FO
R A JO

B O
R W

ILL 
 EXPECT AN INDIVIDUAL 
TO

 DEVELO
P AND  

 DEM
O

NSTRATE SO
O

N 
AFTER THEY HAVE 
STARTED THE JO

B.

VALUES
BEHAVIO

URS
SKILLS

A
ccountability ⇒

 accepts responsibility  
for actions, and their im

pact on the business 
and others. 

C
ontinuous im

provem
ent ⇒

 has high 
standards and consistently tries to im

prove 
ow

n perform
ance, and the perform

ance  
of the business. 

H
onesty ⇒

 straightforw
ard behaviour w

ith  
no deceit and cheating. Is trustw

orthy,  
fair and sincere.

K
now

ledge ⇒
 develops understanding,  

skills, and expertise. Is com
m

itted to grow
th 

and learning.

R
espect ⇒

 takes into account other people’s 
feelings, w

ishes, or rights.

Tolerance  ⇒
 w

illingness to recognise and 
respect difference and the beliefs, habits  
and practices of others.

W
ork ethic ⇒

 diligent and com
m

itted to  
the business.

A
daptable ⇒

 is open to new
 ideas and 

concepts, and pro-actively changes the  
w

ay they w
ork to stay effective in new

  
w

ork settings.

A
uthentic ⇒

 is true to ow
n personality and 

values, w
hile still w

orking w
ithin the business’s 

expectations.

B
usiness-m

inded ⇒
 understands all em

ployees 
are responsible for business success, and 
therefore looks for opportunities to m

ake the 
business better.

C
ollaborative ⇒

 shares know
ledge and 

learning, w
orks cooperatively w

ith others,  
and w

orks to build agreem
ent to achieve  

an outcom
e for the business or client.

C
ustom

er focused ⇒
 understands w

ho the 
custom

er is, w
hat their needs are, and actively 

w
orks to im

prove their experience.

Flexible ⇒
 effectively handles unexpected 

situations or last-m
inute changes. 

G
lobally aw

are ⇒
 has an aw

areness and 
understanding of global interactions and is open 
to w

orking w
ith other nationalities and cultures.

S
elf-aw

are ⇒
 know

s ow
n strengths, talents  

and passions. R
ecognises areas for learning 

and developm
ent and learns from

 their 
m

istakes. H
as a good understanding of  

their role in the business.

R
esilient ⇒

 bounces back w
hen things  

don’t go as planned. D
oesn’t dw

ell on failures, 
learns from

 them
 or their ow

n m
istakes and 

m
oves forw

ard.

B
usiness literacy ⇒

 ability to apply 
know

ledge of the business environm
ent 

and w
ork processes/tasks to m

anage 
situations and achieve good outcom

es.

C
ritical analysis ⇒

 can evaluate a 
situation/proposal, identify possible 
outcom

es, assess pros and cons, and 
determ

ine the right approach based  
on desired outcom

e.

D
ata analysis ⇒

 collect and review
 data  

to identify trends, answ
er questions and 

test assum
ptions. 

D
igital technology ⇒

 ability to use 
inform

ation and com
m

unication 
technology.

Literacy ⇒
 ability to learn, read, w

rite and 
com

m
unicate verbally.

N
um

eracy ⇒
 ability to reason and apply 

num
erical concepts, and calculate 

num
bers or am

ounts.

P
roblem

 solving ⇒
 ability to find solutions 

to sim
ple through to com

plex issues. 

Technical skills ⇒
 specific to the job  

and gained through form
al education.

⇐


