Ontario Skills Passport

Skills Summary Chart
	Ontario
	
	

	Skills-
	 Passport
	Skills and Work Habits for the Workplace

	
	
	


The chart below contains a summary of skills and work habits demonstrated at the workplace. 
	
	Skill Levels 

	Skills
	Level 1
	Level 2
	Level 3
	Level 4
	Level 5

	Reading Text
	
	
	
	
	

	Writing
	
	
	
	
	

	Document Use
	
	
	
	
	

	Computer Use
	
	
	
	
	

	Oral Communication
	
	
	
	
	

	Money Math
	
	
	
	
	

	Scheduling or Budgeting

and Accounting
	
	
	
	
	

	Measurement

and Calculation
	
	
	
	
	

	Data Analysis
	
	
	
	
	

	Numerical Estimation
	
	
	
	
	

	Job Task Planning and Organizing
	
	
	
	
	

	Decision Making
	
	
	
	
	

	Problem Solving
	
	
	
	
	

	Finding Information
	
	
	
	
	


Note: A “skill level” indicates the level of complexity involved in the use of a skill in a particular task. Level 1 tasks are the least complex and level 4/5 tasks are the most complex.
OSP Work Habits

The OSP also includes a section on work habits, since it is important for everyone in the work force to have good work habits as well as the appropriate skills. Please note that there are no skill levels associated with the OSP Work Habits.  
	Work Habits

	Working Safely

	Teamwork

	Reliability

	Organization

	Working Independently

	Initiative

	Self-advocacy

	Customer Service

	Entrepreneurship


