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Essential Skills and Fit
To be considered as a candidate for the Building Our Skills Talent Recognition Programme an employee should
meet the following criteria:
• An employee must have undertaken, be currently taking or be planning to participate in employer led learning,
practical training or a formal qualification relative to their role
• Have good time-keeping
• Have good basic communication skills

If you are the person nominating, ask yourself
• Is the employee on track in delivering against the role you have outlined for them?
• Does the employee understand the aims and goals of the company and their role within it?
• Does the employee embrace your company culture?

If the answer to all of the above is ‘Yes’ then please proceed to the next pages.
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EFFECTIVE WORKING
What is Effective Working?
Effective working comes when an employee adopts a methodical approach to their work, planning and organising
their time to produce the best results from their efforts. As well as commitment to their job, employees should be
able to demonstrate an ability to think on their feet, to change as circumstances dictate and to show a resilience
to overcoming obstacles to remain effective.

Why is Effective Working important?
The Fenestration Industry is a dynamic, fast moving environment where companies need to respond to a variety
of external and internal challenges which can change frequently. Maintaining the highest standards of quality and
efficiency whilst working in this environment is essential for business success.

WHAT YOU WANT TO SEE
• Ca n manage own time and workload effectively
• Able to change approach to meet the needs of a
situation
• Demonstrates a ‘can do’ attitude
• Rarely gives up
• Prioritises tasks and activities
• Demonstrates energy in pursuing a goal

WHAT YOU DON’T WANT TO SEE
•
•
•
•

Lack of drive
Giving up at the first hurdle
Fails to meet work schedules most of the time
Sticks rigidly to plans even when circumstances
change
• Unable to respond to last minute changes/
glitches/problems
• Wastes time
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ACCURATE WORKING
What is Accurate Working?
Accurate working comes from employees who bring real care and attention to their work. They show these
qualities in how they approach their role – they think things through – they are able to learn from their mistakes
and they will strive to get the job done right every time.

Why is Accurate Working important?
Accurate working is essential to the prosperity of any business, and an employee who has a positive approach to
getting things right is a real asset to any company. The Fenestration Industry often works on tight margins and
seeks to control costs as efficiently as possible. Employees who take a positive approach to getting their job right
first time - and keep errors to a minimum - contribute significantly to these efforts.

WHAT YOU WANT TO SEE
•
•
•
•
•

Aims for right first time
Learns from mistakes
Plans and organises own work
Prepares and plans for key stages of the task
Takes responsibility for quality of own work
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WHAT YOU DON’T WANT TO SEE
•
•
•
•

An ‘it’ll do’ mindset
Re-working more than once because of mistakes
Inability to understand and interpret priorities
Incomplete tasks, half a job

FOCUS AND DRIVE
What is Focus and Drive?
Employees who have focus and drive contribute so much more to a business than those who do not – they show
commitment to making the company a success. Employees will have a desire to meet and exceed stated targets in
their role - marking them out as outstanding employees with the potential to develop and contribute much more
in the longer term.

Why is having Focus and Drive important?
Having employees with focus and drive is important to any business, and an employee who has these attributes
will contribute noticeably to driving business performance. Companies need employees who can make things
happen, and who can respond when the pressure is on.

WHAT YOU WANT TO SEE
• Committed to meeting goals and targets
• Wants to consistently deliver the best quality
• Learns from experience and is keen to improve
own skills to do the job effectively
• Proactively makes suggestions for improvement
• Is prepared to ‘have a go’ at trying new ways of
doing things

WHAT YOU DON’T WANT TO SEE
• Complacency – ‘we’ve always done it this way’
• Resistance to change
• Not challenging processes that seem to get in
the way
• Leaving things because ‘it’s not my job’
• Does the least needed to get by
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WORKING TOGETHER
What is Working Together?
Working together is a key requirement from any employee in the modern world. Understanding the importance
of working together demonstrates that an employee has good thinking capability – it shows that they are mindful
of the impact they have on others and understand the needs of their colleagues and the business.

Why is Working Together important?
A good team can always deliver more than the sum of its parts. A ‘team’ delivers better products and better
service than individuals working in isolation - whilst at the same time giving the employee a sense of belonging.
Businesses have a role to play in creating a positive team environment and they should look for their employees
to embrace the culture they have created to help deliver great results.

WHAT YOU WANT TO SEE

WHAT YOU DON’T WANT TO SEE

• Recognises the impact of own words and actions
on others
• Sees themselves as a member of a team
• Fulfils designated role as a team member
• Knows own limitations - who to go to for help
and when
• Parti cipates willingly

• Prefers to work alone rather than a s part of a
team
• Makes minimal contribution to achievement of
team goals and objectives
• Allows individual differences to adversely affect
the way t eam members work together
• Tends not to listen to others
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CUSTOMER FIRST
What do we mean when we say Customer First?
Employees who understand that the customer comes first are essential to the success of any business. Everybody
plays a role in delivering outstanding products and service, and often the ‘customer’ can be a colleague - the
next person in the process. An employee should have the desire to anticipate, meet and exceed the needs of all
customers and focus their efforts on delivering increased customer value.

Why do we attach so much importance to putting the Customer First?
The Fenestration Industry is a very competitive market where often the deciding factor on whether a company
wins an order or not is based on the customer’s view of the service they receive – from the first moment they
engage with a potential supplier to the very last. Companies whose employees put the customer first means it
will be more able to compete and deliver the service levels which are so important.

WHAT YOU WANT TO SEE
• Understands who the customer is whether
internal or external
• Puts the customer at the heart of everything
they do
• Provides a prompt and helpful service to meet
customer needs and expectations
• Projects a courteous and professional image
• Communicates professionally and effectively

WHAT YOU DON’T WANT TO SEE
•
•
•
•

Shrugs off customer needs
Has a ‘that’s not my job’ mentality
Does not treat all customers with respect
A level of service which doesn’t make you stand
out from your competitors
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