Tranzqual/

This pro®le represents the literacy and numeracy tasks and skills required for various cargo handling/
stevedore roles in a wide range of New Zealand ports.

Cargo handlergstevedorestransfer cargo throughout the waterfront/dock area, onto and from,
ships and other vessels. The roles include:

general duties container repairer
vanning and devanning ship's crane driver
lasher gantry crane driver
lander sideloader driver
hatchman straddle crane driver.

Most of the tasks listed will involve the use of technical language including abbreviations relevant
to the ports and stevedoring industry.

This Tranzqual ITO Literacy Pro®le is based on the model developed by Workbase: www.workbase.org.



Reading is the ability to recognise and understand symbols, signs, and text written in charts and tables,
sentences and paragraphs. People with strong reading skills are able to learn, understand and ®nd information
quickly and easily.

Read signs and short texts:
Safety information and signs.
Container numbers (eg POCU7092422).
Ship locations.
Port abbreviations.
Notes and reminders on whiteboard.

Read charts, graphs and tables:
Load sequence sheet.
Discharge sequence sheet.
Order of work.

Labour allocations.
Shipping forecasts.
Shift rosters.
Weight data.

Equipment data, eg identify safe working
loads.

Health and safety statistics.
Container terminal weekly agenda.
Payslip.

Read forms on the job:
Incident form.
Accident form.

Near Miss form.

Read plans and other cargo handling graphics:

Berth and mooring plans.

Bay plan, yard plan.

Scale drawings of ships' holds and decks.
Stowage patterns.

Lashing diagrams.

Read notices, memos and brochures:
Memos.
Shift notices.

Labour lists.
Machine checkilists.
Health and safety bulletins.

Meeting information and reports from
meetings.

Read instructions:

Company procedures.
Site procedures.

Computer screen for work tasks, shipping
news.

* Computer screen for communication from
the of®ce.

* RDT (Radio Data Transmission).

Read excerpts from legislation, regulations or
industry standards:

Port operations.

Load lifting and rigging.
Working at heights guidelines.
Crane safety manual.

IMDG (International Maritime Dangerous
Goods ) code.

Portions of Maritime Security Act 2004.
Maritime Rule 24A.

Read employment related documents:

Leave forms.

Job descriptions.
Employment agreement.
Training agreement.
Training materials.

* applies to sideloader and straddle crane drivers.



Reading skills

Recognise nhumber formats:
i Alpha-numerical codes.

Use a key to ®nd graphical information on plans
and tables.

Understand common and industry abbreviations
and codes.

Follow written instructions which may include
diagrams.

Scan a text or table to ®nd a speci®c piece of
information.

Scan a text, table, chart or plan to ®nd speci®c
information.

Recognise the features of a range of texts:
i Signs.

i Codes.

i Forms.

i Procedures.

i Manuals.

i Rosters.

i Work allocations.

i Shipping forecasts.

i Sequence sheets.

Use a reference source.
(Load lifting and rigging guide).
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Writing is the ability to get an idea across by arranging words, numbers and symbols, whether on paper or a
computer screen. People with strong writing skills use the appropriate words and phrases to communicate

clearly.

Writing tasks

Sign off documents to con®rm understanding:
i Work procedures (SOPS).

i Training register.

i Induction material and questionnaire.

i Health and safety.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Complete forms and questionnaires
independently:

i Leave forms.
i Preferred work period forms.
i Employee details form.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Complete forms and questionnaires with the
assistance of others:

i Incident report.

Write a brief factual statement:

i Accident/Incident form.

i Near Miss form.

i Hazard ID.

i Machine checklist.

Complete simple workplace documentation:
i General tally docket.

i Safety observations.

For training purposes:

i Write notes during training sessions.

i Write answers to assessment questions.

Writing skills

Set writing out correctly and use different writing
styles for different purposes:

i Notes.

i Forms.

i Reports.

i Assessments.

Spell common sight vocabulary and high-
frequency words correctly.

short sentences:

i Write simple correct text in appropriate places
in appropriate formats on job sheets and
forms.

i Use legible handwriting.
i Use recognisable spelling and abbreviations.
i Writing stays on the line.

Write short answers to assessment questions:
i Handwriting must be legible.
i Abbreviations can be used.

i Spelling must be understandable but correct
spelling is not critical.

i Grammar and punctuation must be used but
does not need to be 100% correct.



Speaking and listening

Speaking is the ability to use speech to share thoughts and information appropriate to the context. Listening
is the ability to understand, recall, and respond to verbal and non-verbal communication. People with strong
speaking and listening skills are able to communicate in a clear, relevant, and appropriate manner.

Speaking and listening tasks

Communication includes:
i Face-to-face.
i Radio telephones (RT).

i Specialised non-verbal communication such as

hand signals.

ooooooooooooooooooooooooooooooooooooooooooooooooooooo

Listen to procedures and instructions given oraIIy

and respond accordingly:
i The supervisor at pre-team brie®ngs.

i The hatchman, supervisor and team leader at
the bottom of the gangway before boarding a

boat.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Give factual information orally and check for
understanding:

i Checking sequence sheet anomalies.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Participate in discussions with work team:

i Site meetings, brie®ngs and safety huddles.

i Ask which bays are being loaded and how
many bars are required?

i Ask about the set-up of hatches.
i Communicate using RT including NATO

(North Atlantic Treaty Organisation) phonetic

alphabet and radio conventions.
Actively manage communication with others:

i Special hazards need to be reported to the
correct person (captain or supervisor) and

understanding checked, particularly on foreign

vessels.

i Equipment failure needs to be reported and
understanding checked.

i Interact with supervisors and team leaders

to report safety concerns and troubleshoot
problems.

Speaking and listening skills
Speak clearly.

Ask appropriate questions to check
understanding.

Use words, pronunciation and tone appropriate
to the situation and audience.

Understand that communication is a two-way
process.

Clarify details to check understanding.

Respond to and use some non-verbal methods
to monitor the effectiveness of the interactive
communication.

Read the body language of the person speaking,
or being spoken to, and respond appropriately.

Understand there are barriers to communlcatlon
especially in a cross-cultural situation.
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Numeracy

Numeracy is the ability to use and understand numbers. It includes using numbers, measuring and interpreting
space, and gathering and interpreting data. People with strong humeracy skills are able to select and apply
appropriate strategies and techniques to solve number problems.

Numeracy tasks

Use alpha-numeric codes:

i Shipping forecasts.

i Live system chart.

i RT.

i Site plans.

Refer to tables and graphs:

i Calculating safe working loads.

i Tare weight in cargo documents.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Use both the 12 and 24 hour clock and different
date formats:

i Documentation.
i Communication.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Record data accurately from workplace
observations or measurements:

i Keying in vehicle number and odometer
reading.

i Completing tally sheets.

Carry out simple calculations for speci®c work

tasks:

i Calculating how many container moves on a
ship.

i Estimating the percentage of wear on slings,
hooks, and shackles.

i Calculating the safe weights for sideloaders
and forklifts.

i Estimate load sling angles.

Reading the hydraulic, temperature and pressure

gauges on equipment.

oooooooooooooooooooooooooooooooooooooooooooooooooooooo

Monitoring speed when operating equipment.

Numeracy skills
Recognise humbers as being part of a code.

Use the 12-hr and 24-hr clock to estimate,
measure and record time.

Read and write, count, round off, add or subtract
multiply or divide whole numbers.

Understand decimal numbers, place values and
percentages.

Identify and extract numerical information from
graphs and tables.

Spatial reasoning:
i Recognising angles.
i Using scale diagrams.

i Using grid referenced plan of the container
terminal.

Interpret numerical information represented in
different ways:

i Graph.
i Table.
i Scale.
i Dial.

Complete time sheets.



Critical thinking

Critical thinking is the ability to think through a situation and make a sensible decision on how to act. People
with strong critical thinking skills are able to act independently and make wise decisions that they can justify.

Critical thinking tasks Critical thinking skills

Identify when workplace procedures are not Understand the signi®cance of deviation from
being met and take appropriate action: normal procedures.

i Notwalkinginasafe place. L iiiiiieeiieetententencententantentansensancancns

i Unstable cargo stow. Observe what is happening in the workplace and
...................................................... decide if it is in the company limits or guidelines.
Applylng relevant Ieglslatlon’ eg Marltlme oooooooooooooooooooooooooooooooooooooooooooooooooooooo
Security Act 2004. Assess a situation and identify if action needs to

be taken.

Assess a situation to identify appropriate actlon
to take from a range of possible responses:

i Containers not stowed where they should be.

i Rain creating a slippery surface on the
terminal.

i Inappropriate loading of cargo.

Recognise signi®cant events not covered by
procedures and take appropriate action:

i Mechanical dif®culties with releasing the locks.

i Reporting trouble with equipment if it slows
up the exchange rate.
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