
DATA HANDLING
AND ALGEBRA

BOOK 4THE SKILLS YOU NEED
GUIDE TO NUMERACY



Skills You Need

This is one of a series of eBooks
by Skills You Need available for sale at:

www.skillsyouneed.com

All rights reserved. No part of this publication may be reproduced, distributed, 
or transmitted in any form or by any means, including photocopying, recording, 
or other electronic or mechanical methods, without the prior written permission 
of the publisher, except in the case of brief quotations embodied in critical 
reviews and certain other non-commercial uses permitted by copyright law.

Cover Illustration by Freepik Storyset

ISBN: 978-1-911084-39-6
Published by Skills You Need Ltd
© 2021 Skills You Need Ltd
This version was published in April 2021

The Skills You Need Guide to Numeracy
All you ever wanted to know about maths, but never liked to ask…

PART 4

DATA HANDLING
AND ALGEBRA



CONTENTS
INTRODUCTION: WHY DATA HANDLING MATTERS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  4
DEVELOP YOUR NUMERACY SKILLS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  5
ABOUT THESE BOOKS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  6

1 GRAPHS AND CHARTS .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  7
AN INTRODUCTION TO GRAPHS AND CHARTS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  8
PRESENTING DATA  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  1 9

2 SIMPLE STATISTICAL ANALYSIS .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  2 5
SUMMARY MEASURES: AVERAGES  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  26

3 UNDERSTANDING ALGEBRA  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  3 8
WHAT IS AN EQUATION?.  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  3 9
TERMS OF AN EQUATION  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  4 1
REARRANGING AND SOLVING EQUATIONS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  4 3
EQUATIONS AND GRAPHS .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  46

CONCLUSION   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  49

MATHS GLOSSARY .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  50



4PART 4 • DATA HANDLING AND ALGEBRA   

INTRODUCTION:
WHY DATA HANDLING MATTERS
We know that numeracy skills are really important. People with better numeracy 
skills often have higher paid jobs than those with poorer skills. 

Unfortunately for those who leave school with very basic numeracy skills, maths 
is increasingly important in the workplace, and especially an understanding how 
to manipulate data. The growth of the Internet of Things, and connected devices, 
has resulted in an explosion of data. Some estimates suggest that more data have 
been generated in the last 10 years than were generated in the whole of history 
before that. Businesses and organisations increasingly use data to drive decisions, 
and these a� ect every aspect of our lives, from access to loans and fi nancial 
services through to policing and the law.

More and more, we need basic skills in data handling to understand the decisions 
that are being made about and for us. This book is designed to help you develop 
those skills.
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DEVELOP YOUR
NUMERACY SKILLS
We believe that understanding basic numeracy and mathematics will make a 
huge di� erence in all aspects of your life: it will make you more employable, help 
you achieve a greater understanding of the world around you, save you time and 
money, and may even improve your well-being and reduce stress.

This series of four books brings together all our content on basic numeracy. It uses 
clear descriptions, discussion and examples to provide a fundamental knowledge 
of ‘functional numeracy’—the maths that you need every day.
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A picture, so they say, will tell a thousand words. But what 
about a graph or chart?

A good graph or chart can show as much as several 
paragraphs of words. But how do you choose which style of 
graph to use?

This chapter sets out some of the basics behind drawing and 
creating good graphs and charts. By ‘good’, we mean ones 
that show what you want them to show, and don’t mislead the 
reader. It also provides some advice about when and how to 
use data and graphs in presentations—which includes things 
like briefings for executives.

GRAPHS
AND CHARTS1
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