(oLUMN 1 = SKILLS

(oLUMN 2 = LEVEL of PROFICIENCY
(oLUMN 3 = KEY SKiLL | WANT To DEVELOP

Communication Skills

Business Wr/-fins

Proposa/ Writins

Presentation & Public Speaking

Facilitation

Running a Meeting

Listenin S

In%erw'euing

Znflvencin

Griving & Receiving Feed back

Conflict Resolvtion

Nesotiating

Creative or Promotiona/ Writing

Email

5(/'4/'175 or Copywr/-f/ng

Proofreading

Writing Job Descriptions

O+ther:

Supervisory Skills

Airing

Coaching & Mentorins

Delesating

Setting Groals & Objectives

Directins

Assessing Performance

Lea.o(fns

Modivatin B

Training & Support Development

Analyzing Work Flow & Processes

Recrviting & Retention

Administrative Management

O+ther:

EVEN IF SoME SKILLS

O LISTED BeLow HAVE No BEARING
oN YoUR (AREER, PRESENT oR

FUTURE, RATE THEM.
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SK'LLS ASSESSMENT (oNTINVED...

—_—————————————————

RATE YouRsELF.

* (Low, BE4INNING LEVEL) To

*(mau, EXPERT LEVEL) l. ( 2. ) 3.

Se/f-Manasement Skills

Se/f-Awareness

Emo+tional In+tellisence

3 2| 3

| , Time Manasemen+t
Technolosy & Computer Skills Balancing Work & Life
Social Media Skills

MS Office Word, Excel, etc)

Career Developmen+

S#ress Managemen+

Familiar with Clovel Compuing Limi¢ Setting & Groal Setins
Writing Coole

Creating Websites

Risk Ta king

Questionins Things =

App Developmen+ Znvending %
Usins Ovtsovrcing & Se/f-Reflection %
Off-shore Websites =
‘ _ Working Independently & 5

Customer Relationship Manasemen+ with Accountability S
Using Enterprise Software Beins Creative & Innovative §>
Other: Using Power & g
Avthority Positively @

z

Teamwork Skills Seeins Multiple Perspectives 3
Leading & Workins with Teams T | Managing Chanse ‘%
Grroup Problem Solving Cross Cv/tvra/ Awareness £
Keeping Teams on Tarses Beins Assertive g
Workins with a Virtva/ Team l Beins Confidlent £
Assuming Team Membership Roles ] O+her: %
Collaborating \ g
O+her: [ 2
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