
Skills Assessment

Instructions: This skills assessment is designed to evaluate your proficiency in various key areas 
relevant to your role. Please rate your level of expertise in each skill using the following scale:

0 - No Proficiency    1 - Basic Understanding    2 - Competent    3 - Proficient    4 - Expert

Skill Categories

Skill 1:

Skill 2:

Skill 3:

Personal Information

Name:

Position/Title:

Department:

Date of Assessment:

Assessor's Name:
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Verbal Communication:

Written Communication:

Listening Skills:
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2. Communication Skills
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Additional Comments:



Analytical Thinking:

Creative Problem Solving:

Decision Making:

Team Leadership:
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Additional Comments:

4. Leadership and Management Skills
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Project Management:

Time Management:

Teamwork:

Conflict Resolution:
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5. Interpersonal Skills
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Negotiation:

Adaptability:

Continuous Learning:

Self-Motivation:
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Additional Comments:

6. Personal and Professional Development Skills
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Additional Comments:

Overall Assessment

Strengths:

Areas for Improvement:

Recommended Training/Development Activities:

Employee's Comments

Assessor's Signature

Name:

Date:

Employee's Signature

Name:

Date:


	Name: John Smith
	PositionTitle: Marketing Manager
	Department: Marketing
	Date of Assessment: 09/15/2024
	Assessor  s Name: Dr. Emily Clark
	Additional CommentsRow1: Strong in SEO and SEM, with a good understanding of data analysis. Could benefit from further training in graphic design.
	Additional CommentsRow1_2: Excellent written communication skills, effective in verbal communication and active listening.
	Additional CommentsRow1_3: Demonstrates strong analytical thinking and creative problem-solving abilities.
	Additional CommentsRow1_4: Excellent project management skills. Shows good leadership and time management capabilities.
	Additional CommentsRow1_5: Works exceptionally well in team settings. Could improve in conflict resolution.
	Additional CommentsRow1_6: Highly adaptable and self-motivated with a strong commitment to continuous learning.
	StrengthsRow1: SEO/SEM expertise, written communication, analytical thinking, project management, teamwork, continuous learning.
	Areas for ImprovementRow1: Graphic design, conflict resolution.
	Recommended TrainingDevelopment ActivitiesRow1: Graphic design courses, conflict resolution workshops.
	Employees CommentsRow1: I agree with the assessment and am eager to enhance my graphic design skills and conflict resolution abilities.
	Name_2: Dr. Emily Clark
	Date: 09/15/2024
	Name_3: John Smith
	Date_2: 09/15/2024
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