Skills Pre-Assessment Worksheet

	ID#
	Foundation Skills & Competencies
	Representative Tasks
	Criticality
	Proficiency



Stage in Work: Entry Level; Career Transition; Experienced Worker
Criticality Rating: 1 = Not Critical; 2 = Somewhat Critical; 3 = Moderately Critical; 4 = Highly Critical; 5 = Extremely Critical
Proficiency Level: 0 = not yet developed 1 = developed a little 2 = quite developed 3 = very developed
	DATE:
	
	COACH:

	NAME:
	

	JOB TITLE OR OCCUPATION
	

	PROFESSION:
	

	INDUSTRY:
	

	STAGE IN WORK:
	


	ID#
	Foundation Skills & Competencies
	Representative Tasks
	Criticality
	Proficiency

	FOUNDATION SKILLS
	
	
	

	Basic Literacy Skills
	
	
	

	F1
	Reading
	
	
	

	F2
	Writing
	
	
	

	F3
	Arithmetic
	
	
	

	F4
	Mathematics
	
	
	

	F5
	Listening
	
	
	

	F6
	Speaking
	
	
	


	Thinking Skills
	
	
	

	F7
	Creative Thinking
	
	
	

	F8
	Decision Making
	
	
	

	F9
	Problem Solving
	
	
	

	F10
	Seeing Things in the Minds Eye
	
	
	

	F11
	Knowing How to Learn
	
	
	

	F12
	Reasoning
	
	
	

	Personal Qualities
	
	
	

	F13
	Responsibility
	
	
	

	F14
	Self-Esteem
	
	
	

	F15
	Social
	
	
	

	F16
	Self-Management
	
	
	

	F17
	Integrity/Honesty
	
	
	


	COMPETENCIES
	
	
	

	Resources
	
	
	

	C1
	Allocates Time
	
	
	

	C2
	Allocates Money
	
	
	

	C3
	Allocates Material and Facility Resources
	
	
	

	C4
	Allocates Human Resources
	
	
	

	Information
	
	
	

	C5
	Acquires and Evaluates Information
	
	
	

	C6
	Organizes and Maintains Information
	
	
	

	C7
	Interprets and Communicates Information
	
	
	

	C8
	Uses Computers to Process Information
	
	
	


	Interpersonal
	
	
	

	C9
	Participates as a Member of a Team
	
	
	

	C10
	Teaches Others
	
	
	

	C11
	Serves Clients/Customers
	
	
	

	C12
	Exercises Leadership
	
	
	

	C13
	Negotiates to Arrive at a Decision
	
	
	

	C14
	Works with Cultural Diversity
	
	
	

	
	OTHER
	
	
	

	Systems
	
	
	

	C15
	Understands Systems
	
	
	

	C16
	Monitors and Corrects Performance
	
	
	

	C17
	Improves and Designs Systems
	
	
	


	Technology
	
	
	

	C18
	Selects Technology
	
	
	

	C19
	Applies Technology to Task
	
	
	

	C20
	Maintains and Troubleshoots Technology
	
	
	


	NOTES:
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