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	Key responsibility
	Skills required (see below for some ideas)
	Indicate  the areas in which you are competent
	Indicate  the skills you need to acquire or improve

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


List of skills (prompt only: feel free to use your own ideas)

	Career planning
	Reflecting on, defining and presenting your skills, qualities, interests and motivations on paper and in person
Researching opportunities, setting goals and taking action

	Decision-making
	Knowing where to find appropriate information for decision-making
Assessing options
Consulting and involving others
Understanding implications of a decision

	Leadership and management
	Creating a vision of the future
Helping others develop
Setting objectives
Managing performance
Building effective teams
Understanding equality and diversity
Planning and prioritising

	Negotiation/assertiveness
	Using appropriate means to gain agreement from others and identify next steps

	Oral communication
	Persuading and influencing
Giving clear information
Avoiding misunderstanding

	Presentation skills
	Presenting proposals to senior managers
Presenting information to customers or users

	Problem-solving
	Understanding the scope of a problem
Researching options

	Self-management
	Time management
Management of own feelings and emotions at work

	Teamwork
	Understanding how teams work
Contributing constructively to a team’s success

	Technical skills
	Using information technology appropriately for the job
Statistics
Finance
Operating machinery or equipment 

	Written communication
	Writing well-structured reports, letters and emails clearly and concisely for different audiences 
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