Personal & Professional Skills Profile Chart

	Skill Categories


	Description of Skill


	Level of Competence

	
	
	Competent
	Needs more evidence
	Some experience
	No experience

	1. Personal Effectiveness    Skills 


	Self Confidence and Decision Making

Have an underlying confidence in own abilities and a sense of self worth not dependent upon performance.  Understanding of needs/constraints, ability to make informed decisions based on information available.

Time Management

Being able to prioritise tasks for self and others.  Awareness of time in ‘commercial’ sense – being efficient and effective.  Importance of planning, eg conference organising.

Exploring and Creating New Opportunities

Ability to take opportunities and self motivate.  Have skills and ability to investigate and identify information sources, eg new funding sources.

Problem Solving

Ability to identify problems, explore options and implement possible solutions. Ability to learn from  experience, eg own mistakes.

Focus on Self Development
Committed to life long learning and able to take advantage of development opportunities.  Understand own learning style.  Reflect upon experiences and  identify action plans to monitor own progress, eg any training courses attended.


	
	
	
	


	2. People Skills


	Communication Skills +Presentation
Written and oral reports, teaching and lecturing, ability to relate to people at all levels and adapt to meet circumstances. Contribute to meetings, deal with difficult situations and to be ‘politically’ aware.

Team Working + Working with others
How to work as part of a group, understand different roles and own role in team working.  How to identify and work towards completing a task.

Networking and Self Promotion Skills
Awareness of the need to develop contacts for advice and information.

Develop a good telephone manner and ability to identify 'customer needs'

Promote own skills and expertise, 'sell own benefits' to employers, e.g. CV


	
	
	
	

	3. Business Application Skills
	Financial Skills

Ability to monitor  finances, understanding of costing procedures, cash handling, produce budgets using organisation’s methods.  Awareness of profit motive eg produced spreadsheet or costed bid proposal.

IT Skills

Ability to use IT applications, advise and help others.  Understand why IT is essential to organisations, eg European Computer Driving License.


	
	
	
	

	4. Specialist Skills
	Job Specific Skills
Professional, technical, functional or research skills relevant to the work  were/are doing eg foreign language.

Creativity

Have an understanding of the organisation’s goals and future direction, any contribution towards new product development, systems or re-design of existing service/process eg devised new tool or application.
	
	
	
	


