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SELF-ASSESSMENT
POOL B
Employment-related soft skills

Please read the following list of skills and rate yourself on a scale of 1– 5 according to how you perceive your level of ability with each skill.  (1 –never and 5 –always).
	1
	2
	3
	4
	5

	NEVER
	RARELY
	OCCASIONALLY
	USUALLY
	ALWAYS


LAST NAME: 

     
FIRST NAME: 

     
	1.0
COMMUNICATION SKILLS



	
	1.1
VERBAL COMMUNICATION


I have good understanding in most conversations and am able to clarify for correct meaning.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	1.2
WRITTEN COMMUNICATION

I write clearly/concisely to convey messages/details in reports, memos, e-mails, etc. with reasonable good feedback.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	1.3
NON-VERBAL COMMUNICATION

I am able to determine the subtle messages from body language that other people display.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	1.4
I am able to gauge/modulate the tone of my voice and to interpret the tone in other’s voices.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	1.5
ACTIVE LISTENING


I concentrate on what people are telling me and summarize to clarify meaning.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 



	2.0
INTERPERSONAL SKILLS



	
	2.1
I am able to take the time and patience to understand what others are telling me.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	2.2
I am consistent in my behaviors with all people


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	2.3
I always display a positive and co-operative attitude.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	2.4
I make an effort to get along well with everyone.

	1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	3.0
TIME MANAGEMENT


	
	3.1
I organize my work day effectively in order to achieve the major goals for each day.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	3.2
I am flexible in re-arranging my day to accommodate unexpected priorities.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	4.0
TEAMWORK



	
	4.1
I recognize the differences and needs of others and adjust in order to relate effectively to everyone.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	4.2
I contribute my ideas in meetings to ensure that knowledge is shared to the mutual benefit of everyone.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	4.3
I address issues that may arise between me and another person directly rather than letting those issues go unresolved.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	4.4
I try to be aware of my own learning style.
	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	4.5
I try to be aware of the learning styles of others and communicate appropriately

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	5.0
DECISION-MAKING


	

	
	5.1
I understand the process for making objective decisions considering alternatives and the end results.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	5.2
When making decisions, I consider the impact my decisions may have on others.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	 6.0
EMPLOYMENT-RELATED SOFT SKILLS  




	
	6.1
I have the ability to prepare professional, targeted resumes.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	6.2
I am able to write effective letters of application to ensure an interview.

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	6.3
I have experience in having successful interviews.


	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 


	
	6.4
I have been successful in networking to achieve results

	 1       2       3      4       5
 FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
    FORMCHECKBOX 
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