COMPETENCY AND SKILLS ASSESSMENT
FOR OFFICE PROFESSIONALS

NAME:

DATE OF ASSESSMENT:

SCORING YOURSELF: Competency levels

Fundamental awareness (basic knowledge)

Intermediate (practical experience)

Advanced (recognized contributor with demonstrated ability)

Expert (strategic business partner)

HOW YOUR MANAGER
ASSESSES YOU

YOUR SELF ASSESSMENT

TECHNOLOGY SKILLS

TECHNOLOGY SKILLS

MS Word

MS Word

MS Excel

MS Excel

MS Powerpoint

MS Powerpoint

MS Outlook

MS Outlook

Setting up Conference Calls

Setting up Conference Calls

Social Media

Social Media

OneNote

OneNote

Adobe

Adobe

GSuite

GSuite

Apps

Apps

SharePoint

SharePoint

Office Teams

Office Teams

Data Analysis

Data Analysis

Cybersecurity
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Cybersecurity

I am technically fluent in a
variety of digital platforms
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I am technically fluent in a
variety of digital platforms

Design skills, including
formatting and proof reading

Design skills, including
formatting and proof reading

Email etiquette and productivity

Email etiquette and productivity

I am pro-actively looking at ways
that AI might affect my future
role

I am pro-actively looking at ways
that AI might affect my future
role

Co-ordinating Video
Conferencing

Co-ordinating Video
Conferencing

ORGANISATIONAL & TIME
MANAGEMENT SKILLS

ORGANISATIONAL & TIME
MANAGEMENT SKILLS

Scheduling of priorities

Scheduling of priorities

Budgeting

Budgeting

Finance and Business acumen

Finance and Business acumen

Processing financial requests

Processing financial requests

Record keeping (eFiling)

Record keeping (eFiling)

I arrange meetings effectively and
timeously

I arrange meetings effectively and
timeously

Preparing briefing documents

Preparing briefing documents

Preparing reports

Preparing reports

Undertake research projects

Undertake research projects

Minute taking

Minute taking
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HOW YOUR MANAGER

YOUR SELF ASSESSMENT ASSESSES YOU

ORGANISATIONAL & TIME
MANAGEMENT SKILLS

ORGANISATIONAL & TIME
MANAGEMENT SKILLS

Shorthand/Speedwriting (where
appropriate)

Shorthand/Speedwriting (where
appropriate)

Disaster Recovery

Disaster Recovery

Presentation/Public speaking

skills

Presentation/Public speaking

skills

I am able to manage multiple
managers

I am able to manage multiple
managers

Event planning (conferences, team
builds etc.)

Event planning (conferences, team
builds etc.)

Travel arrangements

Travel arrangements

I have systems in place to track
workflow and responsibilities

I have systems in place to track
workflow and responsibilities

I work with realistic time
estimates

I work with realistic time
estimates

Effective diary time management

Effective diary time management

I possess good questioning and
listening skills

I possess good questioning and
listening skills

Pay attention to detail

Pay attention to detail

I possess good problem solving

skills

I possess good problem solving
skills

1 possess good decision making
skills

1 possess good decision making
skills

My work outputs meet SLA’s /
deadlines

My work outputs meet SLA’s /
deadlines

KNOWLEDGE OF YOUR
ORGANISATION

KNOWLEDGE OF YOUR
ORGANISATION

I have sound knowledge of my
business environment

I have sound knowledge of my
business environment

I know my organisation’s history

I know my organisation’s history

I know my organisation’s products
and services

I know my organisation’s products
and services

I know who my customers are

I know who my customers are

I know what policies and
procedures to apply to my work

I know what policies and
procedures to apply to my work

I know who my manager’s key
contacts are

I know who my manager’s key
contacts are

I know and understand my
manager’s role and function

I know and understand my
manager’s role and function

I understand my executive’s goals
for the year

I understand my executive’s goals
for the year

I know and understand my role
and function

I know and understand my role
and function

I know my resources (internal and
external)

I know my resources (internal and
external)

I know what developmental
opportunities are open for me

I know what developmental
opportunities are open for me

I understand the key issues and
challenges that my manager faces

I understand the key issues and
challenges that my manager faces

I know and understand what is
expected of me

1 know and understand what is
expected of me

LEADERSHIP SKILLS

LEADERSHIP SKILLS

Customer service orientated

Customer service orientated

I know how to negotiate

I know how to negotiate

I act in a professional manner

I act in a professional manner

I can juggle multiple tasks

I can juggle multiple tasks

Good attitude

Good attitude
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HOW YOUR MANAGER

YOUR SELF ASSESSMENT ASSESSES YOU

LEADERSHIP SKILLS

LEADERSHIP SKILLS

Teamplayer

Teamplayer

I treat suppliers and subordinates
with respect and dignity

I treat suppliers and subordinates
with respect and dignity

I ask questions when I'm not sure
what is expected of me

I ask questions when I'm not sure
what is expected of me

I welcome feedback — both
positive and negative

I welcome feedback — both
positive and negative

I am able to express my ideas with
clarity and confidence (verbally)

I am able to express my ideas with
clarity and confidence (verbally)

I am able to express my ideas with
clarity and confidence in writing

I am able to express my ideas with
clarity and confidence in writing

I productively Anticipate my
managers needs

I productively Anticipate my
managers needs

I am able to set goals for myself

I am able to set goals for myself

I readily share my knowledge and
skills with others

I readily share my knowledge and
skills with others

I am emotionally intelligent and
am comfortable dealing with
criticism

I am emotionally intelligent and
am comfortable dealing with
criticism

I manage stress, conflict, pressure
in a positive way

I manage stress, conflict, pressure
in a positive way

I understand different
personality styles and adjust my
communications style accordingly

I understand different
personality styles and adjust my
communications style accordingly

I understand body language and
how to read other people

I understand body language and
how to read other people

I am comfortable saying No when
the need arises

I am comfortable saying No when
the need arises

I own my mistakes

I own my mistakes

I am confident in managing
difficult people and conversations

I am confident in managing
difficult people and conversations

I am comfortable using my
influencing skills to manage up

I am comfortable using my
influencing skills to manage up

I have good people (staff)
management skills

I have good people (staff)
management skills

I pro-actively look for new
learning opportunities to keep
myself current and relevant

I pro-actively look for new
learning opportunities to keep
myself current and relevant

I understand the concept of
personal branding and am happy
with my own personal brand

I understand the concept of
personal branding and am happy
with my own personal brand

I am able to balance my work life
and my personal life

I am able to balance my work life
and my personal life

I seek out opportunities to grow
my personal network for the good
of the business

I seek out opportunities to grow
my personal network for the good
of the business

I embrace different cultural
perspectives

I embrace different cultural
perspectives

I embrace change

I embrace change
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