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    Rate Your Skills for Success in the Workplace

Directions:  Read each statement relating to skills needed for success in the workplace.  Use the following scale to rate your competencies:

5= Excellent   4=Very Good    3=Average    2=Needs Improvement    1=Need to Develop

____1.  I have good reading skills.  I can locate information I need to read and understand

             and interpret it.  I can pick out the main idea and judge the accuracy of the

             information.

____2.  I have good writing skills.  I can communicate thoughts, ideas and information in

             writing.  I know how to edit and revise my writing and use correct form and

             grammar.

____3.  I am good at arithmetic.  I can perform basic computations using whole numbers

             and percentages.  I can make reasonable estimates without a calculator and can

             read tables, graphs and charts. 

____4.  I am good at mathematics.  I can use a variety of mathematical techniques

             including statistics to predict the occurrence of events.

____5.  I am good at speaking.  I can organize my ideas and participate in discussions,

             and group presentations.  I speak clearly and am a good listener.  I ask questions

             to obtain feedback when needed. 

____6.  I am a creative thinker.  I can come up with new ideas and unusual connections.

             I can imagine new possibilities and combine ideas in new ways. 

____7.  I make good decisions.  I can specify goals, constraints, generate alternatives,

             consider risks and evaluate the alternatives.

____8.  I am good at solving problems.  I can see when a problems exists, identify the

             reasons for the problem and devise a plan of action for solving the problem. 

____9.  I am good at mental visualization.  I can see things in my mind’s eye.  Examples

             include building a project from a blueprint or imagining the taste of a recipe from

             reading it.

____10. I know how to learn.  I am aware of my learning style and can use learning

              strategies to obtain new knowledge. 

____11. I am good at reasoning.  I can use logic to draw conclusions ad apply rules and

              principles to new situations.

____12. I am a responsible person.  I work toward accomplishing goals, set high

             standards and pay attention to details.  I usually accomplish tasks on time.

____13. I have high self-esteem.  I believe in my self-worth and maintain a positive view 

              of myself.

____14. I am sociable, understanding, friendly, adaptable, polite and relate well

              to others.

____15. I am good at self-management.  I know my knowledge, skills and abilities and

              set realistic goals for myself. I monitor my progress toward completing my

              goals and complete them.

____16. I practice integrity and honesty.  I recognize when I am faced with a decision

             which involves ethics and honesty and choose ethical behavior.

____17.  I am good at managing my time.  I set goals, use priorities and follow schedules

              to complete tasks on time. 

 ____18.
I manage money well.  I know how to use and prepare a budget and keep                                                                                                                                                                                                                                                                                    records, making adjustments when necessary.

____19. I can manage material and resources.  I can store and distribute materials,

              supplies, parts, equipment, space or products.

____20. I can participate as a member of a team.  I can work cooperatively with others

             and contribute to group efforts.

____21. I can teach others.  I can help others to learn needed knowledge and skills. 

____22. I can exercise leadership.  I know how to communicate, encourage, persuade,

              convince and motivate individuals.

____23. I am a good negotiator.  I can work toward an agreement and resolve divergent

              interests.

____24.
I can work with men and women of a variety of ethnic, social, or educational backgrounds.

____25. I can acquire and evaluate information.  I can identify a need for information and

              find the information I need.

____26. I can organize and maintain information.  I can find written or computerized 

              information.

____27. I can use computers to process information.

____28.  I have an understanding of social, organizational and technological systems and

              can operate effectively in these systems.

____29.  I can monitor and correct performance in a system.  I can use trends to figure

              out how to achieve the best performance.

____30. I can improve the design of systems to improve the quality of products and

              services.

____31. I can select the appropriate tool, procedure, machine or computer to do the 

             desired task.

____32. I can use machines and computers to accomplish the desired task.

____33. I can maintain and troubleshoot machines and computers.

______
Total
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165-133
Excellent






132-100
Very Good

      



99-67

Average





66-34

Needs Improvement





Below 34
Needs to Develop Skills

Analyze Your Workplace Skills

If you need to improve or develop skills for success in the workplace, many are covered in this text.  Use this text to learn about creative thinking, decision making, problem solving, mental visualization, learning style, reasoning, time management, money management, communications, and self-esteem. Other skills can be improved by taking courses in computers and general education such as English, math and speech. 

From the above list of workplace skills, make a list of five of your strong points.  What do you do well? 

From the above list of workplace skills, make a list of five areas you need to improve or develop.

Think about how you can improve or develop the skills you listed above.  Write your ideas here.

Name__________________________________________Date___________________
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