Employee Name:

Skills Assessment

Directions: Please rate yourself on how you perform within each of the skill areas listed below. Please check the

appropriate box for each skill.

RATING
needs
improvement average excellent not sure
Communication Skills 1 2 3 4 5
Communicating Ideas Orally - N - - - -
Communicating Ideas in Writing r r r - r -
Understanding Spoken Directions - r r - - -
Understanding Written Directions r r I r I~ r
needs
improvement average excellent | not sure
Reasoning Skills 1 2 3 4 5
Idea / Reason /Memory Abilities r r - - - -
Brainstorming r r r r - -
Distilling Information (extracting key ideas) I r r r - -
Analyzing a Problem r r r r r ~
Putting Information in Categories r r r r r I
Memorizing r r r r - .
Putting Things or Actions in Order r - r r r I
Recognizing Potential Problems - . I r I r
Thinking Logically I r r r ~ ~
Generating Creative Ideas r r r r r r
Detail oriented r r - r - -
needs
improvement average excellent not sure
Problem Solving Skills 1 2 3 4 5
Classifying Information - - r - - =
Evaluating Pros and Cons of Ideas r r r - - -
Evaluating Outcomes r r r r r r
Generating ldeas r r r - - r
Identifying Problems - - - - r -
Information Gathering r r r r - r
Planning How to Implement an Idea r r r - r -
Reorganizing Information r r - N - -
Recognizing errors in a pattern r - - - - -
needs
. . improvement average excellent | not sure
Physical Skills 1 5 3 . -
Repetitive Motion r r - - - -
Lifting up to 75 Ibs (boxes, computers, etc.) r - - - - -
Standing for several hours a day r r - - = =
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Skills Assessment

RATING
needs
improvement average excellent | not sure
Interpersonal Skills 1 2 3 4 5
Adjusting to Others' Actions - - - - - -
Awareness of Others r r r - ~ -
Helping or Serving Others r N = - - -
Instructing r r r r - r
Negotiating r r r r r r
Persuading r r r r r r
Resolving Conflict r r - - N .
needs
improvement average excellent | notsure
Numerical Skills 1 2 3 4 5
Making Math Calculations r r r r - -
Mathematical Reasoning r r ~ r ~ r
needs
improvement average excellent not sure
Judgment Skills 1 2 3 4 5
Perceptual Abilities r . - - - -
Comparing Symbols or Patterns (call numbers) r r r r - -
Finding Patterns r - - - - -
Organizing Information r r r r r -
Spatial Abilities (seeing visual structures/relationships) [ r — r - -
Ordering Information r r r r r r
Visualizing Changes in Objects r r ~ - - -
needads
improvement average excellent not sure
Technology Skills 1 2 3 4 5
Microsoft Excel - - - - - -
Microsoft Word r r - . = -
Microsoft Outlook/calendar software r r r - - =
Adobe Photoshop/graphic design software I r n - - =
Web development software r [ I~ - r r
Refworks r r r ~ ~ r
Multimedia software I r I ~ l_ r
A/V software & hardware I r r ~ r n
Mac OS r r r - - N
Programming/Scripting r r r r - .
Database development (SQL, etc) r r - . - -
Non-MARC Metadata r r r - N r
Cataloging systems (Aleph) - - - - - -
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