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Competency Assessment Checklist

A Structured Tool to Evaluate Employee Skills and Identify
Development Areas
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Introduction

A competency assessment helps organizations measure the skills,
knowledge, and abilities of employees. This checklist serves as a structured
tool for HR professionals, managers, and employees to assess performance,
identify gaps, and create personalized development plans.

How to Use This Checklist:

Rate each competency using the scale below:

o 1 - Needs Significant Improvement: The employee struggles
in this area and requires immediate development.

o 2 - Below Expectations: Performance is inconsistent, and
additional training is required.

o 3 - Meets Expectations: Competency is at an acceptable level
but has room for growth.

o 4 - Exceeds Expectations: The employee performs above the
required level consistently.

o 5 - Expert Level: The employee demonstrates mastery and can
mentor others.

2. Provide comments to clarify strengths and development needs.

3. Summarize findings at the end and create an action plan for growth.

www.gsdcouncil.org 2



http://www.gsdcouncil.org/

4AN \
a EER
umml v
Nl
Global Skill Development Council

Section 1: Core Competencies (Applicable to All
Employees)

1. Communication Skills

o (Clearly conveys information in written and verbal formats
» Effectively listens and responds to others
« Uses appropriate tone and language in professional settings

« Expresses ideas clearly and persuasively
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2. Teamwork & Collaboration

« Works well with colleagues and stakeholders
« Demonstrates reliability and accountability in team settings

« Constructively contributes to group discussions and decision-
making

« Supports others to achieve collective goals

O:020304005

(=) Comments:

www.gsdcouncil.org 3



http://www.gsdcouncil.org/

4AN \
a EER
umml v
Nl
Global Skill Development Council

3. Problem-Solving & Critical Thinking

« Analyzes problems logically and identifies effective solutions
« Applies innovative thinking to overcome challenges
« Seeks input from others when appropriate

« Demonstrates sound judgment in decision-making
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4. Adaptability & Resilience

« Responds well to change and shifting priorities
« Remains calm under pressure
e Quickly learns and applies new sKills

- Embraces challenges with a positive attitude
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5. Time Management & Productivity

« Effectively prioritizes tasks to meet deadlines
- Balances workload efficiently
« Avoids procrastination and manages distractions

« Completes tasks with accuracy and efficiency
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(=) Comments:

6. Emotional Intelligence (EQ)

« Understands and manages emotions effectively
« Demonstrates empathy and social awareness
« Constructively handles workplace conflicts

« Builds strong professional relationships
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Section 2: Functional Competencies (Role-Specific
Skills)

1. Job-Specific Knowledge

« Understands and applies essential job functions
« Demonstrates mastery in industry-specific tasks
« Stays updated with industry trends and advancements

« Effectively applies learned knowledge to daily tasks
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2. Technical Proficiency

« Proficient in required tools, software, and systems
« Uses technology effectively to enhance job performance
« Troubleshoots and resolves technical challenges

« Continuously develops technical skills
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3. Attention to Detail

Minimizes errors by being thorough in tasks
Follows procedures and guidelines accurately

Reviews work carefully before submission

Ensures quality and consistency in deliverables
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4. Customer-Centric Approach

Understands and prioritizes customer needs

Provides excellent service and support
Handles complaints and concerns professionally

Maintains strong client relationship
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Section 3: Leadership Competencies (For Managers &
Team Leaders)

1. Strategic Thinking & Vision

« Plans for long-term organizational success
« Sets clear goals and objectives
« Analyzes risks and opportunities effectively

« Aligns team efforts with business priorities
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2. Decision-Making & Accountability

« Takes responsibility for choices and outcomes
« Uses data and analysis to make informed decisions
. Balances short-term needs with long-term strategy

« Stands by difficult decisions when necessary
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3. Coaching & Talent Development

Provides mentorship and guidance to employees
Encourages continuous learning and growth
Gives constructive feedback and support

Recognizes and nurtures team potential

O:02030405
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4. Conflict Resolution & Relationship Management

Handles workplace conflicts constructively

Encourages open communication and feedback

Manages diverse teams effectively
Maintains a positive and productive work environment
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Assessment Summary & Action Plan
Total Score: / (out of total possible points)

Strengths Identified:

Improvement Areas:

Recommended Training & Development Actions:

Enroll in training courses (technical, leadership, or soft skills)
Participate in mentorship or coaching

Engage in job rotations or stretch assignments

Attend industry workshops, webinars, or conferences

Set personal development goals with measurable outcomes

Next Review Date:
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Conclusion

This competency assessment checklist provides organizations with an
effective tool to evaluate employee capabilities, identify skill gaps, and
develop personalized learning plans.

By consistently using this tool, businesses can ensure continuous
improvement, employee engagement, and long-term success.
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