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L&D Skills Assessment Checklist: 
 

A Step-by-Step Guide to Identify and Develop Key Competencies  
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Introduction: Why L&D Skills Matter 
 

Learning and Development (L&D) skills are no longer just supplementary—

they are vital to success.  

Whether you’re a learning specialist, manager, or employee, the ability to 

navigate, adapt, and leverage L&D tools and strategies can significantly 

impact both personal growth and organizational effectiveness. 

As companies increasingly rely on AI, immersive technologies, and skills-

based learning to stay ahead of the curve, mastering L&D skills becomes 

essential.  

But before you can grow or advance, it’s important to understand where 

you currently stand. Are you prepared to lead in this ever-evolving field? 

This L&D Skills Assessment Checklist is designed to guide you through a 

process of evaluating your current skill set, identifying areas of strength, 

recognizing gaps, and crafting a clear, actionable plan to fill those gaps.  

It’s time to invest in your future and take control of your career 

development. 
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How to Use This Guide 
 

This guide is tailored for individuals looking to assess their L&D skills and 

organizations hoping to evaluate their L&D strategies.  

It is an easy-to-follow process that allows you to assess, track, and grow the 

skills necessary to succeed in the dynamic world of learning and 

development. 

 

Step-by-Step Usage: 
 

1. Assess Your Current Skill Set: 

Begin by reviewing each skill listed in this checklist and rate your 

proficiency using the scale provided. For each skill, ask yourself: How 

confident am I in applying this skill in my daily tasks? Be honest with 

yourself, as this will guide your personal growth strategy. 

 

2. Identify Your Strengths and Gaps: 

Once you have completed the assessment, review your results and 

look for trends. Do you have a strong grasp of instructional design but 

need to develop more data-driven decision-making skills? Or maybe 

you excel at project management but need to boost your tech 

proficiency? Identifying areas where you are strong will allow you to 

capitalize on them, while recognizing gaps will help focus your future 

development. 

 

3. Set Actionable Goals: 

After identifying skills that need improvement, establish clear and 

actionable goals for growth. These can be short-term (e.g., completing 
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a specific online course or reading a book on the topic) or long-term 

(e.g., obtaining a learning certification, or leading a team project). 

Make sure your goals are measurable and time-bound. 

 

4. Track Your Progress: 

Over time, revisit this checklist to evaluate how much you’ve grown. 

Do your self-assessments improve? Have you mastered skills you 

once struggled with? Keep track of your progress by using 

performance metrics, peer feedback, and any data-driven insights 

that can validate your improvements. 
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L&D Skills Assessment Checklist 
 

The skills outlined below are critical for success in L&D. By assessing each 

one, you can determine where you currently stand and where you need to 

focus your efforts. Use the Rating Scale to guide your evaluation: 

 

Rating Scale: 

• 1 = Beginner: I have limited experience and need to improve 

significantly. 

• 2 = Developing: I have some experience but still need further 

growth. 

• 3 = Proficient: I am competent and consistently deliver high-quality 

results. 

• 4 = Advanced: I excel at this skill and can mentor others. 

 

1. Instructional Design 
 

• Description: Instructional design involves creating effective and 

engaging learning programs tailored to diverse audiences. It’s about 

using a structured process to design, develop, and implement 

learning experiences that meet the needs of learners and 

organizations. 

• Key Questions: 

o Can you design content that accommodates various learning 

styles (visual, auditory, kinesthetic)? 
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o Do you incorporate multimedia and interactive elements (e.g., 

videos, quizzes, and simulations)? 

o Are you able to align training objectives with business 

outcomes? 

• Improvement Strategies: Consider taking specialized instructional 

design courses, experimenting with new formats like microlearning, 

and gathering feedback from learners on the effectiveness of your 

training modules. 

 

2. Learning Technology Proficiency 
 

• Description: Understanding the tools and technologies that enable 

learning is crucial. This includes Learning Management Systems 

(LMS), AI-powered platforms, virtual classrooms, and other digital 

learning tools. 

• Key Questions: 

o Are you familiar with the most common LMS platforms like 

Moodle or TalentLMS? 

o Can you integrate emerging technologies like AI or AR/VR into 

your learning programs? 

o Are you comfortable using data analytics to optimize training 

effectiveness? 

• Improvement Strategies: Invest time in learning new tech, including 

exploring AI and AR in learning, and getting hands-on experience 

with top LMS tools. 

  

http://www.gsdcouncil.org/


 
 
 
 

www.gsdcouncil.org                                                     7 
  

3. Coaching and Mentoring 

 

• Description: Effective coaching and mentoring help individuals 

unlock their potential, offering support and feedback to enhance their 

growth. 

• Key Questions: 

o Can you provide constructive feedback that drives 

improvement? 

o Are you adept at creating trusting relationships that foster 

personal and professional growth? 

o Do you encourage self-reflection and learning through real-

world challenges? 

• Improvement Strategies: Practice active listening, attend coaching 

workshops, and learn how to structure feedback in a way that 

motivates and develops employees. 

 

4. Data-Driven Decision Making 

 

• Description: The ability to analyze learning data and use it to inform 

decisions is one of the most crucial skills in modern L&D. Data allows 

you to refine your programs, justify training budgets, and predict 

future learning needs. 

• Key Questions: 

o Do you regularly use learning analytics to evaluate the 

effectiveness of your training programs? 

o Can you correlate learner engagement and performance data to 

business outcomes? 
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o Are you able to track and adjust learning paths based on real-

time feedback? 

• Improvement Strategies: Begin by familiarizing yourself with basic 

data analytics tools and learn how to integrate them into your L&D 

initiatives. Regularly review reports and adjust programs based on 

data insights. 

 

5. Soft Skills Development 

 

• Description: Soft skills such as emotional intelligence, 

communication, critical thinking, and adaptability are becoming 

essential for professional success. 

• Key Questions: 

o Do you incorporate soft skills training into your L&D programs? 

o Are you able to create learning experiences that help 

employees develop these skills? 

o How do you assess the effectiveness of soft skills development 

programs? 

• Improvement Strategies: Focus on creating programs that foster 

collaboration, emotional intelligence, and decision-making. Consider 

offering peer feedback and role-playing opportunities. 
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6. Project Management 
 

• Description: Managing L&D projects effectively—whether creating a 

new course or rolling out a company-wide initiative—requires solid 

project management skills. 

• Key Questions: 

o Can you define project scope, set clear objectives, and create a 

roadmap for successful project completion? 

o Are you able to manage budgets, timelines, and resources while 

maintaining quality? 

o How do you handle project risks and adapt when changes 

occur? 

• Improvement Strategies: Learn project management methodologies 

like Agile or Waterfall, and use tools like Trello or Asana to keep 

your projects organized. 

 

7. Content Creation and Curation 
 

• Description: Creating and curating content that is engaging and 

relevant to learners is essential for any L&D program. 

• Key Questions: 

o Can you create interactive, engaging content such as quizzes, 

eLearning modules, and videos? 

o Do you stay up-to-date with current industry trends to ensure 

your content is relevant? 
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o Are you able to curate content from credible sources and 

present it in a user-friendly manner? 

• Improvement Strategies: Experiment with different formats like 

microlearning, podcasts, and interactive videos. Stay updated on 

the latest trends in eLearning to keep your content fresh. 

 

8. Change Management 
 

• Description: As the world of L&D shifts toward digital-first, 

understanding how to manage organizational change is a critical skill. 

• Key Questions: 

o Can you lead change initiatives that integrate new learning 

technologies? 

o Are you able to build buy-in for new learning strategies across 

teams? 

o How do you help employees transition from traditional 

learning models to modern, tech-driven systems? 

• Improvement Strategies: Learn about change management 

frameworks such as ADKAR or Kotter’s 8-Step Change Model. 

Focus on building a culture that embraces change and continuous 

learning. 
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Using Your Results 
 

Once you’ve completed the assessment, take a moment to analyze your 

results: 

1. Highlight Strengths: Celebrate your successes! Identify the areas 

where you scored the highest and continue to build on those 

strengths. 

2. Identify Skill Gaps: The areas where you scored the lowest 

represent opportunities for growth. Focus on these gaps to enhance 

your overall skill set. 

3. Create a Learning Plan: Develop a Personal Development Plan 

(PDP) based on your assessment. Identify specific courses, 

workshops, or projects that can help you develop in these areas. 

Break down your learning goals into manageable steps, such as: 

o Short-term goals (e.g., complete a course on instructional 

design, improve your data analytics skills). 

o Long-term goals (e.g., earn a certification in project 

management or lead an L&D transformation project). 

4. Get Feedback: If possible, ask a mentor, colleague, or supervisor to 

review your assessment and offer additional insights. Sometimes an 

external perspective can provide valuable feedback that you might 

overlook. 
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Building Your Path Forward 
 

Mastering L&D skills is a continuous journey. As the landscape evolves, so 

should you.  

Revisit this L&D Skills Assessment Checklist every six months to stay 

current with trends, refine your expertise, and adjust your goals as needed. 

 

Things to Remember: 

• Growth Takes Time: Skills like coaching, instructional design, and 

data analysis take time to develop. Be patient with your progress. 

• Stay Flexible and Open: The world of L&D is continuously evolving, 

so maintaining a flexible mindset is key to success. 

• Use Data: Always incorporate feedback and analytics into your L&D 

strategy. This not only helps you improve but also proves the ROI of 

your initiatives. 

 

By taking the time to assess and improve your L&D skills, you're setting 

yourself up for long-term success.  

The future of learning is personalized, tech-driven, and focused on 

competency make sure you're ready to lead in this exciting new era of 

development. 
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