

       Level 2 Certificate in IAG
                
Worksheet 2 – Skills Audit

Name:

Please identify skills that you could be using in your practical and emotional support role from the list below and rate yourself from 1 – 5 as to how confident you feel in your ability in each. 1 is the lowest and 5 is the highest.

· Communication skills				1	2	3	4	5
· Written communication skills			1	2	3	4	5
· Listening, building rapport, 
showing empathy					1	2	3	4	5
· Managing time					1	2	3	4	5
· Planning how to achieve work targets 
and personal goals				1	2	3	4	5
· Managing stress and conflict			1	2	3	4	5
· Contributing positively to groups			1	2	3	4	5
· Keeping focussed and productive			1	2	3	4	5
· Problem solving and agreeing solutions		1	2	3	4	5
· Using constructive feedback			1	2	3	4	5
· Confidentiality					1	2	3	4	5
· Counselling skills					1	2	3	4	5
· Using information and
communication technology
(IT / ICT) & Zoom					1	2	3	4	5
· Advocacy skills					1	2	3	4	5
· Understanding Safeguarding			1	2	3	4	5
· Understanding own values and beliefs		1	2	3	4	5
· Record keeping					1	2	3	4	5
· Support skills					1	2	3	4	5
· Networking					1	2	3	4	5
· Knowledge of other organisations in your area	1	2	3	4	5
· Setting personal boundaries			1	2	3	4	5
· Positive personal care – i.e. having your
own needs met by yourself or others		1	2	3	4	5
· Speaking and presenting 
information to others				1	2	3	4	5
· Understanding, developing and making 
the most of relationships with 
individuals and groups				1	2	3	4	5
· Taking initiative and responsibility
e.g. decision making				1	2	3	4	5

Please add any other specific skills you think you may need.

Chose your 3 lowest scores and outline how you could improve your skills in these areas.
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Signed:					Date:       			(Learner)


Signed:					Date:				(Tutor)
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