[bookmark: _GoBack]A SELF ASSESSMENT ON EMPLOYABILITY SKILLS

To be a successful employee you will need to possess the general competencies listed below.  
Take time to think about these as they apply to your education, job, and/or personal life.  
If you rate yourself with a 1 – “Not Met” or a 2 – “Needs Improvement,” look for ways to improve in these areas.

	Instructions to Student:
	Rating Scale

	Be honest as you rate yourself in each of the Foundation Skills and Competencies using the rating scale to the right.
	3 --- Accomplished
2 --- Needs Improvement
1 --- Not Met
NA --- Not Applicable



	
	
	
	Rating

	A.
	Attendance
	

	B.
	Punctuality
	

	C.
	Appropriate Business Attire
	

	D.
	Initiative
	

	E.
	Maturity
	

	F.
	Courtesy
	

	G.
	Attitude
	

	H
	Quality of Work
	

	I.
	Quantity of Work
	

	J.
	Flexibility
	

	K.
	Cooperation
	

	L.
	Dependability
	

	M.
	Trustworthiness
	

	N.
	Follows Directions
	

	O.
	Works with Minimum Supervision
	

	P.
	Works Accurately and Neatly
	

	Q.
	Accepts Suggestions for Improvement
	




REFLECT: In what ways would you need to alter or improve your personal skills to be a competitive candidate for employment in the office you interviewed today?


























	SKILLS AND ATTITUDES THAT ARE IMPORTANT FOR EMPLOYERS

	Student Names
	

	Name and Title of Employer Interviewed
	

	What is the name of your business?
	

	What does your business do?
	

	How many employees do you have?
	

	What is the most important skill you look for in a potential employee?
	

	What is the most important attitude you look for in a potential employee?
	

	What is the one thing that would disqualify a potential employee?
	




