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Introduction to the Skills Assessment Template
The Skills Assessment template will assist the Project Manager in assessing project team members’ skills and how those skills align with what is needed to successfully complete project work. Projects often require a unique set of skills to get the job done. These skills often include, but are not limited to, project management skills, subject matter expertise, business flow development, and information technology specific skills. Project Managers need to determine what skill requirements are needed to execute the work tasks, what skills the team members or potential team members possess, and the gap between the skill requirements and the skill inventory.
The following template provides the suggested structure for the Skills Assessment along with instructions and descriptions to help the reader understand how to complete it.
Template style conventions are as follows:
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



As you complete the template, please remember to delete all instructional text (including this section) and update the following items, as applicable:
· title page
· version history
· table of contents
· headers
· footers
Update the document to a minor version (e.g., 1.1, 1.2) when minimal changes are made and a major version (e.g., 2.0, 3.0) when significant changes are made.
Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
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Next, for each team member, identify the project role, resource name, resource department, and the date when this resource is needed. In the final table, working from left to right, identify the “required skills,” followed by a rating of the skill level necessary for the project, as well as the actual skill level of the team member or potential team member. If a gap exists between the necessary skill level and the skill level of the resource, document the mitigation plan to address this gap.
Complete one sheet for each project team member. Duplicate the tables below for each resource.]
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	Required Skills
	Skill Level Required
	Actual Skill
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(1=Proficient, 2=Competent, 3=Learner, 4=Novice)
	

	
	
	
	

	
	
	
	

	
	
	
	




 


[Insert Department/Project Logo]


 


[


Insert


 


Department Name]


 


[Insert Project Name]


Skills Assessment


 




  [Insert Department/Project Logo]   [ Insert   Department Name]   [Insert Project Name]

Skills Assessment  

