National 5 Administration & IT
Administrative Practices
Outcome 1
Skill Scan

Consider the following skills.  For each, use a rating of 1-4 where 1 indicates that you are very good at this skill and 4 indicates that you have no knowledge or experience of this skill.
	Very			No
	Good			Knowledge
	1	2	3	4

a [bookmark: _GoBack][bookmark: Check1][bookmark: Check2][bookmark: Check3][bookmark: Check4]Ability  to prioritise workloads in order	|_|	|_|	|_|	|_|
to meet deadlines

b [bookmark: Check5][bookmark: Check6][bookmark: Check7][bookmark: Check8]Verbal and written communication skills	|_|	|_|	|_|	|_|

c [bookmark: Check9][bookmark: Check10][bookmark: Check11][bookmark: Check12]Organisational communication skills	|_|	|_|	|_|	|_|

d [bookmark: Check13][bookmark: Check14][bookmark: Check15][bookmark: Check16]Ability to quickly follow verbal and 	|_|	|_|	|_|	|_|
written instructions

e [bookmark: Check17][bookmark: Check18][bookmark: Check19][bookmark: Check20]Awareness of health and safety issues	|_|	|_|	|_|	|_|

f [bookmark: Check21][bookmark: Check22][bookmark: Check23][bookmark: Check24]Ability to process business documents	|_|	|_|	|_|	|_|
associated with the sales, purchases
and finance departments

g [bookmark: Check25][bookmark: Check26][bookmark: Check27][bookmark: Check28]Ability to process business documents	|_|	|_|	|_|	|_|
associated with the human resources 
department

h [bookmark: Check29][bookmark: Check30][bookmark: Check31][bookmark: Check32]Ability to deal with customers of the 	|_|	|_|	|_|	|_|
organisation

i [bookmark: Check33][bookmark: Check34][bookmark: Check35][bookmark: Check36]Ability to follow procedures for dealing	|_|	|_|	|_|	|_|
with petty cash

j [bookmark: Check37][bookmark: Check38][bookmark: Check39][bookmark: Check40]Confident at using e-mail and internet	|_|	|_|	|_|	|_|

k [bookmark: Check41][bookmark: Check42][bookmark: Check43][bookmark: Check44]Ability to use initiative and work	|_|	|_|	|_|	|_|
unsupervised

l [bookmark: Check45][bookmark: Check46][bookmark: Check47][bookmark: Check48]Ability to work as part of a team	|_|	|_|	|_|	|_|
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