Skills self-assessment framework

This self-assessment framework covers a range of skills that a community organisation will require to successfully take on and develop an asset for their community.  There are seven groups of skills within the framework. The first three were developed by the Scottish Government through research carried out by Glasgow University, and have been identified as important for community regeneration practice in general. These are:

· Process skills

· Practical skills

· Strategic skills

A fuller explanation of each of the skills within these groups can be found in the Scottish Government’s Learning in Regeneration skills pack. 

Development Trusts Association Scotland’s Community Ownership Support Service has identified four further groups of skills relating specifically to the acquisition and development of a community asset. These are:

· Project Planning and Management Skills

· Community Involvement and Marketing skills

· Design and Construction Process skills

· Self Build skills (building and landscape trades) 

Note that skills relating to asset management and maintenance are not covered here, but you can download checklists for these from the COSS website.

Using the skills framework to help you identify your learning needs

Work through the framework and analysis sheets as follows: 

· Look at the skill areas listed in Column 1

· Think of examples of how they relate to your project and write them down in Column 2 – you might want to break some of the categories down a bit further – for example in 1.7 Listening and Communicating, you might want to think about internal and external communications separately 
· Consider how relevant each of these skill areas is to your role in the project group, on a scale of 1 (low) to 10 (high) and write this number in Column 3 

· Consider how skilled you currently are in each of these areas, on a scale of 1 (low) to 10 (high) and write this number in Column 4

· Optionally, ask your manager, colleagues (in the project group or at work) or friends – people who you feel know you quite well – to rate your skills, again on a scale of 1 (low) to 10 (high). Give them copies of the analysis sheets once you have noted down all the examples of relevance to your role that you can think of

· Consider the gap between the level of relevance in Column 3 and your current skill level in Column 4, and mark any that you see as being priority areas for action in Column 5. Make your own decision on this but, as a rule of thumb, if your current level of skill is significantly below the level of relevance (say by 3 points or more) you should probably mark this area as a priority for action. 

Finally, when we talk of ‘skills’, we should really be referring to ‘knowledge and skills’. So think also about how up to date your knowledge is in each of the areas listed and bear this in mind when identifying your learning needs.

1. Process skills






    




These help to enable change, by helping you to communicate and work effectively with a diverse range of people.

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	1.1
	Adaptability and flexibility


	
	
	
	
	

	1.2
	Understanding other roles


	
	
	
	
	

	1.3
	Negotiation and conflict management
	
	
	
	
	

	1.4
	Partnership working


	
	
	
	
	

	1.5
	Working in and with communities


	
	
	
	
	

	1.6
	Working in an inclusive and non-discriminatory manner
	
	
	
	
	

	1.7
	Listening and communicating


	
	
	
	
	

	1.8
	Ability to learn


	
	
	
	
	


2. Practical skills










 
These skills help to deliver change. They enable you to contribute to the day to day running of an initiative, project or organisation
	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	2.1
	Managing staff and volunteers
	
	
	
	
	

	2.2
	Monitoring and evaluation
	
	
	
	
	

	2.3
	Project planning and management
	
	
	
	
	

	2.4
	Organisational development and planning
	
	
	
	
	

	2.5
	Financial management
	
	
	
	
	

	2.6
	Fundraising and funding applications
	
	
	
	
	

	2.7
	Time management
	
	
	
	
	


3. Strategic skills











These skills help to initiate and promote change. They tend to focus on the future and are required by those who have any responsibility for the overall direction and approach taken by an initiative, project or organisation.

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	3.1
	Strategy formation
	
	
	
	
	

	3.2
	Leadership
	
	
	
	
	

	3.3
	Risk taking and enterprise
	
	
	
	
	

	3.4
	Creative thinking
	
	
	
	
	

	3.5
	Understanding policies and resources
	
	
	
	
	

	3.6
	Political awareness and judgement
	
	
	
	
	


4. Project Planning & Management skills

These skills help you plan for, monitor and manage the successful acquisition and development of an asset. 

(Note: Project Planning & Management is included under the ‘practical skills’ checklist above, however it is a key skill in relation to asset acquisition and development and is therefore covered in greater depth here).

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	4.1
	Advanced Office IT skills (e.g. Word, Excel, Access, PowerPoint, Project, Sage)
	
	
	
	
	

	4.2
	Assessing project feasibility


	
	
	
	
	

	4.3
	Identifying resource needs and securing resources
	
	
	
	
	

	4.4
	Project planning and monitoring (e.g. setting milestones, gantt charts)
	
	
	
	
	

	4.5
	Indentifying and managing risks


	
	
	
	
	

	4.6
	Selecting, contracting and managing professionals


	
	
	
	
	
	

	4.7
	Financial Administration (e.g. cashflow forecasting, controlling expenditure and income, bookkeeping)
	
	
	
	
	

	4.8
	Legal knowledge (property law, company & charity law, tax & investment law)
	
	
	
	
	

	4.9
	Planning for hand-over and sustainability


	
	
	
	
	



�
�
�
�
 
5. Community Involvement & Marketing skills

These skills enable you to involve potential users of the asset and the wider community in the design process, and develop a market for the business or services that will be delivered through the asset.

(Note: Community involvement skills are covered to an extent under the ‘process skills’ checklist above, however this is a key skill set in relation to community asset acquisition and development and is therefore covered in greater depth here).

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	5.1
	Understanding people’s different circumstances and motivations 
	
	
	
	
	

	5.2
	Ensuring appropriate communication styles and methods
	
	
	
	
	

	5.3
	Building community capacity (skills and confidence)
	
	
	
	
	

	5.4
	Using participative techniques (name specific)
	
	
	
	
	

	5.5
	Public speaking


	
	
	
	
	

	5.6
	Organising and running public events


	
	
	
	
	

	5.7
	Market research (e.g. surveys, focus groups)

	
	
	
	
	

	5.8
	Marketing strategy (segmentation, advertising, etc)
	
	
	
	
	

	5.9
	Production of publicity materials (graphic design, webdesign, social media)
	
	
	
	
	


6.
Design and Construction Process skills

�These skills enable you to design and manage the construction of buildings and landscapes to specification, budget and time.

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views
	

	6.1
	Architecture, technical drawing


	
	
	
	
	

	6.2
	Quantity surveying


	
	
	
	
	

	6.3
	Structural Engineering


	
	
	
	
	

	6.4
	Services (or Mechanical and Electrical) Engineering


	
	
	
	
	

	6.5
	Interior design


	
	
	
	
	

	6.6
	Landscape design 



	
	
	
	
	

	6.7
	�CDM co-ordination (health & safety)


	
	
	
	
	

	6.8
	The planning system


	
	
	
	
	

	6.9
	Inspection of construction work (Clerk of Works)�

	
	
	
	
	


7. Self-build (building & landscaping trades)
These skills enable you to successfully construct a building or landscape to specification, budget and time.

	1. Skill area
	2. How might this relate to your project? Write any examples you can think of below (OPTIONAL)
	3. Relevance to your role

(1 low to 10 high)


	4. Your current skill level 

(1 low to 10 high) 
	5. Priority for action – low, med., high

	
	
	
	Your view
	Others’ views 
	

	7.1
	�Site management�
�
�
 


	
	
	
	
	

	7.2
	Bricklaying

	
	
	
	
	

	7.3
	Building labourer
�
�
�



	
	
	
	
	

	7.4
	Electrical work
�
�
�
�
 
	
	
	
	
	

	7.5
	Flooring
�
�
�
�
 


	
	
	
	
	

	7.6
	Gas fitting
�
�
�
�
 


	
	
	
	
	

	7.7
	Heating and ventilation
�
�
�
�
 
	
	
	
	
	

	7.8
	Joinery/Carpentry
�
�
�
�
 
	
	
	
	
	

	7.9
	Plastering
�
�
�
�
 


	
	
	
	
	

	7.10
	Plumbing
�
�
�
�
 


	
	
	
	
	

	7.11
	Preparation of stone for building (Masonry)
	
	
	
	
	

	7.12
	Roofing (sheeting, cladding, felting, slating, tiling)
	
	
	
	
	

	7.13
	Scaffolding
�
�
�
�
 


	
	
	
	
	

	7.14
	Wall and floor tiling
�
�
�
�
 
	
	
	
	
	

	7.15
	Interior decoration (carpet laying, wallpapering, painting)
	
	
	
	
	

	7.16
	Landscaping/ gardening





	
	
	
	
	

	7.17
	Other (please specify in the comments box)
�
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