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Instructions for completing Appendix C 

As a reference, please refer to the completed sample:  Appendix D 

About the Skills Assessment Template
The skills assessment template provides you with a method to complete when you are identifying 
the competencies (skills) needed for a particular position. There are two major competencies identified 
in this template; Technical Competencies and Management Competencies. Each major competency 
includes additional competencies deemed required for the particular position. You may change any 
of the competencies listed based on the skills needed for a particular position.

Complete the following:

1. Enter the title of the position.

2. Under the major competency titled “Technical Competencies” enter the competency 
description for each technical competency listed. You may change/add a technical 
competency to the list based on the technical competencies needed for a position. 
Refer to the completed sample Appendix D as needed.

3. Under the major competency titled “Management Competencies” enter the competency 
description for each management competency listed.  Please note that the Management 
Competencies includes different categories for management competencies, i.e., 
Communications, Interpersonal, Leadership, Managing, Self Management, and Thinking.
You may change/add a management competency to the list based on the management 
competencies needed for a position.
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