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TRAINING NEEDS ANALYSIS 

TRAINING NEEDS ANALYSIS 

In the questionnaire below, place a check mark in the column that reflects your current level of skill or 

ability for each skill listed.  Rank your skills on a sliding scale, with 1 being poor or beginner-level 

skills and 5 being strong skills or more advanced experience in that area.  Your responses will help us 

determine your current skill set, so we can plan the most effective training program to help you excel 

at your job. 

COMPETENCIES AND BEHAVIOURS 

  1. 
Weak 

2. 3. 
Avg. 

4. 5. 
Strong 

6. 
N/A 

1 Using and developing my knowledge 
      

2 Researching, investigating and 
problem-solving 

      

3 Communicating outwardly; face-to-
face, phone, email, etc 

      

4 Listening and interpretation, 
establishing rapport, understanding 
needs. 

      

5 Developing solutions and agreeing 
things with people. 

      

6 Financial understanding and 
commercial ability. 

      

7 Speaking and presenting to groups. 
      

8 Helping or coaching or teaching or 
training others. 

      

9 Using information and communications 
technology (IT) 

      

10 Technical appreciation and use of 
equipment / tools/ machinery for my 
area and related areas. 

      

11 Understanding and making the most of 
my relationships with people and 
groups. 

      

12 Competitor / industry awareness and 
consideration of these factors in 
planning, decision making, etc 

      

13 Taking initiative and responsibility, eg 
decision-making, project management, 
running meetings. 

      

14 Visioning, creating and inspiring others 
with my ideas. 

      

15 Managing time, planning, being 
effective, efficient, productive and 
reliable. 

      

16 Appreciating / applying social 
responsibility, sustainability, humanity 
and ethical considerations. 
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GENERAL BUSINESS SKILLS 

  1. 
Weak 

2. 3. 
Avg. 

4. 5. 
Strong 

6. 
N/A 

1 Striving for personal development 
      

2 Taking personal responsibility to 
resolve problems, even those not of 
my own making. 

      

3 Understanding the way people really 
feel. 

      

4 Developing positive relationships 
      

5 Keeping focused and productive, 
reliable and dependable 

      

6 Planning how to achieve my work 
and personal goals 

      

7 Managing stress and conflict 
      

8 Managing upwards and sideways 
(my managerial superiors and my 
peers) 

      

9 Contributing positively to team / 
company morale and spirit 

      

10 Seeking and picking up responsibility 
that I see waiting to be filled 

      

11 Team working 
      

12 Having compassion and care for 
others 

      

13 Using integrity and ethics in my 
judgement about work and 
organizational issues 

      

14 Effective management of Staff 
      

15 Goal-oriented 
      

16 Able to execute managerial orders 
      

17 Skill in using the phone systems 
      

18 Order entry skills 
      

19 Interest in personal development 
      

20 Shows up to work on time (reliable) 
      

21 Understands financial goals 
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SALES SKILLS 

  1. 
Weak 

2. 3. 
Avg. 

4. 5. 
Strong 

6. 
N/A 

1 Ability to qualify buyers quickly 
      

2 Identifying customer needs 
      

3 Identifying customer objections 
      

4 Overcoming customer objections 
      

5 Prospecting / cold contacts 
      

6 Conducting presentations 
      

7 Closing the sale 
      

FINANCIAL SKILLS 

  1. 
Weak 

2. 3. 
Avg. 

4. 5. 
Strong 

6. 
N/A 

1 Ability to develop budgets 
      

2 Ability to manage budgets and cost 
centres 

      

3 Identify financial outcomes 
      

4 Ability to use financial software 
      

5 Understands spreadsheets 
      

6 Able to manage financial resources 
      

DEMOGRAPHICS 

1 Name  

2 Current Position  

3 Skills and Qualifications  

4 Male  Female  

5 Age: 

 21 years and under  

 21 to 30  
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 30 to 40  

 40 to 50  

 50 to 60  

 60 years and over  

 

 

 

 


