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Your Name:

REMEMBER: Thhis is your peersonal self assssessmment of the business, occcupational and physical skills you possess.

Judged Skills used S k i l l s Skills you

Importance in      1 = Necessaryy Skill in your current used/learned in have little or

Owning and      2 = Some Skill needed. Job or that previous Job no experience or

Operating a      3 = Not likely a required Skill are part of current and now considered ability to

M o t e l / H o t e l Job Description an acquired skill p e r f o r m

MANAGEMMENT SKILLS
2 Planning ______ ______ ______

1 Organizing ______ ______ ______

1 Scheduling ______ ______ ______

1 Assigning/Delegating ______ ______ ______

1 Directing ______ ______ ______

1 Hir ing ______ ______ ______

2 Measuring Production ______ ______ ______

1 Settting Standards ______ ______ ______

2 Workk Under Stress ______ ______ ______

1 Worrk with People ______ ______ ______

3 Travvel Frequently ______ ______ ______

1 WWork as a Team ______ ______ ______

2 Personnnel Practices ______ ______ ______

1 Time Management ______ ______ ______

FINANCCIAL SKILLS
1 Calculating ______ ______ ______

2 Projecting ______ ______ ______

2 Budgeting ______ ______ ______

1 Recogniizing Problems ______ ______ ______

1 Solve Problems ______ ______ ______

2 Finnger Dexterity ______ ______ ______

1 Able to Concentrate ______ ______ ______

1 Handle Detail ______ ______ ______

2 Workk Under Stress ______ ______ ______

1 Methoodical Thinking ______ ______ ______

2 Accountting Principles ______ ______ ______

3 Daata Processing ______ ______ ______

2 Operate Businness Machines ______ ______ ______

2 Financial Concepts ______ ______ ______

2 Investmeent Principles ______ ______ ______
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Judged Skills used S k i l l s Skills you

Importance in      1 = Necessaryy Skill in your current used/learned in have little or

Owning and      2 = Some Skill needed. Job or that previous Job no experience or

Operating a      3 = Not likely a required Skill are part of current and now considered ability to

M o t e l / H o t e l Job Description an acquired skill p e r f o r m

CLERIICAL SKILLS
1 Examining ______ ______ ______

1 Evaluating ______ ______ ______

2 Fil ing ______ ______ ______

2 Developing Methods ______ ______ ______

1 Improving ______ ______ ______

1 Recording ______ ______ ______

3 ComputerizingComputerizing ______ ______ ______

1 RecommendingRecommending ______ ______ ______

1 WWork in a Team ______ ______ ______

1 Follow Directions ______ ______ ______

2 Typing ______ ______ ______

1 Basic Clerical Skills ______ ______ ______

2 Basic Bookkeeping ______ ______ ______

2 Data Enntry Operations ______ ______ ______

SELLLING SKILLS
2 Contacting ______ ______ ______

2 Persuading ______ ______ ______

1 Reviewing Products ______ ______ ______

2 Inspeccting Products ______ ______ ______

1 Deteermining Value ______ ______ ______

3 Informing Buyers ______ ______ ______

2 Prromoting Sales ______ ______ ______

1 Worrk with People ______ ______ ______

1 Workk Under Stress ______ ______ ______

1 Woork Long Hours ______ ______ ______

1 Knowleddge of Products ______ ______ ______

1 Huuman Relations ______ ______ ______

COMMUNICATTION SKILLS
1 Reasoning ______ ______ ______

1 Organizing ______ ______ ______

1 Defining ______ ______ ______

3 Wri t ing ______ ______ ______

1 Listening ______ ______ ______

1 Explaining ______ ______ ______

1 Interpreting Ideas ______ ______ ______

2 Reading ______ ______ ______

3 Handlee Precise Work ______ ______ ______

3 Work witth Committees ______ ______ ______

3 Puublic Speaking ______ ______ ______

1 Correct English Usage ______ ______ ______

2 Subject Knowledge ______ ______ ______

1 Good SSense of Timing ______ ______ ______
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M o t e l / H o t e l Job Description an acquired skill p e r f o r m

MANUAAL TRAINING
2 Operating ______ ______ ______

1 Monitoring ______ ______ ______

2 Controlling ______ ______ ______

3 Driving ______ ______ ______

3 Cutting ______ ______ ______

3 Precision Maachinery Work ______ ______ ______

3 DDo Heavy Work ______ ______ ______

1 Work Independently ______ ______ ______

1 Knowwledge of Tools ______ ______ ______

1 Safety Rules ______ ______ ______

1 Baasic Mechanics ______ ______ ______

1 Basic Plumbing ______ ______ ______

1 Electronnic Principles ______ ______ ______

2 Teechnical Skills ______ ______ ______

FINANCING
2 EEvaluating Data ______ ______ ______

2 Calculating ______ ______ ______

2 Following Specifications ______ ______ ______

2 Observving Indicators ______ ______ ______

2 Verifying ______ ______ ______

3 Drafting ______ ______ ______

3 Designing ______ ______ ______

1 Odd Hours ______ ______ ______

1 Investigatiing Principles ______ ______ ______

1 Balancing Principles ______ ______ ______

MAINTENAANCE SKILLS
2 Repairiing Equipment ______ ______ ______

2 Maintaining Equipment ______ ______ ______

2 OOperating Tools ______ ______ ______

2 Dismantling ______ ______ ______

2 Removing Parts ______ ______ ______

1 Adjusting Fuunctional Parts ______ ______ ______

1 Lubricating/CCleaning parts ______ ______ ______

1 Purchasing?OOrdering Parts ______ ______ ______

3 Climbing ______ ______ ______

3 Lift Heaavy Equipment ______ ______ ______

1 Work as a Team Member ______ ______ ______

1 Baasic Mechanics ______ ______ ______

2 Plumbing Principles ______ ______ ______
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Judged Skills used S k i l l s Skills you

Importance in      1 = Necessaryy Skill in your current used/learned in have little or
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M o t e l / H o t e l Job Description an acquired skill p e r f o r m

RESEAARCH SKILLS
1 Recogniizing Problems ______ ______ ______

1 Interviewing ______ ______ ______

1 Developing Questions ______ ______ ______

3 Wri t ing ______ ______ ______

2 Diagnosing ______ ______ ______

3 Collecting DataCollecting Data ______ ______ ______

1 Reviewing ______ ______ ______

1 Work Withhout Direction ______ ______ ______

1 Woork Long Hours ______ ______ ______

1 Work Longg-term project ______ ______ ______

2 Statistics ______ ______ ______

3 Reesearch Design ______ ______ ______

SERVVICE SKILLS ______ ______ ______

2 Counseling ______ ______ ______

2 Guiding ______ ______ ______

1 Leading ______ ______ ______

1 Listening ______ ______ ______

1 Coordinating ______ ______ ______

1 Workk Under Stress ______ ______ ______

3 Respond tto Emergencies ______ ______ ______

1 Workk on Weekends ______ ______ ______

1 Woork Nightshifts ______ ______ ______

1 Knowleedge of Subject ______ ______ ______

1 Human Behavvior Principles ______ ______ ______

1 Communnity Resources ______ ______ ______

PUBLIC RELATIONS
2 Planning ______ ______ ______

2 Conducting ______ ______ ______

1 Maintaining Favorable Image ______ ______ ______

1 Informing the Public ______ ______ ______

3 Consulting ______ ______ ______

3 Write NNews Releases ______ ______ ______

2 Researching ______ ______ ______

2 Representing ______ ______ ______

1 Worrk with People ______ ______ ______

2 Media Process ______ ______ ______

1 Huuman Relations ______ ______ ______

ADDITIONAL SKILLLS YOU MAY WANT TO NOOTTE:
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