ECPS3001: Academic and Digital Skills
Current Skills Audit and Goal Setting

Date first completed:

Part 1: Audit of Current Academic Skills
For each statement, rate your current confidence level.
	Using Moodle

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Using Teams

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Finding information online

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Using the library system

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Writing in an academic style

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Referencing sources

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Summarising information

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Evaluating whether information is reliable

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Engaging in critical thinking

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Creating presentations

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Using AI appropriately for learning

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident

	Proofreading my work

	Not Confident
	Slightly Confident
	Moderately Confident
	Confident
	Very Confident



Part 2: Digital Skills Audit
How confident are you in the following digital skills?
1 = Not confident at all / I need significant support with this skill
2 = Slightly confident / I am developing this skill
3 = Moderately confident
4 = Confident
5 = Very confident / Could help others with this skill
	Digital Skill
	1
	2
	3
	4
	5

	Sending professional emails
	
	
	
	
	

	Creating Word documents
	
	
	
	
	

	Creating PowerPoint slides
	
	
	
	
	

	Uploading assessments online
	
	
	
	
	

	Managing digital files / folders
	
	
	
	
	

	Using Cloud storage (e.g., OneDrive)
	
	
	
	
	

	Taking part in online meetings
	
	
	
	
	

	Identifying trustworthy websites
	
	
	
	
	




Part 3: Reflecting on Current Strengths
Which THREE skills do you currently feel most confident about?
1. 

2. 

3. 


Why do you feel confident in these areas?





Part 4: Areas for Development
Which THREE skills would you most like to improve this year?
1. 

2. 

3. 


Why have you chosen these skills?




Part 5: Creating SMART Goals
A good goal should be:
S = Specific (clearly state what you want to achieve)
M = Measurable (how will you know you’ve succeeded?)
A = Achievable (is it realistic?)
R = Relevant (Does it support your studies?)
T = Time-bound (when will you achieve it this goal?)


Examples
Poor Goal: "Get better at referencing."
Better Goal: "By the end of Week 4, I will be able to create a correctly formatted APA reference using the university referencing guide."

Poor goal: “I want to be more confident”
Better goal: “I will contribute at least one comment or question in every class for the next six weeks”

My first SMART goal
Skill Area:

My SMART Goal:


Success will look like:



Target date:


My second SMART goal
Skill Area:

My SMART Goal:


Success will look like:



Target date:


Part 6: Looking ahead and making a commitment to yourself

During my first semester, I want to focus on developing _______________________ 

because it will help me _________________________________________________

___________________________________________________________________



