	Skill list 
	I am willing to do this.
	I have experience of this.
	This is an area of strength for me. 
	I want to develop this skill. 

	Hearing other people’s views, ideas and opinions. 
	
	
	
	

	Listening to others
	
	
	
	

	Weighing up options
	
	
	
	

	Making decisions, based on the facts. 
	
	
	
	

	Finding ways to work effectively
	
	
	
	

	Looking for solutions
	
	
	
	

	Administrative skills
	
	
	
	

	Working out priorities
	
	
	
	

	Speaking my mind
	
	
	
	

	Confidently speaking in front of others
	
	
	
	

	Seeing when the discussion has gone off track and pulling it back on target.
	
	
	
	

	Working hard
	
	
	
	

	Keeping going when it gets tough
	
	
	
	

	Seeing when people are left out. 
	
	
	
	

	Including other people. 
	
	
	
	

	Logical thinking
	
	
	
	

	Using numbers and statistics
	
	
	
	

	Using charts and drawings
	
	
	
	

	Researching information
	
	
	
	

	Writing up findings
	
	
	
	

	Organising meetings
	
	
	
	

	Time keeping
	
	
	
	

	My biggest strength is…
	

	The skill I need to develop is….
	


Activity 2 - Skills Audit: Contribution to a team and communication skills audit – adapted from Cotterall (2015, p139)
