BTL - SELF ASSESSMENT FORM

	NAME
	

	CURRENT JOB TITLE
	

	POSITION APPLIED FOR
	Account Manager


This form is to help you think about the skills and abilities on which the position of Account Manager is focused. It gives you an opportunity to provide evidence about your experience and strengths under each of the headings below. Details of your relevant experience from employment and/or education should be used. You may use experiences from past and present jobs. Education may include school, college, long and short training courses and other continuing education.
	1
	Technical Capability – Prince2 accredited or equivalent; a working knowledge of Microsoft Office applications (Word, Excel, Outlook); ITIL Foundation accredited or equivalent methodology (desirable); knowledge of other technologies an advantage

	

	2
	Works Collaboratively – a desire and ability to work collaboratively with colleagues; a team player with excellent interpersonal skills

	

	3
	Quality Focus – attention to detail and a commitment to meticulous accuracy; committed to meeting client needs; checks work for mistakes and omissions

	

	4
	Determination – drive to deliver agreed outcomes and raise standards of performance; ability to work independently

	

	5
	Problem Solving and Innovation – self starter, who uses their own initiative; desire and ability to develop and put forward new and better ways of doing things

	


	6
	Flexibility and Adaptability – flexible in approach to work; can adapt to changing work demands

	

	7
	Planning and Organising – can prioritise to meet tight deadlines, whilst remaining calm; ability to work on multiple projects concurrently

	

	8
	Communication – good written and oral communication skills; can convey information concisely and accurately to colleagues and clients 

	

	9
	Learning Ability – seeks self development and welcomes opportunity to progress and learn new skills and technologies

	


What are your long-term career aims and ambitions?

What steps do you intend to take to achieve these?

SUMMARY OF STRENGTHS AND WEAKNESSES


Now give an indication of your relative strengths and weaknesses by rating yourself on each of the nine competencies.  You are asked to use each of the ratings at least once in order to provide a 'sharper' profile of your relative strengths and weaknesses.

Indicate your rating by highlighting the appropriate column on the matrix below.  Note: we are asking you to make comparisons between these competencies as they apply to you - not asking you to rank yourself on each competency one at a time and in comparison with other people.

	COMPETENCIES
	RATING

	1
	Technical Capability
	1
	2
	3
	4
	5

	2
	Works Collaboratively
	1
	2
	3
	4
	5

	3
	Quality Focus
	1
	2
	3
	4
	5

	4
	Determination
	1
	2
	3
	4
	5

	5
	Problem Solving and Innovation
	1
	2
	3
	4
	5

	6
	Flexibility and Adaptability
	1
	2
	3
	4
	5

	7
	Planning and Organising
	1
	2
	3
	4
	5

	8
	Communication
	1
	2
	3
	4
	5

	9
	Learning Ability
	1
	2
	3
	4
	5


1 = Weakest 






5 = Strongest
	Signed 
	

	Date 
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