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( Your Skills & Knowledge (
A Self Assessment Tool For Business Trainers & Coaches

Check off all of the skills and experience you possess in each area.  Include skills and skills you have developed in your professional life as well as through personal experience.  

Business Planning

(
Components of a business plan

(
Using a business plan

(
Format of a business plan

Marketing

(
Marketing a concept or service

(
Cold calling

(
Conducting research



(
Developing a promotional plan

(
Conducting a competitive analysis

(
Designing promotional material

(
Selling a specific product, service or idea
(
Doing business globally

Legal

(
Forms of business



(
Contracts

(
Rules & regulations



(
Sources of assistance

Finance

(
Developing a budget



(
Financial planning

(
Managing a budget



(
Managing credit

(
Accounting or record keeping


(
Collecting money

(
Understanding financial statements

(
Costing & pricing

(
Tax planning

Leadership & Management Skills

(
Strategic planning



(
Delegating tasks

(
Visioning the big picture


(
Problem solving

(
Idea generation



(
Resolving conflicts

(
Goal setting




(
Team building

(
Organizing things, events or people

Self-Management

(
Self-discipline




(
Adapting to change

(
Time management



(
Following through on a commitment

(
Setting priorities



(
Handling stress

(
Trying something new

Communications

(
Business writing skills


(
Presentation skills

(
Proposal writing



(
Providing customer service

(
Verbal communication skills


(
Listening skills

(
Negotiation skills

Computers

(
Word processing



(
Accounting

(
Internet




(
Desk top publishing

(
Contact manager



(
Inventory tracking

Other

(
Location analysis



(
Daily business operations

(
Business insurance



(
Dealing with suppliers

(
Inventory




(
Running a family business

Coaching Skills

(
Ability to provide empathic responses
(
Listening skills

(
Ability to remain objective


(
Questioning skills

(
Ability to assess needs


(
Problem solving skills

(
Ability to help client get focused

(
Ability to inspire/motivate others

(
Ability to help client stay on track

(
Ability to help client be accountable

(
Ability to identify when and how to make appropriate referrals

Specific Business Expertise

Knowledge about the following industries:

What are the 3 business knowledge areas in which you feel the most comfortable?

What are the 3 business knowledge areas in which you feel the least comfortable?

Consider the strengths and comfort zones you identified in this assessment when selecting which workshops and coaching services you will provide.
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