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	Name:
	     
	Job Title:
	     

	
	
	
	

	Department:
	     
	Location:
	     

	
	
	
	

	Telephone:
	     
	Date:
	     

	
	
	
	


How to Use this Form

	This form is provided as a tool to help identify your training needs. For the purpose of this analysis the following levels of competence have been defined:

	
	

	Competent for Current Needs
	Skills outlined have been acquired to a level sufficient for current job requirements

	
	

	Further Training Needed
	Skills outlined need further development in order to satisfy current job requirements

	
	

	Skills Not Required
	Skills outlined are not currently required to satisfy current job requirements

	
	


	Foundation Microsoft Project
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Creating & defining a new project
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting project working times
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating custom calendars
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Entering & outlining project tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using the 4 task linkage types
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting milestones & deadlines
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting lag & lead time
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Entering & assigning resources
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Displaying & printing Project reports & charts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:



	Intermediate Microsoft Project
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Entering fixed costs
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Resolving over-allocated resources
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting baselines & interim plans
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Tracking & updating the project
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applying task constraints
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating individual task calendars
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Working with multiple pay rates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applying custom calendars & work times
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Entering material resource consumption rates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:




	Advanced Microsoft Project
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Applying & working with budgets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Interrupting work & re-scheduling tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up recurring tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Working with resource availability
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Employing advanced levelling options
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Grouping project data by custom selection
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identifying slippage & tracking variance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applying contours to assignments
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating detailed visual reports (Uses Excel)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If you have additional training needs,  please outline your requirements:
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