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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 Word
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Creating a file & folder structure
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Opening & saving MS Word documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Entering & formatting text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Formatting paragraphs & bullets
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Proofing text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Copying & pasting text
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Importing graphics & photos
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting headers & footers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Printing MS Word documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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



	Intermediate Microsoft Word
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Setting up page margins
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating documents templates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Laying out pages using columns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating page layouts using tables
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using clipart & graphics
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using the MS Word drawing tools
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Duplex printing documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using mail merge
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating & applying custom styles
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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




	Advanced Microsoft Word
	Version Used:
	     

	Techniques
	Competent for

Current Needs
	Further Training Needed
	Skills Not Required

	Structuring the document using Outline view
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating a table of contents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting an index
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	How to create protected forms
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting & using bookmarks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	How to cross reference bookmarks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Inserting citations & creating a bibliography
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating protected forms in documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creating & running Macros
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


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