
ICT Skills within (place your organisation name here)
NAME: .............................................................................................. DATE: ....................................
Please indicate your skill level in the grid provided according to the following scale -

1.
I have no skills in this area

2.
I have a few skills in this area

3.
I feel fairly confident in using this skill

4.
I am completely confident
	1.
General Desktop Skills
	1
	2
	3
	4

	a. Run an application using Desktop or Start menu shortcuts or  the Programs Menu
	
	
	
	

	b. Run several programs simultaneously and switch between them (multi-tasking) 
	
	
	
	

	c. Minimise, maximise, restore, move, resize and close windows
	
	
	
	


	2.
General Applications Skills
	1
	2
	3
	4

	a. Create a new file
	
	
	
	

	b. Save, Save As, and Open a file
	
	
	
	

	c. Save a file in different formats and earlier versions
	
	
	
	

	d. Save a file on different device, eg CD’s and floppy disks, and in different folders
	
	
	
	

	e. Print a file
	
	
	
	

	f. Cut, copy and paste within a file, between files and between applications
	
	
	
	

	g. Capture screen dumps
	
	
	
	

	h. Use the on-line Help menu
	
	
	
	


	3.
Disk/File Management Skills
	1
	2
	3
	4

	a. Understand disk and directory/folder structures
	
	
	
	

	b. Create new folders in a hierarchical structure to create a filing system
	
	
	
	

	c. Use drag and drop to copy, move, rename and delete file and folders
	
	
	
	

	d. Create Back-up files
	
	
	
	

	e. Copy floppy disks/use memory sticks
	
	
	
	


	4.
Word Processing Skills

	1
	2
	3
	4

	a. Save, Load and Edit documents
	
	
	
	

	b. Save in different formats, including HTML and earlier versions of Word
	
	
	
	

	c. Use formatting techniques including headings, emphasis, font and sizes
	
	
	
	

	d. Create and use templates
	
	
	
	

	e. Insert and place graphics (copy/paste, clip art and files)
	
	
	
	

	f. Add headers and footers and table of contents/index
	
	
	
	

	g. Use a spelling checker
	
	
	
	

	h. Insert tables and hyperlinks
	
	
	
	


	5.
Email (Electronic Mail) Skills
	1
	2
	3
	4

	a. Send and receive emails
	
	
	
	

	b. Create a new email
	
	
	
	

	c. Send copy emails
	
	
	
	

	d. Reply to and forward emails
	
	
	
	

	e. File emails, including creation of folders, moving and deleting emails
	
	
	
	

	f. Attach files and open attachments
	
	
	
	

	g. Use address books
	
	
	
	

	h. Use distribution lists
	
	
	
	


	6.
World Wide Web Browsing and Searching
	1
	2
	3
	4

	a. Enter Uniform Resource Locators (URLs) - internet addresses - to access sites directly
	
	
	
	

	b. Follow hyperlinks to other pages and sites
	
	
	
	

	c. Create favourites/bookmarks
	
	
	
	

	d. Save pages from the internet
	
	
	
	

	e. Copy text and graphics from web pages
	
	
	
	

	f. Use at least two different search engines/directories
	
	
	
	

	g. Perform a simple search and a more advanced search (with AND/OR operations and text strings)
	
	
	
	

	h. Print sections from web pages
	
	
	
	


	7.
Presentation Packages
	1
	2
	3
	4

	a. Create presentations
	
	
	
	

	b. Embed clip art, video and sound clips in a presentation
	
	
	
	

	c. Embed URLs in a presentation
	
	
	
	

	d. Understand how to give a presentation using a projector linked to a computer
	
	
	
	

	e. Printing with note format
	
	
	
	


	8.
Spreadsheets
	1
	2
	3
	4

	a. Create a spreadsheet and enter data
	
	
	
	

	b. Enter text and numeric data
	
	
	
	

	c. Enter formulae and replicate entries
	
	
	
	

	d. Insert rows and columns
	
	
	
	

	e. Justify and format text
	
	
	
	

	f. Sort records numerically
	
	
	
	

	g. Change column widths
	
	
	
	

	h. Use integer and decimal format
	
	
	
	

	i. Create charts from spreadsheet data
	
	
	
	

	j. Create and link multiple worksheets and workbooks
	
	
	
	

	k. Rename sheet tabs
	
	
	
	

	l. Preview and print worksheets
	
	
	
	


	9. Basic Hardware Troubleshooting
	1
	2
	3
	4

	a. Check simple connections (eg ensure cables are correctly plugged in)
	
	
	
	

	b. Clear printer jams
	
	
	
	

	c. Change printer cartridges
	
	
	
	

	d. Report computer faults
	
	
	
	


	10. Total scores
	1
	2
	3
	4

	Section 1
	
	
	
	

	Section 2
	
	
	
	

	Section 3
	
	
	
	

	Section 4
	
	
	
	

	Section 5
	
	
	
	

	Section 6
	
	
	
	

	Section 7
	
	
	
	

	Section 8
	
	
	
	

	Section 9
	
	
	
	

	Total of each skill level in all sections
	
	
	
	

	Grand total of all skill levels in all sections
	


	Additional Needs – please list other IT skills you have identified as a personal need
	1
	2
	3
	4

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please return this completed document to .................................................. 

by the following date: ......................
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