[Company Logo]   [Company Name]
COMPETENCY ASSESSMENT FORM
	Company:
	[Company Name]

	Assessment Date:
	[Date]

	Assessed By:
	[Reporting Manager]



	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Date of Joining
	[Date of Joining]

	Work Location
	[Work Location]



Proficiency Levels
	Level
	Name
	Definition

	1
	Basic
	Has awareness; needs close guidance

	2
	Working
	Applies the skill in routine situations with some support

	3
	Proficient
	Applies independently in most situations

	4
	Advanced
	Handles complex situations and guides others

	5
	Expert
	Recognised authority; sets standards and teaches others



Core Competencies
	Competency
	Required Level
	Self Assessment
	Manager Assessment
	Gap
	Evidence / Method

	Integrity and ethics
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	Customer orientation
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	Collaboration
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]



Functional / Technical Competencies
	Competency
	Required Level
	Self Assessment
	Manager Assessment
	Gap
	Evidence / Method

	[Technical skill 1]
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	[Technical skill 2]
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	[Tool / system, e.g. SAP, Tally]
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]



Behavioural Competencies
	Competency
	Required Level
	Self Assessment
	Manager Assessment
	Gap
	Evidence / Method

	Problem solving
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	Communication
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]

	Planning and organising
	[Level]
	[Level]
	[Level]
	[Gap]
	[Evidence]



Training Plan for Priority Gaps
	Competency
	Training / Action
	Mode (Classroom / Online / On-job)
	Target Date

	[Competency]
	[Action]
	[Mode]
	[DD/MM/YYYY]

	[Competency]
	[Action]
	[Mode]
	[DD/MM/YYYY]




	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Assessor
[Reporting Manager]
Date: [Date]
	______________________________
HR / L&D
[HR Name]
Date: [Date]
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