[Company Logo]   [Company Name]
EMPLOYEE LANGUAGE SKILLS FORM
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Department:
	[Department]

	Work Location:
	[Work Location]



Proficiency Guide
1. Basic: simple everyday phrases
1. Working: can handle routine work conversations
1. Fluent: comfortable in complex discussions
1. Native: first language or equivalent
	Language
	Read
	Write
	Speak
	Certificate (if any)
	Willing to Use at Work (Y/N)

	[Hindi]
	[Level]
	[Level]
	[Level]
	[NA]
	[Y/N]

	[English]
	[Level]
	[Level]
	[Level]
	[Certificate]
	[Y/N]

	[Regional language]
	[Level]
	[Level]
	[Level]
	[NA]
	[Y/N]

	[Foreign language]
	[Level]
	[Level]
	[Level]
	[e.g. JLPT N3]
	[Y/N]



Additional Information
  I am willing to take a short language assessment
  I am interested in language training
  I can help with translation or interpretation occasionally
Privacy notice: [Company Name] collects the details on this page only for allocating work and training that use your language skills. Access is limited to authorised HR staff, and the record will be kept for the period of employment, after which it will be securely deleted or destroyed. You may ask HR to see or correct your data, consistent with the Digital Personal Data Protection Act, 2023.
Declaration
I confirm the language levels stated are a fair self-assessment.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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