[Company Logo]   [Company Name]
TEAM SKILL MATRIX
	Department / Team:
	[Department]

	Prepared by:
	[Reporting Manager]

	Assessment Date:
	[DD/MM/YYYY]



Rating Scale
1. 0 – Not trained
1. 1 – Under training
1. 2 – Can perform with supervision
1. 3 – Can perform independently to standard
1. 4 – Expert; can train others
	Employee Name
	Emp ID
	[Skill 1]
	[Skill 2]
	[Skill 3]
	[Skill 4]
	[Skill 5]
	[Skill 6]
	Training Need
	Target Date

	[Employee Name]
	[Employee ID]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[Skill / Programme]
	[DD/MM/YYYY]

	[Employee Name]
	[Employee ID]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[Skill / Programme]
	[DD/MM/YYYY]

	[Employee Name]
	[Employee ID]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[Skill / Programme]
	[DD/MM/YYYY]

	[Employee Name]
	[Employee ID]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[0-4]
	[Skill / Programme]
	[DD/MM/YYYY]

	People at level 3+
	 
	[n]
	[n]
	[n]
	[n]
	[n]
	[n]
	 
	 

	Required at level 3+
	 
	[n]
	[n]
	[n]
	[n]
	[n]
	[n]
	 
	 



Gaps and Actions
	Skills below required coverage
	 

	Cross-training plan
	 

	Next review date
	 



Ratings are used only for training and work-planning purposes and are shared with the employee concerned, HR and the department head.

	______________________________
Prepared by
[Reporting Manager]
Date: [Date]
	______________________________
Reviewed by
[HR Name]
Date: [Date]
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