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VocMat Personal Training Needs Assessment

This Training Needs Assessment is designed to help you think through and develop a personal development plan.  It gives you space to record your current tasks, skills and responsibilities, think about the sort of job, tasks and responsibilities you would like to have in 1, 3 and 5 years time.  Then you can identify the new skills, knowledge or qualifications which can help you achieve those goals, and think about how to overcome any barriers which might stop you.  By working through the tables, you will create your personal plan.

My Present Situation:

	Job Title
	

	Company/Organisation
	

	No. of Staff Managed
	

	My Budget(s)
	

	Core Tasks


	

	Skills


	

	Qualifications


	

	In House Training


	

	Other Learning/Training


	


Where I want to be:

	In 1 year


	

	In 3 years


	

	In 5 years


	


The skills/knowledge I need to acquire or improve to get there:

	Marketing
	
	Strategic Skills
	

	E-marketing
	
	Networking
	

	Direct mail
	
	Analysis/commissioning research
	

	Campaign planning
	
	Partnership working
	

	New product development
	
	Planning
	

	Segmentation & targeting
	
	
	

	Other


	
	
	

	Visitor Services
	
	Management
	

	Customer Journey
	
	Coaching
	

	Interpretation
	
	Mentoring
	

	
	
	Financial management
	

	
	
	Communication skills
	

	
	
	
	

	IT
	
	
	

	E-business
	
	
	

	DMS
	
	
	

	Web
	
	
	

	Mobile technology
	
	
	

	Other
	
	
	

	
	
	
	


What might stop me acquiring this skill and knowledge?

	Barrier
	Ways to overcome it

	Workload of job
	

	Family commitments
	

	Lack of support from employer
	

	Lack of support from family
	

	Lack of budget from employer
	

	Low confidence in own abilities
	

	No courses/opportunities available
	

	Other
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