Appendix K – Skills Audit Proforma

Please note this is a sample skills audit. You will need to amend the appropriate sections so the form corresponds with the agreed selection criteria for the role, to allow staff to complete this meaningfully
Skills Audit form 
Name: ……………………………………  Signed: …………………………………….

Current Post Held: …………………………………………………..

Date: ……………………………………..

(if applicable) Post preference – Please indicate your preference for the posts within the ring-fence(s) you are allocated to.
Preference 1:

Preference 2:

Preference 3:

Please complete this form and return it to the Headteacher.
The deadline for return of your Skills Audit is <date>
Candidate number: ……………. (to be completed by Headteacher)

Please Note:

· Please use this proforma to provide your information, and do not substitute, or make reference to, your own CV/submission
· The Headteacher will validate this proforma (which may involve clarification with the employee on information supplied), before removing the front sheet to anonymise the form, and passing to the Selection Committee for scoring
Candidate number: ……………. (to be completed by Headteacher)
Please complete this form in line with the selection criteria (Optional: for the post(s) you have preferenced)
Please provide as much information as possible on the areas detailed below to enable the selection panel to score your skills audit effectively. 

	Qualifications and Training


	Evidence/Examples

	Points



	Example: Evidence provided of personal professional learning such as courses relevant to post and explain how this has impacted on your practice
	
	

	
	
	

	Experience
	
	

	Example: Experience of working with children with specific individual needs e.g.  speech and language, autism
	
	

	
	
	

	Skills and Knowledge
	
	

	Example: Ability to demonstrate use of ICT/Technology in supporting learning
	
	

	
	
	

	Personal Qualities
	
	

	Example: Give examples of using your initiative such as problem solving, dealing effectively with a challenging situation
	
	

	
	
	

	Any other relevant information


	
	

	
	
	


IN THE EVENT OF SCORES BEING THE SAME, THE TIEBREAKER (AS STATED IN THE SELECTION CRITERIA) WILL BE USED TO DETERMINE THE SELECTION COMMITTEE’S DECISION
