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Introduction 

 

The present toolkit is linked to the Skills Assessment Handbook and presents a series of 

checklists and templates that are to help companies in implementing a skills and training needs 

analysis. 

The first three checklists can be read like a step-by-step guide for skills needs assessments, 

starting from the overall company situation and strategy and moving to digital skills related 

questions. 

The company profile checklist will allow the user to prepare the ground for the skills needs 

analysis by determining the company’s starting point in terms of digitalisation, (planned) usage 

of AI/VR in the company and general training related aspects. 

The skills needs assessment checklist will enable the user to get an overview in terms of AI/VR 

implementation and the technical and skills related factors related to it. At the same time, the 

user will be able to check if work profiles and core competencies are identified, and if the skills 

needs assessment and the drafting of a training plan and roadmap have been done. 

The Digital skills training plan checklist focuses on digital skills needs assessments and the 

relevant training measures. 

The following checklists allow the user to verify if the competencies framework and training plan 

contain all necessary elements. 

The subsequent templates offer the user practical assistance for the implementation of a skills 

needs analysis: 

• The staff skills self-assessment survey template can be modulated according to the 

company’s needs 

• The SWOT analysis template is to help the user identify the company’s strengths, 

weaknesses, opportunities and threats linked to skills needs 

• The competencies framework template and practical tips will allow the user to define the 

company’s competencies needs. 

• The workplace profile template offers a frame for the company to define its workplace 

profiles and check the employees’ compliance level with the desired profiles.  
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Skills Needs Assessment – Company Profile Checklist 

Topic Status Comments 

COMPANY STRATEGY  ✓  

Company core values    

Organisational structure 
(Departments, size) 

  

International / National 
company 

  

Markets covered   

Effects of current 
economic situation on the 
company 

  

Level of digitalisation in 
the company   

(Planned) Usage of 
AI/VR/SI in the company 

  

Person in charge of 
training in the company 

  

Is there an annual budget 
for staff training (Yes/ No) 
Amount approx. 

  

Other relevant aspects to 
be mentioned 
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Skills Needs Assessment – Checklist 

Topic Status Comments 

AI/VR/SI 
implementation plan 
is available 

✓  

Objectives are set for: 
- The technical AI/VR 

implementation  
- AI/VR/SI skills needs 

  

Core competencies are 
identified for 
- Technical skills 
- Domain expertise 
- Data management 

- Ethical considerations 

  

Workplace profile is 
defined 

  

Data collection is 
organised, integrating 
workforce feedback  

  

Data analysis is done 
- Grouping of results in 

line with workplace 
profiles 

- Skills ranking in terms 
of importance and 
urgency 

  

Recommendations are 
drafted, including training 
and non-training related 
measures. 

  

Training plan and 
roadmap are drafted 
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Digital Skills Training Plan Checklist 

Topic Status Comments 

STAFF DIGITAL 
EDUCATION 

✓  

Digitalisation skills 
needs assessment 
- Remote work  
- E-commerce 
- Data analytics 
- AI / VR literacy 
- Others 

 

  

Digitalisation soft skills 
needs assessment  
- Teamwork 
- Adaptability/flexibility 
- Communication 
- Work Sharing 
- Others 

 

  

Current and planned HR 
measures for training  
- In company training 
- External training 

  

Target groups for 
training 
- Management (please 

indicate the different 
management levels) 

- Workforce (please 
indicate the different 
departments/functions) 

  

 

The European Digital Competences framework v3 is available here: DigComp 3.0  
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Competencies Framework Checklist 

Topic Status Comments 

COMPETENCIES 
FRAMEWORK 
DEFINITION 

✓  

Core competencies all 
employees should possess 
are defined 

  

Relevant technical and 
functional competencies 
are identified 

  

Detailed competency 
models for each 
department or role are 
developed 

  

The max. number of 
competences per role is 
defined 
- 12 for core competences 
- 15 for senior roles 

including leadership 

  

Mastery levels are assigned 
for all competencies 
according to specific roles 

  

Performance metrics are 
customised (if applicable) 

  

 

 

Detailed information on how to identify core competences can be found in this article: Core 

Competencies Examples to add to your company’s competency models 

The eight key competences for lifelong learning defined by the European Commission can be 

found via this website: Council Recommendation on Key Competences for Lifelong Learning. 
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Training Plan Checklist 

Topic Status Comments 

TRAINING PLAN FOR 
IN COMPANY 
TRAINING 

✓  

Key training areas are 
prioritized 

  

Non-key training areas are 
mentioned 

  

Training development: 
- Inhouse   
- Externally 
- Or both 

  

Training provision: 
Trainers: 
- Internal experts  
- External experts 
- Or both 

  

Training delivery mode is 
defined 
- Online 
- In person 
- Hybrid 
- Other  

  

An adequate space is 
foreseen for training 

  

Relevant training materials 
are available 

  

Target group(s) is (are) 
defined 

  

Training duration is defined   

Timeline for the process is 
defined 

  

Feedback mechanisms are 
developed and available 

  

 

 

 

 

http://www.eurochambres.eu/


Toolkit 
 

 

Co-funded by the 

European Union 
www.eulep.eu 

Eurochambres aisbl 

Avenue des Arts 19 A/D 

1000 Brussels, Belgium 

www.eurochambres.eu  

Staff Skills Self-Assessment Survey Template 

Skill Description 

How do you evaluate your 
current competences level 
(1 very low; 2 low; 3 average; 
4 good; 5 very good) 

  1 2 3 4 5 

General skills 

Organisational 
skills 

The person manages their time efficiently, has 
a methodical approach to work and establishes 
priorities with sound judgement capacities 

     

Stress 
resistance 

The person is able to work under pressure and 
with tight deadlines. 

     

Adaptability …      

Problem 
solving 

…      

Perseverance …      

Resilience …      

Teamwork …      

Delegation of 
tasks 

…      

Other… …      

General digital skills 

Use of MS Office tools      

Word       

Excel       

Outlook       

PowerPoint       

Teams       

Other…       

Specific digital skills  

…       

       

       

       

 

Guidelines: 

1) Determine the skills you want to assess, based on your company’s competences framework. 

Please group the skills in different categories, like in the above example, and use one line per 

skill identified.  

2) For each of the skills, describe how they translate into action in your company (based on 

your company’s values and activities). 

3) Share the survey with staff in the way that is most suitable for you (online, on paper…). 
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SWOT Analysis Template 
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SWOT Analysis 

Strengths: Internal factors. 

Skills related questions: What are the current 

workforce’s strengths for dealing with the new 

AI/VR technologies? Do they have knowledge 

about the technologies, do they have prior 

experience from other fields? Do they have an 

openminded approach and are ready for new 

tasks? 

Weaknesses: Internal factors. 

Skills related questions: What are the 

workforce’s weaknesses? Do they 

lack knowledge about the 

technologies? Is there resistance to 

change? Is there fear that they may 

lose their jobs? 

Opportunities: External factors. 

Skills related questions: What about 

recruiting new staff with the relevant skills? 

Is there adequate training available in the 

market that will allow to up/reskill the 

workforce? 

Threats: External factors. 

Skills related questions: Lack of readily 

available training for up/reskilling the 

workforce, or new working regulations. 
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Competencies Framework Template 

Competencies framework Proficiency level from 1 
(basic) to 5 (excellent) 

Core 
competencies 

   

   

   

Functional 
competencies 

   

   

   

Technical 
competencies 

   

  

   

Behavioural 
competencies 

   

   

   

Leadership 
competencies 

   

   

   

 

 

Workplace Profile Template 

Workplace Profile  

Technical Skills 
needed 

Importance 
(low, moderate, 
high, very high) 

Proficiency level from 
1 (basic) to 5 
(excellent) 

Current proficiency 
level from 1 to 5 
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