Assessment of computer-user skills
Check your current level of skill as a computer user by choosing the most appropriate response for each statement.

	
	True
	Sometimes true
	False

	Basic computer knowledge

	I understand computer terms routinely used in my workplace
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I use a keyboard and mouse with confidence
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I can enter and find data on our computer system 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I can do simple word-processing tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Confidence with computer use appropriate to my role

	I am confident using a computer for my written work 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am confident using our client management database (if applicable) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am confident using a computer for work I do with financial and statistical data
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I can always get the help I need to solve problems using the computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am comfortable using online support
(e.g. www.microsoft.com or www.apple.com)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am confident phoning our Internet service provider (ISP) help desk to resolve problems with the connection
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Working safely

	I am satisfied that my workstation is safe and comfortable (refer to Tool: Work station health and safety check)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I refocus away from my screen every 10–15 minutes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I stand and stretch regularly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I do not experience injury or ill health working at my computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using computers with clients

	The computer does not interfere with my communication with a client
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I always explain why I am using the computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I always explain the organisation’s privacy and confidentiality policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I secure my computer from unauthorised access
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Clients know how to use the computer safely 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using email

	I schedule a regular time to deal with new emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I immediately delete unnecessary emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I prioritise urgent or important emails
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I archive important emails in named email folders 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I save and file important attachments in documents folders 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I regularly delete old emails and empty Deleted Items
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I will send an email only if it is more convenient than the telephone/face to face 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I always choose a clear and specific Subject
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I send an automatic reply to incoming messages when I am on holiday 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I never open attachments if I don’t know who sent them
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I ‘unsubscribe’ from newsgroups that are not helpful
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I filter junk mail or spam mail 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I can retrieve email that has been filtered by our organisation’s spam filter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I do not send attachments larger than 1MB without advising the recipient
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am familiar with sending emails to groups
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using the Internet

	I am able to make effective use of the Internet to undertake research 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am able to make effective use of the Internet for administrative tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am able to load information and make changes to our website
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using PowerPoint

	I always assess whether PowerPoint is the best way to get my point across
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I pitch the information in my presentation to the needs of my audience 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I keep information, ideas and time on each slide to a minimum
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I check my equipment is complete and working, well in advance of a presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I test the presentation in advance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have paper backup
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evaluations by participants at my presentations have been positive
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Identifying skill building opportunities

Check the appropriate boxes in response to the following statements.

I would value training in: 
	 FORMCHECKBOX 
 Computing for beginners
	

	 FORMCHECKBOX 
 Working safely with computers
	

	 FORMCHECKBOX 
 Working well with clients and computers
	


I would like to improve my skills in:

	 FORMCHECKBOX 
 Microsoft Word
	

	 FORMCHECKBOX 
 Microsoft Excel
	

	 FORMCHECKBOX 
 Microsoft PowerPoint
	

	 FORMCHECKBOX 
 Using Email
	

	 FORMCHECKBOX 
 Using the Internet
	

	 FORMCHECKBOX 
 Accounting software
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	 FORMCHECKBOX 
 Publishing software
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	 FORMCHECKBOX 
 Database software
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	 FORMCHECKBOX 
 Photo Software
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	 FORMCHECKBOX 
 Other software or technology
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Comments
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Availability / cost

Are there opportunities available for the training you have identified?
If so, list details and costs for each.
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