COMPETENCES

In the following table, write down all your activities in a timeline along with a confirmation notification, e.g. school certificates, work-related assessments, certificates of completion of various trainings, documents on state examinations, etc.
This will give you a first picture of your professional competences.

PROFESSIONAL COMPETENCES

	Time/Year
	Activities/School
	Confirmations/Certificates
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PERSONALITY COMPETENCES
	Flexibility
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	1.  to adapt to a new situations
	
	
	

	2. to be able to think over
	
	
	

	3. to arrange different matters at the same time
	
	
	

	4. be opened to new and unconventional ideas
	
	
	

	5. to proceed from one task to other one
	
	
	

	Total items:
	
	
	



	Creativity
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	6. to find the solution of problems
	
	
	

	7. to try also new options
	
	
	

	8. to be able to improvise
	
	
	

	9. to have ideas full of fantasy
	
	
	

	10. to show and to have courage for unusual
	
	
	

	11. with the few to reach a lot 
	
	
	

	Total items:
	
	
	



	Independence
	It seems to me rather harder
	It seems to me rather easier
	I do not know

	12. to receive own decisions
	
	
	

	13. to create own opinion and defend it
	
	
	

	14. to take responsibility for  own actions
	
	
	

	15. to plan and realise the work without outside assistance
	
	
	

	16. if necessary, to ask on adequate assistance
	
	
	

	17. to be able to enforce ourselves
	
	
	

	18. to be able to understand easy understandable things (to recognise connections)
	
	
	

	Total items:
	
	
	



	Sum total
	
	
	



METHODICAL COMPETENCES
	Learning and Work Techniques 
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	1. to work progressively
	
	
	

	2. to know where and how can be obtained the information
	
	
	

	3. to be able to concentrate well
	
	
	

	4. to show endurance
	
	
	

	5. to educate continually
	
	
	

	6. to be able to divide own strengths 
	
	
	

	Total items:
	
	
	



	Organisation of the Work
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	7. to recognise the nature of the matter
	
	
	

	8. to form and control the work plan
	
	
	

	9. to meaningfully delegate the individual tasks 
	
	
	

	10. to predict and estimate consequences
	
	
	

	11. the work plan optimally modify and arrange
	
	
	

	12. to select purposeful utilities
	
	
	

	Total items:
	
	
	



	Presentation Techniques
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	13. complex contents well arrange
	
	
	

	14. to describe metaphorically
	
	
	

	15. to utilise rhetorical rules
	
	
	

	16. to talk freely in front of the group
	
	
	

	17. to use appropriately mimicry and gestures  
	
	
	

	18. to mediate reasonably the content to the audience 
	
	
	

	Total items:
	
	
	



	Sum total
	
	
	




SOCIAL COMPETENCES
	Ability to Work in a Team
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	1. to be tolerant
	
	
	

	2. to be able to hear
	
	
	

	3. to accept decisions taken
	
	
	

	4. to discuss common solutions in the collective  
	
	
	

	5. to admit weaknesses or mistakes
	
	
	

	6. to stay in the group in the background
	
	
	

	Total items:
	
	
	



	Ability to Solve the Conflicts
	It seems to me rather harder
	It seems to me rather easier 
	I do not know


	7. to be able to say no
	
	
	

	8. to accept opinions of others 
	
	
	

	9. to respond appropriately to criticism
	
	
	

	10. to recognise the tension
	
	
	

	11. to interrupt unwanted contacts 
	
	
	

	12. to defend own opinion
	
	
	

	Total items:
	
	
	



	Ability to Communicate
	It seems to me rather harder
	It seems to me rather easier
	I do not know


	13. to be able to express comprehensibly
	
	
	

	14. not to draw a quick conclusions and assessments
	
	
	

	15. to accept the compliments
	
	
	

	16. to express emotions in the right time 
	
	
	

	17. to ask the question if something is not clear
	
	
	

	18. to be able to hear 
	
	
	

	Total items:
	
	
	



	Sum total
	
	
	





Now calculate the number of individual crosslines of your social, personality and methodical competencies. Now write these values into the below mentioned "key scale". Your strengths are redefining competencies rated by the scale, "it seems to me rather easier". These values are applied by the participant on the key scales. The participant presents in which competencies are his/her strengths and where he/she sees the reserves, which could be further improved and what he/she can do for it.

	Personality competences
	Hard
	Easy
	I do not know

	Sum
	
	
	



	Methodical competences
	Hard
	Easy
	I do not know

	Sum
	
	
	



	Social competences
	Hard
	Easy
	I do not know

	Sum
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