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Soft Skills Scorecard





Instructions


Use this scorecard to assess your own performance in your team. Since no one else will see this, be honest with yourself. This exercise is only intended to help you pay attention to skills that are important in the workplace and that will contribute to your success. Circle the option (1-3) that is more accurate or none if you did not exercise a particular skill this time.
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Clusters�



Actions�
How often did you practice these actions today?�
�
�
�
Not much�
A little�
A lot�
�






Listening


�
Listen to and understand instructions.�
�
�
�
�
�
Listen to someone’s request, comment, or question before responding.�
�
�
�
�
�
Receive feedback in appropriate way.�
�
�
�
�
�
Listen to the needs and ideas of others with respect.�
�
�
�
�






Working in Teams�
Work with peers to establish goals, tasks, and processes.�
�
�
�
�
�
Value everyone’s input.�
�
�
�
�
�
Encourage cooperation between peers.�
�
�
�
�
�
Work collaboratively with others.�
�
�
�
�
�
Work with peers to resolve conflicts.�
�
�
�
�






Leading�
Influence others to accomplish quality.�
�
�
�
�
�
Motivate others through positive affirmations.�
�
�
�
�
�
Encourage collective agreements.�
�
�
�
�
�
Provide praise and recognition.�
�
�
�
�
�
Provide timely feedback to improve results.�
�
�
�
�



Adapting�
Express receptivity to input from peers.�
�
�
�
�
�
Quickly accommodate to changing conditions.�
�
�
�
�
�
Change production and inspection methods to improve quality.�
�
�
�
�









Speaking�
Ask adequate and timely questions.�
�
�
�
�
�
Makes clear and specific requests.�
�
�
�
�
�
Makes clear and specific promises or commitments.�
�
�
�
�
�
Communicate with a clear voice.�
�
�
�
�
�
Presents ideas calmly and clearly.�
�
�
�
�
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