ADMINISTRATIVE SKILLS INVENTORY

Please indicate the number of years of experience, rank skill level on a scale of 1 to 10 (10 being Highest) and list the version(s).


	 Computer Applications
	Years of Experience
	Skill Level

1 to 10
	Version(s)

	Word Perfect
	
	
	

	Lotus
	
	
	

	Word
	
	
	

	Excel
	
	
	

	Power Point
	
	
	

	Access
	
	
	

	Publisher
	
	
	

	MS Project
	
	
	

	Outlook
	
	
	

	Lotus Notes
	
	
	

	ACT
	
	
	

	Pagemaker
	
	
	

	Visio
	
	
	

	Quark Express
	
	
	

	Adobe Acrobat
	
	
	

	Quickbooks
	
	
	

	Harvard Graphics
	
	
	


On a scale of 1 to 10 (10 being Highest) please rate yourself in the following areas:

	Area
	Skill Level

1 to 10
	Area
	Skill Level

1 to 10

	Math Aptitude
	
	Punctuality / Attendance
	

	Grammar


	
	Attitude
	

	Spelling


	
	Communication
	

	Creativity
	
	Writing Ability
	

	Writing Ability


	
	Organization Skills
	


	Words Per Minute:


	Typing:
	Shorthand:


