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[image: ]STEP 1: IDENTIFY
Use this worksheet to identify the skills you need to successfully complete your VISTA assignment.
What skills do you need to achieve your goal? What will build your capacity?
SKILL: an ability to do an activity or job well, especially because you have practiced it (Cambridge Dictionary)
DIRECTIONS: Read the broad categories below, and the more specific examples that follow on the next page. Then add the skills you need to achieve your goal. Tips and brainstorming help, by categories:
	Technical skills are often easiest to define and measure. Addressing them may solve immediate performance gaps. They rarely are adequate on their own for top performance. Consider:
	1. Professional development can boost personal growth traits or overcome their opposites. Will better time management or improved organization skills help you meet deadlines consistently?

	Specific subject matter/issue
Procedure
Equipment
	Job/industry jargon
Data analysis
Technology proficiency
	Flexibility
Diplomacy
Efficiency
	Inclusivity
Organization
Confidence

	1. Be as specific as you can with transferable skills. What group process are you facilitating? Live or virtual? Are you writing impact statements or grants? Coordinating a social media campaign or a gala?
	1. Critical at every level of the org chart, and the most likely culprits behind deeper team challenges, leadership skills are complex topics that nearly always dovetail with interpersonal success. Practice them when stakes are low and ask for candid feedback.

	Writing
Presenting
Facilitating
	Coordinating
Collaborating
Researching
	Talent management
Delegation
Building trust
	Decision making 
Using feedback effectively
Strategic planning


Bonus tip: Character traits or strengths like humility, honesty, creativity, kindness, and social intelligence transcend categories and are always good to build!
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Specific Examples:

1. Work/Technical Skills
Using Customer Relationship Management (CRM) systems for fundraising
Learning how COVID contact tracing works
Improving conversational language skills
Analyzing existing curricula from similar programs
Competencies/ Transferable Skills
Public speaking
Designing surveys
Planning social media campaigns
Using digital marketing for volunteer recruitment

Self-Management/ Personal Growth Skills
Navigating conflict
Being resilient during change
Understanding and incorporating anti-racism
Working with “difficult people” – until they’re not
Leadership Skills
Using behavioral interviewing for potential volunteer leaders
Designing a plan to serve a new community
Crafting effective partnership agreements
Building and sustaining relationships remotely

Sample Note: 
Interviewing skills and working with difficult people will also contribute to contact tracing program design.


Your Skills:

1. Work/Technical Skills






Competencies/ Transferable Skills






Self-Management/ Personal Growth Skills






Leadership Skills







NOTES:


[image: ]STEP 2: PRIORITIZE
Use this worksheet to narrow the list of skills from Step 1, prioritizing the top one or two skills you will develop first.
Which one or two skills are most essential to meet your most important goal? Why? 
Three-way tie? Keep the two with the best chance of success.
PRIORITIZE: to decide which of a group of things are the most important so that you can deal with them first (Cambridge Dictionary)
DIRECTIONS: Copy up to six skills from Step 1 into the left column of the worksheet on the next page. Use the scale below to rate the level of proficiency you currently have and the level of proficiency you need to successfully complete your VISTA assignment. Then add a short note on how each skill connects to the overall goal of your assignment. Finally, mark the one or two you’d like to develop first.
Rating Scale for level of proficiency
1: Basic awareness/knowledge; need help to perform most tasks or cannot (yet!)
2: Limited experience/knowledge; need significant support to perform critical tasks 
3: Intermediate practical application and capability; need help from time to time
4: Advanced/independent application; need assistance only with most challenging aspects
5: Expert/authority; sought after for help and training others
Example:
	
	Level of Proficiency
	

	Skill
	Current
	Needed
	Connection to Goal

	Using CRM/relational database
	4
	5
	Developing volunteer engagement system (forms, reports, communication templates) for new locations; train live in system

	Public speaking
	3
	4
	Educating diverse community groups on volunteer opportunities and program impact


Your Skills:
	
	Level of Proficiency
	

	Skill
	Current
	Needed
	Connection to Goal

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NOTES:


[image: ]STEP 3: PLAN
Use this worksheet to start planning specific ways to develop the one or two skills you prioritized in Step 2.
What are the most effective ways to build the target skills? 
PLAN: a set of decisions about how to do something in the future (Cambridge Dictionary)
A. 
1. On-the-Job Learning (70%)
Cross-training/Shadowing
Delegation
Communities of Practice
Case Studies
Stretch Assignments
Succession Planning
Coaching and Mentoring (20%)
1:1 Coaching
Formal Mentoring
Small Group Coaching
Temporary Promotion w/Coaching
Professional Networks

Classroom and Self-Study (10%)
Instructor-led Training
Courses/Webinars
Books, Journals, Podcasts
Conferences
Certifications
Research

Example:
	Skill: Public Speaking

	On-the-Job Learning (70%)
	Coaching/Mentoring (20%)
	Classroom/Self-Study (10%)

	1. Film myself presenting; watch; take notes; film again
	1. Add feedback questions to my presentation evaluations
	1. Join local Toastmasters ($65)

	2. Present jointly with a team member who excels; ask for feedback
	2. Ask VISTA Leader to tell me when I’m not speaking up effectively in team settings
	

	3. Ask VISTA Leader if I may present our project update at next sponsor staff meeting
	
	




Your Skills
	Skill 1: 

	On-the-Job Learning (70%)
	Coaching/Mentoring (20%)
	Classroom/Self-Study (10%)

	
	
	

	
	
	

	
	
	



	Skill 2: 

	On-the-Job Learning (70%)
	Coaching/Mentoring (20%)
	Classroom/Self-Study (10%)

	
	
	

	
	
	

	
	
	



NOTES:
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