
SKILLS GAP ANALYSIS 
 

Skills Gap Analysis Rating System 
 

Current Proficiency Rating 

Objective: To assess the current level of skill or competency that the individual or team possesses. 
Scale: Use a 1-5 scale to rate proficiency. Here's an example: 
 

Rating Description 
1 Novice - No experience or understanding of the skill. 
2 Basic - Some understanding, can perform simple tasks but requires supervision. 

3 Intermediate - Competent in the skill, can perform tasks independently but may need 
occasional guidance. 

4 Advanced - Strong proficiency, can perform complex tasks and can mentor others. 
5 Expert - Full mastery of the skill, recognized as an authority, can teach and innovate in this area. 

 

Skill Gap Rating 

Objective: To determine how much development is needed to reach the desired proficiency level. 
Scale: Use a 1-5 scale to indicate the gap: 
 

Rating Description 
1 No gap - Current proficiency meets or exceeds required level. 
2 Minor gap - Small amount of development needed, minimal training required. 
3 Moderate gap - Moderate amount of development needed, some training or experience required. 
4 Significant gap - Significant development needed, considerable training required. 
5 Critical gap - Major development needed, extensive training and experience required. 

 

Example Application 

Skill: Advanced Excel (e.g., Pivot Tables, Macros) 
Desired Proficiency: Advanced (4) 
Current Proficiency: Intermediate (3) 
Skill Gap: Moderate gap (3) 
 

The current proficiency is rated as "Intermediate" (3), meaning the person can use Excel independently but may 
need some guidance on advanced features. 
The skill gap is rated as "Moderate" (3), indicating that with some focused training and practice, the person can 
reach the desired advanced level. 

Steps to Conduct the Analysis 

1. Identify Required Skills: Determine the skills needed for the role or project. 
2. Assess Current Proficiency: Use the proficiency scale to evaluate the current level of each skill. 
3. Determine Desired Proficiency: Set the required level of proficiency for each skill. 
4. Rate the Skill Gap: Subtract the current proficiency from the desired proficiency to rate the gap using the 

gap scale. 
5. Action Planning: Develop a plan to address the gaps, which may include training, mentorship, or other 

developmental activities. 
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Required Skill Current 
Proficiency Skill Gap Action Plan Timeline Success Measure 

TECHNICAL SKILLS 

Microsoft Office Suite (Word, Excel, 
PowerPoint, Outlook)      

Knowledge of Office Equipment (printers, 
copiers, scanners)      

Familiarity with digital communication 
tools (e.g. Teams, Zoom, Slack)      

Basic knowledge of database 
management (MS Access, SharePoint)      

Proficiency in project management 
software (e.g. Trello, Asana)      

Knowledge of cloud storage platforms 
e.g. Google Drive, Drop Box, OneDrive      

Typing speed and accuracy      

COMMUNICATION SKILLS 

Strong written communication e.g. 
emails, reports, internal memos      

Professional verbal communication e.g. 
phone, meetings      

Presentation and public speaking skills      

Active listening and feedback delivery      

Customer service communication 
(handling client inquiries)      

Conflict resolution communication      
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Required Skill Current 
Proficiency Skill Gap Action Plan Timeline Success Measure 

Professional email etiquette      

ORGANISATIONAL SKILLS 

Time management and prioritisation      

Calendar management and scheduling      

Filing and document management 
(physical and digital)      

Event planning and coordination      

Task delegation and tracking      

Record keeping and data entry      

Attention to detail and accuracy      

INTERPERSONAL SKILLS 

Relationship building with colleagues 
and clients      

Team collaboration and support      

Conflict resolution and mediation      

Networking within the organisation and 
industry      

Empathy and emotional intelligence      

Adaptability and flexibility in team 
dynamics      
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Required Skill Current 
Proficiency Skill Gap Action Plan Timeline Success Measure 

PROBLEM SOLVING AND CRITICAL THINKING 

`Analytical thinking and data 
interpretation      

Identifying and solving office issues 
proactively      

Process improvement and optimisation      

Decision making under pressure      

Research and resourcefulness      

Strategic planning and forecasting      

LEADERSHIP AND MANAGEMENT 

Leading and managing small teams or 
projects      

Mentoring and coaching junior staff      

Delegating tasks and overseeing project 
completion      

Conflict management and resolution 
within teams      

Motivating and engaging team members      

Decision-making and problem-solving as 
a leader      

Strategic thinking and planning for 
department goals      
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ADAPTABILITY AND INNOVATION 

Flexibility to adapt to new technologies 
and workflows      

Creative problem solving      

Process improvement and innovation      

Open mindedness and willingness to 
learn      

Ability to handle change and uncertainty      

Proactivity in adopting new tools and 
techniques      

CUSTOMER SERVICE 

Handling client and stakeholder inquiries 
professionally      

Managing client relationships with care      

Ensuring client satisfaction and service 
delivery      

Conflict resolution and de-escalation 
techniques with clients      

Customer relationship management 
(CRM) software proficiency      

Effective communication skills with 
clients (written and verbal)      

 


