Business Skills Self-Assessment

JOBS NOW

Business Skills

Yes, | have this
skill

| need to work
on this skill

| do not need
this skill. Why?

How others see
me

Using a computer
(database, word
processor, email,
Internet)

Using a business
telephone

Filing, sorting,
classifying
information

Balancing a
checkbook or
account

Setting up and
closing out a cash
register

Negotiating
agreements with
others
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