
  
Boosting   Your   Professional   Communication   Skills   Worksheet   

Use   this   worksheet   as   a   strengths-based   tool   for   reflecting   upon   your   professional   
communication   skills   and   documenting   an   action   plan   for   improvement.     
Part   1:   Place   an   “X”   in   the   column(s)   where   applicable   based   upon   the   questions   below.     
1.   What   skills   have   you   already   acquired   and   feel   confident   doing?   In   the   first   column,   mark   
each   skill   in   which   you   feel   competent.     
2.   What   skills   do   you   enjoy,   even   if   you   are   not   proficient   at   them?   In   the   second   column,   mark   
those   skills   that   you   really   enjoy.   
3.   What   skills   would   you   like   to   learn,   acquire   or   develop   further?     
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  I   feel   confident   
doing   

I   enjoy   doing   Want   to   develop   
further   

Presenting   or   demonstrating   information   to   others         

Speaking   in   public         

Facilitating   a   group   meeting         

Reading   and   following   directions           

Filling   out   forms         

Writing   reports   and   memos   professionally         

Writing   letters   and   emails   professionally         

Comfortably   speaking   to   others   you   do   not   know           

Reading   and   understanding   policies   and   memos         

Explaining   things   to   other   people         

Debating   an   issue         

Knowing   when   to   ask   for   help   or   more   explanation          

Asking   for   clarification           

Listening   to   others         

Counsel   or   advise   others         

Advocating   for   myself         

Taking   notes   while   someone   speaks         



  
Part   2:   Develop   an   Action   Plan     
First,   identify   a   skill   that   you   want   to   target   for   improvement.   ______________________   

  
Next,   create   an   action   plan   with   3-4   action   steps   for   strengthening   one   interpersonal   skill   
over   the   next   6   months .   As   with   any   action   plan,   work   to   ensure   that   the   goals   you   set   
are   SMART   (specific,   measurable,   attainable,   relevant,   and   time-bound).     
  

Action   Plan     
To   add   rows   to   the   table,   position   your   cursor   in   the   table   and   right-click;   select   “insert   row”   
below   or   above   your   location.   
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Action   Steps  Deadline   Resources   Challenges   Support   Result   &   
Reflection   

What   needs   
to   be   done?   
What   action   
will   you   take?   

By   when?   What   will   it   
take?   

What   are   
known   or   
potential   
obstacles?   

Who   can   
provide   
support   for   
this   step,   and   
what   help   
can   they   
provide?     
  

What   was   
accomplished   
in   this   step?   
Are   there   any   
adjustments   
that   need   to   
be   made   for   
future   action   
steps?   

            

            

            

            


