	SEP - Soft Skills/Computer Knowledge Rating




Customer:      






Counselor:      
Company:      






CRP:      
Job Title:      







Date Completed:      
	SOFT SKILLS

	NEEDS IMPROVEMENT
	STILL LEARNING
	ACCEPTABLE
	CUSTOMER’S PERFORMANCE
(Please describe)

	Knowledge of Job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Quality of Work
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Quantity of Work
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     


	Initiative
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Supervision Required
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Interest in Job
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Judgment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Appearance/Hygiene
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Co-worker Relations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Acceptance of Constructive Criticism
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Responds Positively in Action to Suggestion/Criticism
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Works Hard:

      With Effort
      Consistently on Tasks
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 
 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

	     
     


	COMPUTER LITERACY

	NEEDS IMPROVEMENT
	STILL LEARNING
	ACCEPTABLE
	CUSTOMER’S PERFORMANCE

(Please describe)


	Start/Turn Off computers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Create Files and Folders
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Use Keyboard to type
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	Use the Function Key Combinations

   (Ctrl/Alt/ and F1 through F12)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     


	Use a Mouse/pointing device
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Use Logons/Passwords/Etc
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Cut & Paste Files using
     Ctrl A, Ctrl C, Ctrl X, Ctrl V     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Use Save and Backup Functions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Use Email, including attaching 

    Documents
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	 Print part or all of a document
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     

	Use Search Engines (Google)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Switch between several windows
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Use MicroSoft Word or similar
      Word Processors, including

      Spell check and Thesaurus
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	     

	Enter information/Set up Formulas

     Using Spreadsheet
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Enter information into a table

     Or Database
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Create a PowerPoint Presentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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