	PRE-APPRAISAL COMPETENCY CHECK (SECRETARY)


	Name:


	

	Job Title
	

	Date of Appraisal
	


	Look at the skills or abilities identified in the chart below.  Score your own capability or knowledge using the following scale:

2. Well Below Requirement
4. Just Below Requirement
6. Just Above Requirement
8. Well Above Requirement

	
	Skill or Ability
	Your own score
	Appraiser’s score

	1
	Medical dictation for Dr’s
	
	

	2
	Recording of patient deaths
	
	

	3
	Providing administration support for campaigns (flu, HPV, MMR)
	
	

	4
	Coping medical notes & invoicing companies
	
	

	5
	Telephone skills
	
	

	6
	Using choose & book (making referrals, checking appointments etc)
	
	

	7
	Using practice computer system
	
	

	8
	Using email and internet (Windows)
	
	

	9
	Using practice notes
	
	

	10
	Scanning documents into patient records
	
	

	11
	Interpersonal skills with public
	
	

	12
	Team working with colleagues
	
	

	13
	Communication skills (verbal and written)
	
	

	14
	Dealing with difficult people
	
	

	15
	Time management
	
	

	16
	Flexibility and adaptability
	
	

	17
	Understanding and adhering to confidentiality
	
	

	18
	Punctuality
	
	

	19
	Basic Health & Safety awareness
	
	

	20
	Basic CPR skills
	
	

	21
	Knowledge of practice policies and procedures
	
	

	Please use the last few spaces to record any skills or abilities that are not listed above, but you feel are relevant to your role.

	22
	
	
	

	23
	
	
	

	24
	
	
	


	Signed (Employee)


	Date



	Signed (Appraiser)
	Date




