FACE STAFF TECHNOLOGY SKILLS SELF-ASSESSMENT
Name

___

1st Date

2nd Date

While it is an expectation that you integrate technology into your administrative functions and into
your instruction, it is not expected that you have mastered all of the skills below.
Please complete the following self-assessment, which will help in the design of your professional
development plan, customized to your own needs.

Basic Computer and Peripherals Operations

I can do
this

I need
training

I can teach this
to students

Explain hardware components such as the CPU, monitor,
keyboard, mouse, usb ports, and file storage
Install new programs
Open two windows side-by-side
Use the search feature to find a file
Delete files
Open and save files to the hard drive or removable
storage, such as CD or flash drive
Shut down a computer properly
Operate a printer
Operate a scanner
Operate an LCD projector
Operate a digital camera & upload photos to computer
Use a microphone to record voices on the computer
Adjust the font size on the screen
Adjust the volume
Take some steps to troubleshoot when computer glitches
arise
Explain and enforce the computer use rules
Discuss with students the relevancy of computer skills in
our work, school, community, and home lives

What version of Microsoft Word is installed on the computer you most often use outside work?

Word Processing

I can do
this

I need
training

I can teach this
to students

Use Microsoft Word
Create a new document and format it to fit your needs
Use Save and Save As for your needs
Use the menu bars on home tab to adjust text
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Use spell-check, dictionary, and thesaurus
Change the page orientation from portrait to landscape
Insert page numbers, headers and footers
Create a numbered or bulleted list
Create and format a table
Insert a text box
Insert pictures and clip art into a document
Find and use the readability feature
Create a lesson to give students practice using word
processing skills

Spreadsheet

I can do
this

I need
training

I can teach this
to students

I can do
this

I need
training

I can teach this
to students

Create a simple spreadsheet using Excel
Enter data into a spreadsheet
Manipulate columns
Insert formulas to perform mathematical calculations
Add and/or delete worksheets
Sort and filter information
Create a chart or graph from your data
Create a lesson to give students practice using
spreadsheets

Internet
Use multiple search engines
Narrow a search to find what you want
Locate a Web site given an address
Determine the reliability or legitimacy of a Web site
Use a browser to go back, forward, refresh, print and stop
Bookmark (save in favorites) a web address
Download and save graphics and documents
Take a screenshot
Use social networking tools with your class
Open, buffer, and save videos for classroom use
Choose educational Web sites for classroom use and to
extend lessons for students outside class
Create a lesson which requires students to do Internet
research
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Email

I can do
this

I need
training

I can teach this
to students

Create a free email account
Use Reply, Reply All, and Forward to meet your needs
Manage your email by moving messages between folders
Sort your email by date, sender, etc., to find messages
Send an attachment through email
Explain rules of netiquette

Other Programs

Competent

Limited Skill

I need
training

PowerPoint
Publisher
Adobe Photo Shop
Fickr
Pixlr
Movie Maker
PhotoStory 3
Skype

In addition to the above areas, I would like training in the following:
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