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Skills Matrix Template · Expert version
A skills matrix template maps the skills your team needs against each person's proficiency, so you can see strengths, single points of failure and training needs at a
glance.

How to use this template
1. List the skills your team needs as column headers.
2. Add team members and rate each skill from 0 to 4.
3. Look at the team averages to find weak skills.
4. Flag skills only one person has: they are a risk.
5. Plan training or hiring and record it in a training plan.

Tips
• Agree what each rating means.
• Let people self-assess, then calibrate with managers.
• Use colour scales for a heatmap.
• Update the matrix twice a year.
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Skills matrix · 0 = none, 1 = learning, 2 = can do with help, 3 = independent, 4 = can teach others

Team member Role Scheduling Risk management Stakeholder mgmt Agile / Scrum Budgeting Data / reporting Average

Ana PM 4 3 4 2 3 2 3

Ben PM 3 2 3 4 2 3 2.83

Chen Analyst 2 2 2 3 1 4 2.33

Dana Coordinator 3 1 2 2 2 3 2.17

Team average 3 2 2.75 2.75 2 3


