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Self-Assessment of Trainer Proficiencies
	
	Need to work on this
	Can do this
	Experience/Evidence

	Workshop Design
Design a workshop which meets the need of the participants, the students and the local organization

	· Complete an assessment of training needs of host organization
	
	
	

	· Set learning outcomes for the workshop based on needs assessments
	
	
	

	· Set up a workshop schedule which meets learning outcomes and adult learning needs
	
	
	

	· Establish an appropriate and comfortable learning environment (location, setup, temperature, lighting, etc.)
	
	
	

	· Compile a list of all necessary resources (equipment, handouts, books, displays) and ensure they are prepared
	
	
	

	· Evaluate the workshop (outcomes achieved?) and recommends change for future or follow-up instruction
	
	
	

	Knowledge
Demonstrate a thorough knowledge of the content area

	· Utilize the principles of adult learning.
	
	
	

	· Present information in a confident manner without over reliance on notes
	
	
	

	· Answer participants’ questions
	
	
	

	· Build on and extend participants’ ideas
	
	
	

	· Use anecdotes from own tutoring experience appropriately
	
	
	

	· Can explain the purpose of each learning activity in relation to the content objectives
	
	
	

	· Present information clearly and logically
	
	
	

	· Flexible – able to adjust content or timing based on participant’s needs and feedback
	
	
	

	Presentation Skills
Demonstrate professional presentation skills

	· Use appropriate body language and voice modulation
	
	
	

	· Choose appropriate vocabulary for the audience (i.e. no acronyms)
	
	
	

	· Maintain eye contact with all group members
	
	
	

	· Choose a variety of learning activities utilizing different learning styles and a lot of group involvement
	
	
	


	■
Integrate media and technology effectively into workshop
	
	
	

	■
Give clear instructions
	
	
	

	■
Paraphrase or repeat important content
	
	
	

	■
Provide opportunities for application and reinforcement of previously learned skills.
	
	
	

	Build Rapport
Demonstrate good rapport with the participants

	■
Create a friendly, easy-going learning environment
	
	
	

	■
Use warm-up activities related to content
	
	
	

	■
Consistently demonstrate sensitivity to, respect for and patience to underlying
feelings
	
	
	

	■
Listen to what participants are saying and respond to the words and underlying
feelings
	
	
	

	■
Use appropriate closed, open and follow-up questions
	
	
	

	■
Give participants sufficient time to think before responding to questions
	
	
	

	■
Provide positive reinforcement to the participants
	
	
	

	■
Build opportunities for group interaction
	
	
	

	■
Intervene when problem behavior occurs
	
	
	

	■
Recognize when participants need a break, change in pace or change of activity
	
	
	

	■
Attend to the needs of diverse participants
	
	
	

	Teamwork
Work co-operatively with other members of the workshop team

	■
Provide help and support as other members present their segments (modules)
	
	
	

	■
Provide constructive criticism to other presenters
	
	
	

	■
Consistently assume an appropriate share of responsibility for the workshop
	
	
	

	■
Be conscious of time assigned for presentation and monitor own time
	
	
	

	Perfecting
Demonstrate self-awareness and desire to continue to improve

	■
Evaluate own performance
	
	
	

	■
Know when to ask for help
	
	
	

	■
Seek opportunities for professional development
	
	
	

	■
Welcome comments and suggestions from others
	
	
	





