

Conducting a skills audit

Purpose

This document act as a basis to conduct:

1. Individual Learning Needs Analysis; and

2. Identification of Occupational Learning Needs. 

A farmer should regularly review the performance of those individuals for whom he/she has responsibility.  Individual learning needs analysis should be done frequently and not just on an annual basis. 

It is recommended that farmers contract the services of providers to conduct and analyse the skills audit. 

The provider will evaluate the outcomes and draw conclusion on each skills audit to map a learning programme that is best suited for individuals.

	Date of skills audit:
	

	Provider:
	

	Name of farm worker:
	

	Gender:
	

	ID number:
	

	Supervisor:
	

	Organisation:
	

	Current position of farm worker:
	

	Previous learning interventions:
	

	
	

	
	

	Formal qualifications:
	

	Short description of previous work experience:
	

	
	

	
	

	
	


	Criteria

	Yes
	No

	Individual Learning Needs Analysis

	Does the person have the qualifications necessary for their current job?
	
	

	Does the person have the specific technical skills required for this job?
	
	

	Does the person have the specific knowledge required for the job?
	
	

	Does the person have at least ABET 4 competencies?
	
	

	Does the person have the ability to successfully achieve work objectives?
	
	

	Does the person have the right attitude?
	
	

	Is the person lacking specific areas of experience which need to be addressed?
	
	

	Can the person work flexible?
	
	

	Does the person have the interpersonal skills to work effectively as a team member?
	
	

	Does the person demonstrate suitable maturity for the job?
	
	


The identification of occupational learning needs may be conducted to address specific cross-section of workers within a farm such as; planting, harvesting; soil preparation; pest and disease management; farm management; natural resources management; agricultural inputs of stock; food safety; irrigation; maintenance of equipment.\
This enables resources to be focussed more directly on those who have a specific need.

	1. What current activities require specific training?

	

	

	

	

	2. What future farm / enterprise developments will require specific training?

	

	

	

	

	3. Is a job analysis carried out to identify the skills and knowledge required for tasks in a particular job?

	

	

	

	

	

	4. How are the skills of farm workers evaluated and compared to the requirements of the enterprise?

	

	

	

	

	5. How often is worker appraisals carried out and how often is there a follow up?

	

	

	

	

	


	6. Do workers have personal development plans which are designed to enhance their skills?

	

	

	

	7. Is a ‘licence to practice’ required for the job area?  E.g. pest control; food safety.

	

	

	

	8. Do you regularly read professional / trade journals – what are the current issues of concern and which need addressing through learning strategies?

	

	

	


Recommendations:
The provider will evaluate findings from the above questionnaire and formulate the individual learning plan below.
	Individual learning map
	List specifics

	Technical relating to job
	

	
	

	
	

	Knowledge relating to job
	

	
	

	
	

	Technology relating to job
	

	
	

	
	

	Life skills
	Time management / prioritizing
(

	
	Team work



(

	
	Communication


(

	
	Self motivation / organisation

(

	ABET
	Level 1




(

	
	Level 2




(

	
	Level 3




(

	
	Level 4




(

	Skills programme
	E.g. Plant production level 1



See document on different learning paths for recommendation



	Learnership / Qualification
	National Certificate: Plant Production 

Level 1

See document on different learning paths for recommendation



Identification of personal learning needs questionnaire
Farm workers are required to conduct a personal learning needs questionnaire for their own development.  Supervisors and providers should guide workers in the completion of this questionnaire.  Workers are encourage to complete this form by themselves if they wish to do so.
The person most responsible for your learning is you.  You cannot expect your organisation to have the same insight into your needs which you possess.  Make use of this opportunity to shape your career – it has proven that those who plot their careers tend to be more successful than those who cross their fingers and hope for the best.  There are now few jobs for life and people regularly change not only their jobs but also their careers during their working life.  For these reasons, you should regularly conduct a personal skills audit along the lines of questions below to ensure that you are heading in a direction that you wish to follow:

	1. What are your strengths and weaknesses?

	

	

	

	

	2. How do you plan to address these weaknesses?

	

	

	

	

	3. What changes are happening in the farming sector?

	

	

	

	

	

	4. How do you propose to keep up to date and maintain your professional standards?

	

	

	

	

	5. What training have you had during the past year?

	

	

	

	6. Do you have any choice in choosing the training courses you think you need?

	

	

	

	7. Are your skills being used effectively at your workplace?

	

	

	


	8. Do you discuss your training needs with your supervisor?

	

	

	

	9. Do you have a career development plan?

	

	

	

	10. Do you have a personal development plan?

	

	

	

	11. Do you have the transferable knowledge and skills to enable you to find another job at a different farm / enterprise?


