[image: A logo with a black background

Description automatically generated]
Skills and Experience Inventory Worksheet 
 
Understanding what you already have is important to starting a business. This worksheet will help you identify the skills, knowledge, experience, tools, resources, and support you already bring to a business, and determine what else you might need for your journey.  
Many people underestimate what they already have, so this worksheet is designed to make it visible.  
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[bookmark: _Toc223597709]Part 1: Your Skills and Experience 
[bookmark: _Toc223597710]Practical and Technical Skills 
List the skills you already use in work, community, family or everyday life. 
Examples include trade, professional or IT, creative, administrative, organisational, communication, or negotiation skills.  

	Name of the skill 
	Where did you learn the skill? 
	How confident are you in using this skill?  
(Low, Medium, High) 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 
[bookmark: _Toc223597711]Transferable Life Skills 
Business skills are not always learned in the workplace or in classrooms.  
Think about the skills you developed through other roles, like caring, community leadership, cultural knowledge, problem-solving, resilience, managing conflict, or organising people and events.  
	Name of the skill 
	How did you learn the skill? 
	How could this skill help in business? 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



[bookmark: _Toc223597712]Part 2: Knowledge and Know How 
This section examines the recognition of everyday knowledge and experience that can support a business. 
Many people already have far more capability than they realise; it just hasn’t been labelled as “business skills” before. 
Take your time and tick anything that applies to you. 
[bookmark: _Toc223597713]Everyday skills and practical capabilities 
I can: 
	​​☐​ 
	Use a computer or a laptop 

	​​☐​ 
	Use a smartphone confidently 

	​​☐​ 
	Send, receive and respond to emails 

	​​☐​ 
	Use the internet to search for information 

	​​☐​ 
	Shop online 

	​​☐​ 
	Use banking apps, or make online payments 

	​​☐​ 
	Schedule appointments in online booking or by phone (Medical appointments, meetings, events) 

	​​☐​ 
	Drive a vehicle (Bike, Car, Truck or Machinery) 


[bookmark: _Toc223597714]Communication and People Skills 
I can: 
	​​☐​ 
	Introduce myself to people I haven’t met before 

	​​☐​ 
	Answer phone calls from people I don’t know 

	​​☐​ 
	Take messages for people and pass them on 

	​​☐​ 
	Explain information clearly 

	​​☐​ 
	Listen to others and respond 

	​​☐​ 
	Handle complaints or difficult conversations 

	​​☐​ 
	Work with people from different backgrounds 

	​​☐​ 
	Provide good customer service 

	​​☐​ 
	Speak to a group of people confidently 

	​​☐​ 
	Advocate for myself or others 


[bookmark: _Toc223597715]Work or Job Experiences 
In jobs I’ve had before, I: 
	​​☐​ 
	Learnt a new skill 

	​​☐​ 
	Followed workplace procedures and policies 

	​​☐​ 
	Understood workplace expectations 

	​​☐​ 
	Met deadlines or targets 

	​​☐​ 
	Worked with others as part of a team 

	​​☐​ 
	Worked independently without close supervision 

	​​☐​ 
	Trained, supported or helped others 

	​​☐​ 
	Handled money, payments or cash 

	​​☐​ 
	Used workplace systems or software 

	​​☐​ 
	Dealt with customers or clients  

	​​☐​ 
	Communicated with suppliers or external companies 



Are there any other skills or knowledge you gained from past employment? 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
[bookmark: _Toc223597716]Administrative, business and compliance awareness 
Any experience in these areas still counts, 
I have: 
	​​☐​ 
	Completed a form accurately 

	​​☐​ 
	Organised paperwork or records 

	​​☐​ 
	Read a contract or agreement 

	​​☐​ 
	Asked questions before signing a document 

	​​☐​ 
	Handled something confidential and protected its privacy 

	​​☐​ 
	Exceeded an expectation 

	​​☐​ 
	Obeyed workplace boundaries 

	​​☐​ 
	Followed a safety or compliance requirement 


[bookmark: _Toc223597717]Creative, Cultural and personal strengths 
These creative, cultural, and personal skills strengthen businesses and enhance their sustainability. I enjoy: 
	​​☐​ 
	Creative thinking and problem-solving  

	​​☐​ 
	Writing and storytelling 

	​​☐​ 
	Visual or artistic designing 

	​​☐​ 
	Teaching or sharing knowledge with others 


I can: 
	​​☐​ 
	Negotiate with people to receive fair outcomes  

	​​☐​ 
	Be resilient when something is challenging 

	​​☐​ 
	Remain calm under pressure 

	​​☐​ 
	Adapt to changes 



If you’ve ticked some of the above, you’ve already got skills and experience in your inventory. Are there any skills that you were surprised you had while you were ticking? 
Not all boxes will be ticked, and that’s okay. Review the boxes that were left unticked and select one that you’d like to develop or learn next. 
[bookmark: _Toc223597718]Part 3: Tools, Assets and Resources 
Now you know what skills you have, and the ones that can be developed, let’s look at what tools, assets, and resources you already have, and what ones you might want to think about getting before or during your business adventure.  
[bookmark: _Toc223597719]Physical Tools and Equipment 
List anything you already have, or have access to, that could support your business.  
Examples include Tools or machinery, vehicles, computers or phones, workspaces and other equipment.  
	Item 
	Do I own it, or have access to it? 
	Can I use it for my business? 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 



[bookmark: _Toc223597720]Digital and Administrative Resources 
Tick the resources you have, or have access to: 
	​​☐​ 
	Computer or Laptop 

	​​☐​ 
	Smartphone 

	​​☐​ 
	Internet Access 

	​​☐​ 
	An Email Address 

	​​☐​ 
	Document or spreadsheet software (Google docs, Word, etc.) 


 
[bookmark: _Toc223597721]Part 4: People and Support 
One of the biggest things that new business starters forget about is that they don’t have to do it alone to own their own business.  
[bookmark: _Toc223597722]Personal Support Network 
List people or groups that could support you in different ways on your journey. 
	Person or Group: 
	Type of Support (Advice, Encouragement, Practical Help) 

	 
	 

	 
	 

	 
	 






[bookmark: _Toc223597723]Professional or external support 
Tick any professional or external support that you have access to: 
	​​☐​ 
	An accountant or bookkeeper 

	​​☐​ 
	A Business Advisor or Mentor 

	​​☐​ 
	An Indigenous Business Organisation (Supply Nation, QIBN, IBA or Other) 

	​​☐​ 
	Training Provider  

	​​☐​ 
	Industry Network 


 
Below, write a wish list of the support you don’t have yet, but would like and come back and tick them off as you find them: 
	​​☐​ 
	 

	​​☐​ 
	 

	​​☐​ 
	 

	​​☐​ 
	 

	​​☐​ 
	 

	​​☐​ 
	 


 
You can visit QIBN Small Business Support Resources to help you find more support or information about the items on your list. 



[bookmark: _Toc223597724]Part 5: Building your Skills and Experience Inventory 
Now that you have identified the Skills you do have, let’s focus on planning, without pressure, the skills you’d like to acquire or improve: 
Skills I may need to learn or strengthen: 
	Skills or Knowledge I want to learn: 
	How Important is it that you learn this skill right now? (Low, medium or high) 

	 
	 

	 
	 

	 
	 


 
Once you have a list of skills you want to develop, you can access QIBN’s resources to find support, workshops, programs, courses and guidance to help you build your inventory.  
[bookmark: _Toc223597725]Part 6: Reflection and Next Steps 
You do not have to have everything figured out before you start a business. Most businesses are built by stacking skills over time. It’s rare for any business to begin with everything all at once.  
This worksheet was designed to help you recognise your business strengths and identify gaps by building your skills in a practical way.  
Before you go, think about the following questions. 

What unique strengths do I bring? 
______________________________________________________________________________________________________________________________________________________ 
What surprised me about the strengths I already have? 
______________________________________________________________________________________________________________________________________________________ 
What is the next step for me to build my skills and experience inventory? 
______________________________________________________________________________________________________________________________________________________ 
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