Competency Matrix Template
Introduction
A Competency Matrix is a tool that helps managers assess and track employee skills, identify skill gaps, and plan for professional development. This template allows businesses to evaluate team competencies and ensure that employees have the necessary skills for success.
How to Use This Template
1. List key competencies required for each role in the organization.
2. Rate employees on a scale (e.g., 1-5 or Beginner to Expert) for each competency.
3. Identify skill gaps and plan training or development initiatives.
4. Use the matrix to support performance reviews and career development discussions.
Competency Rating Scale
The following scale can be used to rate employees on each competency:
1 - Beginner: Limited knowledge; requires training and supervision.
2 - Basic: Understands concepts but needs improvement to work independently.
3 - Proficient: Can perform tasks independently with minimal supervision.
4 - Advanced: Strong understanding; can coach others in this area.
5 - Expert: Mastery level; able to develop strategies and innovate in this area.

Competency Matrix
Use the table below to assess employees' competencies.
	Employee Name
	Job Role
	Competency 1
	Competency 2
	Competency 3
	Overall Score

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Action Plan for Skill Development
1. Identify competencies that need improvement.
2. Assign relevant training, mentoring, or job shadowing opportunities.
3. Set goals for employees to improve competency levels within a defined timeframe.
4. Reassess competency levels at regular intervals to track progress.

Example Competency Matrix
Below is an example of how a Competency Matrix can be used to assess employees' skill levels in different areas.
	Employee Name
	Job Role
	Project Management
	Communication
	Writing
	Overall Score

	John Doe
	Project Manager
	4 - Advanced
	5 - Expert
	3 - Proficient
	4.0

	Jane Smith
	Software Engineer
	3 - Proficient
	4 - Advanced
	5 - Expert
	4.0

	Alice Johnson
	HR Manager
	2 - Basic
	5 - Expert
	3 - Proficient
	3.3

	Mark Lee
	Sales Lead
	4 - Advanced
	5 - Expert
	3 - Proficient
	4.0




Disclaimer
This document is provided for informational and educational purposes only and should not be considered legal, financial, or professional advice. Bek Martin LLC makes no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, suitability, or applicability of this document to any specific business, organization, or situation.

By using this document, you acknowledge that Bek Martin LLC, its owners, affiliates, and representatives shall not be liable for any direct, indirect, incidental, consequential, or punitive damages arising from the use or misuse of this material. Users are responsible for ensuring compliance with all applicable federal, state, and local laws, including but not limited to employment and labor regulations.

For legal or HR compliance advice specific to your business, please consult a licensed attorney or professional advisor.

