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Part 2: Skills Inventory: 

Soft Skills, personality traits or talents: What do you think are your top 
personal strengths/soft skills that are important for an entrepreneur to 
succeed? 

Definition: A combination of people skills, social skills, communication 
skills, character or personality traits, attitudes, career attributes, social 
intelligence and emotional intelligence  

Communication     Open minded  
Patience       Adaptable 
Resilience       Active Listening 
Team player      Work ethic 
Growth mindset     Emotional Intelligence 
Problem solving     Bias for Action 
Negotiation      Time Management 
Creativity       Empathy 
Respect for Others     Leadership 
Open mindedness     

 Other:  

 

Part 2: Organizational Skills:  What are your organizational strengths?  

Check the org chart on the flip side. 

 

What are the skills in which you don’t yet have any experience?  If your 
business won’t need these skills, cross them off. 

List the skills you need to acquire? (Or find someone else to take care of 

them?) 

Put a star against the 3 most important skills to learn 

1.      5. 

2.      6. 

3.      7. 

4.      8. 
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 CEO - You 

Sales Marketing 

Assistant 

Finance Facilities Admin HR 
Customer 

Service 

Advertising 

Competitive 
Analyst 

Marketing 
Strategy 

Copy 

Social 
Media 

Marketing 
Plans 

Branding 

Compliance 

Employee 

Relations 

Policies  

Benefits 

Morale 
building 

Personnel 

Research 

Lead Dev 

Contracts 

Sales  
Co-ord 

Quotes 

Acquisition 

Sales 
Director 

Retention 

Production 

CS policy 

Process 
Dev 

Doc 
Archive 

C Service 

Records 

Design 

Maintenance 

Equip 
Acquisition 

Facility 
Lease 

Budget 

Controller 

Purchasing 

Accounts 
Rec. 

Bookkeeper 

Payroll 

Accounts 
Payable 

Quality 
Control 

Material 

Parts 
Sourcing 

Testing 

Strategic 
Plan 

Product 
proposal 

How many 
roles do you 
take on? ______ 

___________
Financing 

Manufacturing Product 
Dev 

 

Mediation 


