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Advocate skills assessment policy.

1.0
Statement
BADSUF recognises that an effective advocate is essential if the charity is to be effective in achieving its objects. This policy sets out how BADSUF monitors skills strengths and weaknesses in order assist in recruiting an effective advocate.

2.0 The skills assessment test
BADSUF has a basic skills assessment test (attached below) which is used to identify candidates strengths and weaknesses. From the data gathered training or recruitment programmes can be put in place to fill in the skills gaps that might be highlighted. The test is therefore to be completed by all applicants the results to be returned and assessed by management.
3.0 When should the test be completed? 
Advocate candidates should complete the test when applying for a position with BADSUF and current advocates should complete the test annually 2 months prior to the AGM. (Usually the AGM is in July). 
4.0 How should the test be completed? 
The test is a simple tick test. On the left of the page is a topic or criterion that loosely describes a common advocacy responsibility. Simply place a tick in the column to the right of that description that you think best applies to you. There is also a small box for you to add any comments. 

5.0 What happens with the results?
Once all the tests are completed and returned to the office the manager can identify where skills strengths and shortfalls are and commission training or seek extra advocates to accommodate. On no account is the test used to devalue or undermine current employees’ (or applicants) skills, working methods or practices. 
A test that is completed as part of an application process is used to identify if a candidate can address any currently highlighted skills shortages. Candidates that can address the skills gaps are preferable in most cases but the management stress that this is only one part of the application and taken in isolation, and is not necessarily a bar or guarantee of appointment. 
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The BADSUF Advocate Skills Assessment Test.
Name:______________________________


Date:_______________
	Skills/knowledge/experience area
	V Good
	OK
	Not good
	Notes.

	Setting aims and objectives
	 
	 
	
	 

	Producing policies
	 
	 
	
	 

	Prioritising
	 
	 
	
	 

	Presentation skills
	 
	 
	
	 

	Monitoring progress
	 
	 
	
	 

	Reviewing work
	 
	 
	
	 

	Working as a team
	 
	 
	
	 

	Group work Skills
	 
	 
	
	 

	Hosting events
	 
	 
	
	 

	Taking minutes / note taking
	 
	 
	
	 

	Setting meeting agendas
	 
	 
	
	 

	Legal knowledge
	 
	 
	
	 

	Charity law experience
	 
	 
	
	 

	Company law experience
	 
	 
	
	 

	Equal opportunities
	 
	 
	
	 

	Health & safety
	 
	 
	
	 

	Conferencing skills
	
	
	
	

	Negotiating skills
	 
	 
	
	 

	Client handling
	 
	 
	
	 

	Marketing, PR, promotion
	 
	 
	
	 

	Public speaking
	 
	 
	
	 

	Liaising with the media
	 
	 
	
	 

	Drafting articles
	 
	 
	
	 

	Drafting documents
	 
	 
	
	 

	Lobbying and campaigning
	 
	 
	
	 

	Self-appraisal experience
	 
	 
	
	 

	Experience training others 
	 
	 
	
	 

	Delivering training courses
	 
	 
	
	 

	Preparing reports
	
	
	
	

	Self motivation
	 
	 
	
	 

	Timekeeping
	
	
	
	

	Case file management 
	
	
	
	

	General computer use
	
	
	
	

	Quality assurance experience
	 
	 
	
	 

	OTHER
	V Good
	OK
	Not good
	Notes.

	Counselling
	 
	 
	
	 

	Progress monitoring
	 
	 
	
	 

	Motivating others
	 
	 
	
	 

	Evaluating and sustaining projects
	 
	 
	
	 

	Maintaining partnerships with other agencies
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