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Employee knowledge self assessment facilitating transfer

	Name:
	Title:

	Department:
	Supervisor:

	1.
List below any memberships or offices you hold in industry groups, associations or peer groups:

                                                                          

	Group
	Role
	Frequency of Meeting

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2.
List below any emergency response or safety-related positions you hold:



	3.
List below all meetings that you regularly attend.  Indicate the frequency of these meetings and the approximate time that each meeting takes.  Explain your role in the meeting.  Describe any preparation and follow-up for which you are responsible.



	Meeting Name
	Frequency
	Duration
	Role

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	4.
List and describe below any special roles you fill, such as mentoring, seasonal assignments or any support you provide to other work units.




	5.
What skills and knowledge do you possess that may be considered unique and that may be difficult to replace?  Who could fill-in for the short-term?  Long-term?



	6.
Where are critical records (including electronic files and databases) located? 



	7.
What major open actions/assignments do you have assigned to you?  (Examples would be work‑unit specific.)



	8.
Describe functional titles (formal or informal) or on-going team project you hold and how much of your time is devoted to these activities.  (Examples: Training Coordinator, Budget Coordinator, Team Lead or Project Manager.) 



	9. What direct interaction do you have with other departments that will need to be done by someone else in the future?



	10.
What approval authorities do you have that must be transferred to another (e.g., contract approval, peer checker, timesheet approval)?  Who can serve in each role short-term?  Long-term?



	11.
What certifications or qualifications do you possess that are derived from external or internal training or processes?  (Examples: PE, PHR, CPA or CCP)



	12.
What other information needs to be captured or transferred? 




Adapted from Tennessee Valley Authority's Knowledge Retention Program.
www.performanceSolutions.nc.gov/developmentInitiatives/KnowledgeTransfer/Step2-OptionstoRetainKnowledge/EmployeeSelfAssessment.doc
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