EMOTIONAL INTELLIGENCE AUDIT –Competence based
NAME OF TEAM/DEPARTMENT:____________________________  TEAM LEADER/MANAGER:_______________________

INSTRUCTIONS

This questionnaire is designed to survey the Emotional Intelligence Competence of your team or department.  This answer sheet may be used to rate up to SEVEN individuals within the work group.  For larger groups you will need additional answer sheets.  It is easiest to complete all answer sheets at the same time, marking them in parallel.

The focus of the questionnaire and what Emotional Intelligence actually refers to will be self-evident.  You need only rate the behaviours you observe in the people that make up the work group.

In completing the questionnaire you should focus on the LEVEL of ability you observe in the people you are rating as defined by the five-point scale below.  The purpose of comparing individuals is to make completion of the form easier.  Remember, individuals you regard as highly effective in their roles overall will not necessarily be the best at everything, just as those that are less effective overall need not be the worst at everything and may rate highest on some aspects of the questionnaire.  Consider each item carefully and rate capability on that alone.

An example completed rating sheet appears below.

The scale to be used is:

POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

You should rate each individual on each question and enter a number rating for each.



An example of the completed rating sheet appears below.
The scale to be used is:

POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

You should rate each individual on each question and enter a number rating for each
	SELF AWARENESS
	Name #1

Barry Groves


	Name #2

Sheila Craig
	Name #3

Wendy Turner
	Name #4

Graham Brown
	Name #5

Mike Rutter
	Name #6

Sue Travis
	Name #7

Sam Yates

	Q1 Acts confidently within own area of expertise and experience


	5
	4
	4
	4
	3
	4
	3

	Q2 Takes decisions without the need for approval and support


	4
	4
	4
	3
	3
	3
	4

	Q3 Offers own opinion to further discussion


	4
	4
	4
	2
	4
	4
	2

	Q4 Knows own limitations


	3
	3
	4
	2
	3
	3
	3

	Q5 Realistic in promoting own strengths


	2
	4
	5
	3
	2
	3
	3

	Q6 Admits when feeling under pressure


	5
	5
	4
	3
	4
	5
	4

	Q7 Open about the emotional impact events may have had upon them


	4
	3
	3
	3
	1
	4
	3

	Q8 Alerts others when feelings may be impacting on judgement


	3
	4
	4
	2
	3
	1
	2

	Q9 Acknowledges when own behaviour may have been unreasonable


	5
	4
	3
	4
	5
	4
	3


POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

	SELF AWARENESS
	Name #1


	Name #2


	Name #3


	Name #4


	Name #5


	Name #6


	Name #7



	Q1 Acts confidently within own area of expertise and experience


	
	
	
	
	
	
	

	Q2 Takes decisions without the need for approval and support


	
	
	
	
	
	
	

	Q3 Offers own opinion to further discussion


	
	
	
	
	
	
	

	Q4 Knows own limitations


	
	
	
	
	
	
	

	Q5 Realistic in promoting own strengths


	
	
	
	
	
	
	

	Q6 Admits when feeling under pressure


	
	
	
	
	
	
	

	Q7 Open about the emotional impact events may have had upon them


	
	
	
	
	
	
	

	Q8 Alerts others when feelings may be impacting on judgement


	
	
	
	
	
	
	

	Q9 Acknowledges when own behaviour may have been unreasonable


	
	
	
	
	
	
	


POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

	SELF MANAGEMENT
	Name #1


	Name #2


	Name #3


	Name #4


	Name #5


	Name #6


	Name #7



	Q10  Rarely evidences emotional outbursts


	
	
	
	
	
	
	

	Q11  Maintains calm demeanour even when events are pressured or uncomfortable


	
	
	
	
	
	
	

	Q12  Actions match words


	
	
	
	
	
	
	

	Q13  Open about errors or mistakes made


	
	
	
	
	
	
	

	Q14  Takes commitments very seriously


	
	
	
	
	
	
	

	Q15  Maintains highest standards in work produced


	
	
	
	
	
	
	

	Q16  Adjusts rapidly when the situation changes


	
	
	
	
	
	
	

	Q17  Tackles obstacles rather than simply complain about them


	
	
	
	
	
	
	

	Q18  Tenacious in driving toward goals


	
	
	
	
	
	
	

	Q19  Works hard to achieve goals


	
	
	
	
	
	
	

	Q20  Gets started on tasks without waiting to be asked or told


	
	
	
	
	
	
	

	Q21  Takes advantage of work opportunities that emerge


	
	
	
	
	
	
	


POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

	SOCIAL AWARENESS
	Name #1


	Name #2


	Name #3


	Name #4


	Name #5


	Name #6


	Name #7



	Q22  Senses when others are feeling down or upset


	
	
	
	
	
	
	

	Q23  Addresses the needs and concerns of others


	
	
	
	
	
	
	

	Q24  Alerts others when the harmony within the group is diminishing or disrupted


	
	
	
	
	
	
	

	Q25  Takes account of others’ agendas and priorities when making proposals


	
	
	
	
	
	
	

	Q26  Sensitive to the political undertones in the organisation


	
	
	
	
	
	
	

	Q27  Works through informal networks to get things done


	
	
	
	
	
	
	

	Q28  Builds alliances with other areas


	
	
	
	
	
	
	

	Q29  Appreciates the pressures under which others are operating


	
	
	
	
	
	
	

	Q30  Anticipates customer needs


	
	
	
	
	
	
	

	Q31  Commits effort to finding out what customers want and checks this out with them


	
	
	
	
	
	
	

	Q32  Works hard to meet and occasionally surpass customer expectations


	
	
	
	
	
	
	


POOR =  1
COULD BE BETTER = 2
ACCEPTABLE / OK = 3
GOOD = 4
VERY GOOD = 5

	SOCIAL SKILLS
	Name #1


	Name #2


	Name #3


	Name #4


	Name #5


	Name #6


	Name #7



	Q33  Takes the lead when in a position to do so


	
	
	
	
	
	
	

	Q34  Inspires to achieve more on occasion


	
	
	
	
	
	
	

	Q35  Influences the thinking of others


	
	
	
	
	
	
	

	Q36  Presents proposals in a way that gets others to accept point of view
	
	
	
	
	
	
	

	Q37  Provides feedback to others to help them develop


	
	
	
	
	
	
	

	Q38  Supports others in learning and developing


	
	
	
	
	
	
	

	Q39  Communicates clearly


	
	
	
	
	
	
	

	Q40  Listens well


	
	
	
	
	
	
	

	Q41  Generates ideas that others find attractive


	
	
	
	
	
	
	

	Q42  Handles disagreements effectively


	
	
	
	
	
	
	

	Q43  Develops own network of contacts


	
	
	
	
	
	
	

	Q44  Builds relationships at a personal level


	
	
	
	
	
	
	

	Q45  Cooperates fully with others to achieve goals


	
	
	
	
	
	
	

	Q46  Puts others’ needs before own on occasion
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