Business Skills and Needs Assessment of SMEsNOTE: (please remove this box before use)
This is an example questions, which are meant to be reviewed, reduced or extended according to project needs and possibilities. 
The questions serve for survey and self-assessment. It is helpful to combine them with observation. 



Name of business
Respondent name and position
Gender of respondent

Is the business legally registered?
Legal form, if any
Who owns the business?
When was the company founded (year)?

Number of employees [FTE]
Number of female employees [FTE]

Strategy
Do you have a vision or mission for the development of your business?
Is it written?
Do all employees know it, or is it available to them to read?
Do you have defined goals?
Do you regularly measure these goals (by numeric data)?
Do these goals have milestones?
Do you have a written business plan?
If not do you have any other strategic document (Business Model Canvas, Strategy, Action Plan)?
Do you have a risk analysis containing mitigation strategies?

How would you rate your skills in strategic planning? 
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 

Marketing
Who are your target customers?
What is the reason for them to be buying your products/services?
How do you collect the customers’ feedback?
What is your competitive advantage?
What do you do to increase the sales?
How and how often do you research the market?
How do you advertise/promote your products?
What you do to keep customers returning to you?
What sales channels are you using?
How do you decide on the prices?
Do you have written marketing strategy?
Do you set sales goals and evaluate them regularly?

How would you rate your (and your staff’s) marketing skills? 
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 

Management, HR (skip the questions which are not relevant, e.g. when there are no employees) 
How is your staff organized?
Do you have a written description of roles and responsibilities across your company?
Who takes decisions and how are they taken on everyday matters?
How do you search for new employees?
How do you measure the performance of your employees? 
How do you motivate them?
Do you provide training opportunities to your staff?
How do you measure the quality of your production/operations?
Do you regularly measure your costs and the profitability of your product and services?
Do you have described production procedures?

How would you rate your management skills? 
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 

How would you rate your HR management skills? 
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 


Finances
Do you have a bank account?
What taxes do you pay (if any)?
Does your business have any insurance?
Do you keep books and how? (e.g. software)
Who is responsible for accountancy? 	
(e.g. owner, manager, specialized employee, service provider)
Do you have any debts?
Do you prepare a yearly Income Statement?
Do you prepare a yearly Balance Sheet? 
Do you regularly check the cash flow?
Do you have any financial plan for next year?

How would you rate your (and your staff’s) accounting skills? 
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 

How would you rate your (and your staff’s) financial skills? 
6. No experience
7. Some basic experience
8. Moderate: handling it but occasional advice would help
9. Mostly confident 
10. Very Experienced 

Assets and logistics
Do you own any land? How big it is?
Do you own any properties (buildings, warehouses)? Describe
Do you own any transportation vehicles?
Do you have any machinery necessary for production?
Do you keep records of your equipment and stock?
How do you ensure maintenance and repairs of your property?
How often do you invest in your property and equipment?

How would you rate your (and your staff’s) skills in logistics and property management?
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced

Partnerships
Are you a member of a business chamber, trade association or similar organization?
[bookmark: _GoBack]If yes, is there mutual cooperation between members?
Do you have long term contracts with your suppliers? If not, why? 


Technical skills
(example for agriculture sector)
How do you manage your soil to keep it fertile?
What do you do to prevent or treat diseases, pests and weeds?
How do you prepare and respond to unfavorable weather conditions (droughts, storms, floods)?
How do you plan production and select the seeds?
How do you seed or plant your crops?
How do you water your fields?
How do you harvest your crops?
How do you store and transport your harvest?

How would you rate your (and your staff’s) technical (agricultural) skills?
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced


Other skills and needs
Please mark the relevance and level of your skills 
0. Not relevant
1. No experience
2. Some basic experience
3. Moderate: handling it but occasional advice would help
4. Mostly confident 
5. Very Experienced 


Basic IT skills		0	1	2	3	4	5 
Online marketing	0	1	2	3	4	5
Laws and taxes		0	1	2	3	4	5
HACCP			0	1	2	3	4	5
…			0	1	2	3	4	5
…			0	1	2	3	4	5


Corporate responsibility
Does your business in any way contribute to social wellbeing?
Have you participated or supported any social activities in the past two years?   
Is environmental responsibility considered when you make business decisions?

Innovations
How do you collect information about innovation in your sector?
Have you introduced any new products or services in the past two years?
Are there any new technologies or methods you have started to use in the past two years?



