ATSF Interactive Media Company CPD Skills Schema Template – High Level Skills Analysis

	General Business Management Issues:         Company Name ……………………………..



	Company Strategies
	Financial Obligations
	Legal Obligations
	Office Management / Logistics
	People/Personnel Management
	Sales/Marketing the company

	Forward planning
	
	
	VAT
	
	
	Company Returns
	
	
	Premises, heat. light, power, (toilets, kitchen etc.)
	
	
	Hiring/Firing
	
	
	Winning new business
	
	

	Understanding the market
	
	
	Payroll / PAYE/NI
	
	
	Terms of Business
	
	
	Stationary/consumables
	
	
	Employee Rights management – maternity leave, holiday, health and safety, minimum wage. 
	
	
	Establishing a presence in the sector
	
	

	Company analysis
	
	
	Company Returns
	
	
	Statutory and other Insurances (liability, indemnity, accident, fire theft, premises etc.)
	
	
	Phones, reception, 
	
	
	Training and development 
	
	
	
	
	

	Competitor analysis
	
	
	Company Ledger (the ‘books’)
	
	
	Data Protection
	
	
	
	
	
	
	
	
	
	
	

	Investment/Research
	
	
	Paying creditors, chasing debtors
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Other - define


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Interactive Media Business Management

	Project Procurement and Management

	Creative
	
	
	Technical
	
	
	Content / Production
	
	
	Client Management
	
	
	Legal
	
	
	Sub-contracts / freelancers  
	
	

	Defining projects
	
	
	Defining projects
	
	
	Defining content
	
	
	Initiating and defining projects
	
	
	Contracts / sub-contracts / Licenses
	
	
	
	
	

	graphics
	
	
	programming
	
	
	Structuring content
	
	
	Tenders/Pitches
	
	
	Accessibility
	
	
	
	
	

	Sound/video
	
	
	security
	
	
	Sourcing content
	
	
	
	
	
	Data Protection
	
	
	
	
	

	Picture sourcing
	
	
	testing
	
	
	Agreeing content
	
	
	Company working practices
	
	
	Rights /Intellectual Property
	
	
	
	
	

	Creative Content definition
	
	
	Backup/archiving
	
	
	Usability
	
	
	Educating the clients (Time, cost quality)
	
	
	
	
	
	
	
	

	Interface design / usability
	
	
	Virus protection
	
	
	Liaising with creative and technical about content
	
	
	
	
	
	
	
	
	
	
	

	Navigation
	
	
	Interface design
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Integration
	
	
	Navigation
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Change Management
	
	
	Integration
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mobile communications design
	
	
	Hybrid skills development (design/tech)
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	iTV design
	
	
	Usability
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Hybrid skills development (design/technical)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Software knowledge needed - specify
	
	
	Software knowledge needed - specify
	
	
	
	
	
	Software knowledge needed - specify
	
	
	Software knowledge needed - specify
	
	
	Software knowledge needed - specify
	
	

	Special area / need – specify the precise skills needed

	
	Specialist Technical Skills / needs for your particular company and its specialisms
	Specialist Creative and Content Skills / needs for your particular company and its specialisms
	Specialist Client Management Skills / needs for your particular company and its specialisms
	Specialist Legal Skills / needs for your particular company and its specialisms
	Specialist Freelance or sub-contract Skills / needs for your particular company and its specialisms

	web, 

advertising, 

iTV,

mobile, 

games, museums, libraries, publishing, marketing, e-commerce, e-learning, localisation 

Other - specify
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	search-engine optimisation, graphics, 

web design, 

instructional design,

web build, animation, databases, 

e-commerce, CRM, 

information architecture,

asset/content management 

usability, 

streaming, hosting, 

ISP, 

voice-over-IP, IPTV

Other - specify
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	General Interactive management skills common to all – need specialist interactive examples for each type but work from general principles

	
	Team Management
	
	
	Team Management
	
	
	Team Management
	
	
	Team Management
	
	
	
	
	

	
	Project Management
	
	
	Project Management
	
	
	Project Management
	
	
	Project Management
	
	
	
	
	

	
	Change Management
	
	
	Change Management
	
	
	Change Management
	
	
	Change Management
	
	
	
	
	

	
	Setting Roles and responsibilities
	
	
	Setting Roles and responsibilities
	
	
	Setting Roles and responsibilities
	
	
	Setting Roles and responsibilities
	
	
	
	
	

	
	Project Time. task and cost records
	
	
	Project Time. task and cost records
	
	
	Project Time. task and cost records
	
	
	Project Time. task and cost records
	
	
	
	
	

	
	Hybrid skills understanding and positioning (design/technical/client/management)
	
	
	Hybrid skills understanding and positioning (design/technical/client/management)
	
	
	Hybrid skills understanding and positioning (design/technical/client/management)
	
	
	Hybrid skills understanding and positioning (design/technical/client/management)
	
	
	
	
	

	
	Resourcing people for projects
	
	
	Resourcing people for projects
	
	
	Resourcing people for projects
	
	
	Resourcing people for projects
	
	
	
	
	

	
	Listening skills
	
	
	Listening skills
	
	
	Listening skills
	
	
	Listening skills
	
	
	
	
	

	
	Handling difficult people
	
	
	Handling difficult people
	
	
	Handling difficult people
	
	
	Handling difficult people
	
	
	
	
	

	
	Budgeting
	
	
	Budgeting
	
	
	Budgeting
	
	
	Budgeting
	
	
	
	
	

	
	Coaching
	
	
	Coaching
	
	
	Coaching
	
	
	Coaching
	
	
	
	
	

	
	Assertiveness
	
	
	Assertiveness
	
	
	Assertiveness
	
	
	Assertiveness
	
	
	
	
	

	
	Conflict resolution
	
	
	Conflict resolution
	
	
	Conflict resolution
	
	
	Conflict resolution
	
	
	
	
	

	
	Working in cross-functional teams
	
	
	Working in cross-functional teams
	
	
	Working in cross-functional teams
	
	
	Working in cross-functional teams
	
	
	
	
	

	
	Motivation
	
	
	Motivation
	
	
	Motivation
	
	
	Motivation
	
	
	
	
	

	
	Morale
	
	
	Morale
	
	
	Morale
	
	
	Morale
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note 1: The template does not cover all eventualities and you need to add/delete extra categories to suit your company – but it gives you a strong starting place.

Note 2: The yellow shaded section needs to be tailored by your heads of section or equivalent for each specialism that your company covers. They need to define which skill sets they need and the various levels within the sets. Once they have identified which of their people have which skills, they will be able to see the gaps and devise the development plans with each of their people. 
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