
 

 

Rules for a Skill Development Plan 
Think about the knowledge or tools needed for the job 
and what you do with the knowledge or tool. Then, 
review the list of 60 verbs below that help you describe 
the skill. Avoid the “bad” ones.  When writing the skill: 

1.  Start with a verb. 
2. Provide the apprentice clear direction and role clarity. 

You can say “go do it.” 
3. Break it into chunks so each skill can be explained in 

about an hour. 

60 Good Verbs and 6 Bad Ones

Documentation  

• Approve • Document • Edit  

• Publish •Read • Review  

• Update • Write 

Data/Systems 

• Analyze • Backup • Build  

• Collect • Design • Develop 

• Execute • Release • Research 

• Restore • Select • Setup  

• Sort • Test 

Procedures/ Regulations/ Reports 

• Assign • Certify • Define • Fill out  

• Obtain • Order • Request   

• Solicit • Submit 

Meetings/ Presentation 

• Attend • Demonstrate  

• Lead • Present 

Problems/ Decisions 

• Approve • Choose (from a list) 

• Determine • Identify   

• Negotiate • Troubleshoot 

Tools/ Equipment 

• Adjust • Assemble • Attach  

• Change • Drill • Inspect • Maintain 

• Measure • Move • Operate  

• Repair • Replace • Rivet 

Interpersonal 

• Build a relationship with… 

• Evangelize our work to… 

• Interview candidates for… 

• Provide feedback to… 

• Recruit participants for… 

• Represent our organization to… 

 

Never use: 

• Be familiar with  

• Describe • Know • Learn  

• Understand • Use 

 

20 Questions to Test Knowledge Transfer  

Here is a list of “test” questions. Choose three to five of them to measure knowledge transfer. When apprentices can 
answer the questions, they show a depth of knowledge that proves they are ready to demonstrate the skill.

1. The most common vocabulary words, acronyms, 
and terms 

2. The steps in the process and why each is important  

3. The top 3 things that often go wrong when 
someone is learning this skill 

4. The relationship between x and y   

5. How to troubleshoot the 3 most common problems  

6. The potential cost of making a mistake while 
executing this task/skill 

7. Who is/should be involved/affected/consulted and 
why 

8. How to identify and define a “problem” vs. a “crisis” 
in this area  

9. How to escalate a problem or crisis in this area to 
get additional help 

10. The 3 best practices for this topic  

11. How to find resources (documents, experts, 
samples, websites, etc.)  

12. How to choose between x and y 

13. How to recognize “quality” work 

14. What standards exist and how rigorously they are 
applied  

15. How the skill relates to the overall job  

16. The 3 greatest potential safety hazards on this job  

17. How to uncover opportunities for innovation in this 
skill or task 

18. What to look for, listen for, feel or smell 

19. The relevant historical issues to consider  

20. The characteristics of a normal state and the most 
common characteristics of abnormal state  




