Skill Development Log

	Client Name:  Alix Freeman

	Skill to be achieved:  Email management- reading, responding and forwarding emails to the right employee.

	Date
	What worked well today
	What didn’t work well
	What could be done differently
	Overall feedback
	Name

	







	
	
	
	
	

	








	
	
	 
	
	

	Request for resources/ equipment/staffing


	Select the support your client requires to achieve their goal and provide details of how it would assist your client.
☐Resources______________________________________________________________________________________________________________________________
☐Equipment______________________________________________________________________________________________________________________________
☐Staffing_________________________________________________________________________________________________________________________________



