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e-Learning Competencies Inventory
	
	Competency/Task
	Sub-Task
	Description / Required Skills

	Project Management
	Project Management
	Stakeholder Communications
	Communications & Negotiation Skills

	
	
	Review Cycle Coordination
	Peer, SME, Legal, Management, Editorial

	
	
	Send Draft Materials for Review
	Training Plans, Print Materials, Storyboards, Scripts

	
	
	Communicate with Target Groups and Sites
	Writing & Spoken Communication, etc.

	
	
	Workflow Management
	Planning and HR Mgt. 

	
	
	Vendor Project Management
	Negotiation, Communications, Relationship Building

	
	
	Video Script Review Cycle Coordination
	Coordination with SME, Legal, Customer, etc.

	
	
	Video Project Management
	Develop Shot List; Arrange Talent; Arrange Locations; Arrange Uniforms; Arrange Equipment; Arrange Producer

	
	
	Coordinate Labs for Testing
	Coordinate testing on multiple machines (simultaneously) for specific issues

	Design
	Front-End Analysis
	Needs Analysis
	Determine Instructional Need 

	
	
	Audience Assessment
	Analyze and Describe Target Audience 

	
	
	Content Acquisition
	Determine content sources and obtain source materials

	
	
	Analyze Existing Materials
	Analyze both for content and utilization opportunities. Begin cataloging content for re-use.

	
	Objectives Development
	Write Objectives
	Write objectives in active voice, accomplishment-based, measurable objectives. 

	
	
	Develop Plan for Testing Objectives
	Develop Testing Plan

	
	Develop Training Plan
	Write Training Plan
	Plan and organize activities with milestones.

	
	
	Gain Stakeholder buy-in
	Negotiation and communication

	
	
	Manage Review & Approve Training Plans
	Administrative and communication

	
	Curriculum Design
	Sequence Objectives
	Organization

	
	
	Develop/Prepare Content Outline
	Organization and Clear Writing

	
	
	Prepare Curriculum Test Plan
	Evaluation and Assessment

	
	
	Determine Delivery Medium/Instructional Strategies
	Media Analysis

	
	Template Design
	Design and develop templates
	Visual Design & Graphic Design


	Production
	Media Production – Graphics– Graphic
	Develop graphics list
	Analysis, evaluation, descriptive writing

	
	
	Develop graphics
	Visual Design

	
	Media Production – Photography
	Develop shot list
	Analysis, evaluation, descriptive writing

	
	
	Shoot photos, edit and process photos
	Photography and setup skills. Ability to visualize shots. Technical and artistic skills.

	
	Media Production – Audio
	Develop Audio Script
	Writing, speaking skills.

	
	
	Coordinate Audio Session
	Planning, scheduling, administration, communications.

	
	
	Direct Audio Session
	Ear for audio; interpersonal communications

	
	
	Engineer Audio Session
	Technical Skills

	
	
	Vocal Talent for Audio Session
	Good voice; clear speaking ability

	
	Media Archive
	Catalog and index media
	Administrative skills, descriptive writing, organization

	
	Development
	Prepare Content for e-learning Delivery
	Develop Scripts, Photos, Animations, Audio, Graphics, Video, and other media into integrated content.

	
	
	Development
	Programming using basic templates or models or other as consistent with needs

	
	
	Custom Programming
	Custom coding outside use of normal (usual) development tools. Custom coding is typically required to produce simulations and other rich media.

	
	Video Production
	Content Outline for Video Script
	Writing, visual literacy, imagination.

	
	
	Prepare Video Script
	Writing, formatting, template usage.

	
	
	Shoot and Edit Video
	Videography and Technical Skills

	Test
	Quality Assurance
	Quality Review Cycles
	Peer Review; SME Review; Legal Review; Management Review; Editorial Review

	
	
	Revise Draft Documents to Final Versions
	Implement Feedback from Quality Review Cycles

	
	Testing
	Testing
	Pilot; Field; Alpha; Beta; Acceptance

	
	
	Retrofit Scripts
	Retrofit is often performed for Legal Purposes after 


	Implement
	Implementation
	Production Test
	Final test of fully integrated product to assure quality.

	
	
	Add Course to Delivery Interface
	Technical skills and familiarity with appropriate integration methods

	
	LMS/LCMS Integration
	Add courseware to LMS/LCMS for tracking training and delivering courseware, etc.
	Technical skills

	
	Technical Walkthrough
	To assure code quality
	Technical Expertise

	
	Package Courseware 
	Technical step required for some authoring systems.
	Technical Skills

	
	Implementation Test
	Final Test to assure course runs as expected over delivery environment.
	Testing; Testing Scripts

	Deploy
	Other Miscellaneous Tasks
	Meetings
	Highly dependent on organizational culture and communications infrastructure / patterns.

	
	
	Professional Development
	Between 10% and 20% of time may be spent here to adapt new technologies to meet customer requirements depending on the deliverable.

	
	Evaluation
	Develop Data Collection Instrument
	Surveys, checkpoints, metrics, etc.

	Other Tasks

	Analysis
	Collect Data from systems
	Technical skills for data extraction.

	
	
	Analyze Data
	Develop reports and run data through reports

	
	
	Report Findings
	Deliver reports and recommendations to customers

	
	Delivery Prep Time
	Identify & Order Supplies and Materials
	In-house printing, ordering from vendors, logistics to training location, etc.

	
	
	Other Prep
	Unanticipated creation of supporting materials, etc. (Could be preparation of props for simulation, addition of slides to presentation for new procedures, or any number of other tasks.)

	
	
	Delivery Practice
	Time practicing delivery of materials

	
	Teaching Time
	Classroom setup
	Actual setup of facilities

	
	
	Time in Classroom / Online
	For blended and synchronous e-learning

	
	Post-course
	Follow-up
	Formal and informal follow-up on delivered course with client


These competencies are helpful for development of traditional e-learning, rapid e-learning, blended learning, and more.

While not all of these competencies are needed to design and develop effective learning for every situation, they form the basis of skills you would want to employ in building out a training design and development organization. Specific technology-related skills are intentionally omitted from this matrix. 

Use, modification, and distribution permitted only if copyright notice is retained.
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