
 

Soft Skills Assessment Rubric & Tools 

 

By Amy Schulz – aschulz@frc.edu 

 
 

Assessment Glossary: 
Direct assessment can only be done by the expert, the evaluator , an outcome must be demonstrated—directly observing the skill 
Direct assessment is the most powerful form of authentic assessment 
 
Indirect Assessment is any assessment that is not actually confirmed by the expert. A survey of student perceptions is an indirect 

assessment. The gap between expert and student in their perceptions is the opportunity for learning and growth of the student (and 
teacher). That’s where teaching and learning improvement is made.  
 
Triangulation: When you compare the direct assessment with the indirect assessment this provides a triangulation and then see the 

disparity. 
 
Closing the loop: Make an improvement based upon the data analysis 
 
An outcome of this exercise is that you’re teaching students to be self-assessors, one of the most important skills of all time for their 
professional development.  Ex: Student thinks earned an A, but really a C and they question the teacher.  



Soft Skills Rubric 
 

 1-Below 

Expectations  

2- Approaching 

Expectations  

3-Meets 

Expectations  

4-Exceeds 

Expectations  

 

Positive  

& 

Professional 

Behavior 

 Is often disrespectful 

when speaking to 

others.  

Often forgets needed 
materials & is rarely 

ready to work. 

Does not always seem 

interested in others' 

comments.  

Sometimes needs to 
settle down before being 

ready to work. 

Usually shows respect in 

speaking to others.  

Brings needed materials & is 

usually ready to work. 

Always shows respect in 

speaking to others & 

welcomes others into the 

conversation.  

Brings needed materials & is 

always ready to work. 

Accountability 

& 
Responsibility 

Rarely focuses on the 

task & what needs to be 
done.  

Lets others do the work. 

Comments never seem 
to connect to evidence. 

Sometimes needs 

reminded to focus & 
stay on task.  

Some comments are 

supported by evidence 
but some seem to be 

general statements of 

opinion. 

Focuses on the task & what 

needs to be done most of the 
time.  

Other group members can 

count on this person. Most 
comments are supported by 

evidence & often follows 

through on assigned tasks.   

Consistently stays focused on 

the task & what needs to be 
done.  

Very self-directed.  

Comments are always 
supported by evidence & 

always follows through on 

assigned tasks. 

Time 

Management 

Rarely completes 

projects by deadline.  

Has often adjusted 

deadlines & 

responsibilities before 
project's completion.  

 

Tends to procrastinate, 

but usually completes 
projects on time.  

Has had to adjust 

deadlines or work 
responsibilities before 

project's completion. 

Usually uses time effectively 

but may have procrastinated on 
one component of the project.  

Does not have to adjust 

deadlines or work 
responsibilities due to 

procrastination. 

Routinely uses time well to 

ensure projects are 
completed on time.  

Does not have to adjust 

deadlines or work 
responsibilities due to 

procrastination. 

 
 

 
 
 
 
 
 



Supervisor Name___________________________ 

Student Name______________________________ 
 
 
For the Supervisor to Complete: For each workday, please give a soft skill rank, based on the rubric, and most importantly please 

provide feedback for the student for specific examples of soft skills. The process of providing daily feedback creates formative 
assessment value. Once the project is completed, a final average score of the formative assessments will provide the student a 
summative assessment of achievement of learning outcomes.  
 
 

Direct Assessment 
 Positive & Professional 

Behavior 
Accountability & 
Responsibility  

Time Management 

Date # Feedback with specific 
examples 

# Feedback with specific 
examples 

# Feedback with specific 
examples 

1/11/11 2 
Slow start up today, arrived on time 
but spent 10 minutes in the back 
getting ready. 

2 
Seemed distracted today and worked 
slow today. 2 

Had some down time and didn’t do 
anything. Could have been cleaning. 

       
       

       

       

       

       

       

       

       

       

       



Supervisor Name___________________________ 

Student Name_____________________________ 

 
 
For the Student to Complete: For each workday, please give a soft skill rank, based on the rubric, and most importantly please provide 

any thoughts and  specific examples of your experience.  
 
 

Indirect Assessment 
 Positive & Professional 

Behavior 
Accountability & 
Responsibility  

Time Management 

Date # Thoughts & Examples # Thoughts & Examples # Thoughts & Examples 

1/11/11 4 
I was really helpful with customers, 
even the annoying ones 2 

I got distracted and had to ask my boss 
what to do even though he already told 
me. 

3 
I put my phone away and didn’t check 
my texts at all. 
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