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Redeployment Skills Inventory Template
Use one copy per employee. The manager or HR partner fills in what is on file; the employee confirms every line before anything is matched against a role. Nothing unconfirmed is used.
1. Employee and current role
	Field
	Entry

	Employee name
	

	Current title and department
	

	Start date in current role
	

	Start date with the company
	

	Manager completing this form
	

	Date
	


2. Current role, as actually performed
List what the employee does, not the job description. Include equipment, systems, standards, and volumes.
	Area
	What the employee actually does

	Equipment or machinery operated
	

	Software and systems used daily
	

	Standards, audits, or regulations worked under
	

	People trained, supervised, or led (how many)
	

	Coverage assignments (roles filled during leaves or vacancies)
	

	Projects or improvements nobody wrote down
	


3. Prior roles and prior careers
	Employer or department
	Role
	Years
	Skills or credentials carried from it

	
	
	
	

	
	
	
	

	
	
	
	


4. Credentials, licenses, and training
Ask about each one. Do not assume from a job title.
	Credential or training
	Issuing body
	Year issued or renewed
	Confirmed by employee (yes/no)

	
	
	
	

	
	
	
	

	
	
	
	


5. Roles the employee could be matched to
	Open role
	Fit, from the record above
	Gap to close, if any

	
	
	

	
	
	


6. Employee confirmation
I have reviewed every line above. Each line describes work I actually did or a credential I actually hold.
Employee signature: ______________________ Date: __________
Reviewer signature: ______________________ Date: __________

AdaptiveResume builds this record per employee from their real work, with every item confirmed by the employee, and returns a finished resume in DOCX and PDF plus a batch report in CSV. We never add a credential nobody confirmed, and we never promise anyone a role. Request a per-employee quote at adaptiveresume.com/business.
