
The aim of any SWOT analysis is to identify the key internal and external factors that are important to 

achieving your business goals. These come from within the company's unique value chain. SWOT 

analysis groups key pieces of information into two main categories: 

Internal factors–The strengths and weaknesses internal to the organization and External factors–The 

opportunities and threats presented by the external environment to the organization.  

 

The internal factors may be viewed as strengths or weaknesses depending upon their impact on the 

organization's objectives. What may represent strengths with respect to one objective may be 

weaknesses for another objective.  The external factors may include macroeconomic matters, 

technological change, legislation, and socio-cultural changes, as well as changes in the marketplace or 

competitive position.  

 

SWOT analysis is just one method of categorization do not use it as an end all or it will become a 

weaknesses. Use all factors available so that it does not put in a position where you are compiling lists 

rather than thinking about what is actually important in achieving objectives. Do not allow the lists to 



make your uncritical and without clear prioritization so that, for example, weak opportunities may 

appear to balance strong threats. 

The importance of individual SWOTs will be revealed by the value of the strategies it generates. A 

SWOT item that produces valuable strategies is important. A SWOT item that generates no strategies 

is not important. 

 
S. W. O. T. Checklist 

 

Based on the answers to your assessment questions, you should be able to grade yourself in the 

following areas. The chart below will help you identify your strengths and weaknesses. 

Examine each of the skills areas listed in the chart.  Ask yourself whether you possess some or all of 

the skills listed in the parentheses.  Then rate your skills in each area by circling the appropriate 

number, using a scale of 1-5, with 1 as low, 2 as between low and medium, 3 as medium, 4 as between 

medium and high, and 5 as high. 
 
 

Skills Rating 
low                          medium                        high 

Average 

Foundation 

• Vision  1              2                   3                 4              5  

• Mission   1              2                   3                 4              5 

• Goals   1              2                   3                 4              5 

• Core Values   1              2                   3                 4              5 

• Organizational Make-Up   1              2                   3                 4              5 

• Membership Concerns   1              2                   3                 4              5 

Marketing 

• Advertising/Promotion/Public Relations 1              2                   3                  4              5  

• Annual Marketing Plans 1              2                   3                  4              5 

• Media Planning And Buying 1              2                   3                  4              5 

• Advertising Copy Writing 1              2                   3                  4              5 

• Marketing Strategies 1              2                   3                  4              5 

• Pricing 1              2                   3                  4              5 

• Packaging 1              2                   3                  4              5 

Financial planning 

Cash Flow Planning 1              2                   3                  4              5  

Monthly Financial  1              2                   3                  4              5 

Bank Relationships 1              2                   3                  4              5 

Management Of Credit Lines 1              2                   3                  4              5 

Accounting 

Bookkeeping 1               2                  3                  4              5  

Billing, Payables, Receivables 1               2                  3                  4              5 

Monthly Profit And Loss Statements/Balance  1               2                  3                  4              5 

Sheets 1               2                  3                  4              5 

Quarterly/Annual Tax Preparation 1               2                  3                  4              5 

 

 

 



Skills Rating 
low                          medium                        high 

Average 

Administrative 

Scheduling 1               2                  3                  4              5  

Payroll Handling 1               2                  3                  4              5 

Benefits Administration 1               2                  3                  4              5 

Personnel Management 

Selecting Leadership 1               2                  3                  4              5  

Training Leadership 1               2                  3                  4              5 

Dismissing Leadership 1               2                  3                  4              5 

Hiring Employees 1               2                  3                  4              5 

Firing Employees 1               2                  3                  4              5 

Motivating Employees 1               2                  3                  4              5 

General Management Skills 1               2                  3                  4              5 

Personal Business Skills 

Oral Presentation Skills 1               2                  3                  4              5  

Written Communication Skills 1               2                  3                  4              5 

Computer Skills 1               2                  3                  4              5 

Word Processing Skills 1               2                  3                  4              5 

Fax, E-Mail Experience 1               2                  3                  4              5 

Organizational Skills 1               2                  3                  4              5 

Intangibles 

Ability to Work Long and Hard 1               2                  3                  4              5  

Ability to Manage Risk and Stress 1               2                  3                  4              5 

Membership Support 1               2                  3                  4              5 

Problem Resolution Skills 1               2                  3                  4              5 

Discipline Process 1               2                  3                  4              5 

Ability To Work With And Manage Others 1               2                  3                  4              5 

   

 


