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DAMSTRA WORKFORCE MANAGEMENT

Running a Skill Matrix Report

This is done by going to the Employees tab then selecting Skill Search in the list.

1. Select skills from the list using the scroll bar. You may also search for the skill by typing its

ke

ywords.

Select Skills

= [«
Appeintments -+ DMS Office Site Fzmillarizstion Training

Appointments -> Scraper

Appeintiments -> MANAGER

Appeintments -> PRIMARY CONTACT

Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -
Communication -

Communication -

Communication -

> 1 - qa testing new skill

> 1Y

sion Request Form

1 Ve

stion Registration
> 1 Year NBN Registration Fee

> 3 Vears Familizrisation Registration

> Admin - ACT

> Authorisation to Famil and Ampaint Farm

> Compstancy Authorizstion Form Signed By Attendes
> Compstency Authorisation Form Signed By Site

> Competency dsts as per skills list

> Concrete - NSW

> Conersts - SA

> Conerets - TAS

> Congress - WA

> COVID Update 01/09/2020

> DMS- Vax

> Evidence of Skills a5 Ststed in Letter of Competency

» Svidancs

Skills refer Hansan Skills Matrix
> lob Fit Maciesl Questionnaire

> Morthly toalbox talk

\ \Include skills:

\Exclude Emplo)

With Skills:

2. To add the selected skill, drag it to the Include Skills destination field. You may also do the same
to the Exclude Employees with Skills field if you wish to further filter your selections.

Select Skills

CQualificstions -> Republic of the Philippines: Non-Professionsl Drivars License

Qualific

Qualifications
Qualifications
Qualific

Cualifications

Jificati

£ - RIMFO3124 -

> Resume/dstails of smenience
EAMINAL ACCESS. ALL SITES, CORPORATE
> Tick Bax Test

-> Velgic Testing Skill
-> Warking with Children Check NSW
s -> Yancoal Restricted Lock Holder Training Delivery Fes

> Yancoal Training Delivery Fee
> Passpor
> Photo Identificstion [Single Side Grly)

> RICOM2018 - Communicste Information

-> RIRIS301A - Apply Risk Management Brozsssas

Qualifications
Qualifications
Qualific

Qualifications
Qualific
Qualifi
Qualifi
Qualifi
Qualifi
Qi

Qualificati

Qualifications -

Loager Operations

s -> RICHS202A - Enter and Work in Confined Spaces
-> RICHS201A - Condut Safety and Health Investigations

s -> RIRIS301S - Apply Risk Management Processes

> RUIRISA02A - Carry out the Risk Management Brocess

ertificate: OHS Consultation Course

-> RIMPO320C - Conduct Civil Construction Excavator Oparations

- RIMPO323€ - Conduct Cnvil Construction Dozer Operations

> CPCCGHS1001A - Wark Safely in the Construction Industry

> HLTFA301B - Apply First Aid
> Interim OHS Construction Induction - Genarsl Safety
> OHS Construction Induction - Genarsl Safety

> Senior First Aid

\Include Skills:
Cualifiestions -» LE - Exeavator
\Exclude [l with Skills:

Cualifiestions -» RIIDHS204A - Work Safely t Heights

N

3. Set your parameters by selecting person/s, selecting site/s, and setting the date range (skill

acquired between and skill expiry between)

Search Criteria

Select Person(s):

|.AI\ Employees Selectad

Al Sit=s Selected -

Skill Acquired Between

Skill Expiry Between

- | Select Site(s):
10172000 |& (10172000 &
[ a/m0a/2002 & [ 170172000 | &

destination fields

You may select multiple skills from the list and add them all at once by dragging them to the
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4. Choose your display options by clicking the radio buttons of Axes and Style

5. Tick the boxes of the details to be included in the report

6. Click Display Employees on Screen to view the skills matrix report on screen. This can also view
exported to a PDF or Spreadsheet document using the export buttons on the page

Search Options
Card  Employee  Communication Qualifications Skill Name Bradin,  Brody. Adrian, o
D Name - Letter OF Drivers Cathy  Lisa Gregory
Competency Licence C 01234 (0123%) (00123)
01234 Bradin Communication
Axes: Cathy ® - Letter of [e]
: Competency
01235  Brody Qualifications -
Drivers Licence
<
Style: ® QO

[ Includ skills that none of the selected employees have (incrasses time to generate) e
Indude emplayees that have none of the selected included skills

O Include Begin Date on Skills

([ Indude department name

Dispizy Employess on Screen Exportas PDF Expart == Spresdshest |°
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