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Typical 

Job Role

(Digital 

assistant)

Key 

activity

Focus Looking 

to 

Improve

Typical 
tools

Typical Key Skills Example tools Primary 
Mindset

Traits/ 
Characteristics

Comms / 
Customer 
Relations

Commun-
ications

Customers 
Satisfaction/ 
Engagement

Relation-
ships

Social 
media, 
Websites, 
Images, 
Surveys

Linguistic (Writing/ 
Editing content), 
Image Literacy, 
Customer Empathy, 
Presentation (on 
screen)

Wordpress, 
Facebook, Twitter, 
Instagram, Hootsuite, 
Image editing, 
Mailchimp, Web 
Analytics, Survey 
Monkey 

Caring/
Informing

Understanding/ 
Caring (for the 
customer)

Project/ 
Business 
Devt

Productivity Projects/ 
Admin/ 
Logistics

Processes Reports, 
Charts 
(Time-
planning 
(Gantt) 
process 
flow, 
products 

Collaboration, 
Planning, 
Resource 
Estimating, Problem 
Solving, Evaluating, 
Listening

Spreadsheets, 
Basecamp, 
Teamwork (Gantt), 
File sharing, 

Collaboration/ 
Productivity/ 
Innovation

Enquiring/ 
Improving (the 
system)

Sales Sales Profitability Business 
Perform-
ance

Present-
ations, 
Charts, 
Reports

Data Analysis, 
Presentation (Face 
to face), Producing 
Numeric, 
Persuasion, 
Negotiation

Spreadsheets, 
Powerpoint, 
Infographics, 
Databases, 
CRM

Growth Analysing/
Confidence 
(Believing in the 
product)

What is the Digital SkillShift model? 






