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STRENGTHS: 

 
What do you do well? What is unique about you? What do others see as your strengths?  
 
List things such as: Experience and knowledge, financial  backup,  marketing experiences, 
innovative abilities, your location and geographical benefits,  price, value and quality of services, 
your qualifications, certifications, advanced equipment, systems and IT resources, good 
communication systems, the values how you conduct business etc. etc. List any strength you can 
think of. 
 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 
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WEAKNESSES: 
 
What are your disadvantages? What can you improve on?  What resources or you lacking? What 
do others see as your weaknesses? 
 
List things such as: Gaps in experience, knowledge & capabilities, gaps in processes & systems, 
no reputation, financial weaknesses, any vulnerabilities you know off, any pressures or distractions 
you face on a frequent basis, physical and psychological weaknesses etc. 
 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 



 
 

Be Virtual Assistant Wise 

http://www.be-virtual-assistant-wise.com 

OPPORTUNITIES: 
 
What trends can you take advantage off? How can you expand your business later? How can you 
turn your strengths into opportunities? 
 
List things such as: Market developments, weaknesses of your competitors, new industry trends, 
new technology development and innovation, global influences that can positively impact on your 
business, new markets for your specific services and/or new services that you can offer etc. 
 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 
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THREATS: 
 
What could adversely affect your business? What is your competition doing? 

 
List things such as: Competitor intentions (what does your competition do that can threaten your 
business), lack of market / service demands (are there enough people looking for your services), 
can you sustain your own capabilities, do you face any obstacles or overwhelming weaknesses, do 
you have sustainable financial backing etc. 
 

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________ 
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STRENTHS AND OPPORTUNITIES 
 
Take each strength and determine what opportunities you can create by using that strength. 

 

Strength:     Opportunities: 
 

___________________ ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

 

___________________ ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

 

___________________ ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

 

___________________ ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

                                          ______________________________________ 

 
NB: After you’ve listed new opportunities for each of your strengths, go back to the 

OPPORTUNITY page and include all these new opportunities if they are not already listed. 
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WEAKNESSES AND THREATS 

 
Evaluate each weakness to determine what possible future threats can come from it. 

 
Weakness:     Threats: 
 

___________________ ______________________________________ 

                                          ______________________________________ 

I can minimize the threat by:______________________________________ 

     ______________________________________ 

                  

 
Weakness:     Threats: 
 

___________________ ______________________________________ 

                                          ______________________________________ 

I can minimize the threat by:______________________________________ 

     ______________________________________ 

 
Weakness:     Threats: 

 

___________________ ______________________________________ 

                                          ______________________________________ 

I can minimize the threat by:______________________________________ 

     ______________________________________ 

 

 

NB: After you’ve listed threats for each of your weaknesses, go back to the THREATS page and 

include all these new threats if they are not already listed. 
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Action List 
 

Actions to turn strengths into opportunities: 

 

 

 

 

 

 

 

 

 

Actions to minimise threats to my business: 

 

 

 

 

 

 

 

 

 


