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The following exercise will help you to recognise the skills that you have already acquired through your course, your work experience or other extra-curricular activities.

For each of the skills, give yourself a score, ranging from 1 (low) to 5 (high), indicating what your level of competence is for that skill.  

Be realistic about how good you are.  Don’t exaggerate your abilities - Highly skilled (5) means there’s little or no room for improvement.  Equally don’t be over-critical of yourself.  So take your time and think carefully.

	
Skill

	
Definition
	Level of my competence 
1 (low) to 5 (very high)

	
	1
	2
	3
	4
	5

	Communication Skills
	
	
	
	
	

	Written communication 
(general)
	Can communicate ideas and information effectively by writing in different formats
	
	
	
	
	

	Report writing
	Can communicate ideas and information specifically in a business-style report format
	
	
	
	
	

	Spoken communication
(general)
	Can communicate ideas and information effectively by speech in most settings
	
	
	
	
	

	Listening
	Can pick out important information when others are speaking and be seen to be listening with care
	
	
	
	
	

	Logical argument
	Can get a point across in a logical, ordered and concise manner
	
	
	
	
	

		Interpersonal Skills
	1
	2
	3
	4
	5

	Self confidence
	Can express own ideas clearly and diplomatically when working with a range of other people
	
	
	
	
	

	Establish relationships
	Able to quickly create a rapport with new people from a wide range of backgrounds
	
	
	
	
	

	Team work
	Can work effectively with a group of people to complete tasks
	
	
	
	
	

	Leadership
	Can get other people to work together to accomplish an objective
	
	
	
	
	

	Supervising others
	Able to direct other people’s work and maintain effective relationships with those individuals
	
	
	
	
	

	Tact
	Can identify and handle sensitive situations, showing tact, diplomacy and honesty appropriately
	
	
	
	
	

	Negotiation
	Can bring about a desired result by conferring with other parties to reach an agreement
	
	
	
	
	

	Networking
	Can identify others who can provide help, information or advice, and obtain their support
	
	
	
	
	

	Problem solving and decision making
	1
	2
	3
	4
	5

	Problem solving

	Can identify obstacles to the completion of tasks & devise solutions to overcome them
	
	
	
	
	

	Creativity
	Can create/design objects or systems using originality, imagination & inventiveness
	
	
	
	
	

	Research and information gathering
	Able to locate information from a variety of sources and order the data in an easy-to-use but comprehensive format
	
	
	
	
	

	Analytical skills
	Can analyse and critically evaluate information
	
	
	
	
	

	Decision making
	Can make a calculated decision between two or more alternatives
	
	
	
	
	

	Personal motivation, organisation and time management
	1
	2
	3
	4
	5

	Organisation

	Can structure/arrange resources and time to accomplish own and others’ objectives
	
	
	
	
	

	Time management
	Can perform several tasks at the same time and achieve goals within strict time periods
	
	
	
	
	

	Flexibility
	Can adjust and adapt to changing situations, and turn easily from one subject to another
	
	
	
	
	

	Project/events management
	Can plan action, and monitor progress, towards the effective completion of tasks to high standards
	
	
	
	
	

	Self-development
	Can evaluate own performance and take action to improve/learn new things
	
	
	
	
	

	Positive outlook/ 
self-motivation

	Can engender a sense of ‘can do’, possess an upbeat approach to most aspects of life and work
	
	
	
	
	

	Handling responsibility
	Able to take responsibility for different types of tasks and accept consequences of own actions
	
	
	
	
	

	Other
	1
	2
	3
	4
	5

	Numeracy

	Can work with figures, make calculations, and pick out important numerical information
	
	
	
	
	

	Physical skills

	Can undertake physically demanding tasks involving muscular coordination
	
	
	
	
	

	Practical skills

	Can use hands, tools and machinery, can solve problems by practical approaches
	
	
	
	
	

	Commercial awareness

	Knows how businesses/organisations work. Can work within typical systems and constraints operated by employers’
	
	
	
	
	

	Information Technology

	Can use a range of IT packages and techniques to create, present and organise data
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How to Choose a Career You'll Love
Skills assessment exercise.
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