PERSONAL STOCKTAKING

The purpose of these exercises are to help start career planning.  The exercises should encourage you to:

· think about yourself, what you are good at, what you enjoy and why

· start to question what rewards and satisfactions you will be looking for in a job

· assemble a list of your general and people skills

· summarise what you have to offer in a job, what you hope to get out of it, and any constraints you need to take into account

In an ideal world ……..

Is there a job you would like to do if only it were possible?  Any dream job, any idea you’ve discarded because you feel it’s stupid, ridiculous, unrealistic?

If so, put it down here before you start.  It may not be as silly as you think.  It could help …

Why do you think it is unrealistic?

SECTION ONE

COLLECTING EVIDENCE

Academic Studies

In addition to offering you the chance to acquire knowledge, the study of an academic subject allows you the scope to develop existing skills and acquire new ones, to experiment with different styles of working and to interact with others in a variety of settings.

First, write down your post GCSE qualifications (e.g. A-levels, Scottish Highers, access course etc.  Include subjects, grades and dates)

Now, taking account of the above achievements as well as your current (or most recent) course, answer the following questions:

a)
Which parts of your studies have you enjoyed most, and why?   

b) Which parts of your studies have you enjoyed the least, and why?

c) What skills have you acquired/used?  (e.g. team skills, presentation skills, writing concise English?)

d) Are there skills you feel you lack?

e) Has your course provided you with any other insights about yourself?

Interests/Hobbies/Activities

How you spend your spare time can provide an insight into what is interesting and important to you.

List your spare-time activities below and try to identify what you get out of them and what attracts you to them.  Don’t think of interests just in terms of absorbing hobbies, but also in terms of how you spend your free time.  Pay particular attention to any responsibilities you’ve carried, either formal (such as an elected position) or informal (for example, an initiative to set up a project for young children)

	Activities
	Attractions/Benefits

	e.g.  Conservation
	I get great pleasure from working outdoors and getting involved in practical tasks, whilst also helping “to make a difference”



	e.g.  Raised £1,000 for a good cause
	I set myself a target for raising the money in four weeks, and with the help of friends managed it in three



	a)


	

	b)


	

	c)


	

	d)


	


Work Experience

Your reaction to previous work experience (full-time, part-time, vacation or voluntary) can shed light upon what you enjoy and what you are good at.

List the jobs which you have done and try to identify what you learned from these experiences (both good and bad) in terms not only of the nature and organisation of the work, but also of yourself and your aspirations.

	Jobs (with dates)
	Insights Provided

	e.g.  Temporary sales assistant in large department store (4 weeks, July-August 2000)
	Enjoyed contact with the public and discovered that I was good at handling complaints.  Particularly enjoyed the opportunity to implement my own ideas, for example regarding layout.   Found it too strenuous to stand all day.

	a)


	

	b)


	

	c)


	

	d)


	


Practical Skills

Some jobs demand certain practical skills.  In other jobs the possession of certain skills can be seen as evidence of your motivation and aptitude.

What types of practical skills have you developed?  Study the list below and give brief details of your level of proficiency and experience in any of the skills mentioned.

	Skills
	Proficiency/Experience

	e.g.  I.T.
	Self-taught word-processing skills.  Do all my assignments with it.  Use “Word”, and  regularly use the Web for research.

	I.T.


	

	Languages


	

	Driving


	

	Others (e.g. mechanical, electronic, laboratory, keyboard, First Aid)


	


SECTION TWO

THINKING ABOUT YOUR PREFERENCES

General Skills

General Skills are your thinking, reasoning and practical skills, which have been developed mainly during your studies.  However, many other experiences will have contributed.  To what extent would you like to use each of the skills in your ideal job?

Please use the following scale to rate the factors in the list below:

1. A key part – I would like the use of this skill to be very important in my job.   It is one of my strengths, or a skill I feel I could easily develop.

2. Secondary part – I do not want to use this skill a lot in my job.   I am competent in it but using other skills is more important.

3. Don’t mind – I will be equally happy if the use of this skill is a major part, a minor part of no part of my job although I am competent in it.

4. Trivial or no part – Ideally I would like to avoid using this skill.  It is not one of my strengths, or it is a skill I do not want to use.

	
	
	Rating (1-4)

	Understanding and using facts or ideas expressed in numbers, graphs or simple equations


	Numeracy
	

	Accurately recalling facts, data or details of procedures


	Memory
	

	Extracting meaning from, understanding and using the information in diagrams or pictures or three dimensional structures


	Spatial Sense
	

	Working out how to schedule available resources and activities in order to meet an objective


	Planning
	

	Identifying options, gathering information about their suitability, and then systematically using this to choose the best option


	Decision Making
	

	Devising and then using an appropriate method, rule, technique or logic in order to find a solution to a problem


	Problem Solving
	

	Being original and inventive in order to solve problems, generate ideas or produce novel designs


	Creativity
	

	Understanding complex information, facts, ideas or instructions which are expressed in written English


	Verbal

Comprehension
	

	Using speech to express ideas, give information, or explanations in a way that is easily understood by others who are unfamiliar with the topic


	Oral

Communication
	

	Producing grammatical, well expressed, easily understood and interesting text about topics that may be unfamiliar to the reader


	Written 

Communication
	

	Using your hands or equipment in a precise way


	Dexterity
	


Are there any other General Skills you see as important?

People Skills

You use People Skills when you interact with others.  They have been developed in all aspects of your life.  To what extent would you like to use each of the skills in your ideal job?

Please use the following scale to rate the factors in the list below:

1. A key part – I would like the use of this skill to be very important in my job.   It is one of my strengths, or a skill I feel I could easily develop.

2. Secondary part – I do not want to use this skill a lot in my job.   I am competent in it but using other skills is more important.

3. Don’t mind – I will be equally happy if the use of this skill is a major part, a minor part of no part of my job although I am competent in it.

4. Trivial or no part – Ideally I would like to avoid using this skill.  It is not one of my strengths, or it is a skill I do not want to use.

	
	
	Rating (1-4)

	Working with other people in a co-ordinated or complementary way in order to meet an objective or complete a task


	Co-operating
	

	Holding discussions with people in order to reach a position of mutual satisfaction and agreement about a contentious topic


	Negotiating
	

	Convincing other people to agree with you, or do what you want


	Persuading
	

	Controlling and organising the work of others by setting objectives, giving instructions and monitoring progress


	Directing
	

	Challenging the beliefs, wishes or actions of others in a face-to-face situation


	Confronting
	

	Obtaining information from, clarifying the opinions of, or assessing the feelings of others, by asking appropriate questions


	Questioning
	

	Accurately understanding orally expressed views or information without misinterpretation or distortion


	Listening
	

	Assessing and understanding the feelings, attitudes or temperament of other people 


	Perceiving
	

	Changing or modifying your behaviour in response to the needs, wishes or demands of others


	Adapting
	

	Establishing a good rapport with strangers, and feeling confident of your position, in unfamiliar situations


	Social Confidence
	


Are there any other People Skills you see as important?

Interests

What type of issues and problems would you like to work on?  Which styles of working do you feel comfortable with?  How would you prefer to interact with others?

Please use the following scale to rate the factors in the list below:

1. A key part – I would like the use of this skill to be very important in my job.   It is one of my strengths, or a skill I feel I could easily develop.

2. Secondary part – I do not want to use this skill a lot in my job.   I am competent in it but using other skills is more important.

3. Don’t mind – I will be equally happy if the use of this skill is a major part, a minor part of no part of my job although I am competent in it.

4. Trivial or no part – Ideally I would like to avoid using this skill.  It is not one of my strengths, or it is a skill I do not want to use.

	
	
	Rating (1-4)

	Working in an analytical, systematic and rational way.
	Being Logical


	

	Influencing or encouraging people to accept an opinion or produce or to behave in a particular way


	Being 

Persuasive


	

	Creating or designing aesthetically pleasing or challenging artefacts


	Being Artistic
	

	Using initiative in a business context;  taking an interest in profit and loss;  taking responsibility for a business venture


	Being Commercial
	

	Giving opinions or guidance by using expert knowledge
	Advising 

People


	

	Directly helping people who are sick or disadvantaged in some way


	Caring for 

People
	

	Organising and motivating people:  planning, controlling and evaluating their work


	Managing 

People
	

	Passing on knowledge or expertise to people


	Instructing

People
	

	Collecting, organising, disseminating data, facts or figures
	Information

Work
	

	Devising and developing theories and ideas
	Conceptual

Work
	

	Observing, monitoring and understanding physical or biological phenomena, processes and systems


	Scientific

Work
	

	Using written or spoken words in an elegant, descriptive or creative way


	Literary

Work
	


Are there any other Interests you see as important?

Motivation

Which factors would make your work rewarding, and hence motivate you in employment?

Please use the following scale to rate the following in the list below:

1. A key part – I would like the use of this skill to be very important in my job.   It is one of my strengths, or a skill I feel I could easily develop.

2. Secondary part – I do not want to use this skill a lot in my job.   I am competent in it but using other skills is more important.

3. Don’t mind – I will be equally happy if the use of this skill is a major part, a minor part of no part of my job although I am competent in it.

4. Trivial or no part – Ideally I would like to avoid using this skill.  It is not one of my strengths, or it is a skill I do not want to use.

	
	
	Rating (1-4)

	Being involved in work that benefits the well-being or welfare of others


	Altruism
	

	Having control over your own work and taking full responsibility for your successes and mistakes


	Autonomy
	

	Seizing opportunities as they arise without being sure of the outcome


	Taking Chances


	

	Inspiring and motivating people to do well
	Leadership


	

	Working on many different problems and issues with frequent changes in work content, style, contacts or location
	Change


	

	The potential for a high salary or other financial rewards
	Money


	

	Promotion, and other forms of hierarchical recognition, as the normal methods of rewards


	Advancement
	

	Dealing with intellectually difficult problems that require high level understanding and reasoning


	Intellectual

Challenge
	

	Having long term security of employment
	Security


	

	Working with others in order to reach a common goal by sharing ideas, decision making and responsibilities


	Collaboration
	


Are there any other Motivations you see as important?

PRIORITIES SHEET

Now is the time to pull together the results of “Thinking about your preferences” to pick out your characteristic features.

In reality, you are unlikely to find employment which satisfies everything you’ve written down.  So now write down just those features which really matter to you, from all four sections, or maybe just one.  Choose only those that are really important to you either because you want to use or must avoid them.

	
	Want to use
	Must avoid

	General Skills
	
	

	People Skills
	
	

	Interests
	
	

	Motivation
	
	


SECTION THREE
PULLING IT ALL TOGETHER

Summary Sheet

These exercises began by asking you to write personal statements about yourself.   They will finish in the same way because making career choices – and explaining them – is a very personal thing.  Under the following headings, and using the Priorities Sheet (page 10) and earlier sections as a guide, describe your job needs in your own words.

1. My main contributions to the job are likely to be …..

Think of your academic studies, special knowledge and particular skills

2. The sort of things that will really make job or employer appeal to me are …..

Think of what motivates and interests you, the type of organisation (size, ethos etc.)

3. But, I shall need to take into account …….

Possible restrictions on your choice of job could be health, disability, responsibilities to others, location etc.
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