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	My Key Skills...
From 'Always' or 'Usually'



Always
· [image: https://www.planitplus.net/Content/Images/glyphicons-star1.png]  I can gather information and data to identify a problem
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can research and analyse the data to formulate a solution
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I am able to think in new and original ways
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can make simple calculations without using a calculator
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can anticipate what needs to be done and take appropriate action
· [image: https://www.planitplus.net/Content/Images/glyphicons-star1.png]  I get involved and engage with others to get things done
· [image: https://www.planitplus.net/Content/Images/glyphicons-star1.png]  I can take control and make things happen
Usually
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can examine issues by breaking them down into manageable parts
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I am curious and open to new ideas
· [image: https://www.planitplus.net/Content/Images/glyphicons-star1.png]  I can take responsibility when a course of action needs to be taken
· [image: https://www.planitplus.net/Content/Images/glyphicons-star1.png]  I can make quick and effective decisions under pressure
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I am willing to take risks to achieve my goals
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can prioritise tasks according to their importance
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can identify problems and what has caused them
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can find relevant information and use it effectively
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I can stay positive when things go wrong
· [image: https://www.planitplus.net/Content/Images/glyphicons-star0.png]  I understand and respect other people's point of view



	My skills to work-on...
From 'Sometimes' or 'Not often'



Sometimes
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can identify logical solutions based on the facts
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can follow instructions
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I enjoy collaborating on problems to develop new ways of doing things
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can evaluate circumstances, consider alternatives and choose a course of action
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can act upon my decisions to change my circumstances
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can spot how things can be improved
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I understand how businesses operate and grow
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can encourage and motivate others to achieve a common goal
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can set clear and specific goals or targets to complete a task
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can manage my time effectively
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can get things started without being told what to do
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can think logically about possible solutions
· [image: https://www.planitplus.net/Content/Images/glyphicons-check.png]  I can stay calm when things get challenging
· [image: https://www.planitplus.net/Content/Images/glyphicons-check.png]  I can motivate and encourage others
Not often
· [image: https://www.planitplus.net/Content/Images/glyphicons-check.png]  I am flexible and willing to change
· [image: https://www.planitplus.net/Content/Images/glyphicons-check.png]  I can adapt to changing circumstances
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I am keen and willing to learn new skills
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can stay positive when things change
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can listen carefully to others
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I am able to express myself well in writing
· [image: https://www.planitplus.net/Content/Images/glyphicons-check.png]  I can speak and explain things clearly and confidently
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I care about what’s right rather than who’s right
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I enjoy coming up with new solutions to problems
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I have a clear vision and can communicate it to others
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can recognise when things need to change and put this in action
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can build relationships with people and listen to their ideas
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can use numbers to work out percentages and discounts
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can manage money and basic financial information
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can gather and use statistical information
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can pay attention to detail and correct mistakes
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can stand in front of a group and present an idea
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can speak clearly and confidently whilst presenting
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can explain the topic and keep the group interested
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can structure my presentation to keep to the time allocated
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can decide on the most suitable option and act on it
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can listen to constructive criticism and make changes
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can take on new tasks I have never done before
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can work well as part of a group
· [image: https://www.planitplus.net/Content/Images/glyphicons-uncheck.png]  I can negotiate with others to reach an agreement


Personal Qualities

	I am almost always ...
· 
	I am usually ...
· 

	I am sometimes ...
· 
	I am hardly ever ...




What are your three best qualities?
How could they be useful in the world of work?
How might this influence your career ideas?


[image: ]Analytical 
[image: ]
Innovation
[image: ]
Decision Making
[image: ]
Creative Thinking
[image: ]
Communication
[image: ]
Leadership
[image: ]
Adaptability 
[image: ]



My Key Skills...
From 'Always' or 'Usually'

I can make quick and effective decisions under pressure 
I can take responsibility when a course of action needs to be taken 
I can take control and make things happen 
I get involved and engage with others to get things done 
I can gather information and data to identify a problem 

My skills to work-on...
From 'Sometimes' or 'Not often'

I can motivate and encourage others 
I can stay calm when things get challenging 
I can speak and explain things clearly and confidently 
I am flexible and willing to change 
I can adapt to changing circumstances

STAR interviewing practice | Video: https://www.youtube.com/watch?v=ojMt2ktJEyQ

Use the STAR technique | Template: https://jobs.theguardian.com/article/star-technique-template/?keywords=STAR+technique 

Skills Based CV | Example: https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/example-cvs/skills-based-cv-example 
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Decision Making
Leadership
Problem Solving
Teamwork
Active Listening
Communication
Critical Thinking 
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My Categories (by Strongest)

1. Analytical

2. Innovation

3. Decision Making
4. Creative Thinking
5. Communication
6. Leadership

7. Adaptability
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I can:
= research and collect information and data
» understand and using information and data to come to conclusions.
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come up with fresh ideas on how to plan, do and improve things:
understand how businesses become successful

spot opportunities and take calculated risks.

anticipate business trends and customers’ needs.




image8.png
« evaluate the costs and benefits of different options
« select the best option and act on it.
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1 can:
« look at problems or situations in a different way
« come up with solutions that haven't previously been thought of.
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I can:
« explain clearly what | mean, when writing or talking to people
« listen, ask questions and get on well with people

« come up with new id

s and ways of doing things
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1 can:
« motivate and inspire others
« guide others in working together to achieve a goal.
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1 can:
« leamn new skills to complete a task
« accept new situations or ways of working effectively
« adapt to changing circumstances.
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The Top 10 Soft Skills
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