Pre-placement skills audit 

Please score how you think you rate on the following. Tick the appropriate box and then spend a moment reflecting on how you might evidence your development and practice of this skill either within or outside your studies. What do you need to do to develop it further?
	Skills area
	Skill area Score
1 = no or little experience in this area
5 = significant experience


	Evidence

How have you developed this skill?

In what context and to what extent?


	General Skills



	Team working – working with

others to achieve a common goal.


	  1    2    3    4    5 
	

	Communication – dealing with

people in person, by telephone

or in writing to reach an

understanding.


	  1    2    3    4    5 
	

	Numeracy – handling cash

transactions, working out budgets,

e.g. treasurer of a club, managing

own finances.
	  1    2    3    4    5 
	

	Problem solving – defining and

analysing a problem and

suggesting an appropriate solution.


	  1    2    3    4    5 
	

	Presentation skills – written or oral e.g. producing an information

leaflet or presenting your ideas

orally.


	  1    2    3    4    5 
	

	Networking – identifying people

who you know may be able to

help further your career goals.


	  1    2    3    4    5 
	

	Organisation – prioritising work and managing time effectively e.g.

allowing time to research and write up your essay and reach deadlines.

SKIL
	  1    2    3    4    5 
	

	Ability to understand and follow instructions – eg: as relevant procedures or in a classroom situation

	 1    2    3    4    5
	

	Ability to encourage and motivate – e.g.: as part of your course, or your volunteering, in a club, during vacation or part-time work.


	 1    2    3    4    5
	

	Ability to value the opinion of others – e.g. awareness of and commitment to equality and diversity.

	 1    2    3    4    5
	

	Specialist skills


	Customer orientation – delivering a quality service and building a good relationship with customers/clients e.g. working in a bar, restaurant or shop during your vacation.


	  1    2    3    4    5 
	

	Commercial Awareness –

understanding a company’s culture

and showing knowledge of different

business sectors.


	  1    2    3    4    5 
	

	Leadership – taking a leading role in any situation, e.g. captain of sports team, chair of student society.

	  1    2    3    4    5 
	

	Assertiveness – being able to say no when necessary.


	  1    2    3    4    5 
	

	I.T. skills – being able to use a variety of software e.g. Work, Access etc. And be confident in using the Internet for your research.

SPECIALIST SKILL
	  1    2    3    4    5 
	

	Other Attributes

	Patience – to cater for differing abilities and needs
	 1    2    3    4    5
	

	Empathy – the ability to understand another person's circumstances, point of view, thoughts, and feelings

	 1    2    3    4    5
	

	Open minded, diplomatic, friendly, approachable
	 1    2    3    4    5

	

	Reflection and Review

	Self-directed learning – setting and reviewing your own goals.
	 1    2    3    4    5
	

	Reflection – learning from experience and taking lessons forward to make improvements to performance.


	 1    2    3    4    5
	

	Project writing – project planning/research and writing as part of academic or extra-curricular activity.

	 1    2    3    4    5
	


