SKILLS FOR
SUGGESS

eeeeeeeeeeeeeeeeeeeeeeeeeeeeee

STELLA COTTRELL

million copy bestselling author







Skills for Success



www.thestudyspace.com - the leading study skills website

Titles in this series by Stella Cottrell

Critical Thinking Skills (3rd edn)

Dissertations and Project Reports

The Exam Skills Handbook (2nd edn)

The Macmillan Student Planner

Mindfulness for Students

Skills for Success: Personal Development and
Employability (4th edn)

Study Skills Connected

The Study Skills Handbook (5th edn)

Teaching Study Skills and Supporting Learning

You2Uni: Decide. Prepare. Apply

50 Ways to Boost Your Grades

50 Ways to Boost Your Employability

50 Ways to Excel at Writing

50 Ways to Manage Stress

50 Ways to Manage Time Effectively

50 Ways to Succeed as an International Student

Study Skills

Academic Success

Academic Writing Skills for International Students

Ace Your Exam

Becoming a Critical Thinker

Be Well, Learn Well

Brilliant Essays

The Business Student’s Phrase Book

Cite Them Right (11th edn)

Critical Thinking and Persuasive Writing for Postgraduates
Critical Thinking for Nursing, Health and Social Care
Doing Projects and Reports in Engineering

The Employability Journal

Essentials of Essay Writing

Get Sorted

The Graduate Career Guidebook (2nd edn)

Great Ways to Learn Anatomy and Physiology (2nd edn)
How to Use Your Reading in Your Essays (3rd edn)
How to Write Better Essays (4th edn)

How to Write Your Literature Review

How to Write Your Undergraduate Dissertation (3rd edn)
Improve Your Grammar (2nd edn)

Presentation Skills for Students (3rd edn)

The Principles of Writing in Psychology

Professional Writing (3rd edn)

Reading at University

Reflective Writing for Nursing, Health and Social Work
Simplify Your Study

Skills for Business and Management

Stand Out from the Crowd

The Student Phrase Book (2nd edn)

The Student’s Guide to Writing (3rd edn)

Study Skills for International Postgraduates

Studying in English

Studying Law (4th edn)

The Study Success Journal

Success in Academic Writing (2nd edn)

Smart Thinking

The Undergraduate Research Handbook (2nd edn)
The Work-Based Learning Student Handbook (3rd edn)
Writing for Biomedical Sciences Students

Writing for Engineers (4th edn)

Writing for Nursing and Midwifery Students (3rd edn)
Write it Right (2nd edn)

Writing for Science Students

Writing Skills for Education Students

Writing Skills for Social Work Students

Pocket Study Skills

14 Days to Exam Success (2nd edn)
Analyzing a Case Study

Blogs, Wikis, Podcasts and More
Brilliant Writing Tips for Students
Completing Your PhD

Doing Research (2nd edn)

Getting Critical (2nd edn)

How to Analyze Data

Managing Stress

Planning Your Dissertation (2nd edn)
Planning Your Essay (3rd edn)
Planning Your PhD

Posters and Presentations

Reading and Making Notes (2nd edn)
Referencing and Understanding Plagiarism (2nd edn)
Reflective Writing (2nd edn)

Report Writing (2nd edn)

Science Study Skills

Studying with Dyslexia (2nd edn)
Success in Groupwork

Successful Applications

Time Management

Using Feedback to Boost Your Grades
Where’s Your Argument?

Where’s Your Evidence?

Writing for University (2nd edn)

Research Skills

Authoring a PhD

The Foundations of Research (3rd edn)
Getting to Grips with Doctoral Research
Getting Published

The Good Supervisor (2nd edn)

The Lean PhD

Maximizing the Impacts of Academic Research
PhD by Published Work

The PhD Viva

Planning Your Postgraduate Research

The PhD Writing Handbook

The Postgraduate’s Guide to Research Ethics
The Postgraduate Research Handbook (2nd edn)
The Professional Doctorate

Structuring Your Research Thesis


http://www.thestudyspace.com

Skills for Success

Personal Development
and Employability

4th edition

Stella Cottrell

BLOOMSBURY ACADEMIC
LONDON « NEW YORK +« OXFORD « NEW DELHI « SYDNEY



BLOOMSBURY ACADEMIC

Bloomsbury Publishing Plc

50 Bedford Square, London, WC1B 3DP, UK
1385 Broadway, New York, NY 10018, USA
29 Earlsfort Terrace, Dublin 2, Ireland

BLOOMSBURY, BLOOMSBURY ACADEMIC and the Diana logo are trademarks of
Bloomsbury Publishing Plc

First published in Great Britain 2021 by Red Globe Press
Reprinted by Bloomsbury Academic 2022

Copyright © Stella Cottrell, under exclusive licence to Macmillan Education
Limited 2003, 2010, 2015, 2021

Stella Cottrell has asserted her right under the Copyright, Designs and Patents Act, 1988, to be
identified as Author of this work.

All rights reserved. No part of this publication may be reproduced or transmitted in any form or
by any means, electronic or mechanical, including photocopying, recording, or any information
storage or retrieval system, without prior permission in writing from the publishers.

Bloomsbury Publishing Plc does not have any control over, or responsibility for, any third-party
websites referred to or in this book. All internet addresses given in this book were correct at the
time of going to press. The author and publisher regret any inconvenience caused if addresses
have changed or sites have ceased to exist, but can accept no responsibility for any such changes.

A catalogue record for this book is available from the British Library.

A catalog record for this book is available from the Library of Congress.

ISBN: PB: 978-1-352-01159-3
ePDF: 978-1-352-01160-9
eBook: 978-1-350-92907-4

To find out more about our authors and books visit www.bloomsbury.com and sign up for
our newsletters.

Publisher: Helen Caunce

Associate Commissioning Editor: Rosie Maher
Assistant Editor: Verity Rimmer

Cover designer: Laura De Grasse

Senior Production Editor: Amy Brownbridge

Senior Marketing Manager: Amanda Woolf



Contents

Companion site materials
List of abbreviations
Acknowledgements
Foreword

Introduction

Introducing Skills for Success

Getting started

Skills for Success: the approach
How to use Skills for Success
Overview of the chapters
About the companion site

Part 1 Self-management

Taking charge of your future

Getting started with Personal
Development Planning (PDP)

‘PDP": What is it?
PDP as a process
Personal development involves ...
Why PDP matters for students
PDP: what students say
PDP: what graduates say
PDP in employment
Managing the challenges
Identify personal benefits of PDP
Do I need PDP? Self-evaluation
What are my PDP priorities?
Priorities whilst a student
Take a rounded approach to PDP
Make the commitment to your PDP
Take and make opportunities
Review: Taking charge of your future

2. The vision: what does success mean

to you?

Xii
Xiii
Xiv

XV

XV

XVi
XVii
Xviii
XX
XXiV

29

Defining success

Values

Which values?

Testing our values

Inspiration

Clarifying the vision

The long-term vision

Achieve the vision: set interim goals

Personal investment: benefits and
costs of achieving goals

Sustaining the motivation to achieve

Ingredients of success: learning
from CEOs

Ingredients of success - for goals
Attributes associated with success
Attributes needed to achieve your goal
Congruence and integrity

Does it all add up?

Review: The vision

3. Know yourself

Develop your own narrative
Themes in your tale

Yourself as Hero

Identify your personal caricature
Choices

Your top forty and significant seven
Your learning history

What helps you to learn?
Responding to setbacks

Drawing on your expertise

Personal expertise metaphor: examples
Applying your expertise

Review: Know yourself

Improving your personal performance

Achieving more
Personal performance and ‘SHAPES'
Changing SHAPES

Contents

30
32
33
34
36
37
38
40

41
42

44
45
46
47
48
49
50

51

52
54
55
56
57
58
59
60
62
63
64
66
68

69

70
71
72




Find your SHAPES for academic study 74 Managing personal distress 120

Rate yourself: habits and attitudes 75 The ABC(D) model for dealing with distress 121
Rate yourself: preferences and experience 76 Managing change, confusion, uncertainty 122
Rate yourself: strategies 77 Uncertainty: wanting ‘right answers' 123
Map your SHAPES profile 78 Holding uncertainty 125
Use your SHAPES profile 79 Coping with change 126
Performance Factors 1: Structure 80 Get organised 127
Performance Factors 2: External direction 81 Understand your time character 128
Performance Factors 3: Social 82 Manage time more effectively 129
Performance Factors 4: Sensory stimulus 83 Improve your time management 130
Performance Factors 5: Global or serial 84 Review: Successful self-management 132
Performance Factors 6: Pressure 85
Performance Factors 7: Approach 86
PP Part 2 People and task
Performance Factors 8: Sensory mode 87 management skills 133
Performance Factors 9: Well-being 89
Personal Performance Profile 90 6. People skills 135
Identify significant features 91 i
How good are your people skills now? 136
Personal Performance Formula (PPF) 92
) ) People skills 137
Name it! Test it! 93 Developi 138
Test your Personal Performance eveloping rapport
Formula (PPF): Task 1 94 Skilful, active Iistening 140
Test your Personal Performance Developing mutual trust 142
Formula (PPF): Task 2 95 Finding allies and forming networks 143
Test what works for you 96 Constructive criticism 144
Apply your PPF 97 Being assertive 146
Review: Improving your personal Using assertiveness techniques 147
performance 98 Dealing with difficult people 150
5. Successful self-management 99 Managing difficult situations 151
Aspects of self-management 100 Neg.ot|at|on skills a.nd. perSUéélveness 153
Take the initiative 101 Decide your negotllatlng pos.|t|s>n 154
Taking personal responsibility 103 Conduct a persuasive negotiation 155
Getting on with it - or not 104 Change recurring situations 156
Eight levels: motivators and inhibitors 105 Monitor your progress 157
Speech indicators of ‘level 106 Review: People skills 158
Managing performance at the right level 107 7. Teamwork 159
Self-belief, hope and optimism 110
I Teamwork as a student 160
Self-permission 111 .
Being positive and ‘solution-focused’ 112 Being part of a great team 161
Emotional intelligence 114 Creating a great team 162
Evaluate your emotional Team functions and Belbin team types 164
self-management 115 Helping the team to work well 165
Emotional self-management 118 How do | behave in teams/groups? 166
Unexpressed emotions 119 Understand team dynamics 167

Vi Contents



Involve and include the whole team

Managing team conflict
Confronting team members
What | can contribute

Teamwork when applying for jobs
Review: Teamwork

8. Develop your leadership capacity

Why does this matter for me?
Different kinds of leader

What is leadership? Two models
Leadership styles

Right style for the context?

Key leadership orientations

What do you want in a leader?
Cultural differences in leadership
Seeing yourself as a ‘leader’

Your leadership style preferences
Preparing for leadership

Step up to responsibility

Being an effective leader

Get the basics right

Review: Develop your leadership capacity

9. Managing tasks and projects

Rate your task-management capability
Make the task manageable

OPAL strategy for task management
OPAL strategy: planning and action
OPAL strategy: learning from the task
Task-management techniques
Conduct SWOT and TOWS analyses
Use SMART-F target setting

Planning project time: action plans
Schedules and project diary

Being a ‘good self-starter’

... and keeping going

Be a ‘completer-finisher’
Characteristics of projects

Successful project management
Evaluate your task/project performance
Communicating about tasks/projects
Review: Managing tasks and projects

168
170
171
172
174
176

177

178
179
180
182
184
185
186
187
188
189
190
193
194
197
198

199

200
201
202
203
204
205
206
207
208
209
210
211
212
213
214
216
218
220

10. Thinking creatively and productively

Being open to enhanced brain power
Evaluate your creative thinking skills
Interpret your creative thinking score

A dozen really useful things to know
about your brain

Stimulate your brain

Help your brain find patterns

Let your brain be playful

Help your brain find answers for you
Give it food, water, exercise

Put your brain in the right mood

Calm the mind and clear mental clutter

Opening up to creativity

Take ‘light touch” approaches
Synthesis - the heart of creativity
Form creative habits

Creating thought ‘networks’
Network: creative thinking
Lateral thinking

Working with raw material
Creativity and risk-taking

Boost your creativity

Review: Thinking creatively
and productively

11. Practical problem-solving

Potential barriers to problem-solving
Getting started: use your resources
Defining the problem

Write a problem statement

Working towards a problem solution
Draw on familiar approaches
Structure the problem

Draw on analogous (similar)
problems

The ‘multiple solution” approach
Evaluating multiple solutions
Deciding on a solution using criteria
Problem-solving using action sets
Review: Practical problem-solving

Contents

Part 3 Extending your thinking 221

223

224
225
226

227
228
229
230
231
232
233
234
235
236
238
240
241
242
243
245
246
247

248

249

250
251
252
254
255
256
258

260
261
263
265
266
268

vii




12. The art of reflection

Why engage in reflection?

What is ‘reflection?

The relevance of reflection to me
Reflective practice

Nine steps for improving self-reflection
Question-based reflection

Open reflection: generating ideas
Open reflection: multiple routes
Open reflection: free-writing
Synthetic reflection

Developmental reflection

Reflecting on transferable skills
Reflecting on academic development
Reflecting on professional development
Evaluative reflection: critical events
Using feedback

Models of reflection 1

Models of reflection 2

Models of reflection 3

The Core Model for Reflection

Devise your own model for reflection
Presenting your reflection to others
Selective reflective portfolios
Reflective essays

Personal statement

Position papers

Review: The art of reflection

Part 4 Employability: enhancing

your career prospects

13. What do employers really want?

What is ‘employability?
Put yourself in employers’ shoes

What employers want: large employers
and SMEs

What employers want: work-readiness

What employers want: specialists or
generalists?

What employers want: how does this
change?

What employers value

Contents

269

270
271
272
273
274
275
276
277
278
279
280
281
282
283
284
286
287
288
289
290
292
293
294
295
297
298
300

301

303

304
305

306
308

310

311
312

Translating academic skills for the
workplace

Writing skills for the workplace
Communication skills for the workplace

Oral communication skills for the
workplace

People skills for the workplace

Task-management skills for the
workplace

Self-management skills for the
workplace

Employer case studies: skill sets in the
workplace

Being your own employer: pros
and cons

Being your own employer: eight
essentials

Review: What do employers really want

14. Getting the job you want

What students and graduates say

Career planning: Aspire, Act, Apply,
Achieve

Career planning journey: Aspire, Act,
Apply, Achieve

Models of career development
Responsive career planning

Which careers and jobs would suit me?
Gaining experience of work

Work placements and internships: the
benefits

Effective use of your experience of
work

What do you want from a ‘graduate’ job?
Activity: What do | want from the job?
Choosing a job

What do you want from an employer?
Plan ahead

Finding a job

Making a job application

Covering letter

Write a personal statement
Curriculum vitae (CV)

CV: example

Using your CV

313
314
315

316
317

318

319

320

325

327
328

329
330

331

332
334
335
336
337

338

339
342
343
344
345
346
347
348
350
351
352
353
354



Prepare for assessment centres

Referring to disabilities
Preparing for the interview

In the interview

Questions to prepare

Other typical questions

Closing the interview

After the interview

Review: Getting the job you want

15. Building a professional identity:
reputation, personal profile and records

Cultivate your professional identity
Stand out - for the right reasons
Shape your online profile
Keep yourself organised
Portfolios; Progress files; HEAR
Contents list: portfolios/personal records
Records to support applications
Current skills and personal qualities

355
356
357
358
359
361
362
363
364

365

366
367
368
369
370
371
372
373

Records of competences
Recording your competence
Records of reflection
Reflective material

Review: Building a professional identity

Appendices

1. Applications for success
2. Useful websites

Resources
Evaluate whether your PDP goals
are SMART-F
Personal Action Plan for PDP
Evaluate your targets as SMART-F
Action Plan: Version 1
Action Plan: Version 2
References and Bibliography
Index

Contents

374
375
376
377
378

379
381

383
384
386
387
388
390
398

ix




Companion site materials

Chapter 1 Taking charge of your
future

Do | need personal development planning?
Self-evaluation

What are my PDP priorities?

Priorities whilst a student. What
do | want to gain from my time
at university/college?

Chapter 2 The vision: what
does success mean to you?

The long-term vision

Evaluate whether your PDP
goals are SMART-F

Personal action plan for PDP

Benefits and costs of achieving your goal
Attributes needed to achieve your goal
Does it all add up?

Chapter 3 Know yourself
Top 40 strong points
Seven significant changes
Using your personal expertise
The impact of choices: the road walked
The impact of choices: the road unwalked

Chapter 4 Improving your
personal performance

Find your SHAPES for academic
study: snap profile

Find your SHAPES for academic study:
rate yourself for skills, habits, attitudes,
preferences, experience and strategies

Map your SHAPES profile (2 charts)
Your Personal Performance Profile

Identify significant features of your
Personal Performance Formula (PPF)

Your Personal Performance Formula (PPF)

Your Personal Performance
Formula (PPF) for task 1

Your Personal Performance
Formula (PPF) for task 2

X Companion site materials

Chapter 5 Successful self-management
Learning from mistakes
Attitude to challenge
Identifying your sources of support
Student Day Planner

Chapter 6 People skills
Balloon game
Changing a recurring situation
Monitoring my effectiveness in
improving my people skills
Chapter 7 Teamwork
What | can contribute

Chapter 8 Develop your
leadership capacity

Step up to responsibility
Being an effective leader

Chapter 9 Managing tasks and projects
Priority organiser
SWOT analysis
Advanced SWOT analysis
Evaluate your targets as SMART-F
Action plan
Project schedule

Chapter 10 Thinking creatively
and productively

Evalute your creative thinking skills
Mindfulness meditation
Boost your creativity

Chapter 11 Practical problem-solving

Problem-solving: the ‘back of
an envelope’ approach

Evaluating multiple solutions

Chapter 12 The art of reflection
Critical event incident
Core model for reflection
Personal model for reflection



Chapter 13 What do
employers really want?

Written communications
competence sheet

Oral communication competence sheet
People skills competence sheet
Task-management planners and templates

Chapter 14 Getting the job you want
Recognise personal change
Gaining insights from the workplace
Preparing your job application
Preparing for the job interview
After the job interview

Chapter 15 Building a professional
identity: reputation, personal
profile and records

Competences

Tools for evaluating performance
Improving personal performance
Evaluating progress on learning goals
Competitiveness audit

Personal records

Contents list for portfolios/
personal records

Record of education and training
Evidence of learning
Record of work history
Learning through work
Evidence of skills and personal
qualities for employment
Competence sheets
1 Evidence of competence in teamwork

2 Evidence of competence in
working independently

Available on the companion site: www.macmillanihe.com/cottrell-skills-for-success-4e

3 Evidence of competence in
exercising responsibility
4 Evidence of competence in leadership
5 Evidence of competence
in persuading others
6 Evidence of competence in negotiating
a compromise
7 Evidence of competence
in problem-solving
8 Evidence of competence in
project or task management
9 Evidence of competence in
commercial awareness
10 Evidence of competence in
managing a difficult situation
11 Evidence of competence in working
under pressure or to tight deadlines
12 Evidence of competence in
equal opportunities
13 Evidence of competence
in managing change
14 Evidence of competence in
taking calculated risks
15 Evidence of competence in
learning from my own mistakes
16 Evidence of competence in
written communication skills
17 Evidence of competence in
oral communication skills
Pro-forma for mapping
other competences
Health and safety
Links to

‘Want to know more?: Recommended

further reading and resources

Useful apps (Appendix 1)
Useful websites (Appendix 2)

Companion site materials

=

Xi


http://www.macmillanihe.com/cottrell-skills-for-success-4e

Xii

List of abbreviations

CEO
CPD
cv
cvce
HEAR
HE
HEI
liP
PDP
Pl
QAA

Chief Executive Officer

continual professional development

curriculum vitae

Committee of Vice Chancellors and Principals

Higher Education Achievement Record

higher education

higher education institution

Investors in People

personal development planning

performance indicator (also: KPI, key performance indicator)

Quality Assurance Agency

List of abbreviations



Acknowledgements

For the fourth edition of Skills for Success, |
offer especial thanks to the following for their
contributions.

The author and publishers would like to thank the
following who have kindly given permission for the
use of copyright material: their insights add greatly
to the book.

Shazia Sarwar-Azim, Headteacher, Mill School, Bury
(p. 323); Anna Cook, Deputy Group Leader - Talent
Acquisition, CERN, Switzerland (p. 324); Charlie
Cottrell, Group Creative Director and Head of
Editorial at We Are Social, UK (p. 323); Patch Dolan,
freelance photographer at patchdolan@me.com
(p. 322); Gemma Dorer, Professional Lead
Occupational Therapist, Sussex Partnership NHS
Foundation Trust, UK (p. 320); Helen Mason, Head
of Strategy and Engagement, Cornwall Council and
former Deputy Director for Communications at

the Department for Transport (p. 321 and 348); Kent
County Council (p. 321); Niki Arulanandam, Head of
Development, Red Globe Press.

Shell (p. 310); Danella Bagnall, Vehicle Architecture
Planning Director, Jaguar Land Rover (p. 314), in The
Guardian UK 300; Travers Smith LLP (p. 313); RDS, a
KCA Deutag Company (p. 318); and Heinz Company
(p. 319). We are grateful also to those employers,
lecturers and careers support staff who have
allowed their insights to be included albeit without
formal acknowledgment by name.

A huge thank you to the team at Red Globe Press
for their constant patience, encouragement,
support and attention to detail: Suzannah
Burywood, Helen Caunce, Georgia Park, Amy
Brownbridge, Rosie Maher and Verity Rimmer. My
thanks also to the text editors and proof readers
Ann Edmondson and Wendy Telfer. My greatest
thanks, as always, goes to my partner who keeps
everything going around the writing process,
contributes in innumerable ways to the book itself,
and keeps me happy and well fed throughout - for
all of which | feel extremely lucky!

Acknowledgements xiii


mailto:patchdolan@me.com

Foreword

Skills for Success was one of the first books

designed to support university-level students and
recent graduates to prepare for graduate-level
employment. The first three editions have been
used by students all around the world as well as by
employers and employees outside of the education
sector. Despite the greater focus on career planning
and employability in recent years, a recent report

of student and employer views illustrates a
disconnect between what students think employers
want and what employers say they are looking for
(Uffindell et al., 2020). Of students responding to the
survey on which that report is based, less than half
were confident about achieving a graduate job or
being prepared for the world of work. Support for
students, and resources such as Skills for Success, are
still essential.

I have been fortunate to have worked with
thousands of fantastic, inspiring students across
my career. | have been humbled by the efforts they
put into their time as students - not just with their
course, but with jobs, volunteering, caring, creativity
and CV-building. So many want to do well for the
benefit of others: to be great professionals, to bring
new skills to the workplace, to contribute usefully

to society, to inspire others, to be role models.
Similarly, I have been impressed by so many
academic and professional support staff going that
extra mile to help students to achieve their life aims
and to gain the best possible next step on the career
ladder.

The first edition of this book arose from requests
from teaching staff in higher education who, in the
face of gaining new responsibilities for improving
student employability and integrating personal

Xiv Foreword

and professional development into courses, had
no resources to call upon. | wrote Skills for Success
so that teaching staff as well as students had some
practical starting points for working together.

This fourth edition of Skills for Success has been
influenced by having had senior responsibility

for student success and employability as Head of
School at one university, and overall at two other
large universities. | have also drawn on my own
experience as an employer, board member, mentor
and executive coach. | have read thousands of
job applications and interviewed hundreds of

job applicants at all levels from recent graduates
through to CEOs. | have observed, first-hand, what
works and what does not when people apply for
jobs. | have also talked to employers from around
the world about what they want in employees,
especially in new graduates. | have asked graduates
‘what they wished they had known’ before leaving
their courses or taking on new and work-related
responsibilities. | have also received a huge
amount of comment and advice from student
representatives and teaching staff in diverse
disciplines about what they consider matters most
for their students.

All of these insights | have endeavoured to
incorporate into the current edition. | hope that,

as a result, this edition assists both academic and
professional support staff with their students.

Above all, | hope it goes some way towards helping
students and graduates to gain confidence,
recognise their incredible potential and harness their
diverse talents to achieve their ambitions.

Dr Stella Cottrell



Introducing Skills for Success

Is this book for you?

Whether you are aiming at your first job, a new or better job, a promotion at work, a change of career
or a good workplace appraisal, you are likely to find this book has something for you. It focuses on skills,
behaviours and ways of thinking relevant at most levels of study and of value throughout working life.

Although Skills for Success was originally designed for university-level students, it is used in many other
contexts in both education and employment. It is especially relevant to those who want to feel more
confident about what is expected in the world of work and who want to make more considered decisions
about their futures.

Shape your future ﬁ?
As well as practical guidance, the book provides an

opportunity to pause and consider crucial questions about

you, your future and the kind of person you want to be -

questions such as:

* What does ‘success’ mean for me: as a student, for working O
life and my life in general? ", Q
Q

* Which skills, experience, and qualities do | need in order to @ D
achieve such success? \\ \\b‘/’
* How will | get from where | am now to where | want to be e q
in the future? Lr
—

* What could | be doing now that would be helpful to my Q’
future self?

Aims of Skills for Success

Skills for Success aims to help you to develop the attitudes, confidence, understanding, habits and generic
skills associated with success in the world of work. It does this by:

* Encouraging and enabling you to focus in depth on you and what you want for yourself in life

* Offering practical guidance to develop skills, habits, behaviours and ways of thinking that promote and
support success

* Providing insights from the world of work on what is expected and how to go about securing the kind
of jobs you want - building on your successes, avoiding common errors and turning setbacks to your
advantage

* Structured reflections, observations, self-evaluations and activities to stimulate ideas, support your
thinking process and guide action

* Resources to support you in recording your personal history, experience, skills and reflections so that
they are ready and easy to use when applying for jobs.

Introduction XV
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Getting started

Below, is a set of recommendations for where to begin in using this book. You don't have to follow this,
of course. If you do, you can keep track of what you have done so far by checking this off [/] as you go.

Action

Rationale

Done

Browse quickly

Check what the book covers and gain a sense of where to
find what you need.

v

v

Read this Introduction:
Introducing Skills for Success

Gain a sense of the book, its purpose, layout and contents.
Familiarise yourself with the icons used in the book
(see page xviii).

v

v

Take a look at the companion
site (pages x and xxiv)

Familiarise yourself with the wide range of resources on
the site to support your use of the book and your personal
development planning (PDP).

v

v

Make a commitment
(page 25)

Make the decision to put time and energy into your
personal and professional development. Write this down.
Decide what will motivate and support you to follow
through on this commitment.

v

v

Plan time slots into diary
(page 131)

Use your diary, calendar or planner to put aside regular
slots to consider where you are in your PDP, and what to
do next.

v

v

Start to capture your
thoughts (page xix)

Develop the habit of giving time to developing your
thoughts - in writing or using audio, video or graphics.

v

v

Read Chapter 1: Taking
charge of your future
(pages 3-28)

Find out what is meant by personal development planning,
and why it is considered important for students and in
professional life. Gain a steer on how to derive most benefit
from PDP.

v

Use Chapter 1

Identify your PDP priorities.

v

v

Follow up

Use other chapters, or parts of chapters, to follow up on
your interests and personal priorities.

Introduction




Skills for Success: the approach

All about you

This book is about you - about the kind of person
you want to be and the sort of future you want.

It provides information, guidance, prompts and
activities to stimulate your own thinking and to
help you filter what you really want amidst the
clamour of many choices and everyone else’s
interests and needs.

Improved decision-making

Good decision-making boosts well-being and
generally makes life easier. However, it is not
unusual for people to make important life
decisions without really thinking them through.
This leads to wasted time, missed opportunities
and unnecessary complications.

You can use the guided reflections, observations
and other activities in Skills for Success in order to
consider in more depth the ‘whys' and 'hows' of
what makes you ‘you’, what influences the way
you think, feel, choose and behave - so you are
better placed to make the right decisions for you.

Time for thought

Skills for Success encourages you to devote
some space in your busy life just to thinking
about you and your future. This is important

as, generally, we tend to be easily distracted from
thinking deeply on fundamental questions about
ourselves - such as:

* What do | really want, value, need?
* Why do these things matter to me?
* What would really be best for me?

* How does all this affect the way | should be
thinking and planning for the future?

* What will I do to bring about what | want?

Although these thoughts might cross our minds
occasionally, it is easy to become caught up in our
day-to-day lives so that weeks or years pass without
our giving them the time they deserve. This book
supports you in making that time. Many of its
activities are short and can fit into a bus or train ride,
lunch break or a spare twenty minutes.

Emphasis on action

Whilst it is important to think things through,
ultimately it is essential to put your thoughts and
plans into action. This book provides practical
guidance and resources to help you take steps in
planning towards what you want to achieve.

At last, Sybil had enough ideas to launch into action

Employability focus

Whilst many of the skills and attitudes covered by
Skills for Success are applicable to academic study,
the main focus of this book is on preparing for
success in working life - whether in your current line
of work or future jobs. It helps you to consider such
questions as

* What is meant by ‘employability’”? What do
employers look for?

* Should | be self-employed - or an employer
myself?

* What kind of actions should | be taking now to
improve my work or career prospects?

* How can | enhance my personal profile and
performance so | ‘stand out from the crowd™?
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How to use Skills for Success

The following design features are provided to
help you find material quickly and easily,

* A contents page and Index.

Icons used in the book

‘ Self-evaluation ’

Observation

* A list of the resources available on the book’s

companion site (pages x-xi).

* Learning outcomes listed at the start of each
chapter, so you know what to expect.

* Page headers and large headings for topics, to

assist rapid browsing.

* Icons to signal particular activities.
* Summaries at the end of each chapter to

highlight their key messages.

* Visually distinct pages, with illustrations and
graphics to help you locate and recall material

more easily.

@ Reflection / Activity

Apps are
available (see
pages 379-80)

Companion

~—. Site materials
= i
=~ available (see

pages x-xi)

Q Want to know more? Further resources

Skills for Success is designed so you
can choose to use it in different

ways, to suit you at any given time.

* Browse and choose what
interests you.

* or Identify your priorities; go
directly to those sections.

* or Pick chapters relevant to
where you are at a given time in
your course or work history.

* or Work through the book
systematically to build self-
awareness, confidence and
ability.

* or Use a combination of the
above.

Most chapters include a self-
evaluation. These serve several
purposes:

1 to increase awareness and
stimulate reflection

2 to highlight component parts
or steps that contribute to
complex tasks or skills; this
deepens understanding of what
is involved

3 to pinpoint specific aspects
of your current performance
that would benefit from more
attention

4 to help you prioritise your
planning and development.

Be prepared to
give yourself the
time you need to
investigate, reflect
upon and evaluate
yourself, your
studies and your
future. Create time
for it in your diary.
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* Apply strategies, skills, models and
ideas from the book to your studies
and workplace, adapting and combining
these to fit your circumstances and
preferences.

* Use these as a springboard for
investigating new ways of doing things.

* Become more aware of what works best
for you and your circumstances.

Use the guided observations and activities
in the book to help you to become more
aware of:

* various aspects of the world of work,
such as what employers say they want
and changes occurring in the labour
market and your professional area

* what others around you are doing to
advance their own futures

* what kinds of approaches are effective for
getting things done in your context(s)

* what other people want and need:
being alert to these can help your own
success.

It is recommended that you maintain a personal
blog, vlog, journal, diary, folder, ideas book or
similar - to support your development over time.

Start a ‘reflective journal’

Use your journal to:

* complete reflective activities from the book

* capture your thoughts, insights and inspiration
* develop your initial thoughts in more detail

* consider your attitudes, feelings, habits and
behaviours, and the implications of these for
you and others

* identify helpful and unhelpful responses to
events

* look back over earlier entries and consider how
your perspective changes over time

* generally think things through.

Giving attention to your experiences helps clarify
your thinking and understanding. Put time

aside regularly to record your reflections - and
to reconsider previous entries. For more about
effective reflection, see Chapter 12.

Follow up your evaluations and reflections with
decisions for action. The resources in the book
and on its companion site can help you to:

* decide your priorities

* plan out what you will do and when

* carry out what you decided

* keep track of your actions

* consider what worked - and what to improve.
Follow up topics of relevance to you. Further

reading and resources are recommended
throughout the book and on pages 390-8 (refs).

Save completed self-evaluations, reflections,
priority lists and planners for future reference.

* Compare your actions and outcomes with your
original intentions.

* Compare your initial responses with how you
feel, think or behave later.

Introduction
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Overview of the chapters

Part 1: Self-management

Self-awareness is key to everything else. Part 1 helps you to
deepen your understanding of what lies beneath your current
choices and performance - and to use your insights to gain
more control over your actions and your life.

1 Taking charge of your future

Chapter 1 introduces personal development planning (PDP)

as an important strategy for preparing for the future. It clarifies
what PDP is, why it matters, its challenges and benefits. Use it
to identify your current PDP needs and priorities.

2 The Vision: What does ‘success’ mean to you?

Most students make sacrifices to put themselves through
college or university and expect a better future as a result.
Despite this, many are vague about what to do once their
course finishes. Whilst that doesn’t have to be a problem, it

is useful to give thought to what you want in life so that you
have a greater sense of direction, make coherent choices and
are better positioned to make use of the right opportunities
for you as these arise.

Chapter 2 enables you to think through what ‘success’ would
mean to you. Itis a chance to reflect on your ambitions,
goals, motivations and values - and about the kind of life you
want to find yourself living 10 or 20 years from now.

3 Know yourself

Use Chapter 3 to gain a deeper understanding of the part you
play in your own life story. It is a chance to reflect on what
has shaped you as a person, as well as how you respond to
circumstances now, the expertise you have developed so far,
and how you could draw on that in new contexts.

4 Improving personal performance
We are each distinct in what we need to perform at our best -
and in what holds us back. Chapter 4 enables you to:

* evaluate whether you would benefit most from working
on your skills, habits, attitudes, preferences, experience or
strategy (SHAPES)

* analyse the factors that have a significant impact on your
own performance

* identify your own personal ‘formula’ for performing at your
best

* use your insights to put into place the conditions you need
in order to perform well.
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5 Successful self-management

Effective self-management is expected of
adults and essential in most graduate jobs
and responsible positions associated with
career success. Although we might have a
good idea of what this means, it isn't always
easy to act like a responsible grown-up. It
can be especially challenging to manage
our emotions and follow through on good
intentions when we feel stressed or are
coping with change and uncertainty.

Zebra made

Panda did it medo it!

Tom refused to recognise his inability to take
personal responsibility for his actions

Use Chapter 5 to consider:

* your ability to use your initiative and take
on responsibility

* where and how your energy gets blocked
- and where to focus in order to charge
your energy

* the important roles played by self-belief
and hope for those who achieve success

* your emotional intelligence and ability
to manage emotions in uncertainty or
distress

* practical steps in organisational self-
management and using time effectively.



Part 2: People and Task
Management Skills

Being more skilful in how you approach tasks
and interactions with others makes study more
enjoyable and less stressful. It enables you to

be more effective in most situations you will
encounter as a student or in work. Attributes
associated with managing people and tasks are
always in great demand from employers and are
useful in all areas of working life.

6 People skills

Good people skills mean that all interactions in

daily life, work and during study can run more

smoothly and everyone gains consideration,

encouragement and respect. Such skills enable us

to create more effective, enjoyable and efficient

environments and to manage difficult situations

better - which is why so many people and

employers place such a high value upon them.

Most graduates need people skills soon after

graduation, if not before. Chapter 6 helps you to

identify and develop abilities that contribute to

good people skills, such as:

* establishing rapport, gaining allies and forming
useful networks

* active listening skills

* assertiveness and negotiation skills

* giving and receiving constructive criticism

* managing difficult and unwanted recurring
situations.

How do | manage people?
Usually my presence is
enough but sometimes | roar
and if all else fails ... | eat them.
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7 Teamwork

Teamwork is an essential skill for most jobs and

research careers and, increasingly, features as an

aspect of student assignments. Good emotional

self-management and people skills contribute

enormously to good teamwork. Chapter 7 looks at:

* how to create great teams and be a constructive,
effective team member

* roles and functions that people play in teams, and
the value of including and involving all members
effectively to the benefit of the team

* understanding team dynamics, such as at
different stages in a group’s formation, and during
moments of conflict

* using conflict and confrontation constructively

* drawing on your experience so that you can
present your teamworking ability well to
employers during job application processes.

8 Develop your leadership capacity

Understanding about leadership is useful to many

contexts, whether in the work place, for student

projects, or in the community. It is essential in

most graduate jobs. Whether you consider yourself

a natural leader or take on leadership for other

reasons, there is always more to learn about how

to be a better leader. Use Chapter 8 to

* understand what is meant by leadership, including
different models and styles

* decide what you value in leaders

* prepare for leadership roles and/or develop as a
more effective leader.

9 Managing tasks and projects

Being familiar with a range of typical task-
related and project-management strategies
will help you take on almost any new task
with more confidence. Use Chapter 9 to:

* apply the OPAL strategy to help you
conceptualise new tasks more precisely
and to navigate the processes involved

* develop organisational and

planning skills, such as setting

goals, priorities, SMART-F targets
and evaluation criteria

* understand the characteristics of
projects as a distinct type of task -
and factors that enable their
success

* consider how good
communications will help the
success of your project - and
enable you to gain most from the

experience.
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Part 3: Extending your thinking

Creative and reflective thinking abilities are
becoming ever more valued, both for academic
study and for employment. They deepen your
understanding of what you learn from study

or experience and of how to apply this to new
contexts.

10 Thinking creatively and productively

Many people doubt their own creativity, assuming
that this is just for artists and performers. Creativity
is essential to problem-solving and task completion.
It is the ‘spark of creativity’ that brings the right idea
to mind at the right time. Chapter 10 looks at ways of
nurturing creative-thinking skills and using the brain
productively. Use it to:

* develop confidence in your creative abilities

* help your brain to function more effectively

* try out a range of activities to hone your creative-
thinking processes.

11 Practical problem-solving

Problem-solving ability features as one of the key
skills sought after by employers, as well as being
central to academic study and professional life. The
word ‘problem’ can be anxiety-provoking. It can be
daunting to be faced with new problems to resolve,
and frustrating to live with intractable and recurring
problems. That doesn’t have to be the case. Use
Chapter 11 to:

* find ways into new problems, so that they become
more familiar and easier to resolve

* use processes such as problem definition,
problem statements and problem-structuring to
help clarify the nature of a new problem or task to
yourself and others

* use similarity-finding, multiple-solution generation
and criteria-based evaluation to help you decide
on solutions to problems

* use Action sets in order to resolve problems
using mutual support processes.

12 The art of reflection

Many professions now require their employees to
adopt a reflective practitioner approach. Your course
tutors may also require you to reflect upon your
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performance. But what is ‘reflection”? How do you go
about it? How do you write about it?

As you work through the book, you will find many
opportunities for structured reflection. Chapter 12
outlines different methods and approaches, along
with guidance on the kinds of structured reflection
typically required for marked assignments in higher
education. Browse these and select those methods
that suit you and your course.

Part 4: Employability and
enhancing your career
prospects

Surveys of students show that their main objectives
in pursuing higher education are associated

with finding a graduate job or improving work
prospects. This may include:

* gaining professional qualifications or equivalents

* enhancing their career through promotion,
changes of role or moving to a better job

* gaining greater job satisfaction and expertise in
existing employment

* embarking on their first substantial job - as a first
step on the career ladder

* gaining more experience of employment through
internships or a graduate scheme.

The skills developed throughout the book are
those especially associated with graduate careers.
The following chapters consider the issue of
‘employability’ from the perspective of both
employers and students.

13 What do employers really want?

The process of gaining a job can seem rather
mysterious. When there is a lot of competition
for work, it can feel hard to find a job without
experience - and hard to gain such experience.
Even if you have been in employment for some
time, it is not always obvious how to go about
gaining a promotion or better job.

Chapter 13 considers ‘employability’ from the
perspective of employers and what they look for
when taking on new employees. Use it to:

* gain a sense of what matters to employers
* identify skills always in high demand



Not all the applicants for the job had really considered
what the employer was looking for

* understand how employers make use of diverse
sets of skills in work contexts

* articulate your skills, including academic skills in
ways employers understand

* weigh up potential benefits, risks and
responsibilities of self-employment and/or being
an employer in your own right.

14 Getting the job you want

Chapter 14 considers employability from the
perspective of you as a potential employee going
through the process of applying for jobs. Use this
chapter to help you:

* think through what you really want from your first,
or next, job

* enhance your career prospects through the
process of personal development planning

* make informed choices when looking for jobs

* make effective job applications, including a
winning CV and well-mapped competences

* prepare well for interviews and assessment
centres, so you can approach these with greater
confidence

* gain deeper insights into the world of work,
through reflection on the contexts in which you
find yourself - to help build business acumen and
achieve your longer-term goals.

15 Building a professional identity:
reputation, personal profile and
records

The information you provide to employers
as well as that available to them about
you in the public domain or through third
parties all contribute to your professional
reputation. Chapter 15 helps you consider
how to nurture and protect the integrity
of your professional identity - to the
benefit of your short- and longer-term
employment. That includes constructing
the best possible profile of yourself
online as well as ensuring that you
maintain reliable, easy-to-access records
that support accurate and effective job
applications.

Building a bank of information about your
experiences and skills provides you with
an invaluable resource for making good
applications and preparing for interviews.
You are likely to draw upon it for many
years to come. Materials and templates
are available on the companion site to help
you make such record-keeping easy.

Raise your game to get ahead of the pack!
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About the companion site

é The companion site for Skills for Success

A bank of resources is provided for your personal use through the companion site that accompanies
this book. You can use these to:

* record and collate key personal information, evaluations and reflections
* set personal priorities

* create detailed action plans for tasks or for professional development

* track and monitor your progress on tasks

* track and monitor your progress towards personal and professional goals
* prepare for job interviews

* follow up recommended links to further reading, information, podcasts, talks, videos, practice
materials, activities and other resources.

~— Thisicon indicates that templates such as planners and checklists are available on the
= companion website.

See pages x-xi for a list of materials on the companion site.

Visit the companion site at: www.macmillanihe.com/cottrell-skills-for-success-4e

Enjoy
the book

| hope you enjoy using
this book - and achieve
all your ambitions!

Stella Cottrell
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Self-management

Self-management skills are essential to success. They provide a solid foundation upon which to build
all other skills and to take action to achieve our ambitions. At some point, all successful people learn to
understand, manage, and lead themselves well in order to achieve effectively.

Part 1is designed to help you to:

* clarify what is meant by Personal Development
Planning (PDP), its benefits for you, and how to
get started with a relevant personal action plan

* envisage the kind of life you want for your future
and clarify your goals and ambitions

* consider what makes you the person you are now
- and who you want to be

* pinpoint factors that enable you to perform at
your best

* manage your time, resources and energies to best
effect to achieve what matters to you.

Personal development planning

Personal Development Planning (PDP) is the process
that enables us to identify what we really want - our
ambition for ourselves - and what we need to do in
order to achieve that. The richness of that process,
and where it leads, are down to each of us, depending
on what we putinto it.

Knowing yourself

Itis easier to shape a vision for the future, set goals,
stay motivated, and adapt to changing circumstances
if we build from a solid base. That comes from gaining
a deep understanding of ourselves - not just the

superficial, obvious things that first come to
mind but the more profound insights that
arise from recurrent, structured self-reflection,
self-questioning, broadening of experience,
learning from new challenges, being open

to feedback - all leading to greater self-
awareness and self-confidence. It is easier to
be successful in working towards our goals
when these really excite us, when they match
our ambitions, values and interests, and when
we are being true to ourselves.

Personal performance

When we understand the multiple factors that
impact on our own performance, we are in a
better position to create the ideal conditions to
achieve well in the most efficient way and with
least stress - whether for study, work or for
personal goals.

Chapters in Part 1

1 Taking charge of your future

2 The vision: What does success mean to you?
3 Know yourself

4 Improving your personal performance

5 Successful self-management







Chapter Taking charge

1 of your future

Learning outcomes 0

This chapter offers you opportunities to:

v/ understand what is meant by ‘Personal Development Planning’ (PDP) and what it involves
v recognise the potential benefits and challenges of PDP

v/ consider the relevance of PDP to your future career and ambitions

v’ decide your PDP priorities

v identify opportunities open to you now

v plan your course of action for taking forward your personal development.

What kind of future?

Your time as a student is a major step in your professional career. When you graduate, you will be
competing with millions of other graduates from around the world. Like you, they will be looking to stand
out in a graduate employment market that is increasingly global. The time you spend now in gaining a
good degree, in nurturing your talents and building a distinctive personal profile can make a difference in
how far you achieve what you want.

Make it happen

©
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Aspire. Be ambitious for yourself. Aim high,
considering the portfolio of jobs you might
have over many years.

Investigate. Be well informed about the
range of career and life options open to
you - and what is needed to be successful
in those areas.

Reflect. Increase your self-awareness:
develop good habits of introspection and
constructive self-questioning. Become more
attuned to what matters most to you.

Decide. Think through the implications

of potential choices - and then choose a
direction. Making decisions brings focus to
your planning and studies.

Plan. Map a route towards achieving your
ambitions - whether academic, professional
or personal.

Personalise. Adapt your strategies to suit
your individual combination of ambitions,
abilities, experiences, interests, needs and
preferences.

Achieve. Take action. Follow through on
your plans, adapting them as opportunities
arise and as your interests and ambitions
change.

Taking charge of your future



Getting started with Personal Development
Planning (PDP)

Below, is a set of recommendations for taking forward your personal and professional planning. You can
keep track of what you have done so far by checking this off [/] as you go.

Step in the process

Rationale

Done

Find out what is meant by
‘PDP’ (pages 5-9)

... S0 you can make sense of this for your own context.

v

v

Consider the challenges
(pages 14-15)

PDP doesn't tend to happen spontaneously, as is evident
from the students’ experiences on pages 11-12. Give
thought to where the challenges would lie for you so you
can address them.

v

v

Identify the benefits to
you (pages 16-17)

Motivate yourself to give PDP the time it deserves - such
as by identifying why and how it can be useful to you.

v

v

Decide: ‘Do | need PDP?’
(page 18)

Use the self-evaluation on page 18 in order to decide
whether PDP is relevant to you now.

v

v

Identify your PDP needs and
priorities (pages 19-24)

Complete the self-evaluations on pages 19-24 to tease
out your own PDP needs and priorities, using a rounded
approach.

v

v

Identify opportunities
(pages 26-7)

Give active consideration to the opportunities available
to you, so that your planning is dynamic, realistic and
focussed. Include opportunities you could create for
yourself.

v

v

Make an action plan
(page 208)

Draw up a plan. Make a schedule to take this forward
(pages 208-9). Review, fine-tune, and update this regularly
to keep it live, relevant and realistic.

v

v

Plan into diary

Use your diary, calendar or planner to map out when,
exactly, you will undertake the first few actions. Follow
through: do what you plan.

v

v

Check out the companion
site (page xxiv)

If you wish, you can use the templates provided for PDP
self-evaluations and planners - or adapt these to suit your
OwnN purposes.

Taking charge of your future




‘PDP’: What is it?

You and your aspirations

Personal development planning (PDP) is about you.
It is about thinking ahead and taking the right steps
now - to give yourself the best possible range of
choices later. It encompasses consideration of:

* who you are now - and want to be

* your likes, dislikes, ambitions, goals, values,
motivations and uncertainties

* what you thought you might want from life - and
how your interests might change

* the jobs and life options open to you - and what
these would entail

* work-related knowledge and skills so you develop a
soundly based confidence about the world of work

* what to do to benefit from opportunities and achieve
your own aspirations.

Taking stock

In working life, employers typically use PDP processes
such as staff reviews or appraisals. When conducted
well, employees are supported in pausing to take
stock of their work targets, career goals, training and
development needs. This contributes to personal and
business planning for the months or years ahead.

The Quality Assurance Agency (QAA) for higher
education in England advocated similar processes for
students at every level and stage of study. This was to
help students to prepare for working life and, if already
employed, make better use of opportunities available
to them. The QAA stressed the importance of PDP as:

Structured and supported processes to develop
the capacity of individuals to reflect upon their
learning and achievement, and to plan for their
own personal education and development.
(QAA, 2000)

Such reflection and planning are most effective when
undertaken regularly and over time - because we, our
circumstances and the world around us are changing all
the time. It is also useful to pause occasionally to check
that we still want the same things, are on track with our
plans, and to recognise what we have accomplished

so far.

Guiding your destiny

However much others might take an interest in
you, your studies and your future, ultimately it
is up to you to make things happen. That might
seem daunting, but it can also be reassuring -
you can take charge and make a difference. PDP
can be energising if staged thoughtfully, over
time, as part of a planned process. PDP helps
you to:

* structure your thinking

* steer your investigations

* make the right decisions

* clarify your direction and goals

* formulate plans to guide your choices
and actions.

A creative process

A journey of exploration and discovery

PDP is a creative process, requiring time,
curiosity, enquiry, toying with ideas, looking

for inspiration, taking risks, learning new skills,
building strengths, trial and error, discussion,
false starts, rethinking, and even soul searching.
The more you put in, the more you get out. Key
steps in that process are outlined on page 6.

Taking charge of your future




PDP as a process

PDP is an ongoing process rather than a one-off event. This process is mapped below (see also page 202).
The process can involve returning to any stage at any time, if needed.

Reflect (think through ..) —

Orientate

Consider
where you are
now and what
you want for
your future.

Envisage What are your vision,
ambitions, aspirations: to be and to
do and to achieve what? (Chapter 2)

Reason Why do you want this? How
will it benefit you or others?

Specify What exactly will be different
as a result of achieving your goals?

Take stock Where are you now in
your study, life, performance and
work in relation to your ambitions?
(Chapters 1- 4)

Evaluate Which skills, experience and
attributes are needed to achieve your
vision or goals? Which are strengths
already? Which do you need to develop
further - how and when?

Reality check: Is this really what you
want? What is feasible for you short term
and longer term?

Commit: Commit to a vision or objective
and to taking the steps necessary to
achieve it.

Maintain good
records for
future use.

observe, discover, learn - what do
you know now that could help you or
others? Jot this down for future use.

Plan Investigate What are your options? Specify tasks What actions do you need
. What opportunities are available? to take? Prioritise these.
Decide how
you are going Clarify goals Specify exactly what you | Schedule In which order will you carry
to achieve want to achieve as your end-point(s). out tasks? When does each need to start
your vision Set SMART-F targets (page 207). and finish?
and goals. Map your route. Draw up an action Monitor Set times in your diary for
plan. Identify the steps you need to take | checking in that you are on plan.
to achieve your goals (page 208).
Act Take the initiative Don't wait for events | Prioritise Identify the actions most
Do it or people to prompt you to action. important to achieving your goals.
Carry through on the actions in your | Problem-solve Expect challenges. Find
planin a timely way. ways to resolve obstacles and to learn
Keep the plan alive Be active in IR S
making regular checks and updates. Check off actions that you have
Have a strategy for keeping yourself achieved. Remind yourself of what to do
motivated. next and what remains to be done.
Learn (& Record) | | Extrapolate Draw out what you Update your records of skills,

experience, and qualifications.

Refresh your core CV (pages 352-3).

Taking charge of your future




Personal development involves ...

Aspiring for your future

Whether you have clearly formed goals or vague ideas
about how you want to live your life, your aspirations
help to motivate and guide you. Feel free to dream

- for now, for when
your course is over,
for the long-term.
Then consider how
to turn your dreams
into reality. Chapter
2 investigates this

I'm prepared to go
vegan if you give me a
jobintextiles

Bringing the right ‘'mindset’
Attitude is key to PDP. That means:

* being determined to achieve what you set out to
do

* recognising what you can do already - and
applying what you learnt from past success

* taking setbacks in your stride so they don't deter
you from succeeding in the long term

* finding ways of using setbacks to good advantage
- looking for positive aspects and learning from
mistakes so that they benefit you in the future

* persisting if you haven't achieved your goals - yet.
Emphasise that word ‘yet’ to yourself.

Believing in yourself

Self-belief is essential. It is reasonable

to assume there will be setbacks and
disappointments along the way. At such times,
you have to be able to inspire yourself to keep
going - and to keep re-igniting your self-belief.

Whether progressing in a career, building

a business or generally in life, you need
others to put their faith in you - in your skills,
attitudes, values. If you want others to believe
in you, you must believe in yourself, too. That
can mean:

* giving yourself sufficient time to think and
achieve

* providing yourself with opportunities
* finding the right support and guidance

* being a good guide to yourself and following
your own best advice

* grounding your self-belief, by taking action
and demonstrating your potential to
yourself.

Increased self-awareness

Self-knowledge is invaluable to shaping

your aspirations and to ensuring that you
have a realistic plan in place to achieve

your aims. It might seem self-indulgent or
unnecessary to put time aside to think about
yourself. However, happiness, contentment
and a sense of fulfilment benefit from such
introspection - and you are likely to make
useful, unexpected self-discoveries, too.

Self-awareness helps in making decisions
about:

* the right study and work choices
* how best to use your time now
* which opportunities to pursue

* how to cope with feelings, emotions, stress
and the multiple demands on your time

* managing relationships and interactions
with others that affect life, study and work.

Taking charge of your future




Thinking things through
It makes sense to think in depth about questions that
affect your life and future, such as:

* what kind of life you are leading and where you are
heading

* how you became the person you are today and what
you can do or change in order to be the person you
want to be

* the consequences and implications of your thoughts,
habits and actions - and how these either take you
forward or hold you back.

Chapter 12 looks at this in more detail.

Decision-making

Journalist

Project Designer

Whatever decisions we make, day by day and longer
term, these have consequences, the full impact of
which won't be evident for many years. Ideally, we will
be pleased with the decisions we made, yet inevitably
we will make mistakes, miss chances, make life harder
than it need be.

That is where the PDP process can be of value. It
provides space to pause and to:

* evaluate the impact of past decisions

* weigh up costs and benefits of choices in the light of
experience and investigations

* recognise and manage pressures from others to
pursue a future you might not really want

* manage risks sensibly.

Taking charge of your future

Active investigation

* Finding out all there is to know about the life
and career options available to you

* Researching the many spin-off careers and
opportunities that your qualifications could
open up for you - including the less obvious

* Being aware of alternatives - in case the
realities of particular jobs, roles or fields of
works don't live up to your expectations.

There are rich resources available to help with
this - online, through careers services,
recruitment agencies and your institution.

Being open to possibilities

* Recognising possibilities

* Creating opportunities

* Seizing opportunities as they arise

* Trying out new things

* Taking the trouble to ask

* Seeking out advice

* Planning for the medium and longer term

* Being flexible, adaptable and resilient in the
face of changing circumstances.
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Devising a personal path

As the name suggests, personal development
planning involves formulating some kind of plan,
strategy or general route towards achieving our
aims. The nature of this is highly individual, and will
change over time.
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If you are on a given career path that
inspires you currently, there are likely to
be set qualifications to achieve and roles
to work through on the way to your ideal
position. Your plan needs to include those
- as well as other things that you want to 0
accomplish in life.
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@ If you are changing your mind, such as if
you on a professional pathway that is losing
@ its charm for you, your plan should include
considering options and alternatives that will
Q
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engage your interest again.
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professional practice, whether as an

artist, doctor, architect or otherwise, your plan

might involve such steps as gaining investment, e Q
marketing your services and ensuringyou are g
compliant with any legal responsibilities.
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5 If you have no idea of what you will do when
your course finishes, your plan might include
such actions as investigating your options,
@ gaining work experience and developing a wide
@ skills portfolio, so that you give yourself the best
possible range of options for graduate jobs. Part

Q 4 (page 301) picks up on this in more detail.
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Just ‘being’ — with mindful
awareness

We tend to spend most of our time
distracted by such things as work, social
media, socialising, entertainment and
almost anything apart from just sitting
quietly with ourselves. That makes it
more difficult to know ourselves - and
to recognise the full significance of what
occurs to us and around us.

Create space for insights to arise

Whilst PDP involves a dynamic process

of reflection, planning and action, it also
benefits from quiet time where we are not
constantly chasing after answers and results.
Time spent in stillness and quiet allows

for different kinds of thoughts to emerge.
These can give us unexpected insights into
ourselves and our situation.

Aim to find a healthy balance between
driving yourself to achieve your goals, and
leading a healthy, fulfilling life in the current
moment. You can find out more about this
in Cottrell (2018).

Taking charge of your future 9




Why PDP matters for students

More than just a degree

When students complete their qualification, they
usually have a good understanding of their academic
subject and have developed skills associated with their
course. This is good, but is only part of the story.

Being at university or college provides opportunities
to mix with a wide range of people, to take partin
new activities, to manage positions of responsibility
and to broaden your outlook. Most of these
opportunities lie outside of the taught curriculum
although, increasingly, courses are designed to
enhance personal and professional development
and increase employability and work readiness.
Students are being encouraged to adopt a broad-
based approach that uses their time and the
curriculum imaginatively.

Why is PDP actively encouraged
for students?

Typically, students regard their study as a passport
to a better future - such as through a graduate

job, career change or promotion. Such jobs require
qualities and skills that take time, support and good
planning to develop. Attributes and soft skills

such as confidence, teamwork, leadership and

task management cannot be acquired suddenly at
the last minute or in isolation. In the past, many
graduates were disappointed that they were not
better prepared for time after study. Employers
have long complained about students’ lack of work-
readiness. It has been recognised that students
need structured opportunities to think about, and
prepare for, their future.

Can you really plan for an
unknown future?

Whilst you can't control the future - the
unexpected will happen - you can prepare for
likely eventualities. You can develop skills and
attributes relevant to a wide range of contexts,
opening up better life chances and enabling
better decision-making.

10 Taking charge of your future

Preparing for graduate jobs

PDP is about preparing now towards the kind

of employment you will want in the future -
whether that is working for yourself or others.

It can encompass a wide range of soul-searching,
investigating, experimenting, decision-making,
planning, practising and learning from
experience, as well as keeping personal records
for future use.

Achieving academically

Usually, students want to gain the best possible
academic outcomes for their time as a student. This
is for their own satisfaction, and because employers
often require a high Grade Point Average (GPA) or
degree classification.

The PDP process can help you achieve better
academically as it helps you to understand more
about what hinders or enhances your performance.
In addition, being clearer about where your studies
might lead you later on can give a sense of purpose,
assisting motivation.

————
What kind of skills can you

bring to Super Any-job Ltd?

/ | ... umwrite a mean essay ... wicked
at exams . ..um, things like that . ..




PDP: what students say

My promotion - and my attitude!

| thought ‘personal development

planning’ was a bit of a mouthful,
“= soljustignored it. Thatis a bit of a

habit with me. Then, when | went

for promotion at work, they asked me
about my ‘commitment’ to my personal
and professional development. | couldn't
think of what to say. | even forgot to
mention | was doing a qualification at
university. | hadn't thought about how |
was already using what | learnt at Uni in
my job. My careers adviser has helped me
to think about how to plan and prepare
for promotion. He asked me whether
my general attitude to things that sound
complicated or difficult was helpful - which
it obviously isn't ... so I'm working on it!

»

A ‘return on my investment’

I have a huge loan for my study so | want a good job,
a well paid job ... | told my personal tutor and she
told me to make sure my CV looks outstanding and
to put in more study hours so | get a good degree

- both count. Basically, you have to think how you
will look well-rounded and interesting to employers
many years from now. So, | have really gone for it,
like it is a full time job. One thing is ... | do a lot of
organising of events and entertainment for senior
citizens, and fund-raising for it as well. It takes up a
lot of time but actually is quite a lot of fun and you
learn a lot about managing events, marketing, and
persuading people to get involved. | found out so
much | wouldn't have picked up just by

studying. | am more confident about

getting on with people. | have also

changed a lot. | do think I will have a lot

of good experience to talk about when |

apply for jobs.

-5’

-

Start early - or miss the chance

// My tutor said: ‘It really is up to you.

7 Plan now for your future.’ | thought
K‘V} ‘OK - soon’ and did nothing about it.

Now | am in my final year, applying

for jobs like everyone else ... and | see why
I should have started preparing earlier.
| feel | have wasted a lot of time so | am
trying to catch up quickly. The jobs I am
most interested in are overseas. If | had
realised this earlier, | would have started to
learn another language. | could have done
that using my electives for three years ...

- T

S————

A rounded personal profile

To be honest, | only wanted a degree so | could get a
better job. | picked up very quickly that you have to build
your personal profile from day 1. | did this by getting
involved with the student union. | became a course

‘rep’ and got a lot of training for this. | do kayaking and
rowing. | do ‘Global Studies’ so | can talk about more
than just my course (psychology). | competed in an
enterprise prize ... | helped a project on science for
school kids ... | can pretty much tick every

box. The career | want is hard to get into

without a really good degree. | am not all P
that strong academically so | am trying to
pick up as much as | can about good study -
skills so | get better grades.
et

022
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On the right course?

| wasn't sure what ‘PDP’ was and it seemed a bit of a distraction from my study. Anyway, we had

/

to do some careers sessions as part of a skills module in the first term. | went to talk to a careers

adviser and found out that | was doing the wrong course for the jobs | want. So that was a bit of a
wake-up call ... Luckily, | was able to negotiate a change of study units. It was hard work catching up but if |
pass these units, | can transfer next year to the course | need. It was scary how close | came to wasting three

years of study.

Taking charge of your future




PDP: what graduates say

g

Least wanted, most valued

The last thing | ever really wanted to do was open

the PDP file (which | had labelled ‘Me’). | didn't
want to think about my career or waste time
‘navel gazing'. | didn’t want to think about ‘work’.
I didn't want to ‘reflect’ either. If my tutors hadn't
made this a compulsory part of the course so |
couldn't escape it, | am sure | would never have
bothered.

Looking back, I think this was because, even
though | was studying a professional course in
petrology, | didn't have any idea what | really
wanted to do after Uni. But then one day (maybe
I had been reflecting!) it struck me that it was
ridiculous to feel it wasn't worth spending time
thinking about myself and my life so | started to
take it more seriously.

The careers and PDP sessions got me doing
things to put into my CV, and just looking at life
differently. They were probably the most useful
part of the course because without them, |
doubt | would have got a place on the graduate
programme that led to my first job.

Rahan, Operations Manager, SME
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Checking out the ‘dream’ ...

All the way through school, | thought | was going
to do a medical degree. | had a rather exalted
view of what | thought that meant. When | found
out more about the job, | couldn’t see me living
that kind of life. | am not good without sleep;
when | realised that | would have to live for many
years on 100-hour working weeks and constantly
interrupted sleep, that put me off. | could see
myself as a consultant, but not as a junior doctor.
| didn't know then what | would do - but | was glad
| found out early in my degree and could change
my career path. | didn't at that point think that the
volunteering work | did as a student would lead to
a good career in the voluntary sector.

Henry, CEO, voluntary sector

Taking charge of your future
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Breadth of skills and knowledge

| was lucky because the year | started my engineering
degree in the States, they gave us the option of
combining this with business and professional
studies. | took that option and it was the best
decision. It was exactly what this company was
looking for so it landed me my first job and then,
eventually, this line of work. | think it's great when
graduates can think beyond just one subject and can
converse intelligently with colleagues from all fields.

Brett, Senior Recruitment Officer,
large international company

_—_— — T

Acting like a professional

I work in the health sector. Continual development is
an integral part of what it means to be a professional
here and for career advancement. It is expected that
we reflect on our working practice. With technology
changing the nature of our work so rapidly and
research opening up new areas of knowledge and
understanding, it is unthinkable that we could do

our jobs without constant development. That means
finding the time, making choices and planning ahead.
| am grateful that my course insisted on PDP and
reflection so | was used to them when | started work.

Rosa, Nurse Manager

g

Challenge fixed career views

| already had a job working as a children'’s care
assistant. | thought, as | was a mother, and knew
about children and had experience in that line of
work, that was my life planned out. That was why

I didn't go to any careers sessions in the first two
years - | was sure it would be pointless. Then we
studied juvenile offending and | started to become
interested in that, especially the legal aspects. |
gradually became interested in being a lawyer. This
spurred me to study harder so | could get onto a
post-graduate course. As a lawyer, professional
development is an essential part of my job.

Sofia, family lawyer
7T




PDP in employment

In work contexts, personal development planning is more
likely to be organised to align self-development with
business and organisational objectives. This can work to
the mutual benefit of the individual and the organisation.

The individual can learn new skills and gain experiences
that assist with effectiveness in their role and/or with
career progression

The organisation benefits when their

employees update and extend their skills.

It also means they are in a better position to promote
staff internally, rather than recruiting

new, untested staff.

Identifying PDP at work

In the workplace, PDP is usually tied into an annual
process of appraisal, staff review or equivalent. It
might be referred to by other

names such as:

* Professional Development
* Continuous Professional Development (CPD)

* Employee Development Planning.

PDP in work contexts

The general process in the workplace is usually similar
to that outlined on page 6 above: identifying a vision or
goals, evaluating current strengths and developmental
needs, setting SMART targets, clarifying when and how
you will undertake training and development, keeping
records, and reflecting on learning.

* It is usually obligatory to undertake CPD of some
kind each year for the employer and/or to maintain
professional status.

* Itis likely you will be asked for a rationale for the goals
and training you identify, and to explain how these
benefit the company.

* Development and training are usually funded by the
employer, so at the end of the year, you will be asked
to account for how these helped you perform better in
your role during the year or how they will benefit you
in the year ahead.

Using student PDP at work

If you already work for an organisation,
you may be asked to undertake

annual reviews, set goals and identify
developmental targets in the workplace.
In addition, you might be asked to
produce PDP plans, a Higher Education
Achievement Report, Progress file,
Portfolio or equivalent for your college or
university. Depending on your job, you
might be able to make good use of PDP
undertaken as a student whilst at work.
For example:

1 In your workplace appraisal/review,
consider whether it will benefit you to
list the skills, qualifications, knowledge
and experience gained on your course
or as part of other student-related
activity.

2 If you do this, give specific examples of
how these are of benefit in your work
role.

3 If relevant, clarify to your employer how
your course and your development
as a student, as well as your work-
based learning, have prepared you for
taking on greater responsibility in the
workplace.

4 Be specific about how this would help
you in more senior roles, so that they
can see how you are preparing for
promotion.

5 Use this conversation to ask about
opportunities that might arise in the
near future for promotion - or for
undertaking work-based development
opportunities that would assist future
promotion.

6 If your course already benefits your
work, check whether this warrants any
promotion or pay-rise whilst you are still
studying on it.

Taking charge of your future 13




Managing the challenges

Focusing on your own development should be of evident value and interest, but PDP is not without its
challenges. Many people find it hard to get started or to give it the time it needs. There are many good
reasons for this, some of which are listed below. Consider which are most relevant for you [/].

What on earth
isit?

[] 1 1am notclear what it is

Personal development planning, or PDP, can
sound rather vague or abstract. Like many things,
it gets easier with practice and familiarity. It is
worth noting that for many job applications, you
will be asked to demonstrate commitment to
ongoing personal development. This also forms
part of your annual appraisal in most jobs.

(] 2 1t's too early for me to think about it

It can seem as if the end of college is a long way
off, and that career planning can wait until your
final year, or even until after you have finished
your course. It might feel difficult to imagine what
you would want to do in several years' time. If so,
you are all the more likely to benefit from a few
visits to the Careers Service as soon as possible.

| already know exactly
what lwant todo ...

(] 3 1am too busy

There can be many demands on our time which
appear more urgent to deal with right now. Even
with good intentions, it is easy to keep putting off
the moment for thinking about your future. If this
is true of you, schedule time into your planner at
least once a month where you focus just on you
and your future.

Taking charge of your future

[] 4 1don't need it

If you are already in a profession or on a particular
career route, it might feel unnecessary to think about
planning how to advance on your chosen career path,
or to consider other possible careers. However, be
wary of focusing too much on a single career route
without investigating other options. You might find
there is something that suits you much better.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press



[l have no idea what | want

to do in the future Careers \
@7& Fair

It’s all basic stuff. Don’t need to
worry about that now

[] 5 Why bother before | make my mind up
what | want to do?

If we don't have a clear direction, it can seem
pointless, or even difficult, to think about the future.
However, personal planning is about much more
than simply heading down a single career path. Itis
more of a journey of discovery and about opening
up possibilities for yourself.

[] 6 1can rush through it at some point

Personal planning can sound like the easy option
that can be put aside whilst you focus on your
‘real’ work. However, personal planning is about
making time to think about you and your likely
journey through life. It merits time. The more that
people put into the process, the more they tend to
value it.

Reflection
.
Attitude to

personal planning

* How, if at all, do the scenarios
above match your own
thoughts about personal
planning?

* Where do the challenges lie for
you in undertaking PDP?

Good places to start

Identifying potential benefits
(pages 16-17)

[ 1 7 1don't know where to start - so | don't

Clarifying your needs
(pages 18-24)

If you put off thinking about your future because you don't have Deciding a few priorities
an obvious starting point, rest assured that you are not alone. (pages 19-20)

It can feel hard to get started. Generally, once you engage with the

process, it becomes easier. There isn't a ‘right place’ to

start. This chapter provides some ways for getting going.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

Identifying opportunities
(pages 26-7)

Making a commitment (page 25)
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Identify personal benefits of PDP

Although it is easy to recognise PDP as potentially
useful, it is harder to turn that recognition into
action and into sustained good habits. One way
of maintaining momentum is by sharpening your
awareness of the benefits to you - and reminding
yourself of these periodically.

An upwards spiral

When undertaken in supported and structured ways,
PDP gives you a much deeper understanding of your
performance. You develop abilities in evaluating this
for yourself. Instead of being locked into

a routine learning cycle, you enter into NS, /4
an upwards learning spiral. PDP puts

you in charge.
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Benefits to me?

Read through the potential benefits of PDP listed
below. Identify || any that you consider could be
relevant to you. If there are others that are relevant
to you and not on these lists, make a note of them.

1 Benefits to my study
Potential benefits of PDP for my studies are:
O providing a clearer focus for my academic work

O better understanding of the relative importance
of academic achievement to future success

O more control over my personal motivation - and
the ability to direct this to achieve my goals

[J enhanced skills in self-management

[0 greater independence and confidence gained
through a better understanding of how to
improve my performance

[0 more enjoyment and less stress from my
academic studies as | become consciously skilled

16 Taking charge of your future

[0 greater awareness of how to apply what | have
learnt to new problems and contexts

[0 reflective, strategic, analytical and creative
thinking skills that strengthen academic
performance

O greater clarity about how my academic studies
can be made relevant to future life and/or work.

Others relevant to me?

PDP can have a positive impact on your academic
achievement, especially when combined with
attention to improving study skills relevant to the
context of higher education. These are addressed in
detail in companion texts by Stella Cottrell, such as
The Study Skills Handbook, 5th edn (2019) and Critical
Thinking Skills, 3rd edn (2017).

2 Benefits to my career/ professional life

Potential benefits of PDP for my career, work
ambitions and/or professional life are:

O a better understanding of what to do to achieve
my career or work ambitions longer term

O strategies for improving personal performance
that could be applied to in working life

[ a better sense of the life and work | want

[0 being better informed about work and career
options open to me

[0 improved decision-making

[0 being better prepared for undertaking work place
appraisals or reviews

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press



[0 more confidence in the choices | make

O confidence in the skills, qualities and attributes |
bring to the career of my choice

O being in a better position to compete for jobs and

to discuss my skills with employers

[ the positive attitudes, creative thinking and
problem-solving approaches associated with
successful professional life.

Others relevant to me?

- Activity ,
Keeping benefits in focus

= Browse through the benefits you identified
i above. Decide which are most important to
you.

= Jot down in your own words why these are
meaningful for you. What difference will these
make to your life?

i = Consider how you will keep these benefits
‘live’ for you. For example, you could keep a
list in your diary, planner, as a screen saver
or on your mirror. Use this to help you stay
motivated.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

3 Benefits to personal life

Potential benefits of PDP for my personal life are:

O gaining a better understanding of myself and how
| ‘tick’

O being in a better position to make appropriate
choices to meet my life aspirations

[ gaining a better sense of myself as an individual

[ feeling | am more in control of my own destiny

[0 greater awareness of my needs and how to meet
these

O greater awareness of the unique contribution |
can make

O developing a positive, forward-looking approach

O developing skills such as reflection, strategic
thinking, self-direction and self-evaluation, useful
in most life contexts.

Others relevant to me?

What PDP do | want/need?

The activities on the following pages enable you to
evaluate:
* whether you need PDP and where to focus

* your current priorities for PDP
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Do | need PDP? Self-evaluation

Rate your responses to the following statements. Note that strongly agree carries no score.

Rating: 4 =strongly agree 3 =agree 2 =sort of agree 1= disagree 0 = strongly disagree

Statement Rating

1 | am certain that | can keep myself motivated towards achieving my degree 4 3210
2 | am very clear what my goals are for the next seven years 4 3210
3 | am confident that | have an excellent plan in place for achieving my goals 4 3210
4 | am very clear how my degree fits into my life plans 4 3210
5 | am clear what employers are looking for 4 3210
6 | can demonstrate that | have the skills and attributes employers are looking for 4 3210
7 | am very clear about the importance of reflective activity to professional life 4 3210
8 | am confident in undertaking structured reflection without guidelines 4 3210
9 | am confident that | can develop an effective strategy to meet most circumstances 4 3210
10 | am confident that | can set well-formed goals and/or targets 4 3210
11 | have a clear understanding of how to evaluate my own performance 4 3210
12 | am confident that | have good ‘emotional intelligence’ 4 3210
13 | am confident that | know how to improve my performance in most circumstances 4 3210
14 | know how to apply my expertise and skills in different contexts, beyond study 4 3 210
15 | am confident that | can see myself as others see me 4 3 210
16 | am confident that | have effective listening skills 4 3 210
17 | am an assertive person 4 3 210
18 |1 am a good ‘self-starter’; | get on with tasks without being asked or directed 4 3210
19 | am clear how | can make the most effective contributions to team work 4 3210
20 | am confident at problem-solving 4 3210
21 | am confident about assuming the lead and exercising effective leadership 4 3210
22 | am confident that | will take a creative approach to most tasks/ problem-solving 4 3210
23 | am confident | can make excellent job applications 4 3210
24 | have developed useful, varied networks that can support and help me 4 3210
25 | maintain a relevant, useful set of records to support my employability 4 3210
Add up your score out of 100 Total

Use your ratings to guide you on where to focus your

Available on the companion site: efforts for PDP. If your score is anything less than
www.macmillanihe.com/cottrell- 100, then there is room for development - and more
skills-for-success-4e so if your score is low. Your PDP needs to change

18

over time, as circumstances change.
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