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Session 2 Assessing yourself 
Overview

This session will consider the self-assessment element of the DOTIS employability skills development framework we introduced to you in session 1.  We focus particularly on how self-assessment can help you manage your career so that you make well informed career choices.  Self-assessment means being able to realistically assess your personality type, understand what motivates you in terms of your work values and personal ethics and work out what skills you possess.  Assessing yourself in this way enables you to match yourself more effectively to possible career areas.
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What you will learn

· To understand your personality type and the types of work you might be suited to

· About what motivates you by assessing your work values and personal ethics
· To assess your skills in terms of your strengths and weaknesses

· To begin to match these elements to careers ideas

Introduction – Getting started
The best place to start is with yourself – but what do you need to know about yourself?

As you study the employability skills development package, you will learn about three main aspects of what is called your ‘employability profile’.  These are represented in the diagram below and include Skills, Motivation and Personality.                                                                                                                                       
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The questions behind these ideas are:

· Can I do the job? (Skills: demonstrated through qualifications, abilities, experience, aptitude tests)

· Will I do the job? (Motivation: work values, personal ethics and ambitions)

· Will I fit into the team/organisation? (Personality: personal traits, attitudes and preferences)

It may also be essential to consider barriers and special circumstances, such as physical or mental health disabilities, geographical restrictions, and financial limitations or family circumstances.  
Skills
What do we mean by skills?
Assessing your skills is not a straightforward process.  You could be skilled at one thing but find something similar quite difficult.  Alternatively, you could be confident in using skills in some situations but not in others.  In order to gain a full understanding of yourself you will need to look at your life as a whole considering skills gained from work (both paid and unpaid), your academic achievements and leisure interests.  Try the exercise below to get you started:
Exercise 1

Linking skills with activities

· Task

· Think of examples of three key achievements in your life.  An achievement is simply something you are proud of. It will be different for each individual person.

· What did you have to be good or skilled at to accomplish them?

· Remember you can select your examples from any aspect of your life – work, academic or leisure

· See the example below to get you started:

· Example

· Achievement 
· ‘Praised for achieving good levels of customer service whilst working for McDonalds’
· Skills gained

· ‘Excellent interpersonal skills, listening skills, verbal communication skills, improved my self-confidence greatly when meeting new people’
Exercise 1 Linking skills with activities

Now you try……………….

Achievement 1

Skills gained

Achievement 2

Skills gained

Achievement 3

Skills gained
Exercise 2
One way of assessing your skills is to group them into the following four categories: Data, People, Things and Ideas.  By completing the following exercise you will be able to generate a list of your strongest and weakest skills and establish which of the categories they belong to.

Finding your Skills Category

· Task

· Now complete the questionnaire below Finding your skills category to help you to match your skills to careers

· Then use the word document Occupational Focus: the aptitude field to reveal your matching careers ideas

Exercise 2 Finding your Skills Category

For each of the following skills, mark your level of competence in the column that most describes you:

1 Skill is not developed

2 Skill is adequate

3 You are competent at it

4 You are very competent at it

	SKILLS
	CATEGORIES
	1
	2
	3
	4

	Researching information
	D
	
	
	
	

	Creating, innovating
	I
	
	
	
	

	Caring for others
	P
	
	
	
	

	Using tools and machinery
	T
	
	
	
	

	Organising, classifying information
	D
	
	
	
	

	Having quick physical reactions
	T
	
	
	
	

	Showing sensitivity to others
	P
	
	
	
	

	Conveying ideas via art/drama
	I
	
	
	
	

	Money management
	D
	
	
	
	

	Manual dexterity
	T
	
	
	
	

	Improvising, adapting, changing
	I
	
	
	
	

	Fixing, repairing things
	T
	
	
	
	

	Interested in studying ideas
	I
	
	
	
	

	Diagnosing faults
	D
	
	
	
	

	Creative writing
	I
	
	
	
	

	Listening
	P
	
	
	
	

	Discovering how things work
	T
	
	
	
	

	Leading, directing people
	P
	
	
	
	

	Accuracy in surveying examining, observing
	D
	
	
	
	

	Teaching, training
	P
	
	
	
	

	Following diagrams or blue-prints
	D
	
	
	
	

	Performing before people on a stage
	P
	
	
	
	

	Developing ideas
	I
	
	
	
	

	Using physical strength, fitness
	T
	
	
	
	

	Involving people, drawing them out
	P
	
	
	
	

	Analysing information
	D
	
	
	
	

	Problem solving
	D
	
	
	
	

	Motivating people
	P
	
	
	
	

	Making products or equipment
	T
	
	
	
	

	Reviewing and evaluating
	D
	
	
	
	

	Working creatively with things, ideas, shapes
	I
	
	
	
	

	Building relationships with others 
	P
	
	
	
	

	Constructing, assembling things
	T
	
	
	
	

	Calculating, computing
	D
	
	
	
	

	Using intuition, having insight
	I
	
	
	
	

	Negotiating, persuading, 
	P
	
	
	
	

	Using good eye-hand co-ordination
	T
	
	
	
	

	Accurately/quickly working out people/situations
	I
	
	
	
	

	Being practical, adapting things
	T
	
	
	
	

	Designing things, events 
	I
	
	
	
	


Add up your ‘very competent’ (4) totals and ‘competent (3) totals for each of the D, P, I and T categories.  

Put your totals here:- (D) Data ___

(P) People ___




(I) Ideas ___

(T) Things ___

Collating your results

Now transfer your totals for each of the four categories into the boxes provided:

Data        
dealing with information, systems, statistics or data



Examples include: information scientist/archivist/accountant/



Tax inspector/banker/computer programmer/actuary/

stock controller/investment analyst/statistician/


Ideas
originality and creativity, development of ideas, design of new systems or layouts, policy making and research


Examples include: economist/sociologist/historian/artist/


Media designer/interior designer/copy/ writer/journalist/editor/lecturer



Things
understanding, designing, making equipment and machinery,


using tools or carrying out precise manipulations



Examples include: engineering/ food scientist/ brewer/pilot/


surveyor/factory inspector/museum conservation worker/



Environmental health officer




People
dealing directly with people in a variety of ways, instructing, helping, caring, explaining, negotiating with or organising others

Examples include: teacher/youth worker/probation officer/

Psychologist/nurse/sales rep/estate agent/store manager

Interpreting your results
· Have a look where your skills seem to be distributed

· Are you particularly competent in one of the skill areas or are your skills evenly spread across more than one area?

· Are there any surprises for you?

· Mark the skills you have selected as either ’competent’ or ‘very competent’ that you would like to use in a future career

· Also, have a look at those you have marked as ‘underdeveloped’ – are these ones you feel you may need to possess in the future?  How might you do this?

· Have a look at the attached Word document Occupational Focus: The Aptitude Field .  Do any of the suggested careers match careers you have been considering? Are there any new careers you would consider in light of this exercise?

· Consider sharing your results with someone who knows you well – do they agree or disagree?

OCCUPATIONAL FOCUS: THE APTITUDE FIELD
The following careers are suggestions related to personal skills that you may enjoy using.  Remember there are many other careers you could consider not listed here which may be worth you looking into.  Refer to session number 4 Career matching – what career suits you? for more ideas.





           






Exercise 3

Evaluating your results

Exercise 3
Evaluating your results

· Task

· Using the section ‘Interpreting your results’ from Finding your skills category to help you, now write a 250 word summary of what you found out about careers that match your skills from Exercise 2.
Further Resources
The Prospects website also contains useful information on the skills gained from studying particular degree subject areas.  Visit the website at: http://www.prospects.ac.uk. Click on ‘careers advice’/’options with your subject’ then click onto your degree subject area.

Motivation
· Having completed these exercises to help you evaluate your skills we are now going to look at what motivates you by examining your work values and personal ethics

Motivation
Work values and personal ethics
Why should we consider them?

While job performance is enabled by having the appropriate skills, it is assisted by work values, and personal ethics. Two people with similar capabilities may wish to use their skills in quite different job areas because they have different work values and personal ethics.

So work values and personal ethics help to give more meaning and purpose to your career.  They relate to how you feel about the conditions and lifestyle associated with a particular career, such as income potential, opportunity for social interaction and the contribution it makes to society.

Being of aware of your work values will help you to determine:

· To what extent a work-life balance is important to you – how important your private life and leisure interests are?

· The type of employment sector you would be happy in (e.g. public or private, large, small or medium sized company).
· Whether you share the same values and philosophy as the organisation.
You do not necessarily have to disclose your work values and personal ethics to an employer, but considering them when deciding your future career direction can help to ensure that your career gives you job satisfaction and success.   If you are in employment which matches your attitudes and beliefs you are much more likely to want to remain there and to put more time and effort into it.
Exercise 1

Assessing your work values and personal ethics
Now complete Exercise 1 Assessing your work values and personal ethics
below in order to score the various work values and personal ethics in terms of:
· 1. Things to avoid
· 2. Do not matter to you
· 3. Are quite important
· 4. Are very important
Exercise 1 Assessing your work values and personal ethics
	Keyword
	Description
	1
	2
	3
	4

	Altruism
	Helping the disadvantaged/improving welfare
	
	
	
	

	Advancement
	Promotion, career progression, upward mobility
	
	
	
	

	Aesthetics
	Making things look good, enjoying beauty
	
	
	
	

	Authority
	Having influence or power over others
	
	
	
	

	Autonomy
	Making your own decisions, planning your own work
	
	
	
	

	Competition
	Competing against others in the workplace
	
	
	
	

	Creativity
	Being original, developing new concepts or things
	
	
	
	

	Economic reward
	High salary, property, material rewards 
	
	
	
	

	Environment
	Being concerned about conservation issues
	
	
	
	

	Expertise
	Developing specialist skills and knowledge
	
	
	
	

	Intellect
	Studying, learning, thinking, exploring ideas, mental challenge
	
	
	
	

	Precision
	Paying attention to detail, being accurate
	
	
	
	

	Pressure
	Working to deadlines, high standards and volume
	
	
	
	

	Prestige/status
	Being respected, social and professional esteem
	
	
	
	

	Professional development
	Having the opportunity  to study, gain skills and qualifications, develop your career
	
	
	
	

	Routine
	Enjoying predictable and regular work
	
	
	
	

	Security
	Having job stability in the labour market
	
	
	
	

	Service
	Helping or caring for others
	
	
	
	

	Social interaction
	Working with people, making pleasant, friendly contacts
	
	
	
	

	Taking risks
	Taking chances, making speculative decisions
	
	
	
	

	Variety
	Change and diversity in tasks, places and people
	
	
	
	


Exercise 2

Collating your results
· Task

· Make a note of your five most important work values and personal ethics:

· 1.

· 2.

· 3.

· 4.

· 5.

· Make a note of any other important work values and personal ethics:

Personality 
Personality or temperament is concerned with personal traits attitudes and preferences.  It is important to consider the following:

How you come across to other people and interact with them 

Many students say they want to ‘work with people’ – it helps to consider precisely what type of interaction you prefer and are suited to: e.g. would you want to sell to people, or would you prefer to educate, care for, counsel, protect or entertain them? Do you have a preference for a particular age/client group – e.g. children, old people, people with disabilities?
The employment sector which would enable you to interact with people is the service industry which includes: health, social, education, legal, business and financial services, retail, sales and marketing, advertising and PR, leisure, sport and tourism.

The type of team role you habitually adopt when working in a group
These days a lot of graduate level work is organised in project teams working to a set of common objectives.  Employers may recruit you for the specific skills and knowledge you possess.  It is also worth thinking about the roles you tend to play when working in teams – e.g. team leader, facilitator, motivator, ideas generator or specialist.  This can give you clues about what type of team work role you would enjoy in a work setting.
How you approach and deal with tasks and responsibilities
Your approach to work has an affect on your on organisational skills, time management, coping with stress, the amount of self-reliance and responsibility you are comfortable with etc.  Many application form questions are designed to gain insights into these aspects of your personality.

Your style of decision-making
The career decisions you make will obviously have a fundamental influence on your life, and the business decisions you take on behalf of your company/employer could have a significant effect on their fortunes.  Some people make decisions by relying on their instincts which might be right, but you will almost certainly have to justify the decisions you make to your employer.  In the workplace the decision making process often involves:

· information handling

· being analytical and solving problems creatively

· communicating with and involving others where appropriate

· learning from experience

· reviewing and planning ahead

You will be developing all of these at university, and when studying this package, but you need to be able to assess these and market them to companies. This is covered in more detail in Session 9 Careers Action Planning.
What methods of learning suit you best
These days with constant technological advances it becomes more important to continue learning and training throughout your working life in order to remain employable.  You will find it useful to discover your preferred approach to learning

How comfortable and confident you feel in different situations
Characteristics like confidence can vary according to your level of ability in relation to the situation, and can be developed with experience.  If you find speaking in public difficult build up gradually – start slowly by speaking up small group situations/discussions and then progress to speaking to larger groups of people.

Using Psychometric tests to assess your personality

Some companies in the UK emphasise on personality type tests and often use them as part of the selection process. Employers like ICL, British Gas and PricewaterhouseCoopers use personality questionnaires such as MBTI and 16 PF as part of staff training and development to increase personal effectiveness and team building.  Session 3 Employability resources contains information on how to prepare for psychometric tests – both aptitude and personality and it may be possible to sit free practice tests.  Here is a web link to some of SHL’s free practice aptitude (numerical and verbal reasoning) tests:
http://www.jobtestprep.co.uk/      Select SHL Practice Tests
You have now looked at your Skills, Motivations and Personality.  The next step is to stand back, take an objective look at your results and draw some conclusions.

Pulling the pieces together

In order to pull together the various pieces of your employability profile and come to some conclusions you will need to:

· Look for common themes and emerging patterns

· Check for inconsistencies

· Bring together the different results to form a complete picture of your employability profile

· Remember that none of the systems of self assessment is perfect and guaranteed 100% accurate information

· Ask yourself, does the feedback from the questionnaires and exercises seem correct?
· Does it sound like me?
· Identify aspects which may need developing, depending upon your career plans

Drawing up a list of your ideal jobs
In order to have a comprehensive profile of what you have to offer, and what you are looking for in terms of a future career, you now need to pull together all the items in your employability profile so that you have a list which you can use to help you find your best opportunities in the job market.

Having a clear idea of your criteria will help you to find out what you want.  It will also enable you to identify which factors are essential and which are secondary. This will give you the flexibility to consider a range of suitable choices and make compromises

where necessary.

Exercise 1

Your ideal job
Task
Now try to draw up your list of what you are looking for in a career.  At this stage don’t try to assess how realistic you feel the items on your list are. Aim to start generating some ideas:

Example:

… I would like a career that:

Uses my language/communication skills

Involves helping people in some way

Is in a care based setting – healthcare or education

Offers me job security rather than a high salary

This set of criteria could be applied to a number of career roles such as Speech therapy, Occupational therapy, Teaching English as a Second/Foreign Language.  More detailed research and work experience helps you to put related careers ideas into one well informed career decision.
Now you try…………

I would like career that:
As a follow-up to this session you will find Session 4 helpful -  Career matching – what career suits you?  It will help you to create actual careers ideas which match your personal profile.


















SKILLS


What are my skills and abilities?


(actual and potential)





MOTIVATION


What am I interested in doing?


What do I enjoy and find important?





PERSONALITY


What is my way of interacting with my environment


& circumstances?





Your vocational profile





PERSUADING/


NEGOTIATING


Barrister


Commodity Broker


Distribution Manager


HM Forces Officer


Police Officer


Production Manager


Purchaser/Buyer


Retail Manager


Sales Rep..


Stockbroker


Teacher


Transport Manager





ADMIN/


ORGANISING/


PLANNING


Account Executive


Advertising Executive


Archivist


Banker


Building Society Administrator


Civil Service Administrator


Company Secretary


Diplomatic Service


Health Service Administrator


Hotel Manager











DATA MANIPULATION


Accountant


Actuary


Air traffic Controller


Banker


Computer Programmer


Data processor


Insurance Underwriter


Investment Analyst


Librarian


Marketing Executive


Market Research Analyst


Statistician


Stockbroker











PRACTICAL


Pilot


Computer Operator


Fire Officer


Physiotherapist


Radiographer


Recreation Manager


Secretary


Teacher


Travel Courier











DATA  		PEOPLE








THINGS 	IDEAS





ADVISING


Banker


Building Society Administrator


Careers Adviser


Consumer Adviser


Factory Inspector


Insurance Broker


Investment Analyst


Management Consultant


Solicitor


Systems Analyst


Training Officer








SCIENTIFIC/


TECHNICAL


Audiologist


Biochemist


Clinical Trials Monitor


Dietician


Forensic Scientist


Information Scientist


Medical Laboratory Scientific Officer


Patent Agent


Process Development Scientist


Product Manager


Quality Controller


Research Scientist


Teacher


Technical Buyer


Technical Writer


Technical Marketer


Toxicologist











LITERARY/ARTS


Advertising Copywriter


Broadcaster


Editor


Journalist


Teacher


Artist


Craftsperson


Writer











CREATIVE THINKING


Advertising Copywriter


Barrister


Consultant (Management)


Commercial Merchant


Banker


Solicitor


PR Executive


Systems Analyst











HELPING


Occupational Therapist


Physiotherapist


Probation officer


Radiographer


Social Worker


Speech Therapist


Teacher


Youth Worker









