Your skills audit

Below we have listed the skills that employers will typically be looking for in their employees. For more information on the skills listed here, please visit: http://careers.lancs.ac.uk/Making%20yourself%20employable/Pages/Introduction.aspx.  
We have left a column here that you can complete stating where you have obtained that particular skill. Remember that you may well have gained a particular skill in more than one activity. Please see http://www.lancs.ac.uk/careers/award/?q=jessbloggsdiary for a fictitious example of a student who has completed the award, which activities they chose and how those activities helped them to gain the skills required.  Remember that each activity would normally allow you to gain more than one skill!
Please load these pages onto your own computer and feel free to expand the boxes as required.
Attending CEEC workshops will support you in attaining the Award by helping you to identify and articulate your skills. Some skills you may find easy to achieve, others will take more time and will require you to consider carefully the activities that you engage in. 
Remember- if you need any further guidance please call in to CEEC on Alexandra Square where a careers advisor will be happy to help you.
	Skill
	Where and how you have achieved this

	Communication- ability to communicate orally, in writing, or via electronic means, in a manner appropriate to the audience
 
	

	Computer literacy- gaining competence in using computer hardware and software in learning and working environments.
	

	Interpersonal skills- ability to relate well to others , to persuade and influence and to establish good working relationships
	

	Cultural sensitivity- the ability to understand that cultural differences and similarities exist without assigning values
	

	Customer focused- the confidence to deal with customers in a professional and timely manner, and to resolve situations in the best possible way
	

	Decision making- the ability to go through a range of mental process to select a course of action amongst possible outcomes
	

	Enterprising- being creative and innovative and the ability to show initiative to turn ideas into action
	

	Entrepreneurship- having an enthusiastic vision, persistence and the ability to take calculated risks
	

	Flexibility- ability to change and modify behaviour in response to changing circumstances
	

	Initiative- acting before prompted by others or taking a fresh approach with an energy and enthusiasm to pursue a project.
	

	Commercial awareness- understanding the priorities of and economic factors affecting business.
	

	Leadership- being able to motivate and encourage others, whilst taking the lead
	

	Numeracy- competence and understanding of numerical data, statistics and graphs
	

	Planning- establishing a course of action for oneself or others to accomplish a specific goal
	

	Problem solving and analytical skills- thinking things through in a logical way in order to determine key issues, often also including creative thinking
	

	Responsibility- the ability to be left accountable for work and the confidence to take the lead on projects
	

	Self awareness- knowing your strengths and skills and having the confidence to put these across
	

	Teamwork- working with other team members to identify, distribute and undertake tasks. Ability to lead when appropriate
	

	Networking- speaking to others confidently and building rapport in order to elicit information and develop useful contacts
	

	Other
	



