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1. Self‑Assessment
Identify your current strengths, skills, and areas for improvement.
Key workplace skills:
Communication:
· Verbal & written: Conveying ideas clearly and concisely in emails, reports, and conversations.
· Active listening: Genuinely understanding others’ perspectives, which helps build relationships and reduces errors.
Initiative/Drive: Proactively taking on tasks and looking for opportunities to improve. 
Organization/planning: Managing time and resources effectively.
Teamwork: Collaborating effectively with others to achieve goals.

Areas for Improvement:
Problem solving: Identifying complex problems and reviewing related information to develop options and implement solutions.
Adaptability/Flexibility: Being open to change, learning new skills, and adjusting to new situations.
Technical/IT skills: Specific proficiency in software, tools, or data analysis.
Leadership: Mentoring, motivating, and guiding team members.

How to identify your key skills:
Reflect on experience: list all previous jobs, voluntary work, and projects to identify skills used.
Ask for feedback: Consider times you were praised or accomplished a goal.
Use Assessment: take tools like the national careers service skills assessment to discover your strengths.

Key in demand Areas (2025):
· IT and data
· Operations and logistics
· Engineering
· Sales and marketing
· Front office and customer-facing roles

Identify your key skills: job applications and interviews
When applying for jobs and attending interviews it is crucial that you can articulate your key skills effectively to your prospective employer. Employers are keen to know what you can bring to their company and skills you have attained from prior work experience. Before applying or attending an interview, it is good practice to identify and communicate your skill strengths. 
Step 1: Make a list of your past jobs and previous work experience (including volunteer work, training, and internships).
Step 2: write down the tasks associated with each job and activity which you were responsible for.
Step3: Now ask yourself, what did you learn by doing those tasks?
What transferable skills have you gained?
These skills range from; IT skills, presentation skills, communication skills, research skills and foreign languages, to characteristics such as leadership, organization and reliability.
This should now give you a range of skills that you can offer to an employer. This is very useful when you are applying for several jobs, as you will be able to compare the person specification with your job skills list and choose the relevant items
Self-assessment: A personal swot analysis is a strategic self-assessment tool used to evaluate your strengths, weakness, opportunities, and threats to enhance career development, improve performance, and build self-awareness. It involves identifying internal advantages and vulnerabilities alongside external opportunities risks creating actionable goals for professional or personal growth.

Key components of a personal swot Analysis:
Strengths (internal, positive): what do you do well? What are your unique skills, achievements, certifications, or networks? Example: strong communication skills, expertise in specific software, or a reputation for reliability.
Weaknesses (internal, negative): What areas need improvement? What tasks do you avoid due to lack of confidence? Example: poor time management, lack of experience, or fear of public speaking.
Opportunities (External, Positive): What trends, technologies, or industry changes can you leverage? Could you pursue a new certification or find a mentor?
Threats (External, Negative): What obstacles might hinder your progress?
Examples: technological advancements rendering your skills obsolete, high competition for roles, or company restructuring.
How to conduct a self-assessment SWOT:
1. Be honest & specific: Avoid vague statement; focus on actionable facts.
2. Use feedback: Review past performance appraisals and ask trusted colleagues for input to ensure objectivity.
3. Create a Grid: Divide a page into four quadrants to map out your findings.
4. Development Action:
5. S-O Strategies’ strengths to capitalize on opportunities
6. W-O Strategies: Improve weaknesses by using opportunities.
7. S-T Strategies: Use strengths to avoid threats
8. W-T Strategies: Minimize weaknesses and avoid threats.
Evidence of readiness provides your readiness for employability and personal advancement. This could include example from your academic achievement, work experience, extracurricular activities, or feedback mentor and peers

Evidence of employability readiness:
Academic Achievement’s high GPA, inclusion on the dean’s list, or winning academic scholarships signals dedication and mastery of fundamental knowledge.
Work experience & internship: Practical experience, such as internships or part-time jobs, demonstrates industry exposure and the ability to apply theoretical knowledge, reducing the gap between education and workplace
Leadership and initiative: Holding roles in student organizations or leading projects (e.g., establishing a new initiative, increasing team efficiency) demonstrates leadership and proactive problem- solving.
Technical & Soft Skills: Examples include proficiency in specific software (e.g., coding, excel), or demonstrating key competencies like communication, teamwork, and resilience through completed projects.
Mentorship feedback: Positive evaluations from supervisors or mentors highlighting improvements in efficiency, collaboration, or initiative -taking, and active application of feedback to enhance performance.

Evidence of personal Advancement:
Lifelong learning: Earning certifications in specific skills (e.g., project management, data analysis) or learning a new language demonstrates a proactive commitment to professional growth.
Adaptability and Resilience: Examples of successfully navigating challenges, such as completing projects under tight deadlines or transitioning to new roles.
Networking and Mentorship: Proactively building professional relationships with peers, mentors, and industry professionals to gain insights and opportunities
Constructive feedback to implementation: Demonstrating a growth mindset by acting on feedback to improve soft skills like emotional intelligence or conflict resolution, essential for leadership roles.

Showcasing Evidence:
These accomplishments are best presented through a portfolio (digital or physical) that includes work samples, certificates of recommendation.
Set employment goals: Set effective employment goals by creating specific, actionable, and time bound(smart) targets that align with your long-term career vision. Break large goals into smaller, manageable milestones, and document them to increase accountability. Regularly review progress every 3-6 months and adjust as needed.

Key steps to setting employment goals:
· Define your vision: Identify your core values, skills, and what truly matters to you in a job (e.g., work-life balance, salary, role type).
· Use the smart framework: Ensure goals are Specific, Measurable, Achievable, Relevant, and Time-bound. Example:” I will complete a data analytics certification by June 30th to qualify for a promotion”.
· Create Action Plans: Break long -term goals into smaller, daily or monthly tasks.
· Document and track: Write down your goals and keep them visible, using calendars or apps to track progress.
· Seek Accountability: Share your goals with a mentor, manager, or friend to stay motivated.
· Focus on Development’s: Set goals for learning new skills, networking (e.g. connecting with 5 new professionals per quarter) or improving efficiency.

Common Types of Career Goals:
· Short-term (1-12months): Update resume, gain a certification, or improve a     specific skill.
· Long-term (1-5 years): Transition to a new industry, secure a leadership role, or increase income.                                      
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Long‑Term Goals (2–5 years):
____________________________________________________________
3. Development Objectives
	Development Area
	Objective
	Action Steps
	Resources/Support Needed
	Target Date

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 



