Identifying Skills
What is a Skill?

**Ask the class


Learnt Activity

You can develop

Perform it well

Perform it whenever you want.

Types of Skill

There are 3 types of skill


Job Specific Skills

Transferable Skills

Self Management Skills

Job-specific skills
Job-specific skills relate to the skills that you use with a specific job and would not use with any other job. 
They usually relate to how you handled something.

Like data, people, things, and ideas.

When identifying your job related skills, special emphasis must be given on how you handled data, people, things, and ideas.

Data
This includes any type of factual information. 
Numbers of any sort (percentages, volume, area, frequency, measurements, lengths of time, monetary value, etc.). 
Data also includes: specifications, codes, surveys, drawing interpretations or any other type of research or data based information.

People
There are two questions to ask yourself when evaluating your people skills.

1. With what type of people were you involved (supervisors, customers, vendors, etc.)

2. What do you do with, for, or to each of them ? 

Things

Every occupation uses some type of tool, machine, or piece of equipment. No tool or piece of equipment should go overlooked. Remember, people are paid to answer the phone, drive nails and dig up dirt with shovels.

Ideas

This is the most overlooked part of peoples' evaluation of their own work and educational experience. It's also one that might be the most valuable. Ask yourself if you've ever come up with a good idea to make the job easier, more profitable, safer, etc. 

Transferable skills 
Transferable skills may be used in many occupations, regardless of the type of work. 
They can be gained from school, college, university or hobbies and sports. Team captains etc.

They are soft skills that you can transfer from one type of work to another without much training from the employer.

List of Transferable Skills
· communicate

· encourage 


· troubleshoot

· guide/lead

· listen

· perceive needs

· hand/eye coordination

· work quickly
Self-management skills 
Self-management skills tell the employer whether or not your personality fits the personality of the company, the bosses, and the co-workers. 
Many employers would rather hire an inexperienced worker with good self-management skills than an experienced worker who might cause problems.
· considerate 

· polite 


· witty

· creative

· honest 


· imaginative 

· trustworthy 

· understanding 

· logical

· optimistic

Five Study Skills Components
Self awareness and self evaluation

To be able to develop yourself, you have to self evaluate and be aware of your own skills, capabilities and also your limitations.

Awareness of what is required


You need to be fully aware of what you are being asked to do.

For assignments we give you assignment briefs, read these through and make sure you know what you are doing before you start.

Student Finance forms, they come with a guide on how to fill it in. That has to be read in conjunction with the form to make sure the correct bits are being filled in.
Methods, organisation, strategies

One you know what you are doing, plan how you are going to do it.
If you know you are going to need peoples opinions, how are you going to get them? Where are you going to get them? And how are you going to record them?

Organise yourself. It is no good coming to a part in your project and realising that you haven't got the necessary equipment or information to be able to carry on. If you plan what you need from the start you should always have the things to hand when you need them.

Confidence and permission

Building your confidence is one this that most people want to do.
Not just confidence in standing in front of a class to make a presentation, but having the confidence to argue a point, ask a question or just to put an opinion forward.

Confidence grows as you go through University, you will get more used to your peers and will feel more comfortable in speaking out, or presenting in front of them.

Most of you have done a short presentation for me sometime in the past week, and they have all been very good.

There have been some that I can tell have been more nervous then others.

Familiarity: practice and habit

The more you do something the easier it gets.

Practice make perfect.

If you are used to doing something and don’t have to think about the way in which you are doing it, it makes it easier and less of a chore.

When learning anything new, you need time to adjust to how things are done. The way you learn and any techniques on how to remember what to do.

Writing reports, the first few times you will be looking back over your report template to see which sections come next. 

After a while you will know which sections follow which and wont need the template anymore.

Skills and Qualities
Before you tutorial I want you to start thinking about 

What skills you have now?

What level of that skill you have? Low or high?

What skills you want to improve on?

What skills you want to develop first?

Tutorial


What skills you have?

What Academic skills you have?

What Personal Skills

And we will look at an action plan on how to improve yourself.

