
	

Skill	 Definition	
Level	of	competency	
1	(low)	to	5	(high)	

		 		 1	 2	 3	 4	 5	

Written	Communication	
Can	communicate	ideas	and	information	
effectively	by	writing	 		 		 		 		 		

Presentation	Skills	
Can	communicate	ideas	and	information	
effectively	by	speech	 		 		 		 		 		

Team	Work	
Can	work	effectively	with	a	group	of	people	to	
complete	a	task	 		 		 		 		 		

Time	Management	
Can	perform	several	tasks	at	the	same	time	and	
achieve	goals	within	the	allotted	period	 		 		 		 		 		

Problem	Solving	
Can	identify	obstacles	to	the	completion	of	tasks	
and	devise	solutions	to	overcome	them	 		 		 		 		 		

Critical	Thinking	 Can	critically	evaluate	information	 		 		 		 		 		
Assertiveness/Self	
Confidence	

Can	express	own	ideas	clearly	and	diplomatically	
when	working	with	a	range	of	people	 		 		 		 		 		

Creativity	
Can	create/design	objects	or	systems,	using	
originality,	imagination	and	inventiveness	 		 		 		 		 		

Flexibility/Adaptability	
Can	adjust	and	adapt	to	changing	situations,	and	
turn	easily	from	one	subject	to	another	 		 		 		 		 		

Leadership	
Can	get	others	to	work	together	to	accomplish	an	
objective	 		 		 		 		 		

Organisation	
Can	structure/arrange	resources	and	time	to	
accomplish	a	task	 		 		 		 		 		

Decision	Making	
Can	make	a	calculated	decision	between	2	or	
more	alternatives	 		 		 		 		 		

	Psychological	Skills	
Be	able	to	asses	a	person	or	situation	to	achieve	a	
better	outcome	 		 		 		 		 		

	Presentation		
Be	able	to	deliver	a	presentation	in	front	of	an	
audience	 		 		 		 		 		

	Proof	Reading	(Attention	to	
detail)	

Can	possess	the	skills	to	accurately	check	work	
for	mistakes	 		 		 		 		 		

		 		 		 		 		 		 		

		 		 		 		 		 		 		

		 		 		 		 		 		 		

		 		 		 		 		 		 		

		 		 		 		 		 		 		

		 		 		 		 		 		 		



	
Strengths:		
	

Skill	 Evidence	
Presentations	(Delivery	of	
presentations	to	an	audience)	

Being able to present in front of a wide variety of audiences is highly important. I see 
myself as a confident speaker and feel comfortable delivering presentations to different 
audiences. In these situations, I make sure that my voice is heard, I am engaging and my 
attitude is altered to fit the audience.  
This skill has developed through my work as a Data Collation Assistant for Coventry 
University. I must deliver a quick 5-minute presentation to different module classes 
asking them to take a questionnaire. In some scenarios, I am faced with no more than 30 
people. In other classes, there are nearly 200 people. I have learnt from these experiences 
that my tone of my voice must always be strong and engaging to capture everyone’s 
attention. For the smaller classes I lower my voice, as I don’t have to capture so many 
people’s attention. When there is more than that I must keep my voice loud and strong to 
keep the audience’s attention for as long as I need it.  

Organisation	 To avoid stress and panic, I need to keep myself organised. I have University, a job and 
the running of a society to keep organised. It’s important to me to keep these things 
together and under control, so I don’t need to rush.  
I like to plan my weeks out on the weekend before. Any earlier and I end up with a rigid 
schedule that does not allow for any flexibility. This is always an important element to 
consider when planning as you need to be prepared for plans to change or things to go 
wrong. When I’m planning my week I try to prioritise deadlines and make sure they are 
met a few days in advance. This prevents me from leaving things to the last minute. I 
also keep lists and notes with me so I never forget anything.  

Written	Communication	 This is a skill that can only be developed through practise. I have seen an improvement 
with my writing skills over time, but I also still do multiple drafts of an important piece 
before submitting or sending it, to make sure that everything is up to order.  
One of my previous jobs required me to send emails to their suppliers about important 
information. It was crucial during this process that I wrote in a professional and 
sophisticated manner. This was because I am representing a company and this is 
important information. It shouldn’t be treated as a joke and should be dealt with in a 
professional manner.		

Team	Work	 Throughout my time in education and in part-time employment, I have completed 
numerous team work tasks and can see how important team work is in life. I see myself 
as an active team member, not necessarily always a leader, but I do like to make sure a 
team is communicating and working together. In group situations, I make sure to allow 
my own voice to be heard, but I never drown out others. I actively try to make sure the 
people around me are also contributing, and will make sure everyone gets their voice 
heard.  
A recent example of my team working abilities was a project completed last year at 
University. In a group of five, we had to create a video essay together. As this can be 
quite a large task, we made sure to all actively assist. We all contributed an equal amount 
and made sure to participate in every stage of production. This meant that all of our 
opinions could be heard, and we utilised everyone’s skills. We made every decision 
together and this helped in allowing everyone to feel like they were contributing and feel 
a part of a team. There was no leader, there was just five people who worked together 
and made every decision together. Everyone’s opinion was important.  

Creativity	 It’s been stressed by a lot of creative industry representatives that companies are looking 
for creative and innovative people to join their teams. You need to have a passion for 
creation and must have creative ideas.  
I think my University course has allowed me to be more creative than I could’ve hoped 
for. Instead of being assigned essay after essay, we are provided with options to create 
more interesting and creative projects. I have made a video essay before, which inspired 
me to combine critical thinking with a visual element. We’ve designed apps before to 
demonstrate our understanding of concepts involved with media configurations. I’ve 
been able to develop my critical skills while simultaneously being provided with ways to 
improve my creativity and make far more entertaining forms of information.  



	
What	can	I	do	to	improve	my	transferable	skills?	
	
	

Skill	 What	I	can	do	
Assertiveness/Self	Confidence	 While	I	have	been	in	leadership	roles	before,	and	have	shown	confidence	in	new	

situations,	I	still	am	not	very	assertive.	I	want	to	be	able	to	develop	my	voice	and	let	
myself	be	heard.	If	someone	with	a	strong	personality	takes	over	in	a	group	situation,	I	
will	sit	back	and	be	less	assertive.	I	like	to	give	suggestions	in	the	form	of	hints	and	
never	assert	my	opinion.	Instead	I	agree	with	others.	I	think	this	has	disadvantaged	me	
in	the	past,	and	thus	I	want	to	be	able	to	learn	how	to	have	more	confidence	in	myself	
and	assert	my	ideas.	If	I	have	an	opinion	of	a	project,	I	should	speak	my	opinion	but	
never	cross	the	line	of	insulting	someone	or	talking	over	people.	Rather	I	need	to	be	
able	to	believe	in	myself	but	also	be	considerate	of	how	others	think.	

Time	Management	 While	I	tend	to	be	very	good	at	organising	myself	and	sticking	to	organised	schedules,	I	
don’t	tend	to	manage	my	time	in	between	those	very	well.	If	I	am	aware	that	I	half	an	
hour	before	I	need	to	be	somewhere,	and	it’s	a	15-minute	walk,	I’ll	start	getting	ready	
in	10	minutes.	While	I	do	manage	to	make	it	to	places	on	time,	I	am	usually	rushing	and	
this	is	quite	stressful.	I’d	like	to	learn	how	to	manage	my	time	better.	I	want	to	be	able	
to	wake	up	in	the	morning	and	have	a	whole	day	free.	Get	everything	done	early,	but	I	
tend	to	use	this	time	doing	jobs	that	are	less	important.	I	need	to	start	identifying	how	
much	time	I	have	and	split	my	work	through	that	time	so	I	am	not	rushing.		

Leadership	 As	I’ve	mentioned	I	have	been	put	into	leadership	roles	quite	often,	though	only	on	one	
occasion	did	I	actively	seek	this	role.	At	the	moment	I	am	president	of	a	society,	which	
is	a	form	of	leadership.	I	took	this	role	as	an	opportunity	to	develop	my	leadership	skills	
and	I	believe	it	is	slowly	working.	Planning	and	organising	is	generally	an	easy	part	of	
leadership,	but	when	it	comes	to	instructing	people	I	falter.	I’m	nervous	about	being	
labelled	as	too	bossy	or	being	called	mean.	So	I	don’t	always	immediately	instruct	
people	to	do	something.	Instead	I	look	to	my	team	and	make	a	decision	with	them.	
While	it	is	a	good	thing	to	consider	my	team’s	opinion,	I	need	to	get	better	at	thinking	
fast	and	being	able	to	lead.	When	we	have	plans	to	be	somewhere,	but	we	no	longer	
have	the	option	I	need	to	speak	up	and	take	action.	I	need	to	lead.	This	I	feel	is	a	quality	
that	will	develop	overtime.	As	my	own	self-confidence	improves,	so	should	my	
leadership	skills.		

Decision	Making	 Leadership	acts	as	the	overarching	skill	that	is	effected	when	I	can’t	make	quick	
decisions.	I	am	very	much	a	person	who	needs	time	to	make	decisions,	I	am	not	one	for	
being	rushed	into	something.	I	need	to	learn	how	to	effectively	analyse	a	situation	and	
decide	the	best	course	of	action.	This	is	a	difficult	skill	and	I	know	that	when	other	
people	are	around	I	look	to	them.	The	first	step	is	to	stop	doing	this	and	to	start	
standing	by	my	own	decisions.		

Problem	Solving	 Again,	another	skill	that	probably	effects	my	decision	making	and	my	leadership	skills.	
When	it	comes	to	having	a	problem,	I	need	time	to	weigh	up	the	options	and	decide	
what	is	best	for	everyone	involved.	I	have	to	step	back	and	think	about	it.	
Unfortunately,	I	am	not	always	allowed	this	time	to	think,	so	the	best	course	of	action	is	
to	start	learning	how	to	think	in	the	moment.	I	need	to	be	able	to	replicate	a	calm	space	
quickly	and	make	my	decisions	faster.	A	part	of	this	may	come	if	I	stop	focusing	on	how	
it	may	affect	the	future,	and	instead	think	about	what	is	best	for	right	now.	Of	course,	
when	I	am	provided	the	chance	to	think	about	a	problem,	I	think	it	is	ok	to	take	your	
time	and	consider	what	it	may	effect	in	the	long	run.		

	


