SELF EVALUATION TECHNIQUE – SWOT ANALYSIS

Linwood High School

Personal Development- Developing Skills for Life, Learning and Work

Self & Work
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Self & Work – Unit Aim

The aim of this unit is to allow you to improve your self reliance, self esteem and confidence by developing your task management skills within your work experience. 

In this Unit you will be expected to think about and set personal targets for the development of task management skills. You will aim to develop these while carrying out a work experience.
Ultimately this will allow you to prepare for and achieve the goal of a career that suits your skills, qualities and interests. 
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In order to achieve the Unit you will have to gather a folio of evidence containing the following:
	Checklist
	Date Completed

	Identified strengths and limitations in my Task Management Skills
	

	Set 2 Personal Targets
	

	Plan of how to develop my skills
	

	Monitoring my Progress
	

	Teacher has agreed that you have completed your set tasks
	

	A review of your progress, plan and future development
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Introduction

Career Related Skills and Qualities

Watch “Shift Happens” slide show.

Discuss what you think it is telling us about jobs and the workplace in the future. 

Think about the IMPACT the facts in the slideshow will have on your life in the future and your future career opportunities!

What do you think will be the most important Skills and Qualities that will be needed for jobs in the future? 
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Skills and Qualities

You have started to look at Skills and Qualities that employers will be looking for. Before considering any future careers it is important to think about what your skills, qualities and interests are. 

What is the Difference between a Skill and a Quality?

A Personal Skill is something you have learned to do!

A Personal Quality is something that is yours, it is part of your personality, and it comes naturally to you!

Look at the following list and identify which is a skill and which a quality!  Add 2 more Skills and Qualities!
	Sensitive
	

	Friendly
	

	Drawing
	

	Reading a map
	

	Responsible
	

	Communication
	

	Polite
	

	Gathering evidence
	

	ICT 
	

	Enthusiastic
	

	Singing
	

	Trustworthy
	

	Patient
	

	Planning own work
	

	Imaginative
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Self Assessment – Rate Yourself!
My Qualities

Think about the qualities you have. From the list of qualities below rate yourself 1 to 4:


1 – I am not like this


2 – I am sometimes like this


3 – I am like this more often than not


4 – I am like this

Add any qualities you have which are not mentioned below.

	
	
	Initial Analysis

Date completed 


	Final Analysis

Date completed

	1
	I am helpful
	1
	2
	3
	4
	1
	2
	3
	4

	2
	I am friendly
	1
	2
	3
	4
	1
	2
	3
	4

	3
	I am easy to get on with
	1
	2
	3
	4
	1
	2
	3
	4

	4
	I am independent
	1
	2
	3
	4
	1
	2
	3
	4

	5
	I am confident
	1
	2
	3
	4
	1
	2
	3
	4

	6
	I am hard working
	1
	2
	3
	4
	1
	2
	3
	4

	7
	I am careful
	1
	2
	3
	4
	1
	2
	3
	4

	8
	I am flexible
	1
	2
	3
	4
	1
	2
	3
	4

	9
	I am considerate
	1
	2
	3
	4
	1
	2
	3
	4

	10
	I am enthusiastic
	1
	2
	3
	4
	1
	2
	3
	4

	11
	I am punctual
	1
	2
	3
	4
	1
	2
	3
	4

	12
	I am even tempered
	1
	2
	3
	4
	1
	2
	3
	4

	13
	I am responsible
	1
	2
	3
	4
	1
	2
	3
	4

	14
	I am energetic
	1
	2
	3
	4
	1
	2
	3
	4

	15
	I can see the good side of things
	1
	2
	3
	4
	1
	2
	3
	4

	16
	I am patient
	1
	2
	3
	4
	1
	2
	3
	4

	17
	I am reliable
	1
	2
	3
	4
	1
	2
	3
	4

	18
	I am honest
	1
	2
	3
	4
	1
	2
	3
	4

	19
	I am trustworthy
	1
	2
	3
	4
	1
	2
	3
	4

	20
	I am considerate of others
	1
	2
	3
	4
	1
	2
	3
	4

	21
	
	1
	2
	3
	4
	1
	2
	3
	4
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My Skills

Think about the skills you have. From the list of skills below rate yourself 1 to 4:


1 – I am not like this


2 – I am sometimes like this


3 – I am like this more often than not


4 – I am like this

Add any skills you have which are not mentioned below.

	
	
	Initial Analysis

Date completed 


	Final Analysis

Date completed

	1
	I am good at cooking
	1
	2
	3
	4
	1
	2
	3
	4

	2
	I am good at sports
	1
	2
	3
	4
	1
	2
	3
	4

	3
	I can use computers
	1
	2
	3
	4
	1
	2
	3
	4

	4
	I can explain what I mean
	1
	2
	3
	4
	1
	2
	3
	4

	5
	I ask for help when I need it
	1
	2
	3
	4
	1
	2
	3
	4

	6
	I can use a telephone to get and give information
	1
	2
	3
	4
	1
	2
	3
	4

	7
	I can follow instructions
	1
	2
	3
	4
	1
	2
	3
	4

	8
	I am a good listener
	1
	2
	3
	4
	1
	2
	3
	4

	9
	I can cope with being bored now and then
	1
	2
	3
	4
	1
	2
	3
	4

	10
	I am good at working on my own
	1
	2
	3
	4
	1
	2
	3
	4

	11
	I can work with other people
	1
	2
	3
	4
	1
	2
	3
	4

	12
	I can express my opinion clearly
	1
	2
	3
	4
	1
	2
	3
	4

	13
	I can work to a deadline
	1
	2
	3
	4
	1
	2
	3
	4

	14
	I pick up new ideas quickly
	1
	2
	3
	4
	1
	2
	3
	4

	15
	I am a good communicator
	1
	2
	3
	4
	1
	2
	3
	4

	16
	I am organised
	1
	2
	3
	4
	1
	2
	3
	4

	17
	I can be trusted to take responsibility
	1
	2
	3
	4
	1
	2
	3
	4

	18
	I have a good memory
	1
	2
	3
	4
	1
	2
	3
	4

	19
	I am self driven
	1
	2
	3
	4
	1
	2
	3
	4

	20
	I like to learn new information
	1
	2
	3
	4
	1
	2
	3
	4

	21
	
	1
	2
	3
	4
	1
	2
	3
	4
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My Interests / Activities

Think about the things you enjoy doing in or out of school. From the list of activities below rate yourself 1 to 4:


1 – I do not like doing this


2 – I occasionally like doing this


3 – I more often than not like doing this


4 – I do this a lot

Add anything that you do that is not listed at the end.

	
	
	Initial Analysis

Date completed 


	Final Analysis

Date completed

	1
	Listening to music
	1
	2
	3
	4
	1
	2
	3
	4

	2
	Working with computers
	1
	2
	3
	4
	1
	2
	3
	4

	3
	Making things
	1
	2
	3
	4
	1
	2
	3
	4

	4
	Drawing, painting, sketching etc.
	1
	2
	3
	4
	1
	2
	3
	4

	5
	Helping people
	1
	2
	3
	4
	1
	2
	3
	4

	6
	Reading
	1
	2
	3
	4
	1
	2
	3
	4

	7
	Being with other people
	1
	2
	3
	4
	1
	2
	3
	4

	8
	Solving puzzles and problems
	1
	2
	3
	4
	1
	2
	3
	4

	9
	Working with old people
	1
	2
	3
	4
	1
	2
	3
	4

	10
	Listening to people’s problems
	1
	2
	3
	4
	1
	2
	3
	4

	11
	Outdoor activities and sports
	1
	2
	3
	4
	1
	2
	3
	4

	12
	Working with pre-school children
	1
	2
	3
	4
	1
	2
	3
	4

	13
	Repairing things
	1
	2
	3
	4
	1
	2
	3
	4

	14
	Working in a group
	1
	2
	3
	4
	1
	2
	3
	4

	15
	Preparing food
	1
	2
	3
	4
	1
	2
	3
	4

	16
	Serving people
	1
	2
	3
	4
	1
	2
	3
	4

	17
	Working with animals
	1
	2
	3
	4
	1
	2
	3
	4

	18
	Trying new activities
	1
	2
	3
	4
	1
	2
	3
	4

	19
	Working with adults
	1
	2
	3
	4
	1
	2
	3
	4

	20
	Singing, dancing or acting
	1
	2
	3
	4
	1
	2
	3
	4

	21
	
	1
	2
	3
	4
	1
	2
	3
	4
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Career Related Skills and Qualities
You will be working in pairs to complete this activity.

Collect a copy of one of the Job Descriptions Cards from your teacher.

Discuss and complete the skills and qualities you think are needed for each job.  Complete the information for 4 different jobs.

Job Title: _____________________________________________________

Skills and Qualities Required
1.

2. 

3.

4.
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Job Title: _____________________________________________________

Skills and Qualities Required
1.

2. 

3.

4.

Job Title: _____________________________________________________

Skills and Qualities Required

1.

2. 

3.

4.
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Job Title: _____________________________________________________

Skills and Qualities Required
1.

2. 

3.

4.
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Task Management Skills
Many of the skills you have been identifying are called:

TASK MANAGEMENT SKILLS
Task Management Skills are essential in the modern workplace. 
You are now going to look in more detail at these skills and then set at least two targets for the development of your task management skills during your work experience.
Some examples of task management skills include:

· following instructions
· staying on task
· completing tasks on time
· breaking down tasks into smaller parts.
· being on time

· completing tasks to a good standard

· keeping records of completing tasks

· seeking help to allow you to make progress

· asking for help to improve understanding of instructions

· keeping simple records of work.
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 MY WORK EXPERIENCE PREPARATION
Complete the following questions about your Work Experience.

Name of Company……………………………………………………………………………………..
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What kind of organisation is it?

a) A Government Department

b) A Local Authority Department

c) A branch of a company

d) A locally owned company

e) A Multinational company

f) A Scottish company

g) A large company (more than100 employees)

h) A small company (less than 100 employees)

What are the main products/services it supplies?

……………………………………………………………………………………………………………………..

Who are its main customers?

………………………………………………………………………………………………………………………

List the departments in the company

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………
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 YOUR WORK EXPERIENCE
Where is your placement located?……………………………………………………….

How will you get to your work placement?…………………………………………

What are your working hours?………………………………………………………………

What are the dress requirements?……………………………………………………..

………………………………………………………………………………………………………………………

What will you wear?…………………………………………………………………………………

Who is your supervisor?…………………………………………………………………………. 

What tasks/jobs do you think you will do?………………………………………

……………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………..
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Make a list of Skills and Qualities you think are needed to work for this company.

	SKILLS &

QUALITIES
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My Strengths and Limitations in Task Management Skills

A strength is something that you can do well. 
A limitation is something that you cannot do 
or need to improve (an area for development).

Think about how good you are at each of the task management skills in the table below. Put ticks in the boxes in the table to rate your interpersonal skills on a scale of 1 to 5.

1 = strength 5 = weakness.

	Specific task management skills
	Strength                Weakness

	
	1
	2
	3
	4
	5

	Following instructions.
	
	
	
	
	

	Staying on task.
	
	
	
	
	

	Completing tasks on time.
	
	
	
	
	

	Breaking tasks down into smaller parts.
	
	
	
	
	

	Good timekeeping.
	
	
	
	
	

	Completing tasks to a good standard.
	
	
	
	
	

	Keeping records of completing tasks.
	
	
	
	
	

	Seeking help to allow you to make progress.
	
	
	
	
	

	Asking for help to improve understanding of instructions.
	
	
	
	
	

	Keeping simple records of work.
	
	
	
	
	

	
	
	
	
	
	


My Targets 
Look at your answers in the table. Use them to help you choose two targets for the development of your task management skills during your work experience.

	Targets I want to achieve

	1.



	

	2.



	




My Plan
Now that you have identified your personal targets decide on a plan to show how you are going to achieve these.  Your plan should show the tasks you will need to carry out to reach your target. 
.  
	Target 1



	The tasks I will carry out are:
	Task completed
	Resources and things that can help are:

	
	
	

	
	
	

	Target 2



	The tasks I will carry out are:
	Task completed
	Resources and things that can help are:

	
	
	

	
	
	




Monitoring My Progress
Now you are ready to go on your work experience and complete the tasks which will help you to meet your personal targets.  
Use the table below to record your progess. 
List the tasks during your work experience and the skills you use. 


	Task Completed
	Skills Used

	
	

	
	

	
	

	
	

	
	



Monitoring My Progress

List any changes you made during your work experience to make sure you made progress (e.g. I had to get to the work placement a bit earlier to be prepared to start on time / I had to change my timetable because some activities took longer than I thought).

	 Changes I made 
	Dates

	
	


Assessor comment


Tasks completed?
Yes

No

(please tick)
	Assessor signature
	
	Date
	




EVALUATE YOUR WORK EXPERIENCE
What did you do and learn during your work experience?

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………..


REVIEW YOUR WORK EXPERIENCE
You are ready to review your progress.  This means thinking about the progress you have made towards achieving your personal targets.  You will use this to identify any areas for the further development of your task management skills. 


You will also review your plan.  To do this think about:

· the tasks you carried out

· what went well

· what could have gone better.
	Progress

	Did I achieve target 1?

       Yes           No               Partially

Did I achieve target 2?

                                         Yes           No               Partially

	Plan

	Identify any strengths in your plan, ie things that went well

Identify any weaknesses in your plan, ie things which could have gone better


	Areas for further development

	Things I could improve on are




Assessor comment:
	Assessor signature
	
	Date
	


MY NEXT STEPS

You have now identified your skills and qualities in relation to your work experience and employment. 

Carrying out an online career questionnaire.

There are a number of online questionnaires that help people to identify the career or career best suited to them. If you register with careers Scotland’s website, it will allow you to complete a questionnaire that will direct you to careers that may interest you. 

Log onto www.myworldofwork.co.uk
Complete the following activities

· My DNA Analysis

· My Strengths questionnaire

Write down the results of both activities!

…………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………

MY NEXT STEPS
What career path would you like to follow?

……………………………………………………………………………

What Skills and Qualities do you have that will help you follow this path?

…………………………………………………………………………………………………………….

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………..

What do you need to develop/improve on to succeed!?

……………………………………………………………………………………………………………..

……………………………………………………………………………………………………………..

………………………………………………………………………………………………………………


To Be Completed By Teacher At the End of the Unit:
Unit assessment candidate record

Personal Development:  Self and Work (SCQF level 3)
	Group
	

	Candidate name
	
	Candidate ID
	

	Record of performance

	Outcomes
	*Achieved/ not achieved
	Comments

	1
Prepare to develop task management 
skills in a vocational project.


	
	

	2
Carry out the project


	
	

	3
Review own task management skills


	
	

	*(Enter A or NA in the box to indicate whether the candidate has achieved or not achieved each Outcome. The comments column can be used to highlight any reassessment that may be needed.)


	Overall comments


	Assessor name

	Assessor signature
	Date
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