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97
1  

key 
skills

IT

 
learning how to learn

(learning society)

 
 

 
 

2

                                                   
1  
NCIHE(The National Cmmittee into Higher Education), 1997,  Higher education in the learning 
society.(http://www.leeds.ac.uk/educol/ncihe/) 
2
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QAA3 academic infrastructure 4

 
 

 
 
 

 
 

 
QAA

 

5  
 

frameworks for higher education qualification  

2001

                                                   
3 QAA Quality Assurance Agency for Higher Education

2005 QAA
2007

http://www.niad.ac.jp/ICSFiles/afieldfile/2008/01/31/no6_13_briefguide_jpnver.pdf  
4 QAA

http://www.qaa.ac.uk/academicinfrastructure/default.asp  
5  (Code of practice for the assurance of academic quality 
and standards in higher education) 10

 (subject benchmark statement)
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1 (Certificate) 
 

C  Certificate of Higher Education 
 

2  (Intermediate) I  ordinary (Bachelors) degree 
 

Foundation degrees 
 

Diplomas of Higher Education 
 

other higher diplomas 
  

3  (Honours) H  Bachelors degree with Honours 
 

Graduate Certificates 
 

Graduate Diploma 
 

4  (Masters) M  Masters degree 
 

Postgraduate Certificates 
 

Postgraduate Diplomas 
 

5  (Doctoral) D  Doctorates 
 

 
qualification 

descriptors

(transferable skills)  
2001 QAA

(problem solving skills)
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BBachelors degree with Honours   
  

 
 

field of study aspects

 
 

 

 
equivalent advanced 

scholarship  
 

manage
 

 
 

 

 

 
 

 
 

 
qualities and 

transferable skills necessary for employment requiring:  
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1997
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(transcript)
Personal Development Planning 

(PDP) QAA
7  

8  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Guidelines for HE Progress Files

 

PDP
                                                   
7 Guidelines for HE Progress Files 
(http://www.qaa.ac.uk/academicinfrastructure/progressFiles/guidelines/progfile2001.pdf) 
8 PDP Personal Development Planning

PDP
Personal Development Records PDR  

PDP  
 

PDP 
 

 
 

 
 
 

 

PDR 

(Personal Development 
Records) 

 

PDP
 

PDP  
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PDR

 
PDP

PDP
 

PDP

QAA, Guidelines for HE Progress Files

 

PDP
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PDP  
 

2003 CHERI 
2003 9 64%

74
76

48 24  
PDP 45 PDP

86 62

PDP
PDP

PDP
PDP

PDP
 

PDP
1992 D PDP

B C PDP
 

 
 
 

                                                   
9 PDP

70 59 11 73 65  
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/  
/ 2  

 

 
 

 
 

 
Award   

/  
/  

/  
 

  
/  

 
  

 
(National Qualification Awards Framework)

 
 

: Guidelines for HE Progress Files 

 
Universities UK

Universities UK 2007
HEAR

Higher Education Achievement Report

HEAR  
 

 

st

CBI  
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PDP Personal Development Planning

PDP
 

 
PDP

Personal Development Planning is ‘a 
structured and supported process undertaken by an individual to reflect upon 
their own learning, performance and / or achievement and to plan for their 
personal, educational and career development.’  
 

PDP
PDR QAA

PDR
 

 
PDR 

PDP  
http://www.qaa.ac.uk/students/guides/UnderstandProgFiles.asp 

 
PDP

PDR
PDP

PDP
PDP PDR

 
QAA

e
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Kumar 2007  
PDP

Kumar 2007 PDP

CETL10

Bridges
PDP

10 PDP

 
 

 
PDP  

PDP

 
 

PDP  

CBI  
 

PDP

PDP PDP
PDP

11  
                                                   
10 HEFCE Centres for 
Excellence in Teaching and Learning (CETL) 2005 74
CETL

 
http://www.hefce.ac.uk/learning/tinits/cetl/  

11 CRA Centre for Recording Achievement PDP

CRA

recording achievement PDP
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PDP
PDP

Education Development Unit
My PDP

PDP My PDP
PDP

 
PDP

 

 

 

 
There are a range of skills that are not only significant to learning in higher education 
and academic achievement but also to your personal development and employability. 
 
This skills audit has been designed to help you to identify your strengths, weaknesses 
and areas for development within various skills areas.  
 
If you find there are some areas in which you need support, there is a range of 
provision available at the University to help you. Further information can be found at 
the end of the document.
 
How to complete this audit 
 
Read the SKILLS AREA, place a tick in the column that best suits your ability and 
then in the final column decide the priority for YOU in the development of this skill. 

                                                                                                                                                     
(http://www.recordingachievement.org/he/case_studies.asp) 
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SKILLS  AREA I CAN DO 
THIS WELL

OK, BUT I 
NEED 
MORE 
PRACTICE

I CAN’T DO 
THIS

PRIORITY 
DEVELOPM
ENT OF 
THIS SKILL
1 = very 
important, 
2 = quite 
important, 
3 = not 
important

ORGANIZATION OF LEARNING
I have strategies to help me to plan and manage 
my time
I am able to effectively prioritise my tasks and 
activities
I am able to work to deadlines

I am aware of what makes my learning more 
effective (e.g place to study, time to study etc)

INFORMATION SEEKING SKILLS
I am able to find a specific book or journal in the 
library using the on-line catalogue (Talisprism)
I am able to use a variety of different 
sources to find information 
(e.g. journals. books, electronic resources)
I am able to access and search electronic 
resources (on-line databases, electronic journals 
CD-ROMs)
I am able to use search gateways on the 
Internet to find information
I am able to evaluate the information I find

READING AND NOTEMAKING
I can decide which parts of a book I need to read

I have a system for recording where I find 
information (e.g. book, author, date)
I can select and use different reading strategies 
(e.g. skim, scan, in-depth)
I can make effective notes when reading

I can make effective notes when listening (e.g.
during lectures)
I have a system for recording and storing my 
notes

WRITING SKILLS
I can analyse assignment (essay, report etc) 
questions to determine what is expected
I understand the difference between an essay 
and report
I can produce a written plan to answer an 
assignment question
I can punctuate, use grammar and spelling 
correctly
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I am confident I can express my ideas clearly in 
written form
I am able to adapt my writing styles to suit the 
appropriate media/audience
I understand the need to reference my work to 
avoid plagiarism

SPOKEN COMMUNICATION
I am able to express my views verbally

I am confident speaking in front of a group of 
people

I can prepare, plan and deliver a presentation

I can use visual aids to support a presentation

I work well as a member of a group or team

I am able to listen to and appreciate the views of 
others

INFORMATION TECHNOLOGY
I am able to use a word processing software 
package to produce my assignments
I can use a variety of different computer software 
(e.g. Word, PowerPoint, Excel, Access)

WORKING WITH NUMBERS
I am competent in making simple calculations

I can present numerical information accurately

I can competently use a variety of numerical 
techniques (e.g. percentages, fractions, 
decimals)
I can interpret and present information in graphs 
and illustrations

REVISION AND EXAM TECHNIQUES
I am able to plan my revision time 

I am able to set myself goals
I am able to use a variety of different revision 
techniques (e.g. practising questions, mind 
mapping etc)
I can select and use techniques to help me 
retain and recall information
I use strategies to help me in the exam room 
(e.g. planning time, coping with anxiety)

STRESS MANAGEMENT
I know what causes stress

I am aware of my personal symptoms of stress



 
 

171 

I can use strategies to help me cope with my 
stress

PERSONAL DEVELOPMENT PLANNING
I am able to identify my personal goals

I am a good judge of what my strengths and 
areas for development are

I am able to identify opportunities for learning 
outside my course, e.g. clubs, societies, 
employment

I am able to plan for my personal development

  
 
Support 

Careers Service 
Tel: (0161) 295 5088/5668 
Email: enquiries-
careers@salford.ac.uk 
Website:
www.careers.salford.ac.uk 
Location:
1st Floor, Humphrey Booth House

English as a Foreign Language 
(EFL)
Tel: (0161) 295 5065/5751
Email:
efl-languages@salford.ac.uk
Website: 
www.languages.salford.ac.uk/efl/
Location: 8th/9th Floor, Maxwell 
Building

Key Skills
Website: 
http://www.edu.salford.ac.uk/keyski
lls

Mathematics - (Mathscope)
Tel: (0161) 295 4787
Email: 
mathscope@salford.ac.uk 
Website: 
www.mathscope.salford.ac.uk/
Location:  
Room S31, 2nd floor, Newton 
Building 

Student Assistance Office
Tel: (0161) 295 0467
Email: sao-acd@salford.ac.uk
Website: 
www.academic.salford.ac.uk/sao/
welcome/ 
index 
Location: Humphrey Booth 
House 

Students’ Union
Tel: (0161) 736 7811
Email: students-
union@salford.ac.uk 
Website: 
http://www.salfordstudents.com/ 
Location: University House

 

Study Skills
Tel: (0161) 295 2340 
Email: e.beaumont@salford.ac.uk 
Website: 
www.edu.salford.ac.uk/studyskill
s 
Location: 5th Floor, Crescent 
House 

Support for Students with Specific 
Learning Disabilities 
(Equality & Diversity Office) 
Tel: 0161 295 2152 
Minicom: 0161 295 2467
Email: equalities-
academic@salford.ac.uk
Website:
www.academic.salford.ac.uk/equalit
ies/equalities.htm 
Location: Humphrey Booth 
House (Ground Floor) 

Wordscope
Tel: (0161) 295 4418
Email: wordscope@salford.ac.uk
Location: Crescent House

http://www.pdp.salford.ac.uk/mypdp/index.php 
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PDP 16

CETL LearnHigher
PDP LearnHigher Higher 
Education Academy learner development

 
PDP PDP

PDP understanging, 
developing, effectiveness

PDP  



 
 

173 

 

 
PDP

PDP
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Transferable skills: Self assessment 
 
Self Assessment of Transferable Skills 

In order to give honest and informed answers, think about specific situations where you 
have been required to use this skill. Think about what you did, and how effective you were. 
A discussion on the meaning of the Low, Medium and High scores are given at the end. 

1 of 9: Self-management  
… Understanding, using and developing our own abilities to effect good outcomes in life 
and work. 

► Questions to self assess your self-management skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
Score 

1 I frequently set appropriate targets and goals for myself
2 I plan and prioritise my work to meet deadlines
3 I know and understand my own strengths and weaknesses
4 I regularly reflect on progress and outcomes
5 I find support to help me or develop new strategies where necessary 
6 I accept and act on feedback
7 I regularly evaluate my own performance
8 I monitor/control activities

Total

2 of 9: Learning 
… Building up valid knowledge and understanding for a particular situation but remaining 
open to other views and other information. 

► Questions to self assess how well you understand how to learn. 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
Score 

1 I am aware of the way I learn and study best
2 I am able to identify key principles and make connections between areas of 

knowledge
3 I seek out, accept and act on feedback on my work
4 I can select and present ideas/arguments/evidence
5 I can form my own judgments based on information obtained.
6 I apply theory to practice in most situations to develop understanding and solve 

problems
7 I find and adopt study techniques that work for me
8 am willing to change my ideas and practice based on new understanding

Total
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3 of 9: Communication 
… Effective use of all types of ‘language’ to understand others and be understood.

► Questions to self assess your verbal and written communication skills. 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
1 I regularly use a variety of modern communication tools
2 I can listen positively and respond to both verbal and non-verbal messages
3 I can present a well-structured and evidenced argument both verbally and in 

writing.
4 I can express myself and ideas clearly, concisely and logically in speech and 

writing
5 I can influence others and gain agreement or acceptance of plan/idea/activity
6 I understand other viewpoints and appreciate cultural differences.
7 I adjust how I communicate to suit the understanding of my target audience.
8 I usually evaluate how well my message is received.

Total

4 of 9: Information literacy 
… Finding and using information of all kinds effectively. 

► Questions to self assess how well you handle information. 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
1 I can locate and use a variety of sources of information – print, electronic, people
2 I search information databases to secure information
3 I appraise information using relevant criteria
4 I reference material correctly and understand plagiarism
5 I organise and store information so it can be retrieved when needed
6 I can select, summarise, and interpret information to draw meaningful 

conclusions
7 I can organize information into a logical and cohesive format that can be 

communicated easily to others
8 I am comfortable researching or gathering data for use in a project

Total

5 of 9: Team working 
… Working effectively with other people to achieve a common purpose. 

► Questions to self assess your team working skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
Score 

1 I understand the principles of group behaviour and team roles
2 I motivate self and others to the achievement of common goals
3 I respect feelings, views and values of others, taking on board other opinions
4 I assist and support other members of the team in order to achieve objectives 

effectively
5 I can negotiate  with others when necessary.
6 I readily take the initiative when necessary
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7 I can delegate tasks where necessary
8 I regularly review progress and alter plan if necessary
9 I accept and carry out agreed or delegated tasks

Total

6 of 9: Critical thinking incl. problem solving, decision-making 
… Development of logical thoughts and ideas about a subject; or the reasoned solution of a 
problem or dilemma. 

► Questions to self assess your critical thinking skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
1 I can critically analyse a line of reasoning or argument
2 I challenge taken-for-granted assumptions and existing practice
3 I evaluate evidence presented in support of a conclusion
4 I identify and address gaps in knowledge or understanding
5 I can identify and analyse key points/issues within a problem
6 I generate creative/innovative ideas using techniques such as brainstorming, 

mind-mapping, critical path analysis
7 I am willing to take calculated risks in decision making to achieve goals
8 I assess outcomes and incorporate the lessons into future planning

Total

7 of 9: Information Technology 
… Using electronic means to find, record, manipulate and present information.  

► Questions to self assess your IT skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
1 I use a word processor to create documents and use functions to add value to 

work, e.g. Word
2 I create and use a spreadsheet and manipulate data within it e.g. Excel
3 I create a database from a set of data, work with it to produce reports, e.g. 

Access
4 I create effective presentations using graphics package e.g. PowerPoint
5 I can produce transparencies or visual aids for a presentation
6 I am competent at researching topics of interest/importance on the internet
7 I use e-mail to maintain effective communication with others
8 I am confident healing with new software applications

Total

8 of 9: Numeracy
… Understanding and applying mathematical techniques when handling problems and 
projects. 

► Questions to self assess your numeracy skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
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1 I feel comfortable making fundamental calculations – estimating, adding, 
subtracting, multiplying and dividing

2 I use a calculator confidently
3 I am able to use basic numerical skills in order to cope with everyday life 

(budgeting my spending etc)
4 I have a grasp of statistics and percentages, fractions, decimals, and ratios
5 I can use numerical data to construct a reasoned argument
6 I am able to interpret and explain numerical information using spreadsheets, 

graphs, charts, tables and diagrams
Total

9 of 9: Career management and professional development 
… Developing self-awareness in the context of career decision making, and professional 
opportunities. 

► Questions to self assess your career management skills 

Strongly agree=5, agree=4, not sure=3, disagree=2, strongly disagree=1. 
  

Score 
1 I have an awareness of the type of job opportunities open to me.
2 I understand some of the trends that are emerging in the business or 

professional world.
3 I know the employability attributes that employers in my chosen field are looking 

for
4 I am able to effectively communicate my skills and experience to others in writing 

in order to gain employment or develop career
5 I am confident of being able to put together an effective CV
6 I am confident of handling myself well in a range of selection situations
7 I have future targets in mind regarding career and professional development

Total

Results 

Use the table below to record your totals from each skill assessment section.  Tick low, 
medium or high from the scoring columns. 

Low Med High Your 
totals

Scoring

Low Med High

1 Self management 0-13 14-26 27-40
2 Learning 0-13 14-26 27-40
3 Communication 0-13 14-26 27-40
4 Information literacy 0-13 14-26 27-40
5 Team working 0-15 16-30 31-45
6 Critical thinking incl. 

problem solving, decision-
making

0-13 14-26 27-40

7 Information technology 0-13 14-26 27-40
8 Numeracy 0-10 11-20 21-30
9 Career management and 

professional self 
development

0-11 12-23 24-35
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Use the scoring definitions on the following page to assess your results. 

Scoring

Low  
There could be a number of reasons for giving yourself a low score. Maybe you 
undervalued your experience. Possibly you are not attracted to this skill. Think of the 
reasons for this and use the reflective review to consider what you could do about 
addressing this. Remember this skill is considered essential for your development and 
success - as a student, an employee and in life generally, so a low score could limit your 
ability to reach your full potential. Use the resources section to identify opportunities for 
development and use the help and support that is available to you at BU, starting with 
your tutor. If you are asked about your weaknesses in an interview, be honest, but 
remember to explain why you think this is and what you are doing about it. That will 
impress a prospective employer! 

Medium  
Your score suggests that you have some experience of using this skill and have 
developed a certain level of competence through experience and practice. However, there 
seems to be evidence that you would find it useful to develop it further. Look carefully at 
the different questions you answered to assess this skill and decide exactly where your 
areas for development lie. It may be that this skill is a potential strength but you are 
feeling a lack of confidence around it. Think about why this should be. Use the resources 
available to you at or through BU to strengthen and further develop your skills in this area. 
If you discuss use of this skill in interviews, give a full and honest assessment and discuss 
how you are planning to work on it. No-one is perfect and employers are impressed with 
someone who understands their strengths and weaknesses and is doing something about 
it. 

High  
If your assessment is accurate, it indicates that skills in this area are well developed at 
this stage and that you are feeling comfortable using them. Your course should provide 
you with opportunities to practice and further develop them. Discussing this assessment 
with your tutor should help you to develop a plan for building further on this strength. Don’t 
be complacent, if you don’t keep the skill honed, it will stagnate, while the world moves on. 
Most importantly, do not forget to capture evidence of this strength and to include it in a 
personal statement or CV. Remember to record details of where use of this skill has been 
effective in particular situations, so you can talk about it in interviews. 
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(work placement) work experience
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Co-op (cooperative education)

 

CETL Centre for Excellence in Teaching and Learning

 

 

 

 

CBI
 

 
 

The White Rose 
Centre for Excellence in Teaching and Learning in Enterprise (CETLE)

enterprise
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Effective Learning Advice 
Service(ELAS)
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2006
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PDP Development Objectives for
Level One 
(The minimum requirement for a programme is to meet one objective from each group)

 

At the end of the year the student should be able to: 

Learning,
Research
and
Scholarship 

1. Be able to communicate the knowledge base of the area of study and demonstrate 
understanding of the terminology.
2. Use and access a range of learning resources (including IT) and
know how to plan work to meet deadlines http://portal.surrey.ac.uk/
itservices/as/training/online/onlineskills and http://www.surrey.ac.uk/
computingservices/as/cbt/
3. Develop a commitment to and an interest in assessing their own learning in this discipline
4. Demonstrate an awareness of ethical issues in current areas of study and be able to 
discuss these in relation to personal beliefs and attitudes  

Employability
and
Engagement
with
Society 

1. Record their achievements and identify personal development needs
2. Complete a skills assessment, http://www.surrey.ac.uk/skills/pack/
audit.html which gives a realistic idea about their strengths and development needs and 
have a discussion with their tutor/appropriate other about the opportunities for further 
developing their skills.
3. Apply given tools and methods accurately and carefully to a well defined problem and 
begin to appreciate the complexity of issues in the discipline
4. Be able to describe a way in which they have contributed to
University life e.g.:
• USSU – www.ussu.co.uk
• The DAVE Project - www.thedaveproject.co.uk
• Volunteering - http://www.ussu.co.uk/main/development/volunteering
• Societies - http://www.ussu.co.uk/main/societies
• Sports - http://www.ussu.co.uk/main/sports
• Educational Liaison Centre’s Tutoring and Mentoring scheme at
http://www.surrey.ac.uk/mets/ 

 
Personal
Effectiveness
and
Communication
Skills 

1. Demonstrate that they can work independently, and have been encouraged to manage a 
balanced lifestyle.
2. Locate the resources the University has for all students and know how to access them
3. Work effectively with others as a member of a group and meet obligations to others (e.g. 
tutors, peers and colleagues).
4. Be able to demonstrate cross-cultural awareness and understanding
5. Write cogently in plain English
http://www.surrey.ac.uk/Skills/pack/comms.html
6. Communicate clearly to individuals and groups and report solutions/problems accurately 
http://www.surrey.ac.uk/Skills/pack/comms.html 
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PDP  

 

 

PDP Development Objectives for
Professional Training Year/Placements

Professional Year/Placements

(The minimum requirement for a programme is to meet one objective from each group)

 

Throughout the placement the student should be collecting
information so that at the end of the year they should be able to: 

Learning,
Research
and
Scholarship 

1. Reflect on the interaction, synergies and possible conflicts between their academic 
studies and their work experience, and draw appropriate but wider conclusions. 

Employability
and
Engagement
with
Society 

1. Update their professional skills assessment in the light of their work experience, giving 
examples of competencies and areas for further development 
http://www.surrey.ac.uk/Skills/pack/audit.html
2. Describe how their criteria for future job-seeking has evolved/developed during the year. 
http://www.surrey.ac.uk/cms/
3. Contribute to enable future students who are about to undertake placements
to learn/benefit from their experiences.
4. Create a framework of employment opportunities and place their employer within that 
framework. 

Personal
Effectiveness
and
Communication
Skills 

1. Describe occasions when they faced unexpected difficulties and describe how they 
overcame them – identifying generic attributes within the description
2. Write an evocative placement/practice report or reflection
3. Reflect on interactions with individuals and groups and describe what went well and what 
did not. http://www.surrey.ac.uk/Skills/pack/comms.html 

PDP activities during the professional training year can include tasks which students are asked to 
undertake by employers or their programme tutors. 
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CETLE

 

14  
 

 

2007
-24  

 2007 . 
http://www.niad.ac.jp/ICSFiles/afieldfile/2008/01/31/no6_13_briefguide_jpnver.pd

f  
(2006),

135
163-176  

 (2005), ,  
(2001),

, , 14
45-58. 

 (2004), , . 
(2001),

, , 14 31-54. 
                                                   
14 

Higher York 2002
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CHERI 2003 Report on the Implementation of Progress Files. 

http://www.universitiesuk.ac.uk/progressfiles/downloads/ProgressFiles.pdf  
Strivens, Janet 2006 A survey of e-pdp and e-portfolio practice in UK Higher Education.

http://www.recordingachievement.org/downloads/KD-HEAe-portfoliosurvey.pdf  
CRA(Centre for Recording Achievement), PDP and Employability: Case Studies. 

http://www.recordingachievement.org/downloads/PDPEmpCaseStudies.pdf  
NCIHE(The National Cmmittee into Higher Education) 1997 Higher education in the 

learning society.(http://www.leeds.ac.uk/educol/ncihe/) 
Universities UK 2007 Beyond the honours degree classification The Burgess Group 

final report. http://bookshop.universitiesuk.ac.uk/downloads/Burgess_final.pdf  
QAA,Guidelines for HE Progress Files 

(http://www.qaa.ac.uk/academicinfrastructure/progressFiles/guidelines/progfile200
1.pdf) 

QAA Quality Assurance Agency for Higher Education  
(http://www.qaa.ac.uk/) 


