The top skills needed in career  life

	Commercial awareness

	This is about knowing how a business or industry works and what makes a company tick. Showing that you have an understanding of what the organization wants to achieve through its products and services, and how it competes in its marketplace.


	Communication  
	This covers verbal and written communication, and listening. It's about being clear, concise and focused; being able to tailor your message for the audience and listening to the views of others.


	Teamwork 
	You'll need to prove that you're a team player but also have the ability to manage and delegate to others and take on responsibility. It's about building positive working relationships that help everyone to achieve positive goals and business objectives.

	Negotiation and persuasion
	This is about being able to put forward your way, but also being able to understand where the other person is coming from so that you can both get what you want or need and feel positive about it.


	Problem solving
	You need to display an ability to take a logical and analytical approach to solving problems and resolving issues. It's also good to show that you can approach problems from different angles.


	 Leadership  
	You may not be a manager straight away, but graduates need to show potential to motivate teams and other colleagues that may work for them. It's about assigning and delegating tasks well, setting deadlines and leading by good example.


	Organization
	 This is about showing that you can prioritize, work efficiently and productively, and manage your time well. It's also good to be able to show employers how you decide what is important to focus on and get done, and how you go about meeting deadlines

	Motivation  
	Employers want people to have a bit of get-up-and-go. Working life presents many challenges and you need to show employers that you're the kind of person who will find a way through, even when the going gets tough... and stay cheerful


	Ability to work under pressure
	This is about keeping calm in a crisis and not becoming too overwhelmed or stressed

	Confidence 
	In the workplace you need to strike the balance of being confident in yourself but not arrogant, but also have confidence in your colleagues and the company you work for.



	

Flexibility/Adaptability
	Deals with your ability to manage multiple assignments and tasks, set priorities, and adapt to changing conditions and work assignments


	Analytical/Research Skills
	 Deals with your ability to assess a situation, seek multiple perspectives, gather more information if necessary, and identify key issues that need to be addressed.


	Interpersonal Abilities
	The ability to relate to your co-workers, inspire others to participate, and mitigate conflict with co-workers is essential given the amount of time spent at work each day.

	Leadership/Management Skills  
	While there is some debate about whether leadership is something people are born with, these skills deal with your ability to take charge and manage your co-workers.


	Multicultural Sensitivity/Awareness
	There is possibly no bigger issue in the workplace than diversity, and job-seekers must demonstrate a sensitivity and awareness to other people and cultures.


	Planning/Organizing 
	Deals with your ability to design, plan, organize, and implement projects and tasks within an allotted timeframe. Also involves goal-setting.


	Problem-Solving/Reasoning/Creativity  
	Involves the ability to find solutions to problems using your creativity, reasoning, and past experiences along with the available information and resources.




What are the top ten skills that employers want?
 
	VERBAL COMMUNICATION
	1
	Able to express your ideas clearly and confidently in speech

	TEAMWORK
	2
	Work confidently within a group

	COMMERCIAL AWARENESS
	3
	Understand the commercial realities affecting the organization.

	ANALYSING & INVESTIGATING
	4
	Gather information systematically to establish facts & principles. Problem  solving.

	INITIATIVE/SELF MOTIVATION
	5
	Able to act on initiative, identify opportunities & proactive in putting forward ideas & solutions

	DRIVE
	6
	Determination to get things done. Make things happen & constantly looking for better ways of doing things.

	WRITTEN COMMUNICATION
	7
	Able to express yourself clearly in writing

	PLANNING & ORGANISING
	8
	Able to plan activities & carry them through effectively

	FLEXIBILITY
	9
	Adapt successfully to changing situations & environments

	TIME MANAGEMENT
	10
	Manage time effectively, prioritizing tasks and able to work to deadlines.

	

	GLOBAL SKILLS
	 
	Able to speak and understand other languages. Appreciation of other cultures. See
· Study and work placements outside the UK
· Working Abroad

	NEGOTIATING & PERSUADING
	 
	Able to influence and convince others, to discuss and reach agreement.

	LEADERSHIP

	 
	Able to motivate and direct others

	NUMERACY
	 
	Multiply & divide accurately, calculate percentages, use statistics & a calculator, interpret graphs & tables.

	COMPUTING SKILLS
	 
	Word-processing, using databases, spreadsheets, the Internet & email, designing web pages etc.

	SELF AWARENESS
	 
	Awareness of achievements, abilities, values & weaknesses & what you want out of life.

	PERSONAL IMPACT/CONFIDENCE
	 
	Presents a strong, professional, positive image to others which inspires confidence & commands respect.

	LIFELONG LEARNING
	 
	Continues to learn throughout life. Develops the competencies needed for current & future roles

	STRESS TOLERANCE
	 
	Maintains effective performance under pressure

	INTEGRITY
	 
	Adheres to standards & procedures, maintains confidentiality and questions inappropriate behaviour.

	INDEPENDENCE
	 
	Accepts responsibility for views & actions and able to work under their own direction & initiative.

	DEVELOPING PROFESSIONALISM
	 
	Pays care & attention to quality in all their work. Supports & empowers others.

	ACTION PLANNING
	 
	Able to decide what steps are needed to achieve particular goals and then implement these.

	DECISION-MAKING
	 
	Determines the best course of action. Evaluates options based on logic & fact & presents solutions

	INTERPERSONAL SENSITIVITY
	 
	Recognizes & respects different perspectives. Open to the ideas & views of others

	CREATIVITY
	 
	Generates & applying new ideas & solutions


 
 
Thinking Skills:
· creative thinking
· making decisions
· solving problems
· seeing things in the mind's eye
· knowing how to learn
· reasoning
Personal Qualities:
· individual responsibility
· self-esteem
· sociability
· self-management
· integrity



Personal Values Employers Seek in Employees

Here is the list of the 10 most important categories of values

	Honesty/Integrity/Morality.

	 Employers probably respect personal integrity more than any other value

	Adaptability/Flexibility

	Deals with openness to new ideas and concepts, to working independently or as part of a team, and to carrying out multiple tasks r projects. Highly adaptable, mobile, positive, resilient, patient risk-taker who is open to new ideas

	Dedication/Hard-Working
	 Employers seek job-seekers who love what they do and will keep at it until they solve the problem and get the job done.


	Dependability/Reliability/Responsibility
	 There's no question that all employers desire employees who will arrive to work every day on time and ready to work, and who will take responsibility for their actions.


	Loyalty
	 Employers want employees who will have a strong devotion to the company -- even at times when the company is not necessarily loyal to its employees

	Positive Attitude/Motivation/Energy/Passion
	 The job-seekers who get hired and the employees who get promoted are the ones with drive and passion -- and who demonstrate this enthusiasm through their words and actions.


	Professionalism
	 Deals with acting in a responsible and fair manner in all your personal and work activities, which is seen as a sign of maturity and self-confidence; avoid being petty.


	Self-Confidence
	 Look at it this way: if you don't believe in yourself, in your unique mix of skills, education, and abilities, why should a prospective employer? Be confident in yourself and what you can offer employers.


	Self-Motivated/Ability to Work With Little or No Supervision
	 While teamwork is always mentioned as an important skill, so is the ability to work independently with minimal supervision.

	Willingness to Learn
	 No matter what your age, no matter how much experience you have, you should always be willing to learn a new skill or technique. Jobs are constantly changing and evolving, and you must show an openness to grow and learn with that change.



Employability skills and personal values are the critical tools and traits you need to succeed in the workplace and they are all elements that you can learn, cultivate, develop, and maintain over your lifetime. Once you have identified the sought-after skills and values and assessed the degree to which you possess, then remember to document them and market them (in your resume, cover letter, and interview answers) for job-search success.


VALUES 
Financial freedom
Fitness
Friendship
Giving I service
Health
Honesty
Independence
Inner peace
Integrity
Intelligence
Intimacy
Joy
Leadership
Learning
Love

















Achievement
Adventure
Beauty
Being the best
Challenge
Comfort
Courage
Creativity
Curiosity
Education
Empowerment
Environment
Family


















Motivation
Passion
Performance
Personal growth
Play
Productivity
Primary
Relationship
Reliability
Respect
Security
Spirituality
Success
Time freedom
Variety





















Learn the words
	
	



	Critical Thinking
	

	Problem Solving
Leadership
	

	Goal Setting
	

	Reasoning
	

	Creativity
Social Skills
	

	Computer Skills
	

	Evaluation Information

	

	Using Information

	Managing Information

	Responsibility

	Research Skills
Тo set a goal – ставить  цель
brain teasers -  ребусы


Mazes –ребусы
to tap out the beat –выстукивать ритм
 to find number patterns –числовые выражения
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	Name:______________________________

	Student Self Assessment
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	Circle all the items on this page that describe you and total the number of items circled in each column at the bottom.
	

	
	
	
	
	
	
	

	1.  I like to read
	2.  Math & Science are some of my favorite subjects in school
	3.  I enjoy using a camera 
	4.  I am good at playing active games or sports
	5. I play a musical instrument
	6.  I enjoy group games
	7.  I have set some important goals for my life

	8.  I like to write
	9.  I want to know why
	10.  I like to draw and doodle
	11.  I like to dance
	12.  I like to sing
	13.  I enjoy helping others
	14.  I enjoy writing in a journal

	15.  I enjoy doing crossword puzzles and word games
	16.  I like solving riddles and brain teasers
	17.  I like to solve mazes and jigsaw puzzles
	18.  I often talk with my hands
	19.  I like to tap out the beat while listening to music
	20.  I have many friends
	21.  I like to work alone

	22.  I like to tell stories and jokes
	23.  I like finding number patterns
	24.  I easily see color and shape patterns
	25.  I move around a lot when doing work projects
	26.  I enjoy creating music
	27.  I like working with others on projects
	28.  I like to spend time alone thinking

	29.  I have a large vocabulary
	30.  I believe there is a logical explanation for almost everything
	31.  I am good at using or drawing maps
	32.  I like using objects to learn
	33.  I often have a musical tune running through my mind
	34.  I like meeting new people
	35.  I think carefully before making decisions

	36.  I choose words with care
	37.  I am good at working with numbers
	38.  I often remember scenes from my dreams
	39.  I like to do work with my hands
	40.  I have a good sense of pitch and rhythm
	41.  I care about how others feel
	42.  I understand my strengths and weaknesses

	43.  I am good at public speaking
	44.  I enjoy doing scientific experiments
	45.  I understand how to use colors to create a mood
	46.  I like to spend my free time outdoors
	47.  I like many kinds of music
	48.  People often ask me for advice
	49.  I enjoy learning about myself

	A
	B
	C
	D
	E
	F
	G







