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Foreword

Skills for Success was one of the first books

designed to support university-level students and
recent graduates to prepare for graduate-level
employment. The first three editions have been
used by students all around the world as well as by
employers and employees outside of the education
sector. Despite the greater focus on career planning
and employability in recent years, a recent report

of student and employer views illustrates a
disconnect between what students think employers
want and what employers say they are looking for
(Uffindell et al., 2020). Of students responding to the
survey on which that report is based, less than half
were confident about achieving a graduate job or
being prepared for the world of work. Support for
students, and resources such as Skills for Success, are
still essential.

| have been fortunate to have worked with
thousands of fantastic, inspiring students across
my career. | have been humbled by the efforts they
put into their time as students - not just with their
course, but with jobs, volunteering, caring, creativity
and CV-building. So many want to do well for the
benefit of others: to be great professionals, to bring
new skills to the workplace, to contribute usefully

to society, to inspire others, to be role models.
Similarly, I have been impressed by so many
academic and professional support staff going that
extra mile to help students to achieve their life aims
and to gain the best possible next step on the career
ladder.

The first edition of this book arose from requests
from teaching staff in higher education who, in the
face of gaining new responsibilities for improving
student employability and integrating personal

Xiv Foreword

and professional development into courses, had
no resources to call upon. | wrote Skills for Success
so that teaching staff as well as students had some
practical starting points for working together.

This fourth edition of Skills for Success has been
influenced by having had senior responsibility

for student success and employability as Head of
School at one university, and overall at two other
large universities. | have also drawn on my own
experience as an employer, board member, mentor
and executive coach. | have read thousands of
job applications and interviewed hundreds of

job applicants at all levels from recent graduates
through to CEOs. | have observed, first-hand, what
works and what does not when people apply for
jobs. | have also talked to employers from around
the world about what they want in employees,
especially in new graduates. | have asked graduates
‘what they wished they had known’ before leaving
their courses or taking on new and work-related
responsibilities. | have also received a huge
amount of comment and advice from student
representatives and teaching staff in diverse
disciplines about what they consider matters most
for their students.

All of these insights | have endeavoured to
incorporate into the current edition. | hope that,

as a result, this edition assists both academic and
professional support staff with their students.

Above all, | hope it goes some way towards helping
students and graduates to gain confidence,
recognise their incredible potential and harness their
diverse talents to achieve their ambitions.

Dr Stella Cottrell



Introducing Skills for Success

Is this book for you?

Whether you are aiming at your first job, a new or better job, a promotion at work, a change of career
or a good workplace appraisal, you are likely to find this book has something for you. It focuses on skills,
behaviours and ways of thinking relevant at most levels of study and of value throughout working life.

Although Skills for Success was originally designed for university-level students, it is used in many other
contexts in both education and employment. It is especially relevant to those who want to feel more
confident about what is expected in the world of work and who want to make more considered decisions
about their futures.

Shape your future

As well as practical guidance, the book provides an /—\\ﬁ
opportunity to pause and consider crucial questions about
you, your future and the kind of person you want to be -

questions such as:

* What does ‘success’ mean for me: as a student, for working - O
life and my life in general? w, Q

* Which skills, experience, and qualities do | need in order to (\ Q Q
achieve such success? & \‘&l)f"

* How will | get from where | am now to where | want to be Q
in the future? <7 e

N

* What could | be doing now that would be helpful to my /:\\'::—

future self?

Aims of Skills for Success

Skills for Success aims to help you to develop the attitudes, confidence, understanding, habits and generic
skills associated with success in the world of work. It does this by:

* Encouraging and enabling you to focus in depth on you and what you want for yourself in life

* Offering practical guidance to develop skills, habits, behaviours and ways of thinking that promote and
support success

* Providing insights from the world of work on what is expected and how to go about securing the kind
of jobs you want - building on your successes, avoiding common errors and turning setbacks to your
advantage

* Structured reflections, observations, self-evaluations and activities to stimulate ideas, support your
thinking process and guide action

* Resources to support you in recording your personal history, experience, skills and reflections so that
they are ready and easy to use when applying for jobs.

Introduction XV
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Getting started

Below, is a set of recommendations for where to begin in using this book. You don't have to follow this,
of course. If you do, you can keep track of what you have done so far by checking this off [/] as you go.

Action

Rationale

Done

Browse quickly

Check what the book covers and gain a sense of where to
find what you need.

v

v

Read this Introduction:
Introducing Skills for Success

Gain a sense of the book, its purpose, layout and contents.
Familiarise yourself with the icons used in the book
(see page xviii).

v

v

Take a look at the companion
site (pages x and xxiv)

Familiarise yourself with the wide range of resources on
the site to support your use of the book and your personal
development planning (PDP).

v

v

Make a commitment
(page 25)

Make the decision to put time and energy into your
personal and professional development. Write this down.
Decide what will motivate and support you to follow
through on this commitment.

v

v

Plan time slots into diary
(page 131)

Use your diary, calendar or planner to put aside regular
slots to consider where you are in your PDP, and what to
do next.

v

v

Start to capture your
thoughts (page xix)

Develop the habit of giving time to developing your
thoughts - in writing or using audio, video or graphics.

v

v

Read Chapter 1: Taking
charge of your future
(pages 3-28)

Find out what is meant by personal development planning,
and why it is considered important for students and in
professional life. Gain a steer on how to derive most benefit
from PDP.

v

Use Chapter 1

Identify your PDP priorities.

v

v

Follow up

Use other chapters, or parts of chapters, to follow up on
your interests and personal priorities.

Introduction




Skills for Success: the approach

All about you

This book is about you - about the kind of person
you want to be and the sort of future you want.

It provides information, guidance, prompts and
activities to stimulate your own thinking and to
help you filter what you really want amidst the
clamour of many choices and everyone else’s
interests and needs.

Improved decision-making

Good decision-making boosts well-being and
generally makes life easier. However, it is not
unusual for people to make important life
decisions without really thinking them through.
This leads to wasted time, missed opportunities
and unnecessary complications.

You can use the guided reflections, observations
and other activities in Skills for Success in order to
consider in more depth the ‘whys' and 'hows' of
what makes you ‘you’, what influences the way
you think, feel, choose and behave - so you are
better placed to make the right decisions for you.

Time for thought

Skills for Success encourages you to devote
some space in your busy life just to thinking
about you and your future. This is important

as, generally, we tend to be easily distracted from
thinking deeply on fundamental questions about
ourselves - such as:

* What do | really want, value, need?
* Why do these things matter to me?
* What would really be best for me?

* How does all this affect the way | should be
thinking and planning for the future?

* What will I do to bring about what | want?

Although these thoughts might cross our minds
occasionally, it is easy to become caught up in our
day-to-day lives so that weeks or years pass without
our giving them the time they deserve. This book
supports you in making that time. Many of its
activities are short and can fit into a bus or train ride,
lunch break or a spare twenty minutes.

Emphasis on action

Whilst it is important to think things through,
ultimately it is essential to put your thoughts and
plans into action. This book provides practical
guidance and resources to help you take steps in
planning towards what you want to achieve.

At last, Sybil had enough ideas to launch into action

Employability focus

Whilst many of the skills and attitudes covered by
Skills for Success are applicable to academic study,
the main focus of this book is on preparing for
success in working life - whether in your current line
of work or future jobs. It helps you to consider such
questions as

* What is meant by ‘employability’”? What do
employers look for?

* Should | be self-employed - or an employer
myself?

* What kind of actions should | be taking now to
improve my work or career prospects?

* How can | enhance my personal profile and
performance so | ‘stand out from the crowd™?
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How to use Skills for Success

Locate what you need

The following design features are provided to

help you find material quickly and easily,

* A contents page and Index.

* A list of the resources available on the book’s
companion site (pages x-xi).

* Learning outcomes listed at the start of each
chapter, so you know what to expect.

* Page headers and large headings for topics, to
assist rapid browsing.

* Icons to signal particular activities.

* Summaries at the end of each chapter to
highlight their key messages.

* Visually distinct pages, with illustrations and
graphics to help you locate and recall material
more easily.

Icons used in the book

‘ Self-evaluation ’

Observation

Reflection , Activity

Apps are Companion

. ~—. Site materials
available (see =

pages 379-80) —~ available (§ee
pages x-xi)

A7z
N, d
Q Want to know more? Further resources

Select and
personalise

Skills for Success is designed so you
can choose to use it in different
ways, to suit you at any given time.

* Browse and choose what
interests you.

* or Identify your priorities; go
directly to those sections. 2

* or Pick chapters relevant to
where you are at a given time in
your course or work history.

* or Work through the book

awareness, confidence and
ability.

* or Use a combination of the
above.

Use the self-
evaluations

Most chapters include a self-
evaluation. These serve several
purposes:

1 toincrease awareness and

stimulate reflection

to highlight component parts

or steps that contribute to

complex tasks or skills; this

deepens understanding of what

is involved

systematically to build self- 3 to pinpoint specific aspects
of your current performance
that would benefit from more
attention

4 to help you prioritise your
planning and development.

Give it time

Be prepared to
give yourself the
time you need to
investigate, reflect
upon and evaluate
yourself, your
studies and your
future. Create time
for it in your diary.
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Experiment

* Apply strategies, skills, models and
ideas from the book to your studies
and workplace, adapting and combining
these to fit your circumstances and
preferences.

* Use these as a springboard for
investigating new ways of doing things.

* Become more aware of what works best
for you and your circumstances.

Reflect

It is recommended that you maintain a personal
blog, vlog, journal, diary, folder, ideas book or
similar - to support your development over time.

Become more observant

Use the guided observations and activities
in the book to help you to become more
aware of:

* various aspects of the world of work,
such as what employers say they want
and changes occurring in the labour
market and your professional area

* what others around you are doing to
advance their own futures

* what kinds of approaches are effective for
getting things done in your context(s)

* what other people want and need:
being alert to these can help your own
success.

Start a ‘reflective journal’

Use your journal to:

* complete reflective activities from the book

* capture your thoughts, insights and inspiration
* develop your initial thoughts in more detail

* consider your attitudes, feelings, habits and
behaviours, and the implications of these for
you and others

* identify helpful and unhelpful responses to
events

* look back over earlier entries and consider how
your perspective changes over time

* generally think things through.

Giving attention to your experiences helps clarify
your thinking and understanding. Put time

aside regularly to record your reflections - and
to reconsider previous entries. For more about
effective reflection, see Chapter 12.

Take action

Follow up your evaluations and reflections with
decisions for action. The resources in the book
and on its companion site can help you to:

* decide your priorities

* plan out what you will do and when

* carry out what you decided

* keep track of your actions

* consider what worked - and what to improve.

Follow up topics of relevance to you. Further
reading and resources are recommended
throughout the book and on pages 390-8 (refs).

Compare ‘then’ and 'now’

Save completed self-evaluations, reflections,

priority lists and planners for future reference.

* Compare your actions and outcomes with your
original intentions.

* Compare your initial responses with how you
feel, think or behave later.

Introduction
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Overview of the chapters

Part 1: Self-management

Self-awareness is key to everything else. Part 1 helps you to
deepen your understanding of what lies beneath your current
choices and performance - and to use your insights to gain
more control over your actions and your life.

1 Taking charge of your future

Chapter 1 introduces personal development planning (PDP)

as an important strategy for preparing for the future. It clarifies
what PDP is, why it matters, its challenges and benefits. Use it
to identify your current PDP needs and priorities.

2 The Vision: What does ‘success’ mean to you?

Most students make sacrifices to put themselves through
college or university and expect a better future as a result.
Despite this, many are vague about what to do once their
course finishes. Whilst that doesn’t have to be a problem, it

is useful to give thought to what you want in life so that you
have a greater sense of direction, make coherent choices and
are better positioned to make use of the right opportunities
for you as these arise.

Chapter 2 enables you to think through what ‘success’ would
mean to you. Itis a chance to reflect on your ambitions,
goals, motivations and values - and about the kind of life you
want to find yourself living 10 or 20 years from now.

3 Know yourself

Use Chapter 3 to gain a deeper understanding of the part you
play in your own life story. It is a chance to reflect on what
has shaped you as a person, as well as how you respond to
circumstances now, the expertise you have developed so far,
and how you could draw on that in new contexts.

4 Improving personal performance
We are each distinct in what we need to perform at our best -
and in what holds us back. Chapter 4 enables you to:

* evaluate whether you would benefit most from working
on your skills, habits, attitudes, preferences, experience or
strategy (SHAPES)

* analyse the factors that have a significant impact on your
own performance

* identify your own personal ‘formula’ for performing at your
best

* use your insights to put into place the conditions you need
in order to perform well.

Introduction

5 Successful self-management

Effective self-management is expected of
adults and essential in most graduate jobs
and responsible positions associated with
career success. Although we might have a
good idea of what this means, it isn't always
easy to act like a responsible grown-up. It
can be especially challenging to manage
our emotions and follow through on good
intentions when we feel stressed or are
coping with change and uncertainty.

Zebra made

Panda did it me do it!

Tom refused to recognise his inability to take
personal responsibility for his actions

Use Chapter 5 to consider:

* your ability to use your initiative and take
on responsibility

* where and how your energy gets blocked
- and where to focus in order to charge
your energy

* the important roles played by self-belief
and hope for those who achieve success

* your emotional intelligence and ability
to manage emotions in uncertainty or
distress

* practical steps in organisational self-
management and using time effectively.



Part 2: People and Task
Management Skills

Being more skilful in how you approach tasks
and interactions with others makes study more
enjoyable and less stressful. It enables you to

be more effective in most situations you will
encounter as a student or in work. Attributes
associated with managing people and tasks are
always in great demand from employers and are
useful in all areas of working life.

6 People skills

Good people skills mean that all interactions in

daily life, work and during study can run more

smoothly and everyone gains consideration,

encouragement and respect. Such skills enable us

to create more effective, enjoyable and efficient

environments and to manage difficult situations

better - which is why so many people and

employers place such a high value upon them.

Most graduates need people skills soon after

graduation, if not before. Chapter 6 helps you to

identify and develop abilities that contribute to

good people skills, such as:

* establishing rapport, gaining allies and forming
useful networks

* active listening skills

* assertiveness and negotiation skills

* giving and receiving constructive criticism

* managing difficult and unwanted recurring
situations.

How do | manage people?

Usually my presence is

enough but sometimes | roar »
and if all else fails ... | eat them. \4

7 Teamwork

Teamwork is an essential skill for most jobs and

research careers and, increasingly, features as an

aspect of student assignments. Good emotional

self-management and people skills contribute

enormously to good teamwork. Chapter 7 looks at:

* how to create great teams and be a constructive,
effective team member

* roles and functions that people play in teams, and
the value of including and involving all members
effectively to the benefit of the team

* understanding team dynamics, such as at
different stages in a group’s formation, and during
moments of conflict

* using conflict and confrontation constructively

* drawing on your experience so that you can
present your teamworking ability well to
employers during job application processes.

8 Develop your leadership capacity

Understanding about leadership is useful to many

contexts, whether in the work place, for student

projects, or in the community. It is essential in

most graduate jobs. Whether you consider yourself

a natural leader or take on leadership for other

reasons, there is always more to learn about how

to be a better leader. Use Chapter 8 to

* understand what is meant by leadership, including
different models and styles

* decide what you value in leaders

* prepare for leadership roles and/or develop as a
more effective leader.

9 Managing tasks and projects

Being familiar with a range of typical task-
related and project-management strategies
will help you take on almost any new task
with more confidence. Use Chapter 9 to:

* apply the OPAL strategy to help you
conceptualise new tasks more precisely
and to navigate the processes involved
* develop organisational and
planning skills, such as setting
goals, priorities, SMART-F targets
and evaluation criteria
* understand the characteristics of
projects as a distinct type of task -
and factors that enable their
success

* consider how good
communications will help the
success of your project - and
enable you to gain most from the

experience.
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Part 3: Extending your thinking

Creative and reflective thinking abilities are
becoming ever more valued, both for academic
study and for employment. They deepen your
understanding of what you learn from study

or experience and of how to apply this to new
contexts.

10 Thinking creatively and productively

Many people doubt their own creativity, assuming
that this is just for artists and performers. Creativity
is essential to problem-solving and task completion.
It is the ‘spark of creativity’ that brings the right idea
to mind at the right time. Chapter 10 looks at ways of
nurturing creative-thinking skills and using the brain
productively. Use it to:

* develop confidence in your creative abilities

* help your brain to function more effectively

* try out a range of activities to hone your creative-
thinking processes.

11 Practical problem-solving

Problem-solving ability features as one of the key
skills sought after by employers, as well as being
central to academic study and professional life. The
word ‘problem’ can be anxiety-provoking. It can be
daunting to be faced with new problems to resolve,
and frustrating to live with intractable and recurring
problems. That doesn’t have to be the case. Use
Chapter 11 to:

* find ways into new problems, so that they become
more familiar and easier to resolve

* use processes such as problem definition,
problem statements and problem-structuring to
help clarify the nature of a new problem or task to
yourself and others

* use similarity-finding, multiple-solution generation
and criteria-based evaluation to help you decide
on solutions to problems

* use Action sets in order to resolve problems
using mutual support processes.

12 The art of reflection

Many professions now require their employees to
adopt a reflective practitioner approach. Your course
tutors may also require you to reflect upon your

xxii Introduction

performance. But what is ‘reflection? How do you go
about it? How do you write about it?

As you work through the book, you will find many
opportunities for structured reflection. Chapter 12
outlines different methods and approaches, along
with guidance on the kinds of structured reflection
typically required for marked assignments in higher
education. Browse these and select those methods
that suit you and your course.

Part 4: Employability and
enhancing your career
prospects

Surveys of students show that their main objectives
in pursuing higher education are associated

with finding a graduate job or improving work
prospects. This may include:

* gaining professional qualifications or equivalents

* enhancing their career through promotion,
changes of role or moving to a better job

* gaining greater job satisfaction and expertise in
existing employment

* embarking on their first substantial job - as a first
step on the career ladder

* gaining more experience of employment through
internships or a graduate scheme.

The skills developed throughout the book are
those especially associated with graduate careers.
The following chapters consider the issue of
‘employability’ from the perspective of both
employers and students.

13 What do employers really want?

The process of gaining a job can seem rather
mysterious. When there is a lot of competition
for work, it can feel hard to find a job without
experience - and hard to gain such experience.
Even if you have been in employment for some
time, it is not always obvious how to go about
gaining a promotion or better job.

Chapter 13 considers ‘employability’ from the
perspective of employers and what they look for
when taking on new employees. Use it to:

* gain a sense of what matters to employers
* identify skills always in high demand



15 Building a professional identity:
reputation, personal profile and
records

The information you provide to employers
as well as that available to them about
you in the public domain or through third
parties all contribute to your professional
reputation. Chapter 15 helps you consider
how to nurture and protect the integrity
of your professional identity - to the
benefit of your short- and longer-term
employment. That includes constructing
the best possible profile of yourself
online as well as ensuring that you
maintain reliable, easy-to-access records
that support accurate and effective job
applications.

Not all the applicants for the job had really considered
what the employer was looking for

Building a bank of information about your

* understand how employers make use of diverse experiences and skills provides you with

sets of skills in work contexts

* articulate your skills, including academic skills in
ways employers understand

* weigh up potential benefits, risks and

responsibilities of self-employment and/or being

an invaluable resource for making good
applications and preparing for interviews.
You are likely to draw upon it for many
years to come. Materials and templates
are available on the companion site to help

an employer in your own right. you make such record-keeping easy.

14 Getting the job you want

Chapter 14 considers employability from the

perspective of you as a potential employee going
through the process of applying for jobs. Use this &
chapter to help you:

* think through what you really want from your first,
or next, job

* enhance your career prospects through the
process of personal development planning

* make informed choices when looking for jobs

* make effective job applications, including a
winning CV and well-mapped competences

* prepare well for interviews and assessment
centres, so you can approach these with greater
confidence

* gain deeper insights into the world of work,
through reflection on the contexts in which you
find yourself - to help build business acumen and

achieve your longer-term goals. Raise your game to get ahead of the pack!
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About the companion site

é The companion site for Skills for Success

A bank of resources is provided for your personal use through the companion site that accompanies
this book. You can use these to:

* record and collate key personal information, evaluations and reflections
* set personal priorities

* create detailed action plans for tasks or for professional development

* track and monitor your progress on tasks

* track and monitor your progress towards personal and professional goals
* prepare for job interviews

* follow up recommended links to further reading, information, podcasts, talks, videos, practice
materials, activities and other resources.

~— Thisicon indicates that templates such as planners and checklists are available on the
= companion website.

See pages x-xi for a list of materials on the companion site.

Visit the companion site at: www.macmillanihe.com/cottrell-skills-for-success-4e

Enjoy
the book

| hope you enjoy using
this book - and achieve
all your ambitions!

Stella Cottrell
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Self-management

R

Self-management skills are essential to success. They provide a solid foundation upon which to build
all other skills and to take action to achieve our ambitions. At some point, all successful people learn to
understand, manage, and lead themselves well in order to achieve effectively.

Part 1is designed to help you to:

* clarify what is meant by Personal Development
Planning (PDP), its benefits for you, and how to
get started with a relevant personal action plan

* envisage the kind of life you want for your future
and clarify your goals and ambitions

* consider what makes you the person you are now
- and who you want to be

* pinpoint factors that enable you to perform at
your best

* manage your time, resources and energies to best
effect to achieve what matters to you.

Personal development planning

Personal Development Planning (PDP) is the process
that enables us to identify what we really want - our
ambition for ourselves - and what we need to do in
order to achieve that. The richness of that process,
and where it leads, are down to each of us, depending
on what we putinto it.

Knowing yourself

Itis easier to shape a vision for the future, set goals,
stay motivated, and adapt to changing circumstances
if we build from a solid base. That comes from gaining
a deep understanding of ourselves - not just the

superficial, obvious things that first come to
mind but the more profound insights that
arise from recurrent, structured self-reflection,
self-questioning, broadening of experience,
learning from new challenges, being open

to feedback - all leading to greater self-
awareness and self-confidence. It is easier to
be successful in working towards our goals
when these really excite us, when they match
our ambitions, values and interests, and when
we are being true to ourselves.

Personal performance

When we understand the multiple factors that
impact on our own performance, we are in a
better position to create the ideal conditions to
achieve well in the most efficient way and with
least stress - whether for study, work or for
personal goals.

Chapters in Part 1

1 Taking charge of your future

2 The vision: What does success mean to you?
3 Know yourself

4 Improving your personal performance

5 Successful self-management




Chapter Taking charge

1 of your future

Learning outcomes 0

This chapter offers you opportunities to:

v/ understand what is meant by ‘Personal Development Planning’ (PDP) and what it involves
v recognise the potential benefits and challenges of PDP

v/ consider the relevance of PDP to your future career and ambitions

v’ decide your PDP priorities

v identify opportunities open to you now

v plan your course of action for taking forward your personal development.

What kind of future?

Your time as a student is a major step in your professional career. When you graduate, you will be
competing with millions of other graduates from around the world. Like you, they will be looking to stand
out in a graduate employment market that is increasingly global. The time you spend now in gaining a
good degree, in nurturing your talents and building a distinctive personal profile can make a difference in
how far you achieve what you want.

Make it happen

©

Jo
©
-r

Aspire. Be ambitious for yourself. Aim high,
considering the portfolio of jobs you might
have over many years.

Investigate. Be well informed about the
range of career and life options open to
you - and what is needed to be successful
in those areas.

Reflect. Increase your self-awareness:
develop good habits of introspection and
constructive self-questioning. Become more
attuned to what matters most to you.

Decide. Think through the implications

of potential choices - and then choose a
direction. Making decisions brings focus to
your planning and studies.

Q-

Plan. Map a route towards achieving your
ambitions - whether academic, professional
or personal.

Personalise. Adapt your strategies to suit
your individual combination of ambitions,
abilities, experiences, interests, needs and
preferences.

Achieve. Take action. Follow through on
your plans, adapting them as opportunities
arise and as your interests and ambitions
change.

Taking charge of your future



Getting started with Personal Development
Planning (PDP)

Below, is a set of recommendations for taking forward your personal and professional planning. You can
keep track of what you have done so far by checking this off [/] as you go.

Step in the process

Rationale

Done

Find out what is meant by
‘PDP’ (pages 5-9)

... S0 you can make sense of this for your own context.

v

v

Consider the challenges
(pages 14-15)

PDP doesn't tend to happen spontaneously, as is evident
from the students’ experiences on pages 11-12. Give
thought to where the challenges would lie for you so you
can address them.

v

v

Identify the benefits to
you (pages 16-17)

Motivate yourself to give PDP the time it deserves - such
as by identifying why and how it can be useful to you.

v

v

Decide: ‘Do | need PDP?’
(page 18)

Use the self-evaluation on page 18 in order to decide
whether PDP is relevant to you now.

v

v

Identify your PDP needs and
priorities (pages 19-24)

Complete the self-evaluations on pages 19-24 to tease
out your own PDP needs and priorities, using a rounded
approach.

v

v

Identify opportunities
(pages 26-7)

Give active consideration to the opportunities available
to you, so that your planning is dynamic, realistic and
focussed. Include opportunities you could create for
yourself.

v

v

Make an action plan
(page 208)

Draw up a plan. Make a schedule to take this forward
(pages 208-9). Review, fine-tune, and update this regularly
to keep it live, relevant and realistic.

v

v

Plan into diary

Use your diary, calendar or planner to map out when,
exactly, you will undertake the first few actions. Follow
through: do what you plan.

v

v

Check out the companion
site (page xxiv)

If you wish, you can use the templates provided for PDP
self-evaluations and planners - or adapt these to suit your
OownN purposes.

Taking charge of your future




‘PDP’: What is it?

You and your aspirations

Personal development planning (PDP) is about you.
It is about thinking ahead and taking the right steps
now - to give yourself the best possible range of
choices later. It encompasses consideration of:

* who you are now - and want to be

* your likes, dislikes, ambitions, goals, values,
motivations and uncertainties

* what you thought you might want from life - and
how your interests might change

* the jobs and life options open to you - and what
these would entail

* work-related knowledge and skills so you develop a
soundly based confidence about the world of work

* what to do to benefit from opportunities and achieve
your own aspirations.

Taking stock

In working life, employers typically use PDP processes
such as staff reviews or appraisals. When conducted
well, employees are supported in pausing to take
stock of their work targets, career goals, training and
development needs. This contributes to personal and
business planning for the months or years ahead.

The Quality Assurance Agency (QAA) for higher
education in England advocated similar processes for
students at every level and stage of study. This was to
help students to prepare for working life and, if already
employed, make better use of opportunities available
to them. The QAA stressed the importance of PDP as:

Structured and supported processes to develop
the capacity of individuals to reflect upon their
learning and achievement, and to plan for their
own personal education and development.
(QAA, 2000)

Such reflection and planning are most effective when
undertaken regularly and over time - because we, our
circumstances and the world around us are changing all
the time. It is also useful to pause occasionally to check
that we still want the same things, are on track with our
plans, and to recognise what we have accomplished

so far.

Guiding your destiny

However much others might take an interest in
you, your studies and your future, ultimately it
is up to you to make things happen. That might
seem daunting, but it can also be reassuring -
you can take charge and make a difference. PDP
can be energising if staged thoughtfully, over
time, as part of a planned process. PDP helps
you to:

* structure your thinking

* steer your investigations

* make the right decisions

* clarify your direction and goals

* formulate plans to guide your choices
and actions.

A creative process

A journey of exploration and discovery

PDP is a creative process, requiring time,
curiosity, enquiry, toying with ideas, looking

for inspiration, taking risks, learning new skills,
building strengths, trial and error, discussion,
false starts, rethinking, and even soul searching.
The more you put in, the more you get out. Key
steps in that process are outlined on page 6.

Taking charge of your future




PDP as a process

PDP is an ongoing process rather than a one-off event. This process is mapped below (see also page 202).
The process can involve returning to any stage at any time, if needed.

Reflect (think through ..) —

Orientate

Consider
where you are
now and what
you want for
your future.

Envisage What are your vision,
ambitions, aspirations: to be and to
do and to achieve what? (Chapter 2)

Reason Why do you want this? How
will it benefit you or others?

Specify What exactly will be different
as a result of achieving your goals?

Take stock Where are you now in
your study, life, performance and
work in relation to your ambitions?
(Chapters 1- 4)

Evaluate Which skills, experience and
attributes are needed to achieve your
vision or goals? Which are strengths
already? Which do you need to develop
further - how and when?

Reality check: Is this really what you
want? What is feasible for you short term
and longer term?

Commit: Commit to a vision or objective
and to taking the steps necessary to
achieve it.

Plan Investigate What are your options? Specify tasks What actions do you need
. What opportunities are available? to take? Prioritise these.
Decide how
you are going Clarify goals Specify exactly what you | Schedule In which order will you carry
to achieve want to achieve as your end-point(s). out tasks? When does each need to start
your vision Set SMART-F targets (page 207). and finish?
and goals. Map your route. Draw up an action Monitor Set times in your diary for
plan. Identify the steps you need to take | checking in that you are on plan.
to achieve your goals (page 208).
Act Take the initiative Don't wait for events | Prioritise Identify the actions most
Do it or people to prompt you to action. important to achieving your goals.

Carry through on the actions in your
planin a timely way.

Keep the plan alive Be active in
making regular checks and updates.
Have a strategy for keeping yourself
motivated.

Problem-solve Expect challenges. Find
ways to resolve obstacles and to learn
from set-backs.

Check off actions that you have
achieved. Remind yourself of what to do
next and what remains to be done.

Learn (& Record)

Maintain good
records for
future use.

Extrapolate Draw out what you
observe, discover, learn - what do
you know now that could help you or
others? Jot this down for future use.

Update your records of skills,
experience, and qualifications.

Refresh your core CV (pages 352-3).

Taking charge of your future




Personal development involves ...

Aspiring for your future

Whether you have clearly formed goals or vague ideas
about how you want to live your life, your aspirations
help to motivate and guide you. Feel free to dream

- for now, for when
your course is over,
for the long-term.
Then consider how
to turn your dreams
into reality. Chapter

I'm prepared to go
vegan if you give me a
jobintextiles

2 investigates this O
further. - o
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Bringing the right ‘mindset’
Attitude is key to PDP. That means:

* being determined to achieve what you set out to
do

* recognising what you can do already - and
applying what you learnt from past success

* taking setbacks in your stride so they don't deter
you from succeeding in the long term

* finding ways of using setbacks to good advantage
- looking for positive aspects and learning from
mistakes so that they benefit you in the future

* persisting if you haven't achieved your goals - yet.
Emphasise that word ‘yet’ to yourself.

Believing in yourself

Self-belief is essential. It is reasonable

to assume there will be setbacks and
disappointments along the way. At such times,
you have to be able to inspire yourself to keep
going - and to keep re-igniting your self-belief.

Whether progressing in a career, building

a business or generally in life, you need
others to put their faith in you - in your skills,
attitudes, values. If you want others to believe
in you, you must believe in yourself, too. That
can mean:

* giving yourself sufficient time to think and
achieve

* providing yourself with opportunities
* finding the right support and guidance

* being a good guide to yourself and following
your own best advice

* grounding your self-belief, by taking action
and demonstrating your potential to
yourself.

Increased self-awareness

Self-knowledge is invaluable to shaping

your aspirations and to ensuring that you
have a realistic plan in place to achieve

your aims. It might seem self-indulgent or
unnecessary to put time aside to think about
yourself. However, happiness, contentment
and a sense of fulfilment benefit from such
introspection - and you are likely to make
useful, unexpected self-discoveries, too.

Self-awareness helps in making decisions
about:

* the right study and work choices
* how best to use your time now
* which opportunities to pursue

* how to cope with feelings, emotions, stress
and the multiple demands on your time

* managing relationships and interactions
with others that affect life, study and work.

Taking charge of your future




Thinking things through
It makes sense to think in depth about questions that
affect your life and future, such as:

* what kind of life you are leading and where you are
heading

* how you became the person you are today and what
you can do or change in order to be the person you
want to be

* the consequences and implications of your thoughts,

habits and actions - and how these either take you
forward or hold you back.

Chapter 12 looks at this in more detail.

Decision-making

Artist

Whatever decisions we make, day by day and longer
term, these have consequences, the full impact of
which won't be evident for many years. Ideally, we will
be pleased with the decisions we made, yet inevitably
we will make mistakes, miss chances, make life harder
than it need be.

That is where the PDP process can be of value. It
provides space to pause and to:

* evaluate the impact of past decisions

* weigh up costs and benefits of choices in the light of
experience and investigations

* recognise and manage pressures from others to
pursue a future you might not really want

* manage risks sensibly.

Taking charge of your future

Active investigation

* Finding out all there is to know about the life
and career options available to you

* Researching the many spin-off careers and
opportunities that your qualifications could
open up for you - including the less obvious

* Being aware of alternatives - in case the
realities of particular jobs, roles or fields of
works don't live up to your expectations.

There are rich resources available to help with
this - online, through careers services,
recruitment agencies and your institution.

Being open to possibilities

* Recognising possibilities

* Creating opportunities

* Seizing opportunities as they arise

* Trying out new things

* Taking the trouble to ask

* Seeking out advice

* Planning for the medium and longer term

* Being flexible, adaptable and resilient in the
face of changing circumstances.



Devising a personal path

As the name suggests, personal development
planning involves formulating some kind of plan,
strategy or general route towards achieving our
aims. The nature of this is highly individual, and will
change over time.
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If you are on a given career path that
inspires you currently, there are likely to
be set qualifications to achieve and roles
to work through on the way to your ideal
position. Your plan needs to include those
- as well as other things that you want to Q
accomplish in life.
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U If you are changing your mind, such as if
you on a professional pathway that is losing
0 its charm for you, your plan should include
considering options and alternatives that will
engage your interest again.
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professional practice, whether as an

artist, doctor, architect or otherwise, your plan e
might involve such steps as gaining investment, Q
marketing your services and ensuringyou are Q
compliant with any legal responsibilities.
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5 If you have no idea of what you will do when
your course finishes, your plan might include
such actions as investigating your options,

@ gaining work experience and developing a wide
O skills portfolio, so that you give yourself the best
a possible range of options for graduate jobs. Part
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4 (page 301) picks up on this in more detail.
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Just ‘being’ — with mindful
awareness

We tend to spend most of our time
distracted by such things as work, social
media, socialising, entertainment and
almost anything apart from just sitting
quietly with ourselves. That makes it
more difficult to know ourselves - and
to recognise the full significance of what
occurs to us and around us.

Create space for insights to arise

Whilst PDP involves a dynamic process

of reflection, planning and action, it also
benefits from quiet time where we are not
constantly chasing after answers and results.
Time spent in stillness and quiet allows

for different kinds of thoughts to emerge.
These can give us unexpected insights into
ourselves and our situation.

Aim to find a healthy balance between
driving yourself to achieve your goals, and
leading a healthy, fulfilling life in the current
moment. You can find out more about this
in Cottrell (2018).

Taking charge of your future



Why PDP matters for students

More than just a degree

When students complete their qualification, they
usually have a good understanding of their academic
subject and have developed skills associated with their
course. This is good, but is only part of the story.

Being at university or college provides opportunities
to mix with a wide range of people, to take partin
new activities, to manage positions of responsibility
and to broaden your outlook. Most of these
opportunities lie outside of the taught curriculum
although, increasingly, courses are designed to
enhance personal and professional development
and increase employability and work readiness.
Students are being encouraged to adopt a broad-
based approach that uses their time and the
curriculum imaginatively.

Why is PDP actively encouraged
for students?

Typically, students regard their study as a passport
to a better future - such as through a graduate

job, career change or promotion. Such jobs require
qualities and skills that take time, support and good
planning to develop. Attributes and soft skills

such as confidence, teamwork, leadership and

task management cannot be acquired suddenly at
the last minute or in isolation. In the past, many
graduates were disappointed that they were not
better prepared for time after study. Employers
have long complained about students’ lack of work-
readiness. It has been recognised that students
need structured opportunities to think about, and
prepare for, their future.

Can you really plan for an
unknown future?

Whilst you can't control the future - the
unexpected will happen - you can prepare for
likely eventualities. You can develop skills and
attributes relevant to a wide range of contexts,
opening up better life chances and enabling
better decision-making.

10 Taking charge of your future

Preparing for graduate jobs

PDP is about preparing now towards the kind

of employment you will want in the future -
whether that is working for yourself or others.

It can encompass a wide range of soul-searching,
investigating, experimenting, decision-making,
planning, practising and learning from
experience, as well as keeping personal records
for future use.

Achieving academically

Usually, students want to gain the best possible
academic outcomes for their time as a student. This
is for their own satisfaction, and because employers
often require a high Grade Point Average (GPA) or
degree classification.

The PDP process can help you achieve better
academically as it helps you to understand more
about what hinders or enhances your performance.
In addition, being clearer about where your studies
might lead you later on can give a sense of purpose,
assisting motivation.

—~—.._____
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%Super Any-job Ltd?
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PDP: what students say

-

My promotion - and my attitude!

| thought ‘personal development

planning’ was a bit of a mouthful,
“= soljustignored it. That is a bit of a

habit with me. Then, when | went
for promotion at work, they asked me
about my ‘commitment’ to my personal
and professional development. | couldn’t
think of what to say. | even forgot to
mention | was doing a qualification at
university. | hadn't thought about how |
was already using what | learnt at Uni in
my job. My careers adviser has helped me
to think about how to plan and prepare
for promotion. He asked me whether
my general attitude to things that sound
complicated or difficult was helpful - which
it obviously isn't ... so I'm working on it!

»

A ‘return on my investment’

I have a huge loan for my study so | want a good job,
a well paid job ... | told my personal tutor and she
told me to make sure my CV looks outstanding and
to put in more study hours so | get a good degree

- both count. Basically, you have to think how you
will look well-rounded and interesting to employers
many years from now. So, | have really gone for it,
like it is a full time job. One thing is ... | do a lot of
organising of events and entertainment for senior
citizens, and fund-raising for it as well. It takes up a
lot of time but actually is quite a lot of fun and you
learn a lot about managing events, marketing, and
persuading people to get involved. | found out so
much | wouldn't have picked up just by

studying. | am more confident about

getting on with people. | have also

changed a lot. | do think I will have a lot

of good experience to talk about when |

apply for jobs.

.5'

-

(S —
.-L .-& Start early - or miss the chance
My tutor said: ‘It really is up to you.
= Plan now for your future.’ | thought
\'[/} ‘OK - soon’ and did nothing about it.

Now | am in my final year, applying
for jobs like everyone else ... and | see why
I should have started preparing earlier.
| feel | have wasted a lot of time so | am
trying to catch up quickly. The jobs I am
most interested in are overseas. If | had
realised this earlier, | would have started to
learn another language. | could have done
that using my electives for three years ...

- T

S———— |

A rounded personal profile

To be honest, | only wanted a degree so | could get a
better job. | picked up very quickly that you have to build
your personal profile from day 1. | did this by getting
involved with the student union. | became a course

‘rep’ and got a lot of training for this. | do kayaking and
rowing. | do ‘Global Studies’ so | can talk about more
than just my course (psychology). | competed in an
enterprise prize ... | helped a project on science for
school kids ... | can pretty much tick every

box. The career | want is hard to get into

without a really good degree. | am not all e
that strong academically so | am trying to
pick up as much as | can about good study -
skills so | get better grades.
S

A

On the right course?

| wasn't sure what ‘PDP’ was and it seemed a bit of a distraction from my study. Anyway, we had
to do some careers sessions as part of a skills module in the first term. | went to talk to a careers
adviser and found out that | was doing the wrong course for the jobs | want. So that was a bit of a

wake-up call ... Luckily, | was able to negotiate a change of study units. It was hard work catching up but if |
pass these units, | can transfer next year to the course | need. It was scary how close | came to wasting three

years of study.

Taking charge of your future




PDP: what graduates say

g

Least wanted, most valued

The last thing | ever really wanted to do was open

the PDP file (which | had labelled ‘Me’). | didn't
want to think about my career or waste time
‘navel gazing'. | didn't want to think about ‘work’.
I didn't want to ‘reflect’ either. If my tutors hadn't
made this a compulsory part of the course so |
couldn't escape it, | am sure | would never have
bothered.

Looking back, I think this was because, even
though | was studying a professional course in
petrology, | didn't have any idea what | really
wanted to do after Uni. But then one day (maybe
I had been reflecting!) it struck me that it was
ridiculous to feel it wasn't worth spending time
thinking about myself and my life so | started to
take it more seriously.

The careers and PDP sessions got me doing
things to put into my CV, and just looking at life
differently. They were probably the most useful
part of the course because without them, |
doubt | would have got a place on the graduate
programme that led to my first job.

Rahan, Operations Manager, SME
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Checking out the ‘dream’ ...

All the way through school, | thought | was going
to do a medical degree. | had a rather exalted
view of what | thought that meant. When | found
out more about the job, | couldn’t see me living
that kind of life. | am not good without sleep;
when | realised that | would have to live for many
years on 100-hour working weeks and constantly
interrupted sleep, that put me off. | could see
myself as a consultant, but not as a junior doctor.
| didn't know then what | would do - but | was glad
| found out early in my degree and could change
my career path. | didn't at that point think that the
volunteering work | did as a student would lead to
a good career in the voluntary sector.

Henry, CEO, voluntary sector

Taking charge of your future
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Breadth of skills and knowledge

| was lucky because the year | started my engineering
degree in the States, they gave us the option of
combining this with business and professional
studies. | took that option and it was the best
decision. It was exactly what this company was
looking for so it landed me my first job and then,
eventually, this line of work. | think it's great when
graduates can think beyond just one subject and can
converse intelligently with colleagues from all fields.

Brett, Senior Recruitment Officer,
large international company

_— — — T

Acting like a professional

I work in the health sector. Continual development is
an integral part of what it means to be a professional
here and for career advancement. It is expected that
we reflect on our working practice. With technology
changing the nature of our work so rapidly and
research opening up new areas of knowledge and
understanding, it is unthinkable that we could do

our jobs without constant development. That means
finding the time, making choices and planning ahead.
| am grateful that my course insisted on PDP and
reflection so | was used to them when | started work.

Rosa, Nurse Manager

Q

Challenge fixed career views

| already had a job working as a children’s care
assistant. | thought, as | was a mother, and knew
about children and had experience in that line of
work, that was my life planned out. That was why

I didn't go to any careers sessions in the first two
years - | was sure it would be pointless. Then we
studied juvenile offending and | started to become
interested in that, especially the legal aspects. |
gradually became interested in being a lawyer. This
spurred me to study harder so | could get onto a
post-graduate course. As a lawyer, professional
development is an essential part of my job.

Sofia, family lawyer
T




PDP in employment

In work contexts, personal development planning is more
likely to be organised to align self-development with
business and organisational objectives. This can work to
the mutual benefit of the individual and the organisation.

The individual can learn new skills and gain experiences
that assist with effectiveness in their role and/or with
career progression

The organisation benefits when their

employees update and extend their skills.

It also means they are in a better position to promote
staff internally, rather than recruiting

new, untested staff.

Identifying PDP at work

In the workplace, PDP is usually tied into an annual
process of appraisal, staff review or equivalent. It
might be referred to by other

names such as:

* Professional Development
* Continuous Professional Development (CPD)

* Employee Development Planning.

PDP in work contexts

The general process in the workplace is usually similar
to that outlined on page 6 above: identifying a vision or
goals, evaluating current strengths and developmental
needs, setting SMART targets, clarifying when and how
you will undertake training and development, keeping
records, and reflecting on learning.

* It is usually obligatory to undertake CPD of some
kind each year for the employer and/or to maintain
professional status.

* Itis likely you will be asked for a rationale for the goals
and training you identify, and to explain how these
benefit the company.

* Development and training are usually funded by the
employer, so at the end of the year, you will be asked
to account for how these helped you perform better in
your role during the year or how they will benefit you
in the year ahead.

Using student PDP at work

If you already work for an organisation,
you may be asked to undertake

annual reviews, set goals and identify
developmental targets in the workplace.
In addition, you might be asked to
produce PDP plans, a Higher Education
Achievement Report, Progress file,
Portfolio or equivalent for your college or
university. Depending on your job, you
might be able to make good use of PDP
undertaken as a student whilst at work.
For example:

1 In your workplace appraisal/review,
consider whether it will benefit you to
list the skills, qualifications, knowledge
and experience gained on your course
or as part of other student-related
activity.

2 If you do this, give specific examples of
how these are of benefit in your work
role.

3 If relevant, clarify to your employer how
your course and your development
as a student, as well as your work-
based learning, have prepared you for
taking on greater responsibility in the
workplace.

4 Be specific about how this would help
you in more senior roles, so that they
can see how you are preparing for
promotion.

5 Use this conversation to ask about
opportunities that might arise in the
near future for promotion - or for
undertaking work-based development
opportunities that would assist future
promotion.

6 If your course already benefits your
work, check whether this warrants any
promotion or pay-rise whilst you are still
studying on it.

Taking charge of your future 13




Managing the challenges

Focusing on your own development should be of evident value and interest, but PDP is not without its
challenges. Many people find it hard to get started or to give it the time it needs. There are many good
reasons for this, some of which are listed below. Consider which are most relevant for you [/].

PDP planner

= oz
e

SEsims

What on earth
isit?

] 1 1am notclear what it is

Personal development planning, or PDP, can
sound rather vague or abstract. Like many things,
it gets easier with practice and familiarity. It is
worth noting that for many job applications, you
will be asked to demonstrate commitment to
ongoing personal development. This also forms
part of your annual appraisal in most jobs.

(] 2 1t's too early for me to think about it

It can seem as if the end of college is a long way
off, and that career planning can wait until your
final year, or even until after you have finished
your course. It might feel difficult to imagine what
you would want to do in several years' time. If so,
you are all the more likely to benefit from a few
visits to the Careers Service as soon as possible.

ey | Freshers’
(NotlmeJustnow!) e
L

l already know exactly A
what lwant todo ... ~ PB

-~

A

—

(] 3 1am too busy

There can be many demands on our time which
appear more urgent to deal with right now. Even
with good intentions, it is easy to keep putting off
the moment for thinking about your future. If this
is true of you, schedule time into your planner at
least once a month where you focus just on you
and your future.

Taking charge of your future

[] 4 1don't need it

If you are already in a profession or on a particular
career route, it might feel unnecessary to think about
planning how to advance on your chosen career path,
or to consider other possible careers. However, be
wary of focusing too much on a single career route
without investigating other options. You might find
there is something that suits you much better.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press




to do in the future | Careers \

[ Fair /

[l have no idea what | want

It’s all basic stuff. Don't need to
worry about that now

ol
( Fﬂ stf
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[] 5 Why bother before | make my mind up
what | want to do?

If we don't have a clear direction, it can seem
pointless, or even difficult, to think about the future.
However, personal planning is about much more
than simply heading down a single career path. Itis
more of a journey of discovery and about opening
up possibilities for yourself.

[] 6 1can rush through it at some point

Personal planning can sound like the easy option
that can be put aside whilst you focus on your
‘real’ work. However, personal planning is about
making time to think about you and your likely
journey through life. It merits time. The more that
people put into the process, the more they tend to
value it.

Ref.lectlon
Attitude to

personal planning

* How, if at all, do the scenarios
above match your own
thoughts about personal
planning?

* Where do the challenges lie for
you in undertaking PDP?

Good places to start

Identifying potential benefits
(pages 16-17)

[ 1 7 1don't know where to start - so | don't

Clarifying your needs
(pages 18-24)

If you put off thinking about your future because you don’t have Deciding a few priorities
an obvious starting point, rest assured that you are not alone. (pages 19-20)

It can feel hard to get started. Generally, once you engage with the

process, it becomes easier. There isn't a ‘right place’ to

start. This chapter provides some ways for getting going.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

Identifying opportunities
(pages 26-7)

Making a commitment (page 25)

Taking charge of your future 15




Identify personal benefits of PDP

Although it is easy to recognise PDP as potentially
useful, it is harder to turn that recognition into
action and into sustained good habits. One way
of maintaining momentum is by sharpening your
awareness of the benefits to you - and reminding
yourself of these periodically.

An upwards spiral

When undertaken in supported and structured ways,
PDP gives you a much deeper understanding of your
performance. You develop abilities in evaluating this
for yourself. Instead of being locked into

a routine learning cycle, you enter into NS /4
an upwards learning spiral. PDP puts

you in charge.

AR

5y
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Benefits to me?

Read through the potential benefits of PDP listed
below. Identify || any that you consider could be
relevant to you. If there are others that are relevant
to you and not on these lists, make a note of them.

1 Benefits to my study
Potential benefits of PDP for my studies are:
O providing a clearer focus for my academic work

O better understanding of the relative importance
of academic achievement to future success

O more control over my personal motivation - and
the ability to direct this to achieve my goals

[ enhanced skills in self-management

[0 greater independence and confidence gained
through a better understanding of how to
improve my performance

[0 more enjoyment and less stress from my
academic studies as | become consciously skilled

16 Taking charge of your future

[0 greater awareness of how to apply what | have
learnt to new problems and contexts

[0 reflective, strategic, analytical and creative
thinking skills that strengthen academic
performance

O greater clarity about how my academic studies
can be made relevant to future life and/or work.

Others relevant to me?

PDP can have a positive impact on your academic
achievement, especially when combined with
attention to improving study skills relevant to the
context of higher education. These are addressed in
detail in companion texts by Stella Cottrell, such as
The Study Skills Handbook, 5th edn (2019) and Critical
Thinking Skills, 3rd edn (2017).

2 Benefits to my career/ professional life

Potential benefits of PDP for my career, work
ambitions and/or professional life are:

O a better understanding of what to do to achieve
my career or work ambitions longer term

O strategies for improving personal performance
that could be applied to in working life

[ a better sense of the life and work | want

[0 being better informed about work and career
options open to me

[0 improved decision-making

[0 being better prepared for undertaking work place
appraisals or reviews

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press



[0 more confidence in the choices | make

O confidence in the skills, qualities and attributes |
bring to the career of my choice

O being in a better position to compete for jobs and

to discuss my skills with employers

[ the positive attitudes, creative thinking and
problem-solving approaches associated with
successful professional life.

Others relevant to me?

| Activity ,
Keeping benefits in focus

= Browse through the benefits you identified
i above. Decide which are most important to
you.

= Jot down in your own words why these are
meaningful for you. What difference will these
make to your life?

i = Consider how you will keep these benefits
‘live’ for you. For example, you could keep a
list in your diary, planner, as a screen saver
or on your mirror. Use this to help you stay
motivated.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

3 Benefits to personal life

Potential benefits of PDP for my personal life are:

O gaining a better understanding of myself and how
I 'tick’

O being in a better position to make appropriate
choices to meet my life aspirations

[0 gaining a better sense of myself as an individual

[ feeling | am more in control of my own destiny

[ greater awareness of my needs and how to meet
these

O greater awareness of the unique contribution |
can make

O developing a positive, forward-looking approach

[ developing skills such as reflection, strategic
thinking, self-direction and self-evaluation, useful
in most life contexts.

Others relevant to me?

What PDP do | want/need?

The activities on the following pages enable you to
evaluate:
* whether you need PDP and where to focus

* your current priorities for PDP

Taking charge of your future 17



Do | need PDP? Self-evaluation

Rate your responses to the following statements. Note that strongly agree carries no score.

Rating: 4 =strongly agree 3 =agree 2 =sort of agree 1= disagree 0 = strongly disagree

Statement Rating

1 | am certain that | can keep myself motivated towards achieving my degree 4 3210
2 | am very clear what my goals are for the next seven years 4 3210
3 I am confident that | have an excellent plan in place for achieving my goals 4 3210
4 | am very clear how my degree fits into my life plans 4 3210
5 | am clear what employers are looking for 4 3210
6 | can demonstrate that | have the skills and attributes employers are looking for 4 3210
7 | am very clear about the importance of reflective activity to professional life 4 3210
8 | am confident in undertaking structured reflection without guidelines 4 3210
9 | am confident that | can develop an effective strategy to meet most circumstances 4 3210
10 | am confident that | can set well-formed goals and/or targets 4 3210
11 | have a clear understanding of how to evaluate my own performance 4 3210
12 | am confident that | have good ‘emotional intelligence’ 4 3210
13 | am confident that | know how to improve my performance in most circumstances 4 3210
14 | know how to apply my expertise and skills in different contexts, beyond study 4 3 210
15 | am confident that | can see myself as others see me 4 3 210
16 | am confident that | have effective listening skills 4 3 210
17 | am an assertive person 4 3 210
18 | am a good ‘self-starter’; | get on with tasks without being asked or directed 4 3210
19 | am clear how | can make the most effective contributions to team work 4 3210
20 | am confident at problem-solving 4 3210
21 | am confident about assuming the lead and exercising effective leadership 4 3210
22 | am confident that | will take a creative approach to most tasks/ problem-solving 4 3210
23 | am confident | can make excellent job applications 4 3210
24 | have developed useful, varied networks that can support and help me 4 3210
25 | maintain a relevant, useful set of records to support my employability 4 3210
Add up your score out of 100 Total

Use your ratings to guide you on where to focus your

100, then there is room for development - and more

Available on the companion site: é efforts for PDP. If your score is anything less than

18

so if your score is low. Your PDP needs to change
over time, as circumstances change.

Taking charge of your future © Stella Cottrell (2021) Skills for Success,
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What are my PDP priorities?

* Column A: Identify aspects of personal development

important to you at present. Rate between 5 Available on the companion
and 0, giving 5 for very important and 0 for not site:

important at all.

* Column B: Consider how essential it is to develop this
aspect soon. Rate between 5 and 0, giving 5 for very essential and 0 for not essential at all.

* Column C: Add scores in A and B to gain an idea of where your priorities lie.

Aspects | want to develop further

I want to ...

.

How
important is
this to me?

Rate from 5 to 0

B C

How essential | Priority score | See Chapter
to develop it

now? Add scores
for columns
Ratefrom5to0 | Aand B

expertise

1 Clarl'fymyV|S|on and goals for 543210543210 2and3
my life

2 Clarify my values 5 210 |5 10 2

3 Identify sources of inspiration 5 210|5 10 2

4 Clarify what ‘success’ means to 543210543210 2
me

5 CIarlfywhat I.Wanttoachleve 543210543210 2
from university

6 Strengthen my motivation 543210543210 2and5

7 Man'age my online personal 543210543210 15
profile, relevant to employment

8 Formulatearouqded personal 543210543210 1and9
development action plan

9 Understand what reflection is 543210543210 2
about

10 Develop a reflective journal 8 and wherever

543210543210 yousee

11 Write up my reflections well (for 543210 543210 8 and 12
assessment)

12 Develop a strategy for improving 543210/543210 3and 4
performance

13 Make sense of my life story 543210543210 3

14 Understandt.he effect of my 543210/543210 3
personal choices

15 Galnasensequystrengths 543210/543210 2,3,4,5,
and areas for improvement 12and 15

16 Make better use of my own 543210/543210 3and 12

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press
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Aspects | want to develop further

| want to ...

A

How
important is
this to me?

Rate from 5 to 0

How essential
to develop it
now?

Rate from 5to 0

C

Priority score

Add scores
for columns
AandB

See Chapter

criticism

17 Understand my personal 4
performance profile and 543210 543210
preferences

18 Identify personal qualities 543210543210 2and 5

19 Know how to make SWOT and 543210543210 9
TOWS analyses

20 Improve my time management 543210543210 5

21 Develop a more constructive 543210543210 1,2,5and 9
attitude

22 Develop my self-confidence 543210543210 2-5

23 Understand more about 543210 543210 5
emotional intelligence

24 Manage change and uncertainty 543210543210 5
more effectively

25 Understa.nd'what prevent§ me 543210 543210 3,4,5and 10
from achieving my potential

26 Complete tasks more effectively |5 4 32 10|543210 9

27 Improve my problem-solving 543210 543210 11
skills

28 Know how to set effectivetargets |5 4 3210 |543210 9

29 Be better at getting down to 543210543210 9
tasks

30 Become a good ‘self-starter’ 543210/543210 9

31 ngelop project-management 543210543210 9
skills

32 Develop active listening skills 543210/543210 6

33 Establish better networks 543210/!543210 6

34 Develop team work skills 543210543210 7

35 Set up a support group (or action 543210 543210 11
set)

36 Be better at giving and receiving 543210543210 6

20
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Aspects | want to develop further

Il want to ...

.

How
important is
this to me?

Rate from 5to 0

How essential
to develop it
now?

Rate from 5to 0

c
Priority score
Add scores

for columns
AandB

See Chapter

37 Be more assertive 543210 543210 6

38 Deal well with difficult people 543210 |543210 6

39 Develop negotiating skills 543210 543210 6

40 Develop leadership skills 543210 (543210 8

41 Develop creative thinking skills 543210 |543210 10

42 Use my brain more effectively 543210 |543210 10

43 Develop skills in applying for 543210 543210 13 and 14
jobs

44 Keep good perso'nalrecordsfor 543210 543210 15
when | apply for jobs

45 Understand morea.boutwhat 543210 543210 13 and 14
employers are looking for

46 Analyse how well my values 2,13 and 14
and behaviours match what 543210 543210
employers seek

47 Utlllsemyacademlc studies 543210 543210 13
better in my workplace

48 Consider what would be 13
required to set up my own 543210 (543210

business

Personal priorities for PDP

* |dentify the three aspects to which you gave the highest ratings on the table above. If more than three
have the same score, choose three that you think will be your most useful starting places.

* Write out these priorities in words that are meaningful to you. Follow up your priorities in the

chapters indicated.

You might find it helpful to refer to setting goals and SMART-F targets (page 207) and action planning
(page 208). Templates for these to use for PDP can be found on pages 383-6 and the companion site.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press
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Priorities whilst a student
What do | want to gain from my time at university/college?

Indicate |/] those items below that are important to you; use more ticks (v) for the more important items.
Then rate those items you ticked in order of importance (1 for the most important, and so on).

From my time at Important

to me?

Rating From my time at

university | want

Important
tome?/vv

Rating

university | want

to:

Gaina
qualification

44

to:

Develop a wide
range of skills

Achieve high
grades / marks

Work with a wider
range of people

Gain a good
degree

Develop problem-
solving skills

Gain knowledge in
my specialism

Develop people
skills

Enhance my
thinking ability

Try out new things

Broaden my mind

Develop a broader
set of interests

Stretch myself

Do community

intellectually volunteering
Know myself Gain work
better experience
Learn to believe in Make friends
my own abilities

Gain the Network/make
confidence to contacts

speak in public

Experience
student life

Take on positions
of responsibility

Enhance my career
opportunities

Be able to get a
well-paid job

Develop technical
skills

Other things:

Taking charge of your future
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Take a rounded approach to PDP

Taking a rounded approach means considering your personal development from multiple perspectives.
This chapter focuses on academic and career development, but other aspects of personal development
can impact on your success in those areas and on your broader happiness and well-being. It is wise to give
thought to some or all of these other aspects as doing so helps to ensure that your goals are well-grounded

and feasible.

\'{!I!;} Spiritual
= Here, ‘spiritual’ refers to personal growth and/or
the ability to be moved by a sense of something greater
than just yourself - such as beauty in the landscape,
people’s capacity for kindness, or responsibility towards
future generations. It can contribute to a sense of
identity, community, connectedness, values, purpose
and well-being. This can energise and motivate you,
enabling you to achieve more than you thought possible.
Development on a spiritual plane can mean finding the
time and the openness of mind to connect
more with the world around you:

the environment, a cause, a
philosophy or religion, art,
ideas, music, whatever moves

you. See also page 109.
9 Emotional

Emotional strength
plays a critical role in every
facet of life. It is important
to be able to respond to events
in ways that honour feelings without letting
emotions take control. There are many means of
developing emotionally, such as:

* becoming more aware of what we feel and how we
respond emotionally to events

* taking time to think through and talk about what we
are feeling and why

* learning more about what underpins our own and
others’ emotional responses

* working on personal resilience
* managing our stress levels

* creating opportunities to feel positive.

| Intellectual

As a student, you develop your
mind and brain as you study. If your course
is specialist, there is value in broadening
your knowledge base and experience so
that you have a wider range of concepts,
understandings and cognitive skills to draw
upon. These can help in social and work
settings, provide new angles from which to
interpret your academic study, and enrich
your life.

°) Social

Social interaction plays an important
role in most aspects of life so social
development is of value. Useful routes
include associating with a broader
range of people; travel; gaining greater
cultural competence; being better informed
about the issues that affect specific sets of
people; understanding more about the needs
of different social groups; community-based
activities; volunteering and helping others.

Y Physical
] . .

Your physical well-being affects the
energy you can bring to your goals and to
every aspect of your life, and your stamina for
undertaking what you need to do. Personal
development in this regard includes such factors
as establishing a good sleep routine, having good
nutrition, increasing personal fitness, being able
to relax, and taking good care of your health.

Taking charge of your future 23
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Take a rounded approach to PDP

Taking a rounded approach is important to PDP as
this helps us to:

* ensure health, mental health and well-being
% sustain stamina and motivation
* be realistic

* balance current needs with future aspirations.

Maintaining a balance?

To gain a broad sense of how well you maintain a
rounded approach to your different needs.

1 Consider how much of your time, energy and/or
awareness the five aspects outlined on page 23
take up now.

2 Create a visual representation of that. Divide the
circle below into 5 sections, to indicate the relative
balance of these 5 aspects in your life at present.
Use a different colour or design to shade each
segment.

Current balance

Taking charge of your future

Ideal balance

Divide this second circle to indicate the balance
between these 5 aspects that you would like to
maintain this year.

Compare the two circles, identifying where your
current balance matches or differs from your ideal.

. Observation .'

! For the following week, observe how much

i attention you pay to these five different

i aspects. Check whether your estimates opposite
i were accurate. Notice what gets in the way of

i maintaining your ideal balance.

For the five aspects outlined on page 23 consider:

Reflection

53993

Taking a rounded approach

* How do these varied aspects interact?

* Which would benefit from being included within
your overall personal development plan?

* What would be your priority actions for these?

* How might your other goals or plans be
affected if you neglect any of these?

© Stella Cottrell (2021) Skills for Success,
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Make the commitment to your PDP

 Activity

How committed am | to my PDP? / .

Indicate how strongly you engage with each of
: the aspects of PDP below by marking an X at the
: relevant point for you along the line between ‘Not

: atall’and ‘A lot’

Aspect

Engagement

Not atall ..... Alot

Taking my future seriously

Developing my self-
awareness

Thinking about what | really
want

Actively motivating myself

Giving myself ‘pep’ talks

Actively searching for
inspiration

Putting time into it

Thinking things through

Maintaining a journal (or
similar)

Investigating career options

Learning new skills

Looking out for opportunities

Speaking to experts/advisers

Gaining experience

Asking for guidance and help

Building a strong personal
profile

Making and updating plans

Checking my plans are on track

Building contacts and
networks

Sticking with things | need to
do

‘Deferring gratification’

Recording achievements

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

Commitment

Commitment means making a decision to carry
things through - and taking the decision seriously. In
working towards a career path or life goal, that can
mean investing time and energy working towards
outcomes that are years away. It can mean ‘deferring
gratification’ - putting aside things you want now in
order to achieve longer term goals.

It is easier to follow through on your commitment to
your PDP if you:

* set PDP goals that really matter
* set realistic short-term targets

* monitor your progress frequently to keep yourself
on track

* celebrate interim successes

* actively look for ways to enjoy whatever you
undertake

* value the PDP process for the insights you gain

along the way.

Using your responses opposite, decide whether
these show a level of active engagement that
indicates strong commitment to your PDP.

Reflection

Commitment to PDP

Next Steps

Follow up initial thoughts about your PDP needs
and interests by considering your vision of
success in more depth in chapter 2.

If you are ready to formulate your PDP action
plan, see pages 207-8 and 383-5.

Taking charge of your future
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Take and make opportunities

Whilst you are a student or recent graduate, there
are more opportunities open to you than at any
other time, usually at no cost. Many of these will be
arranged on campus or via your college, university
or student union.

Seize the chance

Employers will expect this )

When you apply for jobs,
employers will be aware that you
had great opportunities open to
you. How you used these will tell
them a lot about you.

& }Great for building your CV)
* Develop new skills

%
2 -'ﬁ * Learn new things
* Gain a range of experience
fm Good for networking

* Mix with a wider range of people
* Consider new perspectives
* Develop awareness through
exposure to more cultures,
s - backgrounds and languages

* Enjoy making friends from a
wider pool

Amaze yourself
/E}

ﬁ
. * Try out things you wouldn't
usually consider

L
* Test your limits
* Take a lead in organising
activities and networks
* Discover a new side to yourself
26 Taking charge of your future

* Demonstrate social responsibility

Find out what is available

There are many avenues for finding out about the
opportunities open to you. Some are listed below.
Check || these when you have considered what they
can offer you.

[0 Freshers’ Fair (even if you are not a first year)
[0 Students Union, Guild or equivalent

O Careers Service

O Student Services

O Voluntary groups/organisations/charities

[0 Citizens Advice Bureau or equivalent

[0 Community centres and organisations

O International office at Uni/College

O British Council/international organisations

O Job clubs/Job Centre/employment agencies

[0 Local newspapers

Identify opportunities ...

Indicate || which of these opportunities are
available. Highlight those you want to follow up.

Work-related opportunities

O Entrepreneurship courses or awards

[0 Being a course rep

O Roles in the student union or student clubs
[J Contributing to a student magazine or radio
[0 Mentoring/coaching in local schools

O Setting up a club or support group

O Taking part in activities in the local community
O Projects for employers

[ Voluntary work

[0 Employer talks and skills sessions

[0 Local part-time jobs

O Jobs available at the university/college

O Industrial or other work placements

OO0 Work placements overseas

[0 Internships (for work or research)

© Stella Cottrell (2021) Skills for Success,
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Jamila’s efforts at personal development knew no bounds

Opportunities through the Opportunities for advice
curriculum and guidance

[J Credit-bearing PDP/career-planning modules [0 Helpdesks and/or information zones

O Credit for work experience [ Tutorials/personal tutor meetings

[J Credit for work-based projects [0 Guidance about making academic choices
O Credit for voluntary work [0 Careers information, advice and guidance
[J Training and credit for mentoring others [0 Support for study skills

[ Skills development built into the curriculum [0 Facilities for learning new languages

[J ‘Electives’, ‘discovery’ or ‘venture’ modules outside  [J Online personal development resources
of the main subject, to broaden outlook and
experience

[0 Web-based resources and tools

. . ) [J Student Union, Guild or equivalent
O Time studying or working abroad

Want to know more?

Derek Sivers (2010) Keep your goals to yourself. www.ted.com (2 Sept 2010). (Video)

Justin Baek (2019) ‘Five tips to make the most of your university experience’. Timeshighereducation.com (1
August 2019). (Article)

Danielle Noonan (2019) ‘7 great jobs you probably haven't considered'. savethestudent.org Updated by Jess
Aszkenasy (19 Dec 2019). (Article)
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Review: Taking charge of your future

Take charge of your destiny

Whilst you can't control every aspect of the future, you can steer its direction. Take action to
increase your life choices, your ability to cope with whatever arises, and to achieve your ambitions.

Go on a journey of discovery: get to know yourself

Use the PDP process to enjoy learning more about yourself in diverse contexts. Be prepared to
experiment and try out new things so that you learn more about your own interests, limits and
potential.

Develop the habits of reflection and self-evaluation

Use these to keep in touch with what is relevant to you, your life and your ambitions - and to make
objective assessments of what you need to do in order to achieve what matters to you.

Recognise what PDP involves

Appreciate the varied aspects of the process, from deciding your personal aspirations and bringing
the right mind-set through to setting goals and planning a route to achieve these.

Keep your PDP relevant to you

Decide what really matters to you, whether for study, work and life more generally. Use your
insights to identify a well-rounded approach and goals that are meaningful to you.

Take on the challenges

Become aware of potential challenges to maintaining PDP so that these do not throw you off
course. Consider how you will work through the more obvious challenges that could arise.

Identify the benefits

Think through all the potential benefits of planning towards your future. Identify those that matter
most to you. Use these to help sustain your motivation in working towards your goals.

Decide your priorities
You can't work effectively on every front at once. Select for development those areas which interest
you most and which will have greatest impact.

Make the commitment

Decide to maintain your commitment. Be prepared to put in effort now - to reap greater potential
benefits longer term. Value the process for the skills it develops and insights it can bring.

Recognise, create and use opportunities effectively

Use your time as a student wisely; gain the full benefit of the opportunities on offer and create
opportunities for yourself. Be able to demonstrate to employers that you are enterprising in your
use of opportunities available.

O 0000000 0O
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Chapter The vision: what does
2 success mean to you?

. Learning outcomes Q

This chapter offers you opportunities to:

v gain insight into your personal motivation, inspiration and values and consider how these affect
your concept of success and the choices you make

v refine your vision of the future and consider how your studies contribute towards that vision

v identify your interim goals and targets and incorporate these into a personal action plan for
PDP, in line with your vision

v/ consider the ingredients that contribute to success - and what these mean for you in working
towards your goals

v/ stand back and consider whether your plans are congruent - that everything ‘makes sense’.

Introduction Our concept of personal success is open
to change. This is especially true when

in higher education. Typically, this is a
time of transition - between school and
more independence, or between an old
job and a new career or role. Itis a time
rich with potential: new experiences,
ideas, connections, opportunities and
perspectives. It is likely that your horizons
will be stretched. Your ambitions, values
and even your sense of identity might
change. All kinds of paths might open up
to you.

Everybody wants to be successful - yet we each have a
distinct view of what ‘success’ means. It might be winning
awards, gaining qualifications, entering a profession,
starring on stage, creating great art or making a difference
to other people’s lives. For some, it means becoming
President or running a multinational company. For others,
it is about good friendships, relationships, or leading a
happy, healthy and fulfilling life.

At such times, it is worth reviewing
whether your ambitions and values are
also changing, whether you still want the
same things, and where your priorities
now lie. It is useful to think through what
success really means to you, where that
idea originated for you, and whether it
aligns with your current values, ambitions,
choices and behaviours. That should
assist you in making sound decisions and
motivate you to achieve your own vision of
success.

Success means different things to different people

The vision: what does success mean to you? 29
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Defining success

‘Success’ is a highly subjective concept. Some people
define it in terms of objective material criteria: how
much money, how high a position in a company, how
big a house. However, athletes can gain world records
without earning much money. Successful artists often
measure their success by how true they are to their

Activity

art. For some, what matters is integrity: knowing
they did their best or were true to their values

and can live with their conscience. It used to be a
sign of success to still have your own teeth at an
advanced age! In other words, it depends on what is
meaningful to you and the people around you.

Spectrums of success - or knowing what you want ‘/

Below are pairs of statements, each of which relates to different points on a spectrum of opinion about
success. For each statement, mark on the spectrum where you would wish your own success to lie.

For example

Being immensely rich

Having enough to survive

Having high expectations

Being content with little

Being a world expert

Knowing enough to survive

Gaining higher degrees

Passing part of one degree

World fame

Recognition by colleagues and peers

Achieving high goals

Achieving something

Seizing big opportunities

Being aware of some opportunities

Winning on a world stage
A very high profile job

Taking part in any activity

Having some work, paid or unpaid

Being very popular

Having some good friends

Being a world leader

Living responsibly

Importance at a global level

Living a quiet life

Having a close family life

Escaping the family connections

Great material possessions

A strong inner or spiritual life

Saving the planet

Being environmentally aware

Reflection

Personal concept of success

* What do your responses tell you about your own concept of ‘success’?

* If you could be successful in only one area, what would that be? Why is this so important to you?

* What would it mean not to have this in your life?

The vision: what does success mean to you?
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: Activity /
Successful people

Define personal success

We can discover that our responses vary when we
consider success from various angles - such as
specifying what success would mean for us personally

i = Jot down ten people you think of as ‘successful. i 4t different phases in our life or in diverse contexts.
i = What makes you think of them as ‘successful”? Have a go at jotting down below some initial thoughts

= Do these have anything in common?

= How might your list differ from other people’s?

Activity ,
Acivity /.
Symbols of success :

= Jot down the first ten things (or symbols) you

= How important is each of those ten items to

= How might your list differ from other people’s?

Put it into words

Defining a concept in our own words can be hard

to do, as it reveals where vagueness, confusion or
inconsistencies might lie in our thinking. However,
doing so helps us clarify what we really mean.

Activity /

For me, ‘success’ means ...

about what you would consider success in different
areas of your life.

You could compare your list with those of others.

i Complete the following statements.

Study

associate with success. It could be anything - a
yacht, degree certificate, lots of followers, an
exhibition, etc.

I would consider myself successful in my
academic studies if I:

you personally? Are these things you want very
much from life? If so, why is that? :

Work

| would consider myself successful in my
professional life, career or working life if I:

Personal Life

I would consider myself successful in my
personal life if I:

Complete the sentence below to define what you
define as 'success’.

Other areas of my life

| would consider myself successful if I:

© Stella Cottrell (2021) Skills for Success, The vision: what does success mean to you? 31
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Values

You will probably already have noticed that thinking
about personal success raises questions about values,
beliefs and ethics.

Why values matter

Values help us shape the future we want, affecting
our thought processes and responses to everything
we see and hear. They inform our assumptions
about what is worth doing, saying or having in our
lives or who is worth knowing. They serve as a moral
compass for what we consider ethical in our own
and others’ behaviours. Shared values create a sense
of belonging, identity, community and common
purpose. Strongly held values can be energising,
inspiring great acts.

Conversely, if we operate against our values,

we are likely to experience self-conflict. When

our values clash with those of our friends

or employers, it can create difficulties in our
relationships or our ability to carry out what we are
asked to do or say. It is not always easy to square
our desires (such as for material goods) with our
ethical values and beliefs. At some point, this can
make us challenge what we believed was important
and what we want from life.

Value sets

At any one time, we have attachments, interests and
commitments in different spheres of our life:

* Internal: our sense of how things should be, what
we consider to be important

* Social: principles reflected in how we behave
towards others; our sense of what kind of
behaviours are expected of us by those
around us

* Societal: such as national, cultural or professional
expectations of what to care about, of what is right,
just, fair

* Organisational: the values of organisations we
study with, work for, or use for services.

When these value sets are mutually reinforcing, life
can feel harmonious. When they pull in opposing
directions, that raises moral and practical challenges
that we need to resolve.

Recognising our values

The depth of our attachment to particular values

is often unconscious and inherited. We may not
recognise the strength of our values unless they are
challenged or clash with other value sets, as above,
when we move into new contexts.

The activities below can help test out what matters
to you, and where potential value conflicts might
arise for you, either now or in the future.

Layers of the onion

Knowing what we ‘really’ value isn't always easy.
There are many layers to our ‘wanting’, ‘needing’ and
‘valuing’, like the many skins of an onion. It is worth
taking the time to ask ourselves what we value and
to persist in asking: “What exactly is it about this that
I value?” For example, if you value celebrity, is it fame
that excites you? If so, might you value other kinds
of fame more later on? If it is about money, how
else might you earn at the level you want? Is it really
popularity or friends that you are seeking? Keep
going until you run out of questions.

It can be easier to aim for superficial things (money,
power, celebrity) than to identify what creates our
need for these. Whether those things are good or
bad in their own right is also a value judgement.

* What is at the ‘core of the onion’ for you - what
is really driving your choices of how to act and
what to want from life?

Reflection

Core values

* What has had most influence on your values?

The vision: what does success mean to you?



Which values?

In the box below,

[0 Highlight up to TEN values that you consider particularly important to you.

[J Underline values that are important to others in your life (family, friends, at work, etc.).
O the 1-3 values that are the most important for you.

Values most important to me

Integrity Professionalism  Honesty
Openness Teamwork Generosity
Variety Sustainability Compassion
Adaptability Loyalty Thoughtfulness
Moderation Passion Playfulness
Thoroughness  Transparency Trustworthiness
Mindfulness Self-awareness Moderation
Challenge Safety Predictability
Happiness Selflessness Competence
Curiosity Collegiality Companionship
Tolerance Empathy Consistency
Faith Clarity Patience
Beauty Enjoyment Productivity
Sociability Commitment Authenticity
Others:

Reflection

* What do your choices suggest about what most
matters to you?

What matters to you?

* If the items you highlighted differ from those
you underlined, how does that disparity affect
the choices you make, your behaviours and
your sense of your own values?

Enthusiasm
Efficiency
Decisiveness
Self-reliance
Endurance
Inclusiveness
Dependability
Unpredictability
Ethics
Innovation
Self-sacrificing
Calm
Optimism

Service

Kindness
Caring
Intelligence
Fairness
Courage
Energy
Ambition
Harmony
Stability
Control
Friendship
Persistence
Realism

Honour

Creativity
Justice
Positivity
Simplicity
Humour
Diversity
Regularity
Hard work
Family
Cooperation
Trust
Order
Solitude

Respect

: Observation

Adhering to values?

i What values do others say matter to them? Are
i their actions and speech consistent with their
i values?

¢ In what kinds of circumstances are your own
i behaviour and speech inconsistent with your
i values?

© Stella Cottrell (2021) Skills for Success,
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Testing our values

As values are so important, it is worth testing out whether what we think we value is really the case. This
enables us to act with greater integrity, make decisions that work better for us, and make more sense of
our lives. One way of doing this is to compare our desires, what we want from life, with what we say we
value as principles. You can try this out with the following activity.

Activity /
Step 1: Identifying needs and wants

: Consider things that you need or desire from life. Select as many items as you wish from the following list.
: Add in any other items relevant to you.

What | most value is ... Important | What | most valueiis ... Important
to me to me
1 Agood car [ ] 21 Aloving relationship [ ]
2 Challenge [ ] 22 To be a leader [ ]
3 Making a difference in the world D 23 Leaving something for posterity ;
4 Feeling | am in control of my life [ | 24 Time for myself ||
5 Creativity ] 25 Money [ ]
6 Fairness D 26 New experiences L |
7 Fame and celebrity D 27 Sporting ability ||
8 Family and home life ] 28 Physical appearance ||
9 Friendship [] 29 Popularity ||
10 Having a good time D 30 Good-quality possessions ||
11 Health [ ] 31 Power ||
12 Social Life [ ] 32 Being needed |
13 Helping others [] 33 Security ||
14 Honesty [ ] 34 Afeeling of self-worth ||
15 A big house D 35 Spiritual life |
16 Independence (] 36 Other things: (state what) []
17 Influence D
18 Integrity []
19 Intellectual abilities D
20 A good job / career D

Activity ,
Step 2: Needs and wants

List the items you selected above in order of importance to you. (1 = most important)
o 6
2 7
3 8
4
5

9
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Step 3: Consistency check

Consider the top ten items you listed in step 2. What
themes can you identify? For example, do your
choices suggest you place a high value on any of the
following:

* personal qualities * time for yourself
* people * material objects
* power/ influence * intellect

* legacy * fame

* other things?

Compare your lists from steps 1 and 2 with the items
you identified on page 33. Are these consistent? Do
you feel comfortable with your responses or do you
feel you ‘ought to’ value other things? If so, what
does this response tell you about yourself?

Reflection

Valued compliments

* What do these suggest about what you value?

* What do you do to make it possible to receive
such compliments?

Activity
Feeling valued: compliments

Reflection

Put to the test?

Identify a time when your values were put to the
test. In your journal, jot down:

* What happened?

* What did you find out about yourself on that
occasion?

* What did you learn about your personal values
from that occasion?

Impact and choices of values

Having looked at your values from various
perspectives, consider what these mean for you in
practice.

What kinds of jobs, career routes or other ways
of spending time after study would be most
consistent with your values?

What kinds of work or use of time would be
inconsistent with your values?

When you are applying for jobs, check the company
website to see what the company identifies as its
values. Give thought to whether these are values you
want to prioritise on a daily basis.

s

i Our values are also reflected in what we want others to think about us-such as the comments we do or
i don't want made about us and the compliments that we treasure. Which three compliments do you most

i want to hear from other people?
i1
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Inspiration

Thinking about your sources of inspiration can boost your energy and spur you to action when your
spirits are flagging. Drawing on inspiration can motivate success. Consider what inspires you - and what
would inspire you to ‘go the extra mile’ to do something.

Inspiring ideas?

Books, plays, music,
art, landscapes, stories,
myths, events, theories,
science, etc.?

People?

Which individuals or sorts of people
inspire you - for study, work, life or in
other areas?

Actions?

What kinds of behaviours,
ways of being and
achievements inspire you?

For study?

* What, if anything,
inspired you to come
on this course or to
return to study?

* Who or what motivates
you to succeed in your
studies?

Inspiration comes in many forms,
some unexpected, some from working
through a process or creating new
experiences. It can come from ...

* your own thoughts, reflection, ideas

* being asked thought-provoking
questions

* talking things through with others

* a poem, song, art, theory, analysis,
nature ...

* reading a biography, hearing about
an opportunity, visiting a new place

* from a role model or personal hero

* reflecting on the qualities of
successful people (page 44 below)

Characteristics?

Of the people you selected
opposite, what is it about
them that most inspires you:

* What they achieved?

* Hurdles they overcame?

* Their level of skill or
ability?

* Their personal qualities?

* Their effect on others’
lives?

* Other things about
them?

How might they inspire

you now in achieving your

vision/goals?

How do you inspire
yourself?

* What successes or experiences of
your own inspire you to further
action?

* How do your aspirations for the
future, your dreams and ambitions,
inspire you?

* Do you put sufficient energy into
inspiring yourself? If not, what else
could you do?

How?

* How do all these sources
of inspiration affect
your own aspirations,
thoughts and actions?

* What inspires you to feel
good about life?

* How do you make use of
your inspiration?

* What inspires you to go
beyond yourself, to do
more than you thought
you could?

* What other inspiration
do you need?
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Clarifying the vision

Having a strong vision inspires action and points the way. That
vision could be an ambition, a dream, a sense of how things
might be different.

Itis this vision that keeps us going when unexpected setbacks
occur. It is easier to reach the top of a mountain if we have
seen or imagined the summit and know where we are headed.
If we are assembling a bookcase or jigsaw puzzle, it helps to
have the picture before us so the end goal is clear as a realistic
possibility. Such a picture is especially useful when working
towards goals that last months or years, such as qualifications
and careers.

This does not necessarily mean that we should have very clear
life goals, with every detail planned out. Successful people
seem to be characterised by not having very rigid life plans
(Taylor and Humphrey, 2002). A vision of the life we want, the
kind of day we want to lead, the sort of person we want to be,
the work that would satisfy us - any of these provide a sense
of direction and guide us in where to spend our time and
energies.

The dream

Dream lofty dreams, and as you dream so shall you
become. Your vision is the promise of what you shall at
last unveil.

John Ruskin

When we are young, we are often told to stop daydreaming,
yet many inventors, artists and scientists attribute their
success to a combination of systematic analysis and
inspiration from dreams or daydreams. Have a go at this
for yourself, by combining ‘The Dream’ activity and more
analytical ‘Long-term vision' activity on pages 38-9.

The long-term vision

The activity on page 38 is not about making a rigid plan for your
future: it is to gain a clearer sense of the type of life you want
for your longer-term future. It can flag points about what you
do or don't want, which you can take on board when making
decisions, choosing course options and applying for jobs.

For each statement on the chart on pages 38-9, consider what
you envisage for yourself, ideally, in ten years’ time.

: Activity

0,/a

The dream

i Stage 1

Find a comfortable seat where you
will not be disturbed. Read the
quotation by Ruskin (opposite) a

i few times. Let your mind mull over
what this means for you. Consider:

= What dreams have other people

had for you (if any)? Are these H
meaningful for you now? Are they i
what you want? H

= What would be your ‘dream

scenario’ for the future?

Your ‘dream’ or vision does not have
to be the same as anyone else’s, nor
well defined. The important thing is

i that it inspires you.

Stage 2

To clarify your vision, repeat this
activity once you have undertaken
i the ‘Long-term vision’ below and

i on page 38. You might find that
the more analytical nature of the

i 'Vision’ stimulates some changes
in your thinking.

i Let go of particular details when

i you return to the ‘Dream’ activity.
i Your mind will automatically play
i with the ideas you had and feed

i them back, either straight away
or at some time in the future. As
i our relaxed brain likes to play with
i images and metaphors, it may

i return the ideas in unexpected

i ways. Be open to seeing what
emerges for you.
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é O The long-term vision

Jot down your thoughts on some or all of the following, depending on how relevant each is to you.
If you prefer, use the expandable version on the companion site at: www.macmillanihe.com/cottrell-skills-
for-success-4e

Ten years from now, | see myself ...

Aspect Write your own vision of this aspect | How important is
below this aspect to me?

Living in which part of the world?

Living in what kind of place (city, town,
village, by the sea, etc.)?

Solitary? Or surrounded by people?

Considering the most important things in
my life to be ...

Working with colleagues who are ... Artistic?
Intellectual? Kind? Caring? Down to earth?
Thoughtful? Other?

Working to stress levels that are ...
Pressurised? Reasonable? Low?

Enjoying ...

Privacy? Public attention? Celebrity?

Working how many hours a week?

Taking a lead? Being a good deputy? Happy
to be part of a team? One of a large crowd?

Wanting to ‘get by’ unnoticed? With
recognition for my work? In top
management? World famous?

Based mostly in an office? On the road? In
the field?

Working for myself? A large company? A
small company? A charity?

Doing work which is very varied? Very
routine? Predictable?
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Aspect Write your own vision of this aspect How important is
below this aspect to me?

Likely to stay in the same job for years?
Changing job often?

Living with a large/small/minimal
family. With strong/weak/some family
connections?

Considering work to be central/
important/not important to my life?

My contribution to my community or
society will be through ...

My time outside work will be spent
doing ...

My friends will be the kinds of people
who ...

I will be the kind of person who ...

My main achievements in life are likely
to be ...

Other important aspects of my vision of
the future are ...

The main influences, inspirations and
values on this vision of my future
derive from ...

Now do stage 2 of The Dream activity, page 37.

Reflection

The long-term vision

* What does this tell you about the kind of lifestyle and careers that would suit you?

* How can you make use of the ‘vision’ or ‘dream’ that emerged through these activities to motivate you
further?

* In what ways do your current study and extracurricular activities help take you forward towards
achieving this ‘Vision’ for your future life?
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Achieve the vision: set interim goals

a] Identify interim goals

Whilst the vision or long-term goal provides
inspiration and direction, it can seem distant,
daunting or vague. Interim goals provide a more
immediate focus. They take the form of:

* Desired outcomes, such as gaining a qualification
or leadership role

* Specific targets, such as improving marks or
scores by 10% by a given date

* Milestones - set points along the route to aim for
in the shorter term.

These enable us to monitor progress, and give
regular tastes of success along the way.

Shape good goals
State your vision Formulate this in words that
motivate you. Use it to shape your goals.

Identify the route List the steps that you need to take
to achieve your vision. This is your long-term To Do’ list.

List interim goals Turn each step into an action:
clarify exactly what to do and by when.
Priority-setting If there are many steps towards
achieving a long-term goal or vision, set priorities
(as you did on pages 19-22). Rate items, then select
items you rate highest.

Personal action plan (example)

Make an action plan

When you start to plan in detail, as below, you gain
a clearer sense of what is involved and the best
sequence to undertake tasks. A blank template of
the example below is available on page 387.

Evaluate your goals Before launching into action,
evaluate your interim goals, using the SMART-F
targets approach (pages 207 and 386).

Take a rounded approach Pause to check whether

your developing plan respects your different needs
(page 23).

Contributing actions Usually many actions underlie

an interim goal. For example, an interim goal of
gaining a job involves job searches, researching
companies, applying, etc.

If you wish, you can use templates from the
companion site for each of the above stages in
preparing your Action Plan.

Available on the companion site:
www.macmillanihe.com/cottrell-
skills-for-success-4e

=

Vision/longer-term goal(s):

To be achieved by (year/month):

To run my own company, making a living from it.

Dec this year

1 |Interim Run project for uni  |Start by |End by |Evidence that this is completed | Done| |
goal 1 enterprise prize Feb Dec Submit project for award.
Actions to achieve interim goal 1 | Start by |End by |Evidence that this is completed | Done[ ]
1 | Obtain competition details 1 Feb 2 Feb Downloaded & read form v
2 |Find a project team 3 Feb 9 Feb Have a team of 4 v
3 | Decide on project 10 Feb 2 Mar Outline plan written up v
4 | Etc.
2 | Interim Learn from a Start by |End by |Evidence that this is completed | Done[ |
goal 2 business mentor 6 Jan 30 Sep 5 sessions with mentor
Actions to achieve interim goal 2 |Start by |End by |Evidence that this is completed | Done
1 | Find out how to get mentor 6 Jan 7 Jan Have sources to follow up v/
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Personal investment: benefits and costs

of achieving goals

Weighing it up
All too often, when we have an idea, we launch in
without considering the full picture, such as:

* what we value about what we have already

* how this compares to the future position we are
considering

* the risks to this if we pursue our goals.

Just as you evaluated the challenges and benefits
of PDP in Chapter 1, it can be useful to apply a
similar ‘cost/benefit’ approach to evaluating your
goals, whether long-term or interim goals.

A personal consideration

Each of us has to weigh up, for ourselves, the
‘costs’ we are willing to bear in order to achieve
the goals or outcomes we are considering. In
deciding on a goal, it helps to think through such
aspects as:

* What you really want - ‘no matter what!’

* Your assets What you bring to the task in hand
that you are willing to ‘invest’ or risk. This includes
such factors as time, effort, money, material
resources, practice, endurance, willingness to wait
or try again; having less time with friends, family
or for other interests.

* Your limits Know where your limits lie, such
as the sacrifices you are not prepared to make.
The costs to you and others; people’s opinions;
your values, and your sense of self might all be
relevant.

Benefits and costs of achieving

your goals

Identify one personal goal. Using the outline
opposite, consider what a successful outcome in
achieving that goal would be worth to you in terms
of its costs and benefits. If you wish, you can use
the template on the companion site. Otherwise, jot
down your responses in a notebook or use your
device or laptop.

© Stella Cottrell (2021) Skills for Success,
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Benefits and
costs of achieving
your goals

@S

Identify one personal goal. Use the questions
below to evaluate the benefits and costs
associated with it. If you wish, use the template on
the companion site to note your responses.

Your goal (choose 1)

Perceived personal benefits of | Note
achieving this goal? down your
Perceived benefits to other response

. . . to each
people if the goal is achieved? .

question

What would you need to invest | using a
to achieve this goal (time, notebook,
money, possible loss of self- device or the
confidence, friendship, etc.)? template.

What level of such costs would
be unacceptable to you?

What costs would there be to
others (time, money, possible
loss of trust, etc.)? What
level of such costs would you
consider unacceptable?

How would other people’s
opinions of you change if

you were successful? Would
this differ if the ‘costs’ were
different? Would other people’s
opinions matter to you?

How would your opinion

of yourself change if you
succeeded? How, if at all, would
this change if the ‘costs’ were
different?

At what point would the benefits
outweigh the costs for you? Or
the costs outweigh the benefits?
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Sustaining the motivation to achieve

Put in the hours

The most likely route to success is by putting in
sufficient hours to achieve it. There is a wealth of
research that indicates that what separates high
achievers from others is the amount of time they
spend gaining expertise.

This is true even of apparent ‘geniuses’ or
protégés. It is estimated that the most successful,
from Mozart to the Beatles, devote around

10,000 hours to fine-tuning their craft. You won't
have 10,000 hours as a student, but the general
principle holds true. Even those successful at
social or emotional skills tend to spend more time
practising, reflecting on, and discussing these.

High achievers and time
High achievers spend more time in:

* elaboration - working out the precise nature of
the problem, task or issue

* preparation - making sure that they are set up
for the task, with suitable space, materials, mental
preparation, etc.

* perseverance - sticking with difficult problems,
going over them time and time again, looking for
clues about where they are going wrong, until they
find a way of resolving the issue

* practice and rehearsal - repeating tasks until
they are fluent in the skills.

What if | don’t have time?

There are many demands on students’ time so,
inevitably, choices have to be made. That is why it
is important to look at your decision-making in the
round, weighing up the diverse aspects of your life,
your values and aims, and how much time you can
give, realistically, to each. It helps if you are clear
in your own mind about the reasons underpinning
your choices, and can then make peace with the
consequences of difficult decisions.

As well as the total amount of time spent, there is
also the consideration of how well you spend your
time. Chapters 5,9 and 11 can help you to deploy
time more effectively.

42 The vision: what does success mean to you?

B) self-motivation

When a task takes time and repetition,
enthusiasm can wane. It becomes more
important to take steps to keep motivation alive.
It helps if you already know the kinds of
approaches and thinking patterns that work

for you. Consider []which of the following
motivational techniques could help you to sustain
your motivation.

L] 1 Set high expectations

Success is linked to high aspirations and a realistic
optimism about achieving them. Once you set high
expectations, it is then important to plan towards
them, creating the right opportunities for success.
If you set low expectations, you are less likely to
be prepared for opportunities that arise.

1 2 Find intrinsic interest

It is much easier to keep going with a task if you
find the goal intrinsically inspiring and the task
engaging. If that doesn't arise naturally, it is
important to find a way to stimulate your interest.
For example, you can:

* rekindle your initial excitement in the overall
vision - and what inspired you

* remind yourself of its value or purpose
* find new personal relevance

* set small-scale achievable challenges
* discuss with others who are interested

* take pride in the expertise being gained.

1 3 Be realistic

Little is achieved without setbacks, effort and hard
work and even some moments when you feel like
giving up. Although positive thinking is an asset,
unrealistic thinking sets you up for failure as you
will be unprepared for obstacles and challenges
that arise. Think through potential setbacks and
how you would deal with them - so that you are
ready to tackle them with a well thought-through
plan. Take them in your stride as part of the
process, rather than as disasters that spell
failure.
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L1 4 Set clear milestones

The section on setting interim goals (page 40) refers to
setting milestones that help you chart your progress.
The more challenging the overall goal, or the longer

it takes to achieve, the more important it is to set and
achieve interim targets to boost your morale.

1 5 Reward achievement

If the intrinsic interest wanes for a while, you might
find that rewards work. Use rewards you would
really appreciate but which are appropriate to the
size of the task. You can set rewards such as a break,
a coffee, a walk, a special meal, phoning or texting
friends, playing a game, or social media time as
rewards for small targets during the day. Make sure
you do take the reward once you attain your target.

[0 6 Harness support

If you think it will be difficult to keep yourself on
track, ask a friend or mentor to check at set, regular
intervals that you are keeping to plan. You could set
up a support group or action set (page 266). These all
work better if you set clear targets and specific dates
for checking in to see whether targets are on track.

[] 7 Recognise successes

When things go well, pause for a moment and take
note. Enjoy the moment. Focus on the aspects that
worked before starting to consider anything that
needed further work or improvements.

(1 8 Record success

It is easier to monitor and reward your successes
if you keep a record. This can be useful for the
task in hand and also in retrospect when you
reflect back upon what you achieved. A record of
past successes can be very motivating for future
enterprises. Don't be too modest!

e ,

i When the going gets tough, | am most likely to be
i motivated by ... (Select v all that apply to you)

Sources of motivation

0 my long-term vision

[0 setting achievable interim goals

[ creating mini-challenges for myself

O completing daily To Do’ lists

O my values

0 my belief system

O my will to win

L1 my sources of inspiration

O people who are close to me

0 my desire to do good for others

0 my desire to prove something

O achieving lots of small successes as | go
O rewarding myself for completed stages
[ enjoyment of the activity

O finding something of interest in the activity
O the support of other people

[J having another person monitor my progress

How will you put these (and any other) sources
of motivation into place?

i O recording my successes.

Reflection
Getting it done!

A7

(Wanttoknowmorez @

Motivation2Study (2017) WHO DO YOU WANT TO BE? - Motivational Video for Students & Success in Life (Aug
14, 2017). Accessed 5 June 2020. (On changing your thoughts, decisions, habits - yourself - to achieve the

goals that matter to you.)

Elizabeth Gilbert (2014) Success, failure and the drive to keep creating. youtube.com (25 April 2014). TED talk.
(On managing success and failure by staying true to what you love.)
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Ingredients of success: learning from CEOs

Taylor and Humphrey (2002) analysed interviews
made with 80 UK and US leaders, drawn from a
wide range of businesses. They identified the skills
and attributes typical of those successful at chief
executive (CEO) level. Although most (91 per cent)
had a degree and relevant technical skills, success
was not closely linked to degree subject or results.
Few had business degrees.

Characteristics of CEOs

The CEOs worked very long hours - but loved their
work. They enjoyed leadership and recognition.
They were noticeably self-confident, good at
communicating and putting others at their ease.
Their excellent inter-personal skills included
patience and tolerance, often learned through

the job itself. They were energetic, but took care
to manage stress levels and stay healthy. Male
directors were more sensitive to variations in their
emotional lives and needed emotional stability

in order to succeed. Most CEOs had a wide range
of interests and part of what they brought to a
company was ‘breadth of vision developed from

a wide range of experience’. Most of these are
self-management and people skills rather than
unusual abilities or technical skills.

Attributes of success

The surprising outcome of Taylor and Humphrey's
survey was that the range of personal skills

and qualities associated with success were ones
most people could nurture. The researchers
wrote:

‘Board directors are not a race apart ... we
found ourselves in the presence of bright, hard-
working people, but not creatures from another
planet. They had a variety of 1Qs, expertise, and
backgrounds. In other words, directors are just
like the rest of us - and their positions are up
for grabs.”

The main skills valued by the CEOs included:

a) self-knowledge and self-awareness - this was
especially noticeable, and the directors were
frank about their skills and shortcomings

b) ability to work with, and lead, teams

¢) problem-solving ability, using creative
approaches and positive attitudes

d) a desire to win, especially on behalf of the
company or team

e) a willingness to work very long hours and to ‘do
what it takes’

f) emotional intelligence, especially when relating
to others

g) the ability to manage health and stress
h) a love of change

i) confidence

j) a broad range of personal interests

k) readiness to seize opportunities rather than
making rigid personal plans.

Many of these skills have long been recognised as
essential in the caring professions so it might be
surprising to find this list associated with business
success. However, similar skills are likely to be
required across a wide range of professions.

In the workplace

Increasingly, employers expect graduates to have
such skills as those listed above. Negative-thinking,
selfish people who lack confidence, get easily
stressed, fear change or who are not aware of
how they are coping with their own emotions, are
unlikely to be a great asset to a team.

In other contexts

High levels of success in any field tend to require
long hours, hard work, practice, and a willingness
to keep working towards achieving the goal

even when you do not feel like it or want to give
up. Qualities needed for other kinds of success
may vary in some respects from the above list.
Academic success involves critical analytical skills,
for example. Successful relationships require
empathy and compassion. However, there are few
areas of life where the characteristics associated
with CEOs, as listed above, will not be relevant and
of benefit.
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Ingredients of success - for goals

Do you have the attributes

associated with success?

The attributes associated with success

(page 44) can help us achieve many types of goal
and are not mysterious or unattainable. If you
don’t have them, they can be learnt, improved
and fine-tuned.

Using the self-evaluation on page 46, identify
which of the attributes you consider are your
strengths or relative strengths already. These
provide a good basis to draw upon when taking on
any challenge. Give yourself due credit.

Decide which, if any, you wish to develop further. As
you may have noticed, most of these qualities:

* are amenable to some immediate change by
bringing conscious awareness to them

* take time and practice to embed and fine-tune to
the point of unconscious excellence.

Decide which, if strengthened, would make the
most difference to you.

Skills and qualities needed for
your goals?

It is worth comparing the list of the attributes
associated with successful outcomes at the level
of chief executive officer with the attributes you
regard as relevant to your own ambitions and
goals. Think through the kinds of situations and
problems that you might need to address in order
to achieve your goals. What other qualities would
help you in those circumstances? See page 47.

A good skills ‘match'?

Compare the attributes that you identified as
necessary for achieving a successful outcome
of your goal (page 47) with the attributes you
identified in yourself on page 46.

Is there a good match? Notice where there are any
mismatches. For those areas, decide what you will
do to develop them.

If you use the space provided on page 47 to add in
further skills, goals and attributes needed to attain
your goals, decide which could be developed
whilst you are still a student. What will you do to
develop these?

Breadth of vision and experience

In the section on successful CEOs above, Taylor
and Humphrey (2002) identified ‘breadth of vision
developed from a wide range of experience’ as an
important characteristic of successful people. It is
easy to see why this would be the case.

Experience gained in varied contexts exposes you
to multiple challenges, building your knowledge
base, problem-solving abilities and awareness
of your own capabilities. If you take a positive
attitude and learn from both the successes

and the inevitable setbacks and mistakes you
make, you build your resilience and ability to see
opportunity everywhere. It also brings you into
contact with a more diverse range of people,
creating chances to develop good networks

and more informed inter-personal skills. It also

supports creative thinking processes.

In your journal, jot down your thoughts on the
following questions.

Reflection
Extending experience

* In what ways do you already have a breadth of
experience drawn from varied contexts?

* In relation to your current goals and career
aspirations, what opportunities are open to
you for extending your breadth of experience?
Consider the opportunities on pages 26-7 for
example.

* What opportunities are offered through your
course curriculum for designing a personal
programme that extends your range of skills
and experience?
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Attributes associated with success

Self-evaluation 2
Attribute Good | Wishto | Notrelevant | See chapter §
improve | to me
Self-knowledge and self-awareness ] ] ] 1and5
Problem-solving ability ] ] ] 10 and 11
A creative approach ] ] ] 10
Positive attitude ] ] ] 5
People skills ] ] ] 6
Team working ] ] ] 7
Leadership ] ] ] 8
Negotiating skills ] ] ] 6
A desire to succeed [] [] (] 2
A willingness to ‘do what it takes’ [] [] (] 5and 11
Emotional intelligence D D D 4,5 and 6
The ability to manage personal stress ] ] ] 5
The ability to cope with and/or promote change ] ] ] 5
Self-confidence ] ] ] 5and 6
A broad range of personal interests ] ] ] 1
Self-knowledge (reflection, self-analysis) ] ] ] 1-5and 12
Risk management ] ] ] 9 and 11
Ability to cope with uncertainty ] ] ] 5
ObsewatlonQ ......... ’
. Your strengths in action =

Over the next few weeks, notice occasions when you demonstrate your strengths. Take a moment to

i feel some pride in attributes and actions that you do well. Make a note of them, thinking through what
enabled you to perform well or take the approach that you did. You might find it useful to keep a record
¢ of your best examples of some of these on the competence sheets available on the companion site.
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é O Attributes needed to achieve your goal

The goal or ambition analysed here is:

To achieve this goal or ambition, the following attributes will probably be needed:

Attribute Highly May be Not Don't
relevant | relevant | relevant | know

Self-knowledge and self-awareness [] [] [] []

Problem-solving ability [] [] [] []

A creative approach [] [] [] []

Positive attitude [] [] [] []

People skills [] [] [] []

Team working [] [] [] []

Leadership [] [] [] []

Negotiating skills [] [] [] []

A desire to succeed [] [] [] []

A willingness to ‘do what it takes’ [] [] [] []

Emotional intelligence [] [] [] []

The ability to manage personal stress [] [] [] []

The ability to cope with and/or promote change [] [] [] []

Self-confidence [] [] [] []

A broad range of personal interests [] [] [] []

Good health [] [] [] []

Self-knowledge (reflection, self-analysis) [] [] [] []

Risk management [] [] [] []

Ability to cope with uncertainty [] [] [] []

Other skills needed to achieve this goal or ambition:

1

2

3

Personal qualities needed to achieve this goal or ambition:

1

2

3

Any other attributes needed to achieve this goal or ambition:

1

2

3
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Congruence and integrity

Congruence

‘Congruence’ refers to consistency in our values,
thoughts, actions, behaviours and beliefs. It is about
all our energies flowing in the same direction. From
the perspective of others, this can create a sense of
integrity.

It takes less effort to achieve goals if there is a high
level of congruence between the multiple factors

that gave rise to those goals and those that affect
their completion. Otherwise, it can feel as if you are
‘working against yourself'. If you find it hard or tiring
to stay motivated, it is worth checking whether there is
a high level of congruence (or a ‘good fit') between:

% your vision

* your values and beliefs

* your motivation

* those who influence you

* your sources of inspiration

* our interim goals

* the attitudes of the people around you
* your means and resources

* your current circumstances

* the decisions you are making.

In particular, check that your ‘vision' is still relevant

to you. New experiences can change this, either
reinforcing it, modifying it, or making it irrelevant. Test
this out on page 49.

‘Goal inertia’

If you have ‘vision inertia’ or ‘goal inertia’, you continue
to work towards a vision that might seem appealing
but, in reality, no longer inspires or motivates you

- there is no longer congruence between what you

are doing and what you really want to do. This is
especially true if your values change in the light of
your experience.

If this happens, tasks seem to be more difficult or
tiring. You might feel it more of a struggle to complete
tasks, or look for excuses to put tasks off, or not want
to do anything at all. If you experience goal inertia,

it is time to recoup, to reconnect with your initial
ambitions in at least some way, or else to change
direction.

The vision: what does success mean to you?

Whatifl...?

If you are not sure whether you are feeling
goal inertia, you could try this ‘what if ...’
activity. It pushes you to keep thinking
about alternatives, to see whether another
vision would inspire you. When you keep
asking yourself the same question, the
obvious answers become used up so that
you need to draw more on your imagination
to find new responses. Let your mind range
broadly. Avoid censoring your thoughts,
even if an idea seems unlikely. Some of your
responses might be far-fetched. However,
these might contain the kernel of an idea
that inspires. See what emerges.

Activity ,

What ifl...?

Type, copy and paste at least thirty times:
‘What if | ...?" as a list, leaving yourself space i
to write a response to each as below.

Come up with suggestions to complete

each statement - and a response as below.
Work quickly, so that you don't censor your
thinking. For example: ‘

‘What if | ... spoke Japanese? (I'd
apply for a job in Japan)

‘What if | .. invented a toy? (I
could sell the patent - or set up a
business)

‘What if | ... climbed Everest? (I

would be fitter and would get to
travel.)

Then consider your responses.
* Which ones surprise you?

* Which provide useful insights into things
you might want or need in your life? The
responses above suggest maybe the
student would like a job, to travel, be
fitter, to be self-employed)

* Which would be the most interesting of
your suggestions to put into action?



Does it all add up?

é Check for congruence and ‘integrity’

Are your vision, ambitions, values and inspiration in alignment, as outlined on page 487 Check for internal
conflicts or inconsistencies that could be undermining your efforts. Below, jot down your responses to the

questions.

What is my goal (e.g. what | want to
achieve from my time at university)?

What is my vision of success in relation
to this goal? What would success look
like?

How does this goal fit into a bigger
‘vision’ for my life and my longer-term
ambitions?

What motivates me to pursue this goal
- what do | want to gain from achieving
this goal?

What has influenced me, perhaps over
many years, in forming this goal?

What inspiration can | call upon to help
me achieve this goal?

What are my short-term goals? How do
these support my main goal?

How does this goal fit with my beliefs
and values?

How do the attitudes of people around
me support me in working towards my
current goal?

What resources do | have, to support
me towards my current goal?

What else in my current situation
supports or undermines me in working
towards my goal?

Conclusions

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press

The vision: what does success mean to you?
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Review: The vision

O 0000000 0O

Identify your own definition of success

What constitutes ‘success’ is a personal judgement - you don't need to accept other people’s
definitions. Consider what it means for you - in general and for different areas of your life.

Recognise the importance of values

Be aware of your own values and the significance of adhering to these in order to operate
successfully and with integrity. Identify which values matter most to you; use them to inform your
choices and decision-making.

Be inspired!
Inspiration serves many functions, from raising aspirations to giving hope and sustaining
motivation. Be active in seeking out sources of inspiration - and be inspired by yourself too!

Clarify your vision or long-term goals

A clear vision, dream or ambition provides direction, focus, energy and motivation. It enables you to
make the right decisions, such as for study options, jobs and taking up opportunities.

Set interim goals
However strong your vision for your main goals in life or for your study, well-formed interim goals,
such as targets, milestones or short-term outcomes, will help to keep you on track.

Weigh up the costs and benefits

Working towards your goals can be demanding. Before launching into action, think through the
time, energy and sacrifices you might need to make. Decide how much it really matters to you - and
where your limits lie. Use the potential benefits to inspire and motivate you.

Nurture your motivation
Don't expect the initial excitement that inspired your vision to continue without further input.
Rekindle your excitement and use support to sustain motivation until you reach your goal.

Develop the attributes needed to succeed with your goals
The qualities associated with successful people such as chief executives are relevant at all levels and
can be developed by anyone. Identify and strengthen those relevant to your own ambitions.

Check for goal inertia

Over time, our interest in our earlier dreams and ambitions can fade. When energy wanes, it can
feel hard to continue. One potential reason for this is that the goal no longer represents what you
really want. If so, it might be time to change direction.

Does it all add up: check for congruence

Before pursuing a major change of direction or a demanding project or life-changing goal, it is worth
checking whether it is really consistent with your values, ambitions, needs and interests.

The vision: what does success mean to you?



Chapter

Learning outcomes

This chapter offers you opportunities to:

Know yourself

v/ consider the impact of your own life story upon you now - and on current performance

v analyse how you construct your personal narrative and perceptions of yourself

v analyse your learning journey and its impact on your current approaches to study

v identify areas of personal expertise that can be applied to new tasks and areas of learning

v apply your experience in new contexts.

Introduction

This chapter focuses on how your life story so far, and the narratives
that you construct to make sense of your experience, contribute to your
uniqueness. It encourages you to investigate how your personal history,
attitudes and beliefs about your ability might be influencing the way you
do things now and your current achievement.

If you undertake the activities in this chapter with different goals in
mind, you are likely to gain different sets of responses. If you find that a
particular type of task is proving especially difficult for you, go through
some of these activities again but with only that task in mind. You may
uncover unexpected hindrances that you can then address.

Your life narrative

Personal narrative is used more and more in professional fields as a

way of helping practitioners to understand the way they operate in the
workplace. It is one of a number of tools that help individuals, by gaining a
deeper understanding of themselves, to:

* make sense of their current reactions and responses in specific
contexts

* understand why their responses might be different from those of
colleagues

* reconnect with their feelings about significant events, so as to enable
greater empathy with others

* value their own experiences and those of others

* identify where issues from the past might be having a negative effect
now, so that these can be addressed.

It does take time to work on personal narratives, but the experience can
be rewarding.

The ‘true story'?

Each telling of a story, and
especially our personal narrative,
brings new variations. The events
might be the same, but new
aspects become significant. We
remember new details, emphasise
different factors, understand some
things better, interpret meaning
from new perspectives and are
more aware of the impact of
decisions or the consequences

of actions over time. We can feel
better or worse about particular
aspects. To this extent, our story is
always being newly written.

If you write out your story every
few years and look back at past
versions, it is likely that you will
be surprised at how much your
attitudes, responses and the
themes of your story change over
time.

In this chapter, you can consider
your narrative from various
angles in order to gain different
perspectives on yourself - rather
than assuming there is one fixed
version or interpretation.
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Develop your own narrative

Components in your plot

To produce the narrative for your life story, the first
step is to work out key components of the plot. Use
the list below to identify key events and people in
your story.

| Activity 1

Significant components
in the plot

Take five minutes to list the events and people
¢ that have been most significant for you.

: The most significant events

= ‘first times’ you did something

i = successes

= crises

i = challenges

= significant choices and decisions

= opportunities that arose

= family events that most affected you
i = happy memories

= school memories

i = holidays that were important in some way
= friendships and relationships

i = work experience

= other things (state which).

: The most significant people

= parents, carers, guardians, relatives

i = siblings and cousins

= teachers, school staff, pupils, students

i = friends

= romances and relationships

i = people you met on holiday, at social events, etc.
= professionals (e.g. nurses, doctors, etc.)

= neighbours; people who lived locally

= employers or work colleagues

= people who acted kindly or unkindly

= chance encounters who made a difference

= someone you didn't know well but who said,
i did or experienced something that had a big
impact on you.

Draw on these lists for the following activities.

Know yourself

Life Chart: plot the journey

When you have identified the main components
of your story, the next stage is to lay these out
so it is easier to see the plot of your life so far
and the connections between events. As you do
this, jot down the memories and emotions that
arise.

Activity 2

 Life Chart: plotting the journey / .

i Using your lists from Activity 1:

= Use a large sheet of paper or card - or a wall!

= Separate out each event and person on your
i list, such as by writing each on a separate
sticky note.

= Organise them into chronological order.

Arrange items on your wall or a visual chart so
i that you can ‘see’ the events in the order they

i occurred. Leave space to add, write and draw

i around them.

= Affix each note lightly, so you can change them
i around later or add new material.

= |ndicate who played the most significant roles.

= Build the visual aspect, using drawings,

i photographs or symbols to represent an
occasion (such as an ice-cream for a
holiday, a dark cloud for a significant
argument, etc.).

Find the links

Once you have plotted out the key events and
players in your story, the next stage is to draw out
the connections between these. You may already
have had to do this at a superficial level in order to
work out the sequence in the plot.

Now, consider more deeply. If someone was
significant in your life, what was their influence?
Which events involved you meeting or losing
someone who was significant in your life? Look for
broad areas of ‘cause and effect’. This can generate
new material to add to your chart.
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G r—"a

On your Life Chart from Activity 2:

1 Give the date of each event (an approximate
date will suffice).

i 2 Using different colours, indicate whether each
i event or person was, overall, positive, negative
or neutral for you.

3 Write a few details about the events and i
i people you chose - such as what you felt about
them then, and what you feel now. i

i 4 Use arrows or other symbols or icons to draw
i connections between the events, and between
people and events. Who or what influenced

later stages in your journey?

5 Circle just a few people and events that have
¢ the most significant impact on your life and
performance now.

Create the narrative

You have gathered and ordered the raw material of
your story. Now all you have to do is to write it out
- or tell your story aloud and record it. It is tempting
to cut out this step - but it is important to let the
narrative develop. This will not only draw together
your thinking; it will develop it.

. Activity 4

Create the narrative ,

i Write out your story. Make sure you include
i how you feel about your experiences. Be !
honest. This copy is just for you - so you

¢ don't need to worry about writing a good
introduction or your writing style. Just tell it.

Once you have completed your story, leave it
i for a few days. Then go on to the next activity. i

What's the significance?

It is because our personal narratives and their

| interpretations are open to change that we

can take our story at any one time and look to
see what it tells us about our approach to life.
Some people have very extreme sets of life
experiences, yet when they tell their stories,
they emphasise the unexpected benefits,
contacts they made, opportunities that were
created, insights gained or strengths they
developed as a result. Another person might
have less challenging experiences and yet
respond as if one of these had the power to
control and constrain their life for ever.

* How does your current narrative differ
from what you might have said about
your life in the past?

Reflection

A changing perspective?

* Has your interpretation of any particular
events, people or other aspects of your
life changed over time?

* Has your interpretation of your own role
in events - and of what you are able to do
- changed over time?

A/

Want to know more?

L

Lori Gottlieb (2019) How changing your story
can change your life. (22 Nov 2019) (TED talk
on Youtube.com).
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Themes in your tale

Recurring themes

We noted above that each telling of a story, and
especially our personal narrative, brings new
variations. By analysing what we choose to include
and exclude each time, what we emphasise or brush
over, the themes that run through our story of
events, and changes in our interpretations from one
telling to another, we can gain clues about ourselves

that we might otherwise miss.

* Positives and negatives Have you included
more positive or more negative experiences
and events for your story? Could you have
included more positive items? Are you avoiding
negative or difficult issues that throw light on
your experiences?

Reflection

Themes in your tale

Read through your ‘narrative’ or ‘story’
considering the following.

* Themes or patterns Do any general
patterns emerge in your story? For example,
is it full of adventures? Disasters? Effort?
Reward? Disappointments? Seized or missed
opportunities? Meeting and losing people?
Solitary achievement or collaboration with
others?

* The general tone of your story? Is it sad or
happy? Full of praise or blame? How does it
read?

Then consider what these themes in your
narrative suggest about how you view your life.
Is this the most helpful approach for you? Does it
further the ‘vision’ you identified in Chapter 2?

Life is like a....

It is also helpful to stand back from the details of
your story and consider how you sum up your life,
such as in everyday conversations or when things go
wrong. Your instant responses can provide insights
into how you view your own control over your
destiny and how your life feels to you.

One way of doing this is to consider how you
describe your life and the similes (‘my life is like ..."),

54 Know yourself

or metaphors (‘my life is ...") you use. Some people
compare life to a journey or a mission or a battle.
Others think of it as a gift, a burden, an adventure,
a lesson to be learnt, a trial, a treasure trove, a
bottomless pit, a walk in the dark. These are their
‘life metaphors'.

Maybe you catch yourself using expressions such
as: ‘My life is a disaster waiting to happen ... or ‘It's
all part of life's rich tapestry ...". If so, these indicate
your metaphor for your life. By identifying and
analysing the metaphors you use currently, you can
gain insights that you might not have noticed before
about how you view life - and how this might come
across to other people.

Activity 5

Life metaphor ‘/ '

= What is your personal metaphor for your life?

i You might need to give some thought to this.
If you think there is more than one metaphor,
just select one for this exercise.

= What words do you use, if any, to express that
metaphor in daily life?

= How does it help you to make sense of your
P life?

= |n what ways, if any, does this metaphor help,
i inspire or hold you back?

. Activity 6

| A new life metaphor? / .

i After the previous activity, you might like to
i create a new metaphor for your life, to inspire
i you for the future. If so:

{ 1 Choose an item that inspires a positive
i reactionin you.

2 Jot down the words: My life is a ... (or, if you

i prefer, My life is like a ...). List as many points
of comparison as you can between the item
and your life.

3 Try out different comparisons, or metaphors
until you find the one(s) you prefer. Pin this up
for a while as a reminder.



Yourself as Hero

You are the key player in your story,
its ‘hero’. One way to make sense of
your life is to analyse the role you
give yourself within your life story.
This can give you insights not only
into your character, but also into
how other people might perceive
you. For this to be helpful, you need
to be honest with yourself and
about what kind of character comes
across.

Reflection

You as ‘hero’

* Do you feel comfortable about the kind of hero that comes across in your story?
* How far does the hero you have chosen represent the way you really think, feel and act?
* What does this choice tell you about the way you view your life or yourself as an active agent in your own story?

* Do you play very different roles depending on who you are with, where you are or what you are doing?

Activity 7 ,
The Hero

Consider the roles you have given yourself in your narrative: what part do you play in the plot? For
example, are you active, taking the lead, and making things happen? Or do you sit back and wait for

things to happen? Are you the passive recipient of other people’s actions? Maybe you sound like you are
forever in battle, holding your ground?

Overall, have you written the narrative so that you sound mainly like:
= the Warrior stepping into battle and fighting your own or others’ wars OR
= the Saint who is always doing good and in the right

= the Martyr who has to suffer so others can benefit

= the Adventurer, looking for new experiences

= the Scapegoat, carrying the blame for others

= the Ruler, commanding the troops or the people

= the Sportsperson, playing a good game

= the Villain, who has been lucky or clever enough not to be caught
= the Wounded Soldier, who needs time to heal

= the Conjuror, pulling unexpected rabbits out of hats

= the Dragon, the Knight, or the Maiden awaiting rescue

= 3 different kind of hero? (Identify what type).
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Identify your personal caricature

Self-recognition is notoriously difficult to achieve. a look at these with a fresh eye. This may bring
However, one way of gaining perspective on the self ~ home certain aspects of ourselves more clearly.
is through use of a ‘caricature’ technique. We gain a great deal from such insights - although

self-recognition can involve a certain degree of

A good caricaturist helps us to recognise a person b .
& P & P y embarrassment or discomfort.

exaggerating particular features. These are often the

characteristics that make the person more individual ~ The activity below allows you to stand back for a
and distinctive. moment from your main narrative and work with
some emerging themes. This is intended as a light-
hearted activity that can, nonetheless, enable useful
personal insights to emerge.

By exaggerating our own personality traits,
behaviours, speech patterns, or events that seem
to recur in our lives, we can stand back and take

Activity 8 /
Create a personal caricature

i Jot down the outline of your narrative again - or selected sections from it. This time, deviate from your
memory of actual events in order to exaggerate certain key themes. Select personal traits, mannerisms,

i behaviours, speech, and/or themes in your life that you think are typical of you. If you are not sure about
what these might be, ask a friend. For

i example: ~ ~N

: = If the first draft of your story (or your I was just about to do that.

i life in general) contains many examples Iwas just about to do that.
of ‘beginning’ and ‘starting’ activities, I was just about to do that.
exaggerate this theme, adding in many | was just about to do that.
more things that you ‘started’ (real or | was just about to do that.
imaginary). )

H ) i ' lwas just about to do that.

i = If it contains many examples of meeting | was iust about to do that.

i people, then flood your next draft with Y u ! '/

meetings, inventing meetings that never
happened.

i = If there are a number of accidents or disasters in your story, invent a whole lot more.

= |f you think a particular comment is very typical of you, write it out seven times each time you
introduce it.

Reflect

* Read through your story, aloud. What does it tell you about yourself?
* Are you comfortable with your personal caricature - or do you want to change it?
* Were you able to see the funny side - and laugh at your caricature?

* How can you use this ‘caricature’ or ‘exaggeration’ technique to assist your personal development?

Know yourself



Choices

Sometimes, it can feel that other people, events,
history or ‘destiny’ rule the plot of our lives. Whilst
itis true that we are all only part of a much bigger
story, and that there are many influences on our
lives over which we do not exercise control, we are
agents in our own tale. There are choices that we
make every day, some of which turn out to be more
significant than others.

Activity 9

The choices made / .

On your life chart, mark occasions when you
i made a choice that had a big impact upon your
i life. Then consider:

= \What kinds of choices have you faced?

= \What opportunities did you take, create or

i miss?

= \What were the effects of the choices you made
i onlater events?

Think of at least two ways that your life might be
i different now if you had made alternative choices

i - one'good’, one 'bad".

* Were all the outcomes of the ‘good choices’
ones you anticipated at the time - and would
still welcome?

Reflect

* In what ways did the ‘bad choice’ provide
opportunities that, in retrospect, were
positive in some way?

* What do you think characterises a ‘good
choice”?

=

The impact of choices

There are two activities on the

companion site that can help you to think
through the impact of decisions you made.

Evaluating experience

All choices and the experiences they entail

bring opportunities to learn and to develop new
strengths and insights. Your story will include
experiences that were wonderful or unwelcome,
which developed you as a person, shaped your
personality and influenced how you view the
world now. This should be apparent from your
personal narrative.

Activity 10

Evaluating opportunities /

i = What were the most difficult things you had to
face? What did you learn from those that could
help you in achieving your ‘vision’ (page 37)?

= How easy or difficult do you find it to regard
i experiences and challenges as ‘opportunities?

The ‘next chapter’

Having written the narrative of your story to date
and analysed it from various perspectives, it is time
now to think about what the next chapter in your
story might be.

Activity 11

The ‘next chapter’ ‘/ ’

How do you want the plot of your life to unfold?
i What kind of story do you want to be telling
i about your life in 20 years' time?

= |s that reflected in your ‘vision’ (pages 37-9)?

= What kind of role do you wish to play in the
i next chapter of your life?

= What would need to change in your life now in
order for you to play that role successfully?
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Your top forty and significant seven

Activity 13

Look again at your life story. Count how many

examples of personal success you included. Was —
there at least one for every year of your life? If not ] = 1

. ek yyearoty Fnot Seven significant changes @&
consider writing in some more. 1 3
Our personal success is rather like breathing: we i List seven significant improvements or changes |
rarely notice it on an everyday basis. However, i you could make in your life that would help you
it is hard to ignore ‘hiccups’ - the things that go ; attain your goals (or generally make life easier or
wrong. Beaver (1998) argues that we do not spend happier for youl).
enough time thinking of all the things we can do and i
spend too long focusing on what we cannot do. She i1
encourages us to draw up very long lists of what we H
can do - and much shorter ones of things we cannot!

2
: Activity 12 : 3
i = , :
o =
Top forty strong points -

1 Make a list of at least forty of your strong : 4
: points, successes, qualities, attitudes and H

attributes. If that sounds like too many, you are

underestimating yourself. : 5
2 Put stars *** next to your ten greatest assets. |
3 the seven of which you are most proud. 6
There is a template you can use on the companion
i site. SRR

Considering change

Reflection
Value your strengths . Reflection

* What is it like to recognise so many strengths in

5
U2 Doyl GHYET PDEVES (9 VEIUE ENCsE: * What is it like to recognise areas that you

* What is the ONE thing that you do best? could improve or change?

* Are these strengths appreciated by people * What do you do, at present, to cope with
around you? If not, how do you account for them or to work around them on a day-
this? Do you hide your strengths? Do you to-day basis? Do you hide them, develop
surround yourself with people who don't strategies to work around them, blame
appreciate you? other people or find help and support?

* What could you change in order to gain more i % Who or what can help you to manage better
recognition for your strengths? in these areas?

Jot down your thoughts.

Know yourself © Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press



Your learning history

Early learning experiences are amongst the most profound influences upon our attainment and current levels
of performance. They affect our approaches to learning itself, shaping our belief in ourselves and our ability
to see opportunities for improving our performance. In writing out your life story, you might already have
included some significant events that had an impact on how you learn and study. This is an opportunity to
focus specifically on your learning history and how it affects you now.

Activity 14

a List the incidents that have had the most

significant positive impact on the way you now
approach study and learn new things. They
could be anything from times you were happy
at school or enjoyed unexpected success in a
subject, or support you received, or even just
a few words that appeared insignificant at the
time but left a lasting impression on you.

Then, list those incidents that have had a

The effect on you now?

Reflection

* What positive things did your educational
experience give you that you carry into
learning now, whether in formal study or
life more generally?

The impact of your
educational experiences

* Consider your responses to the activity on

pages 60-1. Which of these could you bring
or adapt to other situations such as at work
or for personal goals?

significant negative impact on the way you now
approach study or learn. In what ways do these
affect you now? Now you have identified them,
what could you do to reduce their effect on you?

* Jot down your thoughts.

Draw on your insights

Use your insights from the activities opposite to draw
out the particular factors that enable you to learn
best. The self-evaluation on pages 60-1 can help you
to pinpoint these.

Agents in our learning
destinies

Recognising and understanding why we study
the way we do, and why we respond to some
learning approaches, content or contexts
better than others, can help us to take control
of how we learn and study best now. It is
useful to understand how history shapes us -
but also important to remember that we are
active agents in our own history. We make the
difference.

Activity 15

Best learning experiences

Think back to your time at school. Call to mind one

i or more occasions when your learning seemed to

i flow, when it was fun, when you enjoyed it and felt {
a sense of accomplishment. Make a list now, before
i reading on, of all the conditions that helped to give .
i rise to such positive learning experiences for you.

Whatever the situation, we bring the mental
attitude that affects how well we can learn. We
decide whether we will approach a task with a
constructive attitude, and bring the necessary
levels of curiosity, effort and time. We may not
be able to determine many aspects of study, but

If you find this tricky, keep returning to the sentences:

i ‘My best learning experiences were when ...

OR we do make choices that will affect how well we
| got most out of learning when ...’ Ztu_dy, how much we learn and how far we enjoy
............................................................................................................. oing so.

© Stella Cottrell (2021) Skills for Success,
4th edition, Red Globe Press
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What helps you to learn?

Typical responses

Below is a list of typical responses to the activity ‘Best learning experiences’ on page 59, drawn from diverse
groups and educational contexts. Consider how similar these are to items on your own list - or are worth

adding to it. Check [/] all that are relevant to you.

My best learning experiences were when ...

Nature of the task

L] 1 felt the task set was interesting, worthwhile or
of value to myself or others

[ the learning was relevant to the real world or had
practical uses

] when the task involved learning new theory

[] the work was going to be seen and appreciated
by someone other than a teacher

[ it was clear what was expected from me
[] the task had familiar aspects to it
[] the task felt completely fresh and new

[ 1 could move around or there was movement
built into the activities

[] there was a creative aspect to the task

[ there was personal choice in some aspects of the
task

[ there was a ‘teaser’, mystery or puzzle to be
solved

Social learning

[ 1 could work on my own

[ 1 could work with my friends

[] people encouraged me and kept me going
[] new people joined the class or group

] we worked in small groups or teams

[] we worked in pairs

] we taught each other

[ I helped and supported others

[] there was a diverse range of people

] 1 was inspired by others

Know yourself

The teacher

[ the teacher was fair
[] the teacher knew what or how | wanted to learn

[] the teacher thought of interesting ways of
introducing new material

[ 1 felt the teacher was on my side supporting,
motivating and inspiring me

Feelings and emotions

L] 1 was treated like | mattered; my opinions and
ideas counted

[] there was praise and appreciation which came
across as genuine

[] I was able to take pride in my own work

L] I enjoyed what | was learning

Timing

] 1 had time to finish what | was doing without
rushing

[ 1 had time to absorb what | was learning

[] there were lots of breaks so | didn't feel
overloaded

L] 1was working under pressure
Mastery

[] the tasks were not too difficult

L] 1 felt I understood one thing before moving on to
another

[] the tasks set were manageable but challenging so
that there was a sense of both competence and
achievement

[ 1 felt | was really being stretched

© Stella Cottrell (2021) Skills for Success,
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Assessment

[ 1 understood the point of the assessment

[ I felt 1 had a fair chance of submitting the work
that was expected

] I had plenty of practice in the method of
assessment

[ 1 knew I couldn’t get away with not doing my best

[] assessment and feedback were spread out
across the year

[ assessment and feedback were concentrated into

one or two points during the year
[J] my hard work was recognised

] | felt the way it was marked was fair
Technology

[ 1 could do everything through my device/laptop
L] 1 was able to get away from the screen often

[J I made good use of the available tools

[ 1 found good apps to support my study

[] 1 used social media for encouragement/ ideas
[] I made use of a lot of video and/or audio

[ Iignored what other students were saying or
doing on social media

Special features

] we went on field trips or visits
[] we had guest speakers or celebrity visits
[] we showed our work to others (such as visitors)

[] we linked up with students in other locations/
countries

Reflection
Create ideal conditions for learning

Engagement and mindset

L] I really engaged fully with what | was learning
[ | felt confident that | could do it
L] I felt I belonged and was entitled to be there

[] 1 was committed to making a success of it.

Q

At school, you might have been dependent upon other people to create the right conditions for your
learning. Now, you have more control over your learning experiences, whether formal learning for your

qualification or in learning informally at work or in everyday life.

Which of the items on the list above could you put in place for yourself now, to enhance your current

learning experience as far as possible?

© Stella Cottrell (2021) Skills for Success,
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Responding to setbacks

In your narrative and learning history, you might
have experienced obstacles and let-downs. Setbacks
can lead to disappointment, discouragement or
even ‘denial’ - a pretence that nothing went wrong.
Whilst we would all rather avoid them, they can still
lead to positive outcomes even if these require some
rooting out or take time to become apparent.

Setbacks and challenges contain the seeds of
future success. Considering them constructively

is empowering, and opens up valuable insights

into how to approach similar situations differently.
Successful people usually say they learnt more from
failures than success, or became ‘better people’ as

a result. Apparent ‘failure’ can help us to face up to
realities we otherwise try to avoid. They force us to
pause, review, take new paths, meet new people,
try things that we wouldn't have done, and to gain
valuable qualities such as resilience, coping skills and
empathy.

It is noticeable that the stories of many successful
people include a critical experience when they were

Reflection
The ‘best failure’

Jot down responses to at least five of the
following:

1 What, on the surface of it, was the best
‘mistake’ or failure of your life so far?

2 What characterised it as a ‘failure”
3 What was your own role in it?
4 What good and poor choices did you make?

5 What lessons did you learn? What benefits
resulted from learning those lessons?

6 What opportunities arose out of this event?

7 How did the event spur you to action that you
might not otherwise have taken?

8 What does this event tell you about the nature
of success and failure?
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dismissed, belittled, ignored, suffered discrimination,
or encountered a serious setback. Paradoxically,
dealing with such events became the driving force
for their success.

This is also noticeable amongst students facing

the most extreme difficulties or complex
circumstances. Many with serious disabilities

or multiple responsibilities often find ways of
completing their degrees and developing careers
when others are overwhelmed by lesser hurdles.
Typically, they learn to use apparent disadvantage
as advantage, developing skills in managing time
brilliantly, applying technologies in imaginative ways,
negotiating, multi-tasking or prioritising.

Anybody can make use of difficulty in order to
emerge stronger - but not everybody does. When
faced with bad news, setbacks or adversity, we can
decide to use these in various ways:

* as an excuse for not doing something
* to ‘prove’ something
* to keep going as before

% or to learn and move forward.

Reflection

* What is making it hard for you to achieve
the ‘vision’ you identified on page 37). What
setbacks might you face?

Setbacks to your ‘vision”?

In your personal journal or blog consider:

* How might you convert such difficulties into
sources of insight, inventiveness, motivation
and/or connection with others?

* How have you already dealt with any setbacks
to achieving your visions of goals? What
strengths did this demonstrate, that you could
call upon for the future?

Locate your response where you can see it easily
- and call on it when needed.



Drawing on your expertise

Personal expertise metaphor

When confronted with new tasks, people often say
things such as:

* | don't know where to start.

* | can't cope with this.

* | am no good at things like this.
* | am not good enough.

Sometimes, the gap between previous experience
and the current task can make a task more difficult to
achieve.

However, we can take on such challenges more

easily if we recognise, value and draw upon an area
of personal expertise. One way of doing this is to

use your own expertise as a template or metaphor
for finding points of connection between familiar

and new tasks. This helps to make sense of what is
involved in the new task, and as you are using your
own internal model of how to approach a task, it can
boost your confidence and problem-solving capability
too.

Your area of expertise can be effective even when it
seems to bear little relation to the task in hand, as
the examples below illustrate. Conversely, failing to
recognise the similarity between new problems and
those that we can solve already, is a key obstacle to
resolving problems and improving performance.

Below, are examples of how three students made
effective use of their areas of expertise from everyday
life in order to address their study difficulties. As

you read these, consider how you might use such an
approach in order to make use of your own expertise.

Examples

Victor and car maintenance

Victor’s challenge was in producing academic writing.
He had little writing experience because he entered
university from a foundation programme that did

not use formal written assignments. He was very
reluctant to write and was convinced that he lacked
the logical, sequential skills needed for continuous
prose. On the other hand, he identified a strong
interest and practical experience in car engines -
which he used as his ‘expertise metaphor.

First, Victor listed all the processes and skills he used
when working with car engines, then those he had
found out were involved in writing an essay. He then
looked for significant points of comparison between
the two sets of lists. As he did so, he thought of
further points for each list.

Victor analysed the ways car mechanics use skills in:
* finding out information (about the engine)

* sequencing the order of tasks

* planning time to meet deadlines

* weighing up options

* forming a theory about what is wrong

* testing out ideas (about how to fix it)

* selecting between options using the appropriate
methods for the job

* prioritising tasks

* testing out results

* re-evaluating the work done
* reflecting on performance.

Victor found that the most helpful approach for him
was to compare the factors that make an engine run
with those needed for writing an essay. He wrote
these out as a list of key points which he could look at
whenever he found academic writing difficult. His list
is reproduced below (page 64).

This might not be how other people view an essay:
the important point is that Victor's metaphor worked
for him. It released his potential, not simply to write
essays, but to write good essays. This was because
the process of writing now made sense in terms of
things he really knew about.

Know yourself 63




64

Personal expertise metaphor: examples

When | first started university, | had not worked at the academic level required by university before. When
| visited the learning development unit ... [it was] suggested that | treat an essay like a car engine. When |
broke the metaphor (analogy) down, this is what | came up with:

1 Fuel - this supplies the necessary stored kinetic energy to power the engine - research at the library,
lectures, seminars.

2 Battery - this stores the electrical energy - research notes, essay outline.

3 Oil - this lets the engine run smoothly - spelling and grammar.

4 The alternator - supplies electrical energy necessary for the engine to run - the essay question, unit
guide, using aims etc.
5 Engine ignition system - supplies the spark to ignite the fuel, and the sequence in which the cylinders

fire - paragraphs.
6 Introduction - where this essay is going.
7 Main body - critical discussion of main points.

then it should flow like a smoothly running engine.

8 Conclusion - insights gained and mileage from essay, i.e. ‘What | have learned'.

9 Tool box - this is where the necessary tools are bought, borrowed or acquired, and stored - dyslexia
workshops, English workshops, Accelerated Learning seminars, etc.

This can be broken down even more ... When all the elements of the essay are integrated successfully

Victor B.

Roger: aircraft assembly

Roger consistently failed to produce written work. He
wrote well but was too much of a perfectionist. He
evolved his ideas well during the process of writing
and this also meant that, in practice, he would need
to produce more than one draft. However, he always
approached each draft as if it were the last, starting
the whole of his work ‘in neat’ and editing beautifully
as if this were the draft he would submit. This meant
he never reached the end; for all his hard work, he
never had a finished item to submit. In effect, he was
fine-tuning his work too early in the process.

Roger's area of expertise was assembling light aircraft
that arrived from overseas as ‘flatpacks’. He analysed
the process of assembling a plane and the similarities
with assembling an essay. At this point, he recognised
that if he tried to build a plane as he did an essay,
that would be impossible, too. If he tightened all the
nuts and bolts, sanded down, painted and so forth
on one part of the plane before going on to the next,

Know yourself

it would be impossible to manoeuvre all the pieces
into place. The tightening up and final touches should
be undertaken only when all the pieces are in place.
Roger could easily see the comparison with fine-
tuning an essay too early.

Once he had drawn this initial parallel, Roger
found many other similarities between aircraft
assembly and academic study. When introduced

to new information, for example, he felt he should
play around with it, like pieces of the flat pack,
observing roughly how to structure these: ‘As you
bring them closer together, you are working quite
globally - with an eye on how it all fits together. Then
you can home in and complete sections.” Similarly, he
could see how good planning and structure were
like ‘glue’ that held writing together: ‘Keep an eye on
how the sections will link. Aircraft glue is like a linking
sentence, or a logical sequence that dovetails into the
next item.”



Luzia and dressmaking

Luzia also had difficulties with essay writing. She had
low self-esteem and was reluctant to identify any
area of expertise. Finally, she settled on dressmaking
skills. She listed key processes in making a garment,
then drew parallels between these and essay writing.
Luzia saw that both dressmaking and essay writing
require a clear vision of the final product. She couldn’t
set about choosing a pattern or buying materials

until she had a sense of what she was trying to
achieve. She compared this to
interpreting an assignment
title and having a strong
argument: Your vision is your
interest in it - without this,
you just wouldn’t get it
done.’

Similarly, both
garments and
essays need
structure, and that
affects other choices.
Before starting a

new garment, Luzia
would decide whether

it would have a collar,
cuffs or pleats and this
guided her choice

of pattern and

material. The initial work
with the pattern affected quality later: ‘the pieces of a
dressmaking pattern have to be laid out in a precise way
so that the cloth falls properly’. For a good essay, the
pieces of the argument need to be organised logically.
Tacking a dress together before the final sewing was
like writing drafts before a final write-up. Trying a dress
on to check for final flaws’ was like proofreading. For
Luzia, the most important element of dressmaking
was having ‘equal seams'. She saw this as like treating
different schools of thought equally in an essay: jyou
must ask the same questions of each’. The dressmaking
analogy enabled her to make sense of essay writing,
calling upon her own expertise.

&

Make it ‘make sense’

Donaldson (1978) showed that young children are
capable of performing tasks well above their supposed
developmental level if tasks are presented in a way
that ‘makes sense’ to them. Victor, Roger and Luzia

demonstrate that this is also true of adult expertise.
They used their own areas of relative expertise to
address tasks that they had previously considered

too difficult. They used their expertise templates as
extended metaphors to draw analogies that helped
them make sense of tasks they had found challenging.

’

Students often resist the idea that they are an ‘expert
in anything. The first task, therefore, is to identify an
area of expertise. This won't make you ‘arrogant, as
some people fear. Rather, it will provide you with a
useful problem-solving tool. Select any tasks or skills
that have distinct stages or aspects and that you:

* perform with relative ease
* can complete without supervision

* feel comfortable doing - and may even enjoy.

Applying the metaphor

Type It can work even if your area of expertise is
very different in type or complexity.

Purpose The aim is to gain insights into how you
get things done, so it doesn't matter if you over-

stretch the metaphor in order to achieve that (it

is problem-solving not a literary exercise!).

Level of expertise You don't have to be of
Olympic standard to be an ‘expert’ for this activity
- expertise in everyday tasks can work, too.

Points of comparison Check whether it works
better for you to use component parts (as Victor
did), processes (like Roger) or skills (Luzia) - or
other factors such as emotions or personal
qualities.

Brain work Don't rush it - mull over the potential
connections. Let your brain find and form links.

Problem structure Look for points of similarity
in the underlying structures of the familiar and
new tasks. This helps you form a generalised
problem-solving approach (or ‘heuristic’) to use
more readily in new situations.

Order Focus on analysing your expertise in depth
before starting to draw analogies.

Relevant differences Identify these and
consider their implications.
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Applying your expertise

You can access fuller versions of the following templates on the companion site. é

a. ldentify your area of expertise

Select one task you can complete well (with ease, without supervision, etc.). It could be from your ‘top
forty’ activity (see page 58). It could be making a cake, dancing, playing pool, swimming, painting a picture,
fixing a computer, etc. Consider this as your area of expertise for this activity.

Area of personal expertise
(state which)

b. Break it down

* Make a list of the key components, processes and/or skills involved in that task, as in the examples of
Victor, Roger and Luzia (pages 63-5).

* List the skills and qualities involved in completing typical activities in your area of expertise.

Components (parts or features - | Processes (the way things are Skills used in this area of
see Victor), pages 63-4 done: see Roger), page 64 expertise (see Luzia), page 65

c. Detail the new task/situation

Area of personal expertise
(state this).

Components (parts or features) | Processes (how things are done) | Skills needed for this task

66 Know yourself © Stella Cottrell (2021) Skills for Success,
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d. Draw out similarities

Draw parallels between your area of expertise and the area for improvement, using your lists for (b) and (c)
above. Continue to compare the two (or to ‘extend the metaphor’) as far as you can, so that you are really using
your area of chosen expertise to assist you in the area for improvement. For example, if your area of expertise
was ‘playing computer games' and your area for improvement was ‘speaking in public, keep completing the
following sentence: ‘Speaking in public is like playing computer games because .... When you run out of ideas,
take a break to do something different. Then come back and complete the sentence a few more times.

Use the table here (or on the companion site) to list significant points of comparison (such as in
component parts, processes, skills etc.) between your area of expertise and the task you want to address.

This aspect of the new task, problem or
situation is like ...

... this aspect of my area of expertise

e.g. | Using academic conventions for study is like...

... understanding the off-side rule for football
(much easier once you know it!)

5

6

Highlight the points of comparison that you think will be most helpful. Identify any actions that arise as a
result of your insights into how to manage the new task or situation.

e. Consider any significant differences

Be aware of any significant differences between the new task or situation and your area of expertise.

Consider the implications of these (if any).

This aspect of the new task, problem or
situation is significantly different ...

... from my area of expertise, so...

e.g. | There are usually lifeguards present to watch over
our safety when swimming

... so I will need to work out the health and safety
implications for myself for the event

3

4

The implications of these differences are:

© Stella Cottrell (2021) Skills for Success,
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Review: Know yourself

© 00000000 ©

Tell your story

We are each the author of our own story. We shape its narrative and provide the interpretations.
These can be sources of energy, insight and motivation that carry us towards our vision of success.
Re-narrating and reflecting on it enable more conscious awareness of how to shape our future
story. Noticing recurring themes and repeated scenarios in the narrative can help us to decide
which patterns to keep or change.

Recognise your ‘life metaphor’

Bring more awareness to how you interpret events in your story and how that, in turn, affects your
attitudes, mood and behaviour. Consider whether it helps you. Does it affect how others perceive you?

Identify your role as hero

Consider whether you are happy with the kind of hero you are in your story so far - and whether that
is the role you want to play for the future. Will it help you achieve the success you want for yourself?

Acknowledge your strong features

Use caricature to help you recognise aspects of yourself that stand out as typical. Note your strong
defining features. Benefit from being able to see flaws, accept mistakes and laugh at your ‘funny side".

Note your choices

Become more aware of how your choices are affecting your life story. Use your insights to influence
your responses to opportunity and to make better decisions.

Value your strengths whilst being open to change

Don't underestimate how much you bring to the table - and also the benefits of making changes so
you become even better.

Use your learning history

Analyse your experience to work out what helps you to learn best. Use this to help you in new
situations.

Value your ‘failure’ and setbacks as well as successes

There is often much more to learn from setbacks than from success. Recognise both as
opportunities to gain useful insights about what to do, or not to do, in the future.

Understand your areas of relative expertise

Recognise and value your areas of relative expertise. Analyse these so that you understand better
how you perform at your best. Use your insights in order to make better sense of new problems
and situations.

Apply your personal ‘expertise metaphor’ or template

Draw out relevant similarities and differences between your areas of expertise and new tasks or
contexts, so that you create a personal working model for how to proceed. Use familiar strengths to
give you the confidence to tackle new tasks.
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Chapter Improving your

4 personal performance

. Learning outcomes Q

This chapter offers you opportunities to:

v/ understand your own needs for performing at your best

v identify how your learning and performance are affected by your current skills, habits,
attitudes, performance, experience and strategies (SHAPES)

v’ evaluate your personal preferences for factors such as structure, pressure, external direction,
sensory mode, working with others and using specific approaches to tasks

v/ consider whether you are using key well-being factors to your advantage

v’ draw together your insights in order to identify your optimal conditions for performing well -
and to put those conditions into place.

Introduction

We all have preferred ways of approaching
tasks - and we vary in what we need in
order to work at our best. The more we
understand the factors that impact on our
performance, the better we are placed to
create our optimal conditions. Knowing
what works for you means you can decide
when it is useful for you to work to your
preferences - and when to work around
them.

This chapter provides activities and
resources to help you consider a wide
range of factors that can, potentially,
impact on personal performance, whether
for study or work. By considering your
performance from many angles, you can
derive your own formula for success.

You can then test it out and adapt it for
different contexts and tasks.

Learning and performance

How well we do things depends partly on what we have
learnt and partly on how we put that learning into action.
Broadly speaking:

1 Learning is about finding out ‘how to ... - whether through
accident, experience, instruction,
theory, practice or other means.

2 Performance includes learning, but involves putting
learning, knowledge, skills, personal qualities
and experience into practice.

We may be better at one of these than the other.

We might, for example, have learnt a speech well but not be
able to perform it in public. Alternatively,

we might find it hard to learn a speech yet speak

well in public or when improvising.

In general, people judge us by how well we perform - not
by what we believe we have learnt. This means that it is
worth considering the conditions that are conducive to us
performing at our best.
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Achieving more

Unique individuals

The better you understand your own performance,
the more you can achieve. This book takes the
position that we are each unique in the particulars of:

* how we learn and work
* what we bring to learning and tasks

* how we respond to circumstances, such as to
change or other people

* what we need to achieve at our best.

Those particular details can be what really counts - if
not all the time, then at least for specific activities or
for significant tasks and occasions.

Personal preferences

We all have preferences in the way we work and
study. Factors that have a profound effect upon one
person’s performance, might not affect someone
else. Dunn and Dunn isolated 21 different factors
that can affect learning. They found that individuals
can be acutely sensitive to particular conditions, and
under-achieve if these are not in place. Changing

an apparently insignificant aspect, such as seating
position, or the amount of light or noise or social
learning can have dramatic effects for confidence,
outcomes and well-being (Dunn et al., 1995;
Lovelace, 2005).

This chapter enables you to study your own
preferences in detail.

Learning ‘types”?

There has been much debate about the ideas of
personality ‘types’ and ‘learning styles’. You can

try out some popular versions of this later in the
chapter, and decide for yourself whether the idea of
a ‘type’ helps or hinders you.

Attaining peak performance

More than just ‘getting by’

Much of the time, we can ‘get by’ by
doing things in broadly the same way
as other people or using strategies that
worked for us in the past. However, if
we wish, we can take action to achieve
more than just doing ‘OK'.

Improving your personal performance

To do so, we need to observe and consider the fine
details of what really works for us as individuals

- the attitudes, behaviours and conditions that
enable us to perform well with maximum ease. This
attention to detail, even to factors that appear minor
at first glance, is valued in professional fields such as
medicine, sports or business where success counts.

The athletes’ approach

Top athletes make countless fine adjustments to all
aspects of their training, equipment and technique
just to improve by the tiny but significant margins
needed for success. They and their support teams
investigate every angle, such as weather, environment,
diet, clothing, sleep, mental attitude and focus, both
during training (whilst learning) and for the day of the
competition (performing). What is needed for training
can be different from what is needed for competing.

This approach to shaping your mindset and
behaviours in order to achieve ‘peak performance’
can be adapted and applied to academic and work
performance too.

Select the occasion

We do not need

to pay minute
attention to

each aspect of

every activity we
undertake. However,
it helps to be aware
of what impacts
most upon our
performance - so
that we can call

upon that self-
knowledge whenever
we want to do well,
gain a competitive edge or
conserve time and energy.
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Personal performance and ‘SHAPES’

Academic, people, task and self-management skills enable you to perform effectively
across a wide range of activities, whether for study, work or life. Consider how far
your own performance is affected by your current skills. You can consider their
impact on your academic study, for example, on page 74.

Habits @

When a set of actions or behaviours served us well in the past, it is tempting just
to repeat them in new situations - even if they don’t work well in these. It is usually
easier to continue with familiar approaches rather than risk new ones. Sometimes
our habits were not that helpful in the first place. Consider whether you are attached
to habits or patterns of doing things that serve you well - or are now a hindrance. If
so, what needs to change? See page 75. It can take several weeks of daily practice to
change a habit, so using a habit-shaping tracker in your diary or planner can help.

Whether we are conscious of it or not, our learning and performance are affected by
the attitudes and beliefs that we bring to them. These have a powerful effect on our
behaviours and emotions, and on how others perceive us and react to us. Consider
whether you bring a constructive, ‘can-do’, self-motivating attitude to your study. See
page 75.

Preferences

Following our preferences can make tasks more enjoyable, less of an effort,
more intuitive, and make it easier to stay on task for longer. You can consider
these on page 76. However, what we ‘prefer’ does not necessarily work best, and
might just reflect a habit or unhelpful comfort zone. What worked previously
might not work under new conditions. Consider how willing you are to test your
preferences to see whether they really help or hinder you - and to put them
aside if needed.

Experiences

Our past experiences shape our readiness and confidence to take on new tasks, as
well 