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First Things First

This Portfolio is for your own use, to help you record and reflect on your progress through your Masters degree. A taught masters course is a very concentrated learning experience. There is a wealth of academic material to handle and limited time for you to appreciate the additional skills and career enhancing activities that are included.  It should provide you with a record of your achievements at The University of Leeds.  In the workplace, reflection activities of this type are a key to promotion and advancement; this is unlikely to come automatically, you will need to convince your employer you are worthy.  Convincing and justifying implies collection and analysis of evidence about yourself, a process familiar to all researchers. This profile can help you amass information, and chart your progress towards your own objectives.

Why Bother?

Developing reflection skills may be of benefit when applying for jobs and in your future career but it should also seriously help your Masters degree performance. Reflection is part of the process of metacognition (the process of over-viewing one's own mental functioning). It's role within your degree is to encourage you to standback and evaluate your academic learning skills and wider progression. It should have value in helping you to: 

· Self-evaluate your learning. 

· Critically review your own behaviour, and that of others (in report writing, presentations, research skills …).

· Engage in the process of personal self-development.

· Make decisions or resolve uncertainties.  (There is no time in a 1 year Master course to waste two weeks on deciding what or how to do something).

· Empower or emancipate yourself as an individual and /or within a group. 

(adapted from Moon, 1999a, 23).  

What Can it Do for me Now?

Start working with this document now.  It is an activity for you to engage in, one which your tutors know can be of significant benefit. It can  help you:

· identify training needs to improve your performance

· record reasons for successes and failures 

· set your own objectives

· set an agenda for talking with your tutor

· monitor your own progress

· review your objectives

· devise a plan of action, and

· provide a reference document of your achievements
 Why Bother With SKILLS?
Interests, Skills and Values – a way of clustering your experiences…

Skills are vital - for figuring out what you ought to do with your life, for getting there, and surviving. It is important therefore not only to know what skills you have but also which ones you need, now and in the future. You do lots of things at University; it is very easy to forget the skills they involve.  Your Profile should help you to see how experiences relate to each other, whilst at the same time identifying how a skill might be applied to a new situation
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During your Masters degree you will further develop the graduate skills that employers seek (see inset).  It is all too easy to concentrate on reading, projects and research and to miss the other ‘skill’ elements that are built into every degree scheme. You will discover that many employers accept that you will have a good degree from The University of Leeds and they will be looking for the  ‘extra’ that sets you apart from your colleagues - they will be looking to see what skills you can bring to a job. What qualities do you have that will help you suit a specific career?

Two employers were asked  ‘What is an ideal graduate?’:  

(
An individual with initiative and a mature approach to life. Someone who enjoys challenging and creative thinking. A team-player who will work, hands-on, and motivate those around. 

(
A well-rounded individual with commitment. Someone who demonstrates good thinking ability, a desire to succeed and is able to communicate.

These phrases also describe good students. As you progress through your Masters studies and university life you will have opportunities to practice and improve many of these skills. Specific modules  will help you improve scientific  and social science skills and generic skills such as oral and written communication, teamwork, and problem-solving.
 Confidentiality 

The Portfolio is for your personal use and is confidential to you. However if you wish to use it as a  basis for discussion with your tutors you will find it a useful way of highlighting the issues and creating a discussion agenda. 

What sort of record do I make?

Reflecting on your achievements: developing reflection skills. 

Reflection skills essentially give you the mental time and space to consider what you have been doing, value it, place it in context and make mature decisions about what to do next.  

There is a growing literature on reflection as an aid to study, personal organisation and development. See for example:

Brockbank, A and McGill, I. 1998  Facilitating Reflective Learning in Higher Education, SHRE and OUP, Buckingham. <Universities B-2.3 BRO> 

Ghaye, A. and Ghaye, K. 1998 Teaching And Learning Through Critical Reflective Practice, David Fulton, London <Education 371.129>

Moon, J. 1999 Learning Journals, Kogan Page, London <General Science A-6 MOO>

Moon, J. 1999 Reflection in Learning and Professional Development, Kogan Page, London

Schunk, D.H. and Zimmerman, B.J. (eds.) 1998 Self-Regulated Learning: from Teaching to Self-Reflective Practice, Guilford Press, New York <Education 371.264 SCH>

Some Examples of Reflection - Interviewer “So what did you learn at University?”

Student A lists the codes and names of modules undertaken.

Students B “One module involved two pieces of groupwork, in each case 

discussion and negotiation skills were key, I had to contribute to a group and a poster. It developed my technical skills with scientific instruments and I became more aware of safety issues.  I can see how what I learned could be applied.”

Good examples include the evidence. Here are some example reflection statements and see also Kneale (1999, Chap 2).

Examples of Statements that evidence or demonstrate skills:

Decision Making
Self-Motivation
Team-work

Researching information by …

Module choices made to support personal ambitions for ….

Choosing between vacation work options of …and … to gain experience to support …career ambitions.

Choosing accommodation to meet both financial constraints and personal desires. 
Finding vacation and other work.

Overcoming obstacles to reach a personal goal / target.

Starting a group or society.

Taking the initiative to lead a group.

Success in ………..because …… 
Contributing effectively to group projects in modules  .…... …………

As a member of a committee I was effective in ………by doing  ……………………………..……

Playing in an orchestra, band, theatre group, sports team, …….

Experience at work doing  ……

Problem Solving
Communication – oral
Communication-written

Finding ways to live on no money and study without failing the degree, I ………

Prioritising workloads: academic v social v employment v …….

Researching information on ….

Reconciling conflicts between flatmates / in society meetings / in group work ………………….
Presentations in tutorials.

Presentations in Workshops for  modules ………………………..

Presentations in Seminars for modules ………………………..

Poster based discussion.

Tutorial discussion.

Debate.

Discussion / presentation at work.
Producing Publicity material for a student society or …………….

Writing letters to raise sponsorship for …………………

Writing essays / dissertations on ……………………………….. 

Writing Group reports about ….

Producing www pages for …….

Producing a Powerpoint supported presentation.

Creativity
Self-management
Information technology

Generated ideas for group work on ………………………………

Produced poster for ………….

Adapted my approach to …….as the circumstances, ..…., changed. 

Developed……………..ideas for dissertation

Designed …. for the ….. Soc Ball / ….   Event.
Set personal targets and priorities, academic and personal, and achieve them.  I had to … so I ………………………………..

Meet coursework deadlines with high standard work …………....

Meet time targets at work  ….... 

Organise work / social / charity events  by …………………….
Use e-mail to communicate

Word process (WORD98) …n… essays and a dissertation

Use www to research ………….

Successfully completed modules using Statistics (MINITAB/ SPSS/EXCEL),GIS (ARCINFO), programming ……., databases …, ………,……………………  

Getting Started – Where am I now?

Previous  Degree  Experience

Skills Developed in Previous Courses

Work Experience Skills

Current Course

Title

Reasons for choosing to study for this Masters degree

What Skills would you like to develop during your degree

Skills:  A Self Assessment – At the Start 

Reflect on how you are progressing.  Use the tables below to score your skill on the 1-4 scale. 

1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Study Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take clear, understandable notes in lectures



Keep notes organised in a file





Read last lecture notes before the next lecture



Read generally about the subject for a wider background



Ask lecturers and tutors when unclear about the work



Ask friends and course-mates about the work



Time Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Have a plan which helps to balance study and social time



Arrive on time at all tutorials and lectures



Attended all timetabled classes / modules!



Use a diary to keep track of classes, appointments and deadlines



Timetabled a safety margin to complete tasks ahead of time in case of accidents! 



Literature Search



Know how to use the library to find books



Know how to use the library to find journal articles





Know how to use library electronic search engines (Leeds Laser)





Know how to search the WWW





Know how to search for  papers in Web of Science





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Writing Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Set out arguments in a logical sequence



Be concise in explaining points





Use examples and references to support the arguments



Use grammar, punctuation and spelling correctly



Add tables, diagrams, graphs and sketches to illustrate arguments



Construct an argument in the style of a Scientific Paper



Produce a piece of work to the standard required for a scientific paper



Produce a Scientific Report





Oral Communication Skills
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take plenty of time to prepare and organise what I want to say



Speak clearly and concisely





Set out the arguments in a logical order



Use audio-visual materials to support presentations (OHT Powerpoint) 



Listen to other speakers 





Make contributions (questions / comments) that relate to the previous material



Working With Others
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take share of the responsibility within a group



Demonstrate confidence in contributing your own ideas



Make decisions and follow them through



Listen to what others are saying





Accept and learn from criticism





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Information Technology
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Use a  word processing package to create a document



Print out a document





Create a Powerpoint presentation



Produce graphical materials





Create, store and retrieve files





Use the library electronic catalogue 



Use the world wide web





Use a photocopier / fax





Problem solving
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Clarify the nature of the problem before taking action



Collect all relevant information



Generate alternative solutions





Try different methods to see how each performs



Justify choosing a particular approach



Learn from experience when the solution chosen was not entirely successful



Project Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Clarify the aims and objectives of the project before taking action



Collect all relevant information



Generate alternative strategies





Select appropriate strategy





Monitor and review project progress.



Ensure Completion of the project





Evaluate the experience including the successful and unsuccessful.



1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Stress Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Recognise Stress





Clarify the nature of the problem 



Generate alternative solutions





Deal with the stress





Justify choosing a particular approach



Learn from the experience 





Notes  - Other Thoughts
Summary Reflection-At the Start of the Degree

My Skills

My Priorities for skills development

Outside activities  (e.g. clubs joined, sports, voluntary work, part-time employment, leisure interests)
Any problems?  (e.g. academic, accommodation hassles, health problems, family troubles, financial worries)

Things I wish to achieve 

Things I need to work hard on 

ACTION PLAN FOR THE NEXT SEMESTER  (e.g.  I will ….   by …….) 
Research Objectives

Personal Objectives

Career Objectives

Skills: A Self Assessment – Midway (End of Semester 1)

Reflect on how you are progressing.  Use the tables below to score your skill on the 1-4 scale. 

1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Study Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take clear, understandable notes in lectures



Keep notes organised in a file





Read last lecture notes before the next lecture



Read generally about the subject for a wider background



Ask lecturers and tutors when unclear about the work



Ask friends and course-mates about the work



Time Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Have a plan which helps to balance study and social time



Arrive on time at all tutorials and lectures



Attended all timetabled classes / modules!



Use a diary to keep track of classes, appointments and deadlines



Timetabled a safety margin to complete tasks ahead of time in case of accidents! 



Literature Search



Know how to use the library to find books



Know how to use the library to find journal articles





Know how to use library electronic search engines (Leeds Laser)





Know how to search the WWW





Know how to search for  papers in Web of Science





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Writing Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Set out arguments in a logical sequence



Be concise in explaining points





Use examples and references to support the arguments



Use grammar, punctuation and spelling correctly



Add tables, diagrams, graphs and sketches to illustrate arguments



Construct an argument in the style of a Scientific Paper



Produce a piece of work to the standard required for a scientific paper



Produce a Scientific Report





Oral Communication Skills
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take plenty of time to prepare and organise what I want to say



Speak clearly and concisely





Set out the arguments in a logical order



Use audio-visual materials to support presentations (OHT Powerpoint) 



Listen to other speakers 





Make contributions (questions / comments) that relate to the previous material



Working With Others
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take share of the responsibility within a group



Demonstrate confidence in contributing your own ideas



Make decisions and follow them through



Listen to what others are saying





Accept and learn from criticism





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Information Technology
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Use a  word processing package to create a document



Print out a document





Create a Powerpoint presentation



Produce graphical materials





Create, store and retrieve files





Use the library electronic catalogue 



Use the world wide web





Use a photocopier / fax





Problem solving
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Clarify the nature of the problem before taking action



Collect all relevant information



Generate alternative solutions





Try different methods to see how each performs



Justify choosing a particular approach



Learn from experience when the solution chosen was not entirely successful



Project Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Clarify the aims and objectives of the project before taking action



Collect all relevant information



Generate alternative strategies





Select appropriate strategy





Monitor and review project progress.



Ensure Completion of the project





Evaluate the experience including the successful and unsuccessful.



1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Stress Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Recognise Stress





Clarify the nature of the problem 



Generate alternative solutions





Deal with the stress





Justify choosing a particular approach



Learn from the experience 





Notes  - Other Thoughts
 Summary Assessment - Midway

Review 
Skills developed in the last 3 - 4 months

My Priorities for futures skills development

Examples of various types of work undertaken   (to highlight variety of skills practised e.g. group research, …….etc. Be specific and give a variety.)

Most enjoyable aspect of course and least enjoyable aspect of course and university life so far !

Outside activities  (e.g. clubs joined, sports, voluntary work, part-time employment, leisure interests)
Any problems?  (e.g. academic, accommodation hassles, health problems, family troubles, financial worries)

Things I have achieved so far that are important to me  

Things I need to work hard on in future 

ACTION PLAN FOR THE NEXT 3 to 4 Months  (e.g.  I will ….   by …….) 
Research Objectives

Personal Objectives

Career Objectives

 End of Masters in …………………………….Summary Report 

Your name:   ..........................................................................................

Academic Interests 

List of projects and results so far :

Non-academic interests: (clubs and societies joined - and types of activities)

Non academic achievements this year:  (Positions of responsibility, awards etc.)  

Work experience paid or voluntary: (vacation or term time)

Favourite aspects of subject areas and key transferable skills developed:  

Summary Report                                                                                  

How do you feel about the following:

The course  (e.g. right one for you; too hard; well balanced)
Your progress so far?  (e.g. working hard and doing well; working hard but still struggling; could do better)

What has given you most satisfaction this year?  (e.g. field work; working hard; group projects)

What has given you least satisfaction this year? (e.g. unbalanced timetable; not enough money; no career plans)

  Planning ahead and developing a useful CV
There is lots of information to help you, it is a matter of finding it.  Start by going to the Careers Service and pick up your free copy of  the ‘GTI Leeds University Careers Service Guide’.  Collect it from reception, and while you are there have a look at the Information Room and the Careers Library. There are stacks of info.  Then get yourself on-line at http://www.leeds.ac.uk/careers/. This is the Careers Service page with hotlinks to events, employers, vacancies, and much more including summer vacation opportunities. 

Then have think about your CV. The best place to start is on-line at the university www site that guides you through the steps of creating an on-line CV. It is at http://www.leeds.ac.uk/careers/cvcentre/cvcentre.htm.  Getting your cv on disc is good idea because it can be updated as you go. 

[image: image2.wmf]Various modules talk about CV development and there are ample resources in both the Brotherton library and the Library in the Careers Service. GO AND LOOK AT SOME EXAMPLES OF GOOD CVs and the on-line examples. You may wish  to ask your tutors to offer comments on drafts of your CV or you may ask for advice from the University Careers Advisory Service.

This portfolio should be helping to remind you of the evidence you have to help you answer the following typical interview and application form questions:

‘We need people with business acumen.  Please tell us of a situation where you have displayed this quality’  (Sold Christmas cards / plant pots / cheese to the general public;  Sales director in a school company …)

‘Describe an instance where you had to persuade someone to do something.   How did you approach this? Why were you successful?’  (Persuaded staff to relax school uniform rules by petition from students, closed and open meetings with staff and students, research which took time and effort, getting the arguments clear and comprehensive.)

‘Provide an example of an occasion when you set yourself a demanding goal and overcame obstacles to achieve it.’ (As part of Operation Raleigh I needed to raise £3000 through work and organising ………) 

Think back through the last two – three years and make notes about your ‘experiences’. Be specific.  Rather than saying ‘I spent 6 weeks shelf-filling’  go for the shorter more detailed event ‘During a shelf-filling job I had to manage and re-order stock through the IT system. This involved understanding the IT system and trouble shooting when problems arose.’  When talking about a GAP year or holiday travel again cut it down, explain how the planning and fund raising used your organisational, time-management, negotiation and motivation  skills amongst others. ‘When I was in the rowing club we had a charity disco’ is a general comment, - be specific ‘I organised a charity disco for 300 people which  raised £520.’   

Your degree contains lots of ‘stories’ like these,  where you use skills to succeed with projects, field-trips, presentations and group work. Your experiences, as stories, are crucial evidence that you call on in a CV, covering letter and in interviews to exemplify your abilities.  Thinking of examples on the spot is very difficult. BE PREPARED.   Use this space to draft a few story ideas: 

(
(
(
(
There are a number of books that advise on interview technique in the careers service library and some videos that will be worth watching in years 2 and 3.  

In applications and interviews remember that what impresses an employer is:

(   All questions in a written application answered in as much detail as possible

(   Good covering letter, referring to appropriate skills for this specific application.

(   Legibility in hand-written applications, a clear layout and correct use of grammar.

(   Knowledge about the company and job applied for.

(   Evidence that you have the core skills the job will require.

How to get the School to give you a really good reference!

Helping present and past students to obtain the jobs that they want is an important part of the work of the School. The strength of the support that we can give in a written reference, however, depends on the information that we have available when the supporting letter is written. 

It would be of great assistance if you could fill in the questionnaire below as fully and carefully as possible. Please put too much rather than too little, to help us write a reference that is a true and as complete a review of you and your work as is possible. Use the evidence you have compiled in your semester reports. Very frank comments are more useful than bland statements.  You may want to attach your latest CV.

Recommended for completion by June                                                        (
TO ANYONE ASKING THE SCHOOL FOR A REFERENCE

PLEASE  either Photocopy these 3 pages, or  cut out these sheets, staple, and hand in to your School.  PLEASE KEEP THIS INFORMATION UP TO DATE.  If anything else can be added, or something deleted please let us know. It is particularly useful to know why you are interested in each sort of job. A reference for a job in a bank should not be the same as one to join the Probation Service, etc.

NAME .............................                    DATE .................
1a
What kind of job would you like? If you are considering  more than one area  please explain why you think you would enjoy working in each  area and why you would be good at it.   (Avoid using phrases like; "because I think I will like it", be specific, eg, "because I am good at time management, have PC skills, can …… ".

 

2
Please indicate the skills you have acquired from previous employment?

                     Job Description / Employer

a) 


                             Skills 

a)  



b) /


b) 



3 Do you have any other experience which you feel is relevant  (part-time employment, paid/unpaid/voluntary employment)?

DATE


ALL EXPERIENCE




4
What sort of organised social activities have you been associated with in the past five years?


a) Theatre, music, student societies, neighbourhood, social organisations, etc.




b) Sporting and recreational activities (Team sport, spectator, hobbies, etc.)



5
Describe the other skills you have that might be of some benefit to a future employer? (eg, team activities, singing, IT/keyboard skills, driving licence, flying, language). What level have you attained?



6
Are there any skills which have developed on your degree which should be highlighted to an employer (time management, presentation, discussion, report writing, IT skills, etc)



7
Have you achieved any sort of distinctions at university/school/life generally, not necessarily in relation to academic work, that you think worthy of note? (eg, Queen’s Guide/Scout, membership of major team/ choir/orchestra,  published magazine article, photography exhibition, etc.)



8
What are the modules you have most enjoyed, would be happiest to talk about at the interview and  why?



9
If there is anything else that we should take note of, or avoid reference to or specifically  include in relation to this particular job? (eg, work with a political group, religious organisation, a domestic or medical circumstance).


Resources:  www and Library

For Skills see: 

Kneale, P.E. 1999 Study skills for geography students : a practical guide, Arnold, London  <BL WEST 2   Geography A-0.05 KNE, EBL Counter B4016, EBL 12 Student Ref Geography A-0.05 KNE  (Reference only); EBL 9     Student Loan Geography A-0.05 KNE   (7 Copies)>

Northedge, A., Thomas, J., Lane, A. and Peasgood, A. 1997 The Sciences Good Study Guide, The Open University,  Milton Keynes <EBL 12 Stud Ref General Science A-0.06 NOR, EBL 9 Stud Loan General Science A-0.06 NOR (3 Copies)>

http://units.ox.ac.uk/departments/english/undergra/studysch.html The University at Oxford's English departments advice on study. Useful for essays and revision.

http://www.utexas.edu/student/lsc/ The Learning Skills Center at the University of Texas at Austin. Click on the `Our Favorite Handouts' link. 

http://www.adm.uwaterloo.ca/infocs/Study/study_skills.html     The Study Skills package at the University of Waterloo, Canada.

http://www.yorku.ca/admin/cdc/lsp/handouts.htm University of York, Ontario, Canada. Learning Skills Programme handouts.

http://www.campuslife.utoronto.ca/handbook/02-GettingGoodGrades.html Getting Good Grades at The University of Toronto, Canada. 

http://www.edinboro.edu/cwis/acaff/suppserv/tips/tipsmenu.html    Academic Survival Tips from Edinboro University, Pennsylvania.

For Careers and Interview Information see: 

http://www.leeds.ac.uk/careers/  This is the Leeds Careers Service page with hotlinks to events, employers, vacancies, and much more including summer vacation opportunities. 

http://www.leeds.ac.uk/careers/cvcentre/cvcentre.htm    for creating an on-line CV.

http://www.prospects.csu.man.ac.uk/student/cidd/startpts/casinfo.htm   for University/College Careers Service Facilities Information

In the Careers Service Library you will find (amongst many others): 

Ausenda F. (ed.)  1999 Green Volunteers – the world guide to voluntary work in nature conservation,  Vacation work publications, London

Butcher, V. 1997  Taking a year off    (3rd ed.)  Trotman, 

Institute of Environmental Sciences 1995  Environmental Careers Handbook, Trotman, London

Phillips C.  1996  First Interviews – sorted!  GTI Specialist Publications, Manchester 

Phillips C.  1996  Second Interviews  and assessment centres – going all the way!  GTI Specialist Publications, Manchester

Phillips C.  1996  No Idea about a career?   GTI Specialist Publications, Manchester

Phillips C.  1996  Making wizard applications!  GTI Specialist Publications, Manchester

Videos are available in the Careers Service – see their list for more details. You might check out

General videos like:

Looking good on paper  1997  (applications) 

Can I have a few minutes of your time?  1997  (uncovering hidden jobs)

Company based videos like:


Junction  21  - FORD 1998


KMDS -  Kingfisher 1997


The World of Shell   1997


Transport Research laboratory Promotional Video 1998

Occupational videos like: 


Connecting People  - Telecommunications   1998


GOOD LUCK!


Please keep in touch with the School - you can encourage future students by sending back postcards from your travels, letters about your job, information about jobs available in your company - all are very welcome. 

The School is very pleased to write references for you after you graduate,   BUT  if it is a few years since you left please write a short note to tell us what you have been doing. 

Details:

Title of Programme ………………………………………………………………………………..

Tutor’s Name ……………………………………………….……………………………………………

Dissertation Tutor’s Name ………………………………………………………………….…

School Address and telephone numbers  ………………………………………………………..………

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

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

Produced for the Faculty of Earth and the Environment by:

Pauline Kneale

Geography

Jane Francis 
       

Earth Sciences

Janet Humphries    
Environment 

Paul Jackson 
       

Careers Service

and through the DfEE Development Project ​ -  ‘A Strategic Model for Developing Methods and Materials for Recording Achievement in Traditional Universities’.
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General guidelines for a CV


A4 Paper


Modern typeface and attractive layout 


No typing errors


Clear paragraphs


Targeted to this job application


Give more detail about your degree than  your school career


Forget the Junior school bits


The standard subheadings are: 


Education


Work Experience 


Interests


Others skills and experience




















Q: What do Employers want from Graduate Employees? 


A: The same skills that make good students.





Willingness to Learn


Commitment


Dependability / Reliability


Self-motivation


Team-work


Oral Communication skills


Co-operation


Written communication skills


Drive / Energy


Self-management


Desire to achieve / Motivation


Problem solving ability 





(Source: Harvey, L. and Green, D. 1995 Employer Satisfaction: Summary, QHE Project, University of Central England)
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