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By working through the 
exercises in this workbook you 
will:

ü	 identify the skills you have 
already developed through 
study, work, personal interests, 
family life and other activities 

ü	 think about which skills you 
enjoy using and would like to 
use more

ü	 think about which of your skills 
are weak and may need to be 
developed further

ü	 draw up a profile of yourself 
which you can use to help you 
plan out your future or to sell 
yourself to potential employers. 

This workbook, from the Create 
Series, is one of those designed 
to concentrate on the first stage 
of the career planning model, 
Where are you now? It provides 
notes and exercises aimed 
at helping you to begin to put 
together a clear picture of the 
skills you already have and the 
skills you would like to use in your 
future life. Others in this series 
which also focus on this stage of 
the model are:

•	 Create a self profile

•	 Make better career    
 decisions

•	 Be more confident and 
 assertive.

Once you have worked through 
this workbook you might find it 
useful to do these as well, as they 
all help to build up a picture of 
who you are and where you are 
up to in your life. This, in turn, will 
help you to sort out where you 
want to go from here.

Where are you 
now? Stage 1

2 Introduction
3 Skills - a definition
3 Skills you already have
6 Analysing your skills
8 Mind mapping
9 Employability skills
12 Work activities
13 My skills profile - now
14 My skills profile - future
15 Job ideas generators
16 Do you know what job you want to do?
17 Matching your skill profile to jobs
18 So what now?
19 Weighing it all up
19 Getting further help

Introduction

7

The 
Create  
Series

“In our experience many people have 
difficulty in identifying their skills. Part of 
this difficulty reflects being brought up in 
a culture which deals harshly with people 
who brag, are immodest, or are ‘too big for 
their boots’. Because of this, many people 
are more skilled at describing what they 
are poor at, than what they are good at! 
But, culture not withstanding, we are also 
not skilled at knowing how to identify the 
broad range of things we can do well. This 
is a vital career planning skill. It is essential 
to know the base of skills on which 
changes in your lifestyle or career could be 
built in the future.”

Build Your Own Rainbow by Barrie Hopson 
and Mike Scally

ü	Be honest, there are no right 
or wrong answers

ü	You do not have to do all of 
the exercises but the more 
you do the more you will 
know about yourself

COnTEnTS Of THIS WORkBOOk

R e m e m b e R
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When we are asked 
to describe what skills 
we have our minds 
sometimes go blank, 
and yet from being tiny 
babies we are learning 
skills to help us cope 
with the world around 
us. Some things we 
cope with very well and 
become good at doing 
and others we get by 
with. However, no matter 
what we have done in 
the past we all have lots 
of skills, often more than 
we realise. 

The first part of this 
workbook is designed 
to help you work out 
what your skills are, 
that is things you can 
do. Don’t worry about 
how well you do them at 
this stage, just focus on 
what you can do.

On the following page 
is a chart which shows 
some of the skills gained 
from being unemployed. 
Have a quick look at 
this. 

On pages 5 and 6 there are some 
more charts for you to fill in. Think 
of what you are, or have been, 
dealing with in your life. 

Areas to consider are: 

 

When looking at yourself 
with a view to thinking 
about your future career 
plans, it is really important 
to look carefully at your 
skills.  Skills are about 
doing things and we are 
more likely to enjoy our 
lives if we spend our time 
doing things we enjoy. You 
will also be asked to give 
details of the skills you have 
in application forms, on 
your CV and at interviews, 
so it is important to give this 
area some real thought.

 • Doing full-time jobs
 • Doing part-time jobs
 • Going to school
 • Going to college
 • Going to night classes
 • Going to university
 • Doing an open university course
 • Getting qualifications
 • Getting married
 • Buying or renting a house
 • Living away from home
 • finding a job
 • Having a baby
 • Running a car or other vehicle
 • Caring for a relative or friend
 • Dealing with a health problem
 • Raising a child or children
 • Getting divorced or separated
 • Travelling 
 • Living or working abroad
 • Moving to a new area
 • Dealing with a death in the family
 • Looking after a pet or pets
 • Managing on a tight budget
 • Applying to university
 • Sharing a house with other tenants
 • Spending time on a hobby or interest
 • Pursuing a sport
 • Public duties - being a governor or 
  local councillor
 • Voluntary work
 • Maintaining a garden or allotment

Some of these things you 
will be doing now. Some 
you will have done in the 
past. There will be other 
things too. Look again at 
the ‘Being unemployed’ 
example. Then move on 
and chart the skills you 
have developed in your 
life so far, in the boxes 
provided.

Skills you already have 

Skills - a definition: 

A practised ability, talent, aptitude, knack, gift, know-how, 
expertness, being able to do.
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Situations faced

Tick any situations or organisations 
you have had to deal with whilst being 
unemployed. Add in others at the end.

examples: 

o	 Statutory agencies e.g. 
Employment Service, Benefits 
Agency

o	 Voluntary agencies e.g.   
Unemployment Rights, Citizens 
Advice Bureau, etc.

o	 Local Authority  e.g. Housing   
Benefit, Council Tax

o	 Private Landlords or hostels
o	 Building Societies or banks
o	 Relationships, family and friends
o	 Money lenders
o	 Hire purchase schemes or 

shopping catalogues
o	 Job Centres and employment 

agencies
o	 Being taken for granted, put upon
o	 Doctors and health problems
o	 Coping with stress and depression
o	 Car or transport problems

Others:

o
	
o	

o	

o

o

Skills needed to cope

Think about each situation and tick 
the skills you used to deal with it. 
Add in others at the end.

examples:

o	 Patience
o	 Self-control
o	 Making and keeping 

appointments
o	 Explaining things to people
o	 Writing letters, filling in forms
o	 finding things out 
o	 knowing your rights and 

entitlements
o	 Creative shopping and bargain 

hunting
o	 Cooking on a tight budget
o	 Calmness
o	 Listening
o	 Conservation and recycling
o	 finance/budgetary planning 

and making ends meet 
o	 finding alternatives
o	 Using your initiative
o	 Borrowing and lending things
o	 negotiating
o	 Bartering and bargaining
o	 Dealing with confrontation
o	 Planning your day
o	 Self discipline
o	 Do it yourself practical skills
o	 Being resilient and persistent
o	 networking - asking and   
 returning favours
Others:

o

o

being unemployed

Here is an example of one situation that builds skills. If you have been unemployed, tick 
the situations you had to deal with and the skills you developed from doing this.
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Situations faced Skills needed to cope

*Area of your life:

*See Areas to consider on page 3

If you have a degree or HnD you can 
check out what skills you acquired by 
studying that subject by going to the 
website:
www.prospects.ac.uk
then look under Career Advice
then click on Options with your subject
then click on your degree subject or the 
nearest one to it
then click on Your Skills 

Don’t forget - these skills don’t take into 
account all the other skills gained from 
going to university like time management, 
researching, presentation skills, etc.

Situations faced Skills needed to cope

General skills - examples:

Æ	reading
Æ	keeping fit
Æ	socialising with friends
Æ	listening
Æ	good at maths
Æ	good at getting on with 
	 people
Æ	handling money
Æ	using computers
Æ	getting information
Æ	writing
Æ	map reading
Æ	navigating
Æ	managing time
Æ	answering enquiries
Æ	problem solving
Æ	negotiating
Æ	helping others
Æ	organising people or events
Æ	team work
Æ	team leading
Æ	taking responsibility
Æ	supervising
Æ	using initiative
Æ	working under pressure
Æ	demonstrating
Æ training
Æ explaining
Æ planning
Æ repairing
Æ arranging

Specific skills - examples:

Æ	using specific tools 
Æ	operating machinery
Æ	handling equipment
Æ	treating illnesses
Æ	cooking
Æ	raising plants
Æ	breeding animals
Æ	making things
Æ	building
Æ	designing
Æ	producing accounts
Æ	speaking languages
Æ	interpreting
Æ	driving
Æ	typing
Æ	canvassing
Æ	painting and decorating
Æ	D I Y skills
Æ	gardening
Æ	building  computers
Æ	fixing cars
Æ	teaching children
Æ public speaking
Æ giving presentations

*Area of your life:

Top Tip
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Y
ou m

ay w
ant to do m

ore charts. T
he older you are, and the busier you are, the m

ore charts you w
ill need to fill in.

Natural abilities: these are things you do naturally or have a gift or 
flair for, like getting on with people, drawing, handling numbers, etc.

Learnt specific skills: these are things that you learn to do to 
perform specific functions. These are skills that tend to be used 
in one or two situations but not necessarily in all aspects of your 
life. for example, typing, operating a lathe, working a till, changing 
a nappy, gardening, cooking, entertaining children, caring for 
someone, training animals, using a computer, cutting peoples’ hair.

Learnt non-specific skills: these are skills which are needed 
and used in lots of situations. for example, getting on with people, 
managing your time, using the telephone, reading and writing, basic 
maths, talking and listening, planning and organising events or 
activities, following instructions, driving, working well in a team, lifting 
and carrying.

Skills can be sorted into different types:

Analysing your skills

Situations faced

*Area of your life:

Situations faced

*Area of your life:

Skills needed to cope

Skills needed to cope
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now look back over your charts and pick out which of your 
skills fall into each of these categories. Make a note of them 
below. Add in any you may have missed so far:

These are skills you have developed which are needed and used in lots of situations. 

These are things that you have learnt to do to perform specific functions. 

We will return to this shortly

natural abilities

 

These are things you do naturally or have a gift or flair for.

Learnt specific skills 

Learnt non specific skills 
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Another way to try and record 
your skills is to draw a mind 
map. Here is the start of an 
example. Try to map out 
your skills if you had difficulty 
putting them into grids or 
boxes.

•	dealing with 
staff

•	organising duty 
rotas

•	 checking 
 stock levels

lads and dads football

MY SkILLS

•	 Planning 
transport and 
pick up points for 
the lads

•	 kit clean

•	 booking changing 
rooms

job - supermarket 
under manager

When you have completed your grids or 
map, take time to review them. 
Which skills are your particular 
strengths? 
Which do you enjoy using most?  
Which are your weaknesses? 
Which would you like to learn to do 
better?

Mind mapping

U

U

U
U
U

U
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	v 	

Have you ever:

o	filled in forms correctly?
o	Used correct spelling and punctuation in 

pieces of work?
o	Read information and used it in a piece 

of work?
o	Made a telephone call to request 

information?
o	Persuaded others to a point of view in a 

discussion?
o	Gained any qualifications in English?

Have you ever:

o	Regularly played team games?
o	Planned an activity or outing with a 

group of other people?
o	Worked together in a team to prepare 

a project or made something with other 
people?

o	Shared a responsibility with others that 
required planning and organising?

Have you ever:

o	Used calculations, weights or 
measurements to make something like a 
cake or put up shelves?

o	Used quantities and costs to work out 
the price of something like a holiday?

o	Used a calculator for more difficult 
sums?

o	kept accounts or records of figures like 
budgets?

o	Gained any qualifications in maths?

Have you ever:

o	Turned up for work with a neat and 
clean appearance wearing the right 
clothes for the job?

o	Chosen clothes carefully for an 
interview, party or other special 
occasion?

o	Had anyone comment on your 
appearance favourably?

o	Had your hair cut specially for a 
particular event?

Another way to think about skills is to look at those skills which employers, in a number of different surveys, say 
they want from  prospective employees. Apart from certain specific skills which might relate directly to a specific 
job, most employers want the following general skills: Can you do any of these? Tick those you can already do.

Give yourself an overall rating between 1 and 10 for each skill area, with 1 being poor at 
this, up to 10 being really good at this.

Rate yourself here >Rate yourself here >

Rate yourself here >Rate yourself here >

NUmeRACYCommUNiCATioN

Basic reading, writing, talking and listening skills. 
Some jobs require the ability to persuade others 
and negotiate with others.

Able to do simple calculations using numbers. 
Some jobs require higher level maths skills.

SELf PRESEnTATIOnTeAm WoRKiNG

Able to work well with others. Working as hard 
as the other members of a team.

Having a clean and tidy appearance. Good 
personal hygiene. Wearing the right clothes for the 
job.

Employability skills>>>>

>>>>

>>>> >>>>

>>>> >>>>

>>>>>>>>

>>>>>>>>
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Rate yourself here >

>>>>

>>>>

keen to train, showing interest and a desire 
to develop new skills.

Have you ever:

o	Learnt something new just for the fun 
of it, like swimming or playing a musical 
instrument?

o	Been determined to learn something 
that at first seemed really difficult like 
using the internet? Or driving a car?

o	Been to a night class?
o	Asked someone to show you how to do 

something like change a tyre or cook?
o	Been curious to learn what other people 

around you are doing?

Using your initiative to find out about things, 
making an effort to get information. Being 
motivated.

Have you ever:v

o	Spent time finding out about a thing that 
interests you like a job or geographical 
area?

o	Done voluntary work or work experience 
to find out more about a job?

o	Tried to get information on something by 
visiting it or reading about it?

o	Tracked down information or people who 
can tell you about something you are 
interested in?

Good at making things, able to mend 
things, good with your hands.

Have you ever:

o	Made something from wood, metal, 
textiles, card?

o	Done any gardening?
o	Cooked a meal?
o	Assembled an item of ‘flat packed’ 

furniture?
o	Changed a tyre or repaired a fault on a 

car or bicycle?
o	Done any basic do-it-yourself like putting 

up shelves or painting and decorating?
o	Made Christmas decorations or other 

ornaments?

Turning up for work on time. Doing 
what you have been asked to do. Being 
dependable.

Have you ever:

o	Had a good attendance record?
o	Been told that you can be relied on?
o	Been chosen for a task because it 

needs someone who can be depended 
on?

o	found yourself checking your watch so 
that you arrive somewhere on time?

o	Been thanked for just being there when 
it mattered?

Give yourself an overall rating between 1 and 10 for 

Rate yourself here >

>>>>

>>>>

WILLInGnESS TO LEARn PRACTICAL SkILLS

Rate yourself here >

>>>>

>>>>

RELIABILITY

Rate yourself here >

>>>>

>>>>

MOTIVATIOn

each skill area, with 1 being poor at this
   up to 10 being really  good at this.

>
>

>
>

>
>

>
>
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Rate yourself here >

>>>>

>>>>

Rate yourself here >

>>>>

>>>>

Rate yourself here >

>>>>

>>>>

Rate yourself here >

>>>>

>>>>

Good at working out solutions to deal with 
different problems. keen to find answers.

Have you ever:

o	Made a plan to work out how to deal 
with a difficult project?

o	found solutions for problems that have 
foxed other people?

o	Sorted out a problem for someone else 
like a customer or friend?

o	Worked with other people, sharing 
ideas to deal with a difficult activity or 
problem?

o	Been told that you are good at sorting 
things out or coming up with ideas?

Willing to do what the job requires. 
Prepared to work ‘unsocial’ hours if needed.

Have you ever:

o	Had a job where you have done tasks 
that you really don’t like, but done them 
without complaining?

o	Worked evenings, nights, weekends or 
holidays?

o	Been thanked for rearranging things so 
that you can help someone out?

o	Changed what you were doing because 
something else suddenly needed doing?

o	Given extra help when you haven’t been 
asked to?

Able to use a computer for simple tasks. 
Some jobs require a higher level of skill.

Have you ever:

o	Used a computer to get information for 
yourself?

o	Used a word processing package to 
type up and present something?

o	Played computer games?
o	Sent anyone an e-mail message?
o	Used a spreadsheet to keep records of 

things like your finances?
o	Ordered anything over the internet?
o	Developed a higher level knowledge of 

operating systems and other packages 
like databases and desk top publishing 
programs?

Having good overall health and general 
fitness. Some jobs require greater strength.

Have you ever:

o	Done regular physical exercise?
o	Played in any sports teams?
o	Had a physically demanding job?
o	Developed strength and stamina from 

other activities like gardening or DIY?
o	Been told you are strong and healthy?

We will return to this shortly.

COMPUTER SkILLS PROBLEM SOLVInG

now look back over your ticks and overall scores. These are skills and strengths 
which you can tell employers about when you are applying for new jobs.

now look at the non-ticked boxes. Would you like to learn to do any of these 
things? Underline the skills you would like to learn or get better at doing.

PHYSICAL fITnESSfLEXIBILITY

>>>>

>>>>
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Working with people
o	Giving advice and support
o	Dealing with the public
o	Selling things
o	Dealing with people by telephone
o	Understanding special needs
o	Caring and nurturing
o	Coaching and encouraging
o	Teaching and training
o	Leading and motivating
o	Checking that rules or laws are being followed
o	Working with children or young people
o	Working with ill or elderly people
o	Building relationships 
o	Working in a team
o	Working with people with disabilities
o	Organising and supervising people

Working with words (spoken and written)
o	Giving talks and presentations
o	Doing demonstrations
o	Dealing with customer complaints
o	Interviewing
o	Counselling
o	Giving instructions
o	negotiating or haggling
o	Using a foreign language
o	Gathering information
o	Evaluating information
o	Presenting facts and opinions in written reports
o	Dealing with reports, records and paper work
o	Reading and analysing
o	Researching and examining

Dealing with data and information
o	Working with numbers 
o	Calculating and estimating
o	Using statistics
o	Working out the value of things like property
o	Dealing with finances and budgets
o	Working with diagrams, drawings and charts
o	Doing scientific and technical work
o	Working methodically or logically
o	Striving to be accurate and thorough

o	Dealing with legal matters
o	Working out methods or procedures
o	Monitoring changes in things like pollution levels
o	Working out how to move goods around

Working with ideas and talents
o	Using shape, colour and design
o	Coming up with new ideas
o	Working out new and better ways of doing things
o	Using a knowledge of the arts (music, art works)
o	Performing (theatre, dance, music)
o	Using physical talents like sporting skills
o	Using artistic talents like photography or art
o	Creative writing
o	Designing things
o	Composing music
o	Improving the look of things
o	Organising promotions and events
o	Setting things up from scratch
o	Campaigning for changes
o	Trying to be different and new in your approach
o	Looking for interesting alternatives

Working with living things
o	Assessing animals for breeding
o	Managing and rearing animals, birds or fish
o	Maintaining animal habitats
o	nursing sick animals
o	Rearing animals for food production
o	Managing gaming and hunting activities
o	Training animals
o	Monitoring animal welfare standards
o	Growing plants and trees
o	Managing woodlands and forests
o	Rearing specialist plants
o	Creating gardens and parks
o	Maintaining gardens and parks
o	Growing crops for food production

Working with equipment
o	Being trained to use technical equipment
o	Using computers
o	Monitoring and testing things like pollution
o	Using medical equipment like X-ray machines and  
 scanners
o	Driving vehicles
o	flying aircraft
o	Making or fixing things in metal or wood
o	Carving or sculpting things
o	Assembling equipment
o	Building things
	 Operating stage lighting and sound equipment
o	Using cameras and editing machines

It is a mistake to choose a career simply because your skills 
match up. You may be good at using a computer or doing 
presentations but not enjoy doing them.

If you can think of others add them in:

o	 		 	 	 	
	

o	 	

o	 	

…

…

…

…

…

…

…
To work out what sort of career you 
want, it helps to think about what 
sort of things you enjoy doing and 
what skills you enjoy using. Work 
down the following list ticking those 
things you think you would like to 
do as part of a job.  

W o r k  a c t i v i t i e s
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now try to put together a summary 
of the insights you have gained 
about your skills, using the 
information you have generated 
from the exercises in this workbook:

 Now 
My Skills Profile

Skills you already have
Looking back at your natural abilities and learnt 
skills, what are your strengths?

How you developed these
How did you get good at these things?

Your employability skills
Looking back over this section, again what are 
your strengths?

Work activities
Looking back at this section, what are the skills you 
are most interested in using in your career?

How you developed these
How did you get good at these things?

If you have these skills already
How did you get good at these things?

U

U

U

UU

U U
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 in the Future 
Skills you currently lack
Looking back at your natural abilities and learnt 
skills, are there any skills you would like to 
develop?

How you could develop these
How might you develop these skills?

Your employability skills
Looking back over this section, what are your 
weaknesses?

Work activities
Looking back at this section, are there any skills 
you would like to use but currently don’t have?

How you could develop these
How might you develop these skills?

How you could develop these
How might you develop these skills?

My Skills Profile
now that you have thought about the 
skills you already have or want to use, 
think about the skills you might want to 
develop or new skills you might want 
to gain.

U U

UU

U U

U



Create workbook 03 >Create a skills profile | 15© Highflyers Publishing 2007

Another site to try is:

www.connexions-direct.com 
then go to Jobs4U 
then Click here for Advanced Search.

This site asks you to choose subjects, 
qualifications and interests that appeal to you 
and then suggests jobs for you to consider.

When looking at these suggested jobs, think 
back over the work you have done so far in 
this workbook. If you don’t like any of the jobs 
suggested, go back and try other subjects 
you like or different interests and see what 
that comes up with.

What sort of jobs did you get? Do any of 

these interest you?

Again these are only suggestions to help get 
you thinking, it is not a prescribed list. 

Also, a job may not be the right career for 
you at this stage of your life. You might need 
to do something different with your time - go 
into education, take a break or get involved in 
activities which you feel are important but may 
not pay anything, like becoming a community 
activist and campaigning for better housing 
conditions in your area.

now that you have had a good look 
at yourself you need to start to think 
about what career you want to pursue.  
Sometimes a career will just come to 
mind as part of the process of thinking 
about what skills you have and what you 
want out of life. Other times you have to 
help that process along.

If you are having difficulty deciding 
which jobs might interest you there are 
two websites that will come up with job 
suggestions for you, if you answers some 
questions about your skills and interests.

The first of these websites is at:

www.learndirect-advice.co.uk
then go to jobs and careers
then ‘assess your skills and interests’

When doing the online assessment, think 
back over the work you have done so far 
in this workbook and choose the answers 
that apply to you. Then see what job 
families are suggested.

What sort of jobs did you get? Do any of 
these interest you?

Remember, these are only suggestions to 
help get you thinking, it is not a prescribed 
list.

Job ideas generators
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Do you 
know what 

job you 
want to do?

If you are still having difficulty deciding what job you 
would like to do try doing some or all of the following:

o	 Work through the Workbook 2 Create a self profile which 
will show you how to match your personality and values to 
jobs

o	 Go into your local Careers/Connexions Centre or college 
careers library and see if they have any computer programs 
that will match your skills to job suggestions, like kUDOS, 
Adult Directions, Pathfinder or Skillcheck.

o	 Make an appointment to see a Careers or Personal Adviser 
to get help with sorting out some ideas

o	 Go to your local library or Careers/Connexions Centre and 
look through the index of career directories like Careers 
2008 or Jobfile. Read the details on the job titles that 
appeal to you

o	 Discuss ideas and possibilities with someone you know 
and trust. This might seem an obvious thing to do but there 
is evidence to suggest that trusting your own instincts is a 
reasonably good a way to make a career choice.

 ‘Investigations shows that the normal individual needs 
no advice or suggestions in the selection of a vocation 
(meaning career); he usually senses best what activity to 
follow, and, what is more, he is invariably harmed if advice 
is thrust upon him by a person of authority’. 

 Basic Principles of Psychoanalysis - A.A.Brill

o	 Collect vacancies from newspapers and websites that 
interest you (see the Workbook 8 Job Hunting for help with 
this). Then think about why they appeal to you. If you then 
research those jobs you might find that they are suitable for 
you

o	 Go to your local job centre and look at the vacancies being 
advertised. See if any of them appeal to you. If you then 
research those jobs you might find that they are, suitable 
for you

o	 Think back over your life so far. Have you ever done a job 
or voluntary work or work experience that you have really 
enjoyed and would like to do as a job now? Research them 
to see if they are a possibility for you.

o	 Think about your hobbies and interests. Could any of those 
be turned into jobs or are there any jobs associated with 
them that you might be interested in doing? for example 
being a keen swimmer and training as a swimming 
instructor. 

o	 Look around you at the people you know. What jobs are 
they doing? Do any of them appeal to you? Talk to them 
and find out more. You might find that their jobs are suitable 
for you.

o	 You may not want a job at all at this stage - so why not 
investigate the alternatives like further education, going to 
university, self employment or a year out?

Remember - once you have found out about a job always match 
your skill profile to the job profile. Is it the right job for you? Do 
you have the skills needed to do the job? Do you want to use 
those skills in a job? The better the match the happier you will be 
with that career.

now research them. If 
you are not sure how 
to research jobs, look  
at the Workbook 6 
- Researching career 
opportunities.

Jobs I am considering now:

nO

Top Tip
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If you have got some job ideas it is important to 
check that they match with your skill profile.  Why 
not try visiting the following websites to get some 
information about these jobs:

}	Go to www.connexions-direct.com
 then go to Jobs4U, then go to A to Z
 choose the first letter of the job that interests you
 then choose the job you want from the list

}	Go to www.learndirect-advice.co.uk
 then go to jobs and careers, 
 then go to job profiles
 choose the category of job that interests you
 then choose the job you want from the list

}	Go to www.directgov.gov.uk/Employment
 then click on Jobs and Careers
 then click on Careers Advice
 then choose search career profiles online
 then type in ‘I want information on being a [job 

title]’

}	Go to www.prospects.ac.uk
 then go to Jobs and work
	 then go to Explore types of jobs
	 then choose a job category or put a job title that 

interests you in the search box
	
}	Go to www.planitplus.net (Scottish information)
	 then go to Career Zone, then go to Job Profiles
	 then choose the first letter of the job that 

interests you in the Job Profile List

}	Go to www.careersa-z.co.uk
 then choose the first letter of the job that interests 

you or search using key words like ‘outdoor’ 
or ‘computing’ . This site does not have a jobs 
database but it gives you links to highly relevant 
sites for the job that interests you.

}	Alternatively, visit your local Careers or   
 Connexions Centre and ask for information about  
 the careers that interest you.

}	If possible, take a copy of the information you  
 find and keep it with this workbook. You may  
 want to refer to it when discussing your skill 
 profile and career ideas with others.

Which jobs did you get information on? now look 
carefully at your skill profile and the job profile. 
How well do they match?

Job   

Matching your skill 

profile to 

jobs

If you have already done this exercise when completing the Create a self profile workbook, it is still worth 
checking the job profiles against your skill profile. Then ask yourself - Do I have the skills needed to do 
this job? Do I want to use these skills in a job? 

Good match/bad match
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As far as choosing a career is 
concerned, it is very important 
to be honest with yourself and 
spend time thinking about the 
skills you have got and the skills 
you enjoy using. This is time well 
spent because the more you 
know about yourself the better 
able you will be to choose a 
career which suits you.

for example, if dealing with 
people is not one of your 
strengths, getting a job on a 
customer service desk could be 
very stressful for you. Equally, if 
you are very good at dealing with 
people working as, for example, a 
bee keeper may not allow you to 
use this skill very much.

Similarly, if you have art skills or 
music skills but cannot find a job 
where you could use these full-
time then perhaps you need to 
design a life in which work earns 
you money to finance your real 
love (until it pays for itself) and 
you split the time carefully.

It cannot be stressed enough that 
good career planning is about:

To complete this workbook, turn 
to the next page and rate yourself 
against the statements.

YOU

YOUR LIfE

WHAT YOU WAnT TO DO WITH IT

………

So what now?

CAReeRS iS NoT JUST AboUT JobS 

Alternatively, could you set about getting 
the necessary skills or qualifications? 

If some of the jobs that interest 
you require certain training or 
qualifications that you do not have, 
you might consider whether there 
any other similar jobs that would be 
of interest to you? for example, not 
nurse but maybe care assistant; not 
solicitor but maybe legal executive.

If this is an option you might consider, you 
might find it useful to work through Workbook 
7 - Choosing Higher education or Workbook 9 
- further education & training. You may also 
want to discuss this further with someone like a 
Careers/Personal Adviser or tutor.

Are there similar jobs you could do?

How would you feel about doing work experience, 
further or higher education or training?

It is about your LIfE and 
how you want to spend your 
time.

But remember

…
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I believe that I have a lot of skills

I can explain how I have developed these skills 

I know what my best skills are

I know which skills I want to develop

I know which skills I like using most

Looking ahead, I know what skills I want to use in the future

Weighing it 
all up

key:   SA   strongly agree
  A  agree
  D   disagree
  SD   strongly disagree

now sit back and think about what 
you have found out about yourself 
whilst completing this workbook. 
Rate yourself against the following 
statements:

If you have rated any statements Strongly Disagree or Disagree 
you may need to get some more help with this activity. Make 
an appointment to see a Careers/Personal Adviser or tutor to 
discuss it further. You might also find it useful to work through 
other workbooks from this series. The following titles are 
available:

G E T T I n G  f U R T H E R  H E L P . . . 

01 Create a career plan
02 Create a self profile
03 Create a skills profile
04 Make better career decisions
05 Be more confident & assertive
06 Researching career opportunities
07 Choosing Higher education
08 Job hunting
09 further education & training
10 Taking a year out
11 Self employment
12 Student finance
13 CVs & covering letters
14 Job applications
15 University applications
16 Job interviews
17 Academic interviews
 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 

SA A D SD 


