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IDENTIFYING YOUR KEY 
SKILLS, KNOWLEDGE AND 

BEHAVIOR 
Every role has a job description and a person specification. Your job description 
will list the things that you are expected to do, and the person specification will 

identify the skills, experience, knowledge and behaviours that you need to do 

that job well. It is therefore worth understanding the skills, knowledge and 
behaviours that you may need to develop for your future career. You may know, 

for example, that your role will be changing or that you will be working on 
different projects or that you are interested in a career change. What skills, 

knowledge and behaviour do you currently have? What new or different skills, 

knowledge and behaviours will you need in the future? 

Let’s look at the skills, knowledge and behaviours you actually have 
now. 

Carry out the assessments below. Ask yourself how effectively you match 

against each one. It’s important to ask yourself some rigorous questions at this 
stage and answer honestly! Are there areas of your work, for example, where 

developing more confidence would make a real difference to your success in a 
new job? Are there knowledge, skills and behaviours that you only need on 

occasion that would benefit from some development? Can you identify areas 

where you feel confident and believe you perform well that could be an even 
greater strength for you with some development? 

Compare ‘actual’ with ‘required’ to identify the gaps. These are your 
development needs.  

If you know what you want to do, you can start to look at the gaps. If you don’t 
know what you want to do at this stage…don't panic. You can come back to this 

at a later date. 



 2018 Jane Baker DO NOT DISTRIBUTE 

The following pages list aspects of behaviour that apply to all of us in varying 
degree. Read the definition of each quality and grade them from 6 to 0, in the 

order of significance to you.  

For example, if you believe integrity to be the most significant for you, place a 6 
in the box marked 6.  

Individual Behaviours 

1. Flexibility

Ability to modify approach/style in order to reach a goal.

2. Adaptability

Ability to maintain effectiveness with changing environments, tasks,
responsibilities.

3. Tenacity

Ability to stay with a problem or line of thought until the matter is settled

or the objective is no longer reasonably attainable, perseverance.

4. Independence

Actions based on own convictions rather than on a desire to please others.

Willingness to question the party line.

5. Compliance

Adherence to company policy and/or procedures. Seeks approval from the

correct authority for changes.

6. Integrity

Ability to maintain social, organisational and ethical norms in job-related
activities.
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7. Risk Taking

The extent to which calculated risks are taken. In order to gain recognised

benefit or advantage, deliberate gambles are necessary.

8. Decisiveness

Readiness to evaluate alternatives, make decisions, render judgments and

take actions.

9. Stress Tolerance

Ability to perform adequately under pressure and/or opposition. Ability to

make controlled responses in stressful situations.

1 2 3 4 5 6 7 8 9 

Interpersonal Behaviours 

10. Sociability

Ability to mix easily with other people. To be outgoing/participative.

11. Impact

Ability to create a good first impression on others and to maintain that

impression.

12. Acceptability

Personal style not likely to be abrasive to colleagues or

customers/clients.
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13. Interpersonal Skills

Awareness of other people and environment and own impact on these.

Actions indicate a consideration for the feelings and needs of others (but

not to be confused with “sympathy”).

14. Persuasiveness

Ability to make persuasive, clear presentation of ideas or facts. Convince
others to own expressed point of view, gain agreement or acceptance of

plans, activities or products.

15. Teamwork
Willingness to participate as a full member of a team which he/she is not

necessarily leader: effective contributor even when the team is working
on something of no direct personal interest.

16. Written Communication

Ability to express ideas clearly in writing in good grammatical form.

17. Oral Communication

Effectiveness of expression in individual or group situations.

18. Listening

Ability to pick out important information on oral communications.

Questioning and general reactions indicate to speaker “active” listening.

10 11 12 13 14 15 16 17 18 
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Managerial Behaviours 

19. Planning and Organising

Ability to establish efficiently an appropriate course of action for self

and/or others to achieve a goal.

20. Delegation

Effective use of subordinates experience and skills. Knowledge of when,

how and whom to delegate. Effective allocation of decision making and
other responsibilities.

21. Management Control

Appreciation of need for controls and maintenance of control over
processes, people and tasks, and actions are taken to ensure this.

22. Leadership

Ability to develop teamwork and maximise abilities within a group to gain

effective achievement of group objectives.

23. Management Role

Ability to identify readily with and to accept the concerns, outlook and

problems of management.

24. Subordinate Development

Developing the skills and competencies of subordinates through training

and development activities related to current and future jobs.

25. Organisational Sensitivity

Capacity to perceive the impact and implications of decisions and
activities on other parts of the organisation.
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26. Environmental Awareness

Awareness of changing economic, social and governmental environment

likely to affect the job or the organisation. Well informed, breadth and

diversity of business-related knowledge.

Intellectual Behaviours 

27. Problem Analysis

Ability in identifying problems seeking pertinent data, recognising

important information, and identifying possible causes of problems.

28. Critical Thinking

Ability to draw sound inferences from facts, recognize assumptions,
discriminate between strong and weak arguments, reason logically and

become aware of advantages and disadvantages of the proposed action.

29. Numeracy

Ability to analyse, organise and present numerical date, e.g. financial and

statistic.

30. Creativity

Ability to come up with imaginative solutions in business situations; to be

innovative. Capacity to identify alternatives to traditional methods and
approaches.

31. Judgement

Ability to evaluate data and course of action and to reach logical

decisions in an unbiased and rational approach.

19 20 21 22 23 24 25 26 
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32. Practical Learning

Assimilating and applying new, job-related information, taking into

consideration rate and complexity.

33. Detail Handling

Tolerance for an ability to handle the details and paperwork associated

with the job.

27 28 29 30 31 32 33 

Motivational Behaviour

34. Self-Motivation

The importance of work in attaining personal satisfaction. High need to

achieve success.

35. Career Ambition

Desire to advance to higher job levels; active efforts towards self-
development for advancement. Career minded.

36. Commitment

Belief in own job or role, and its value to the organisation makes the extra
effort for the company though may not always be in own self-interest.

37. Work Standards

Setting of high goals or standards of performance for self, subordinates,

others and organisation.
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38. Energy

Ability to create and maintain a level of appropriately directed activity

capacity to work hard, drive and stamina.

39. Initiative

Actively influencing events rather than passively accepting, sees

opportunities and acts on them. Originates action or ideas.

40. Resilience

Ability to maintain effectiveness in situations of disappointment and/or

rejection.

34 35 36 37 38 39 40 
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List the 10 most important behaviours below from your findings above. 

Most Important 

A1 

A2 

B1 

B2 

C1 

C2 

D1 

D2 

E1 

E2 
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What does this tell you about yourself and your career choices? 

Is this an accurate picture of yourself – of your strengths and weaknesses? 
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Now list the ten most important qualities that you have ranked most highly on 
the previous exercise:  

A 

B 

C 

D 

E 

F 

G 

H 

I 

J 
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Compare the above ten qualities in pairs by circling the behaviours which you 
prefer.  

A or B A or C A or D A or E A or F A or G A or H A or I A or J 

B or C B or D B or E B or F B or G B or H B or I B or J 

C or D C or E C or F C or G C or H C or I C or J 

D or E D or F D or G D or H D or I D or J 

E or F E or G E or H E or I E or J 

F or G F or H F or I F or J 

G or H G or I G or J 

H or I H or J 

I or J 

Count how many times you have circled each letter and then write the scores 
for each quality below.  

Totals 

A B C D E F G H I J 

Now, look at these totals, before transferring them onto the next page you may 

wish to change one or more of the qualities. You may feel that more than two 
qualities from one particular category (and less than two of another) is a more 

representative picture or you. Once you are sure that the 10 qualities you have 

listed are representative of you, transfer them below and complete the exercise. 
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Your idea job should provide you with opportunities to use the following top 
10 behaviours.  

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

You should now have a list of your top 10 “behaviours” which indicate the 

aspects of your work that give you the most satisfaction and at which you are 
probably most successful in.  

Look at the list. Before moving on, you may wish to substitute one or more of the 

behaviours. You may feel that 2 or 4 “behaviours” from one category and one or 
more from another is more representative of you.  

This should prioritise your preferred behaviours and should be a useful goal-
setting guide.  
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This exercise will help you clarify your main skill preferences, i.e. the kind of skills 
which you would most enjoy to use in your next job.  

Instructions 

A. Give each activity a score of 6 to 0, indicating the extent to which you
would enjoy such an activity (6 for the most, 0 for the least). You do not
have to have experience of the activity.

B. You will notice a letter beside each activity.

There are five letters: B, P, R, A and E. After giving each activity a score,

count up your total score for B activities and likewise for P, R, A and E.

C. In the skills preferences summary, put your score in the appropriate

boxes.

My job preferences 

Code Activity Score 

B Run a restaurant 

P Train sales staff 

R Check pollutant levels in rivers 

A Design textiles 

E Wire a public address system 

B Estimate the value of houses 

P Give speech therapy to children 
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R Analyse statistic data 

A Work as a freelance illustrator 

E Test electrical components 

B Manage the catering for large companies 

P Answer travel enquiries and make holiday 

bookings 

R Design experiments for producing new cell 
cultures 

A Produce designs for an advertising campaign 

E Plan heating and lighting offices 

B Interview applicants for clerical/administrative 

work 

P Provide nursing care for the elderly 

R Test computer systems 

A Report on the news for the local media 

E Install radio and television transmitters 

B Check and analyse a company’s annual accounts 

P Help young people with educational problems 

R Administer drugs to hospital patients 

A Perform in community arts projects 

E Design steel structures for a petroleum plant 
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B Brief a sales team about the launch of a new 

product 

P Advise on mortgages and personal finance 

R Work on a conservation project 

A Make and sell jewellery 

E Produce drawings for electrical/mechanical 

equipment 

B Calculate insurance premiums 

P Train the young unemployed 

R Plan treatment for patients with limb disorders 

A Design the landscaping for a leisure centre 

E Install bespoke kitchens and bathrooms 

B Advise business clients on computer software 

P Teach in a secondary school or college 

R Develop new health products 

A Restore antique furniture 

E Design and service agricultural machinery 

B Advise companies on financing business loans 

P Supervise and advise people on probation 

R Write technical manuals 

A Carry out freelance press photography 
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E Design electronic circuits for flight simulators 

B Plan the shipping of exported goods 

P Work for a community welfare charity 

R Analyse blood samples and detect diseases 

A Edit magazine/books for publication 

E Renovate old buildings 

B Organise tours for foreign tourists 

P Find accommodation for homeless families 

R Work in a forensic science laboratory 

A Commission publicity materials 

E Estimate the cost of building projects 

B Manage the local branch of a building society 

P Organise conferences and exhibitions 

R Carry out seismographic surveys for a mining 

company 

A Design film and television graphics 

E Service computer hardware 
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Summary 

Count up your score for each letter and place them in the spaces below : 

Code Interest Score 

B Business/Organising 

P People/Social 

R Research/Scientific 

A Artistic/Creative 

E Engineering/Practical 

Now please identify the skills you already possess within each of these five 

categories. 

Under each of the headings below, write down at least five skills which you 
possess in that category. Please pay most attention to those categories in which 

you scored highly in the previous activity. These will probably contain most of 
your skills.  

Feel free to put down more than five! 
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Business and Organising 

People and Social 

Research/Scientific 

Artistic/Creative 

Engineering and Practical 
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Using the list of skills you have just created, and, if necessary, drawing upon the 

‘sample skills’ pages following, identify below your top twenty transferable skills. 

You may write down more than 20 if you wish. 

A skill is transferable if: 

• It is a genuine strength

• You enjoy it

• It is marketable, i.e. it is a skill which is likely to be required in your next
position

Let’s look at some of the sample skills below to help you. Pick out the skills that 

really resonate with you 

Management Skills 

• Leadership

• Achieving targets – optimising peoples potential

• Planning/preparation

• Organising

• Communication

o Briefing

o Listening

o Writing

o Interviewing

• Controlling
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• Delegation

• Observing

• Co-ordination

• Decision making

• Supervising a team

• Problem-solving

• Effective diagnosis

• Influencing/persuading

• Actioning

• Directing

• Initiating

• Analysis

• Resolving conflict

• Liaising at all levels

• Trainer/instructor

People Skills 

• Developing individuals/groups potential

• Team building (price of ability and achievement)

• Coaching

• Evaluation/monitoring/observing

• Appraisal

• Counselling
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• Influencing

Administration Skills 

• Work within policies and agreed systems

• Attention to detail

• Producing shift rotas

• Documentation

• Recording information

• Analysing information and making recommendations

• Researching and investigation

Behavioural Skills 

• Like getting things right first time

• Achieving targets within strict timescales

• Enjoy developing effective working relationships

• Innovative

• Working under pressure/stress

• Flexible

• Willing to accept new ideas
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Some Management Activities 

Appraising people 

Budgeting 

Communicating 

Resolving conflict 

Controlling 

Coordinating 

Counselling 

Being creative 

Decision making 

Delegating 

Leading 

Leading meetings 

Listening 

Motivating 

Negotiation 

Organisation 

Persuading 

Planning 

Presenting 

Problem-solving 
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Developing people 

Developing self 

Evaluating 

Innovating 

Interviewing 

Report writing 

Risk-taking 

Setting and achieving objectives 

Team building 

Training 
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Some Key Leadership Functions 

Planning 

• Seeking all available information

• Defining group task, purpose or goal

• Making a workable plan

Initiating 

• Briefing a group on the aims and the plan

• Explaining why the aim or plan is necessary

• Allocating tasks to group members

• Setting group standards

Controlling 

• Maintaining group standards

• Influencing tempo

• Ensuring  all actions are taken towards objectives

• Keeping discussion relevant

• Prodding group action/decision

Informing 

• Clarifying task and plan

• Giving new information to the group

• Receiving information from the group

• Summarising suggestions and ideas coherently
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Evaluating 

• Checking feasibility of an idea

• Testing consequences of the proposed solution

• Evaluating group performance

• Helping the group to evaluate  its own performance against standards

Reproduced from “The Skills of Leadership” – John Adair 
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Out of all the skills in section 4, list out your top 10. 

A 

B 

C 

D 

E 

F 

G 

H 

I 

J 
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Compare the above ten skills in pairs by circling the ones which you prefer.  

                  
A or B A or C A or D A or E A or F A or G A or H A or I A or J 

                  
B or C B or D B or E B or F B or G B or H B or I B or J   

                  
C or D C or E C or F C or G C or H C or I C or J     

                  
D or E D or F D or G D or H D or I D or J       

                  
E or F E or G E or H E or I E or J         
                  

F or G F or H F or I F or J           
                  

G or H G or I G or J             
                  

H or I H or J               
                  
I or J                 

 

Totals  

A B C D E F G H I J 

          

 

My Priority Skills are 
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If you are looking to change career, it is important to understand how your 
current knowledge can be transferred into a new role. 

What are your current qualifications? 

What training courses have you been on? 
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What experience has given you knowledge of a particular subject? 
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Potential employers will want to know that you can work successfully. Look back 

through the exercises you have completed and see if you can recall instances 

when your work produced especially good results. These are your achievements 
and successes. This exercise will help you to feel more confident in your abilities 

and to think a little bit “outside of the box” in terms of transferable skills. 

1. The Assignment  - What problem, duty, situation etc., were you 
faced with?

2. Actions - What did you do to respond to or fulfil the assignment?
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3. Achievements - What benefits occurred as a result?

Be specific and try to quantify any money saved, time saved, man-hours, etc. 

Here are some guidelines for you to work with: 

1. Money: Employers are always looking for people who know how to save, or

make money.

Think of a time when you saved money for your company or organisation. 

• How did you do it?

• When?

• Where?

Was there a time when you made money for your company or 
organisation?  

• How?

• When?

• Where?
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2. Time: Second only to money, time is of the essence to every prospective boss. 
Was there an action you took that increased productivity or saved time for your 
company or organisation?

• When?

• Where?

3. Efficiency: Employers want to know they’re employing someone who can 
work speedily, logically and accurately. Can you think of a problem solved in such 
a manner?
How did you go about it?

4. Organisation: Employers, especially those who are a bit disorganised 
themselves, want people who can see a job through from beginning to end and 
keep track of all the component parts. What event, activity or project have you 
planned and implemented form the beginning to end?

1. How did you organise it?

How did it turn out?

5. Making improvements: Just because something has always been done 
a certain way, it doesn’t mean it is the best way to do it. Employers 
want candidates who can recognise areas for improvement. Have you ever 
observed the way something was being done and figured out a better way to do 
it?

• What was the old way?

• How did you improve it?

• What were the results?

6.  Teamwork: This is one of the most marketable success factors. 
Employers want to know that you can work well with others. Were you ever 
involved with any team projects or activities?

• What was your position or function on the team?
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• How did you and your team work to solve a particular

problem?

• What were the results?

7. Innovation: A creative spirit is a valuable commodity in a service society. The

only way to keep up with competition is to keep coming up with new ideas. Have
you ever come up with a new idea for your company or organisation?

• Where did the idea come from?

• Did it solve a particular problem?

• What were the results?

8. Hiring or Recruiting: As we discussed earlier, most people lack essential skills
in this area. If you have experience here, it can be a strong selling point in your

favour for managerial or supervisory positions. Have you ever hired people or
recruited volunteers for your company or organisation?

• How did you go about it?

• What were the results?

9. Public Speaking: Good communication skills are a highly prized and
marketable success factor. Did you ever have an occasion to speak in public?

• For what reason?

• How did you prepare yourself?

• What were the results?

10. Writing Skills: Written communication skills are also highly valued. Many
jobs require you to write reports, send memos etc. Did you ever use these skills

on a previous job etc.?

• What was the purpose?

• What were the results?
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11. Risk Taking: This does not mean employers are looking for people willing to
jump off cliffs at a moment’s notice. Sometimes taking a risk can involve

accepting a position at a small but growing firm rather than a large, established

company. What was the last ‘risky’ situation you were involved in?

• Why did you decide to do it?

• What were the results?

12. Adaptability: Change is all around us these days and employers need to know

that you can handle various kinds of situations. Think of a time when you were
called on to be flexible or adapt to a new situation:

• How did you handle it?

• What were the results?

13. Helping Others: Growing career fields, such as health services and legal and

medical assistants, need people who are concerned with others. Think of a time

when you helped someone in your company, family or organisation:

• Why did they need assistance?

• How did you help them?

• What were the results?

14. Perseverance: Prospective employers want to know that if you’re handed an

assignment, you will be able to see it through to the end. Think of a time when
you completed a particularly difficult task:

• What were your challenges or obstacles?

• How did you handle them?

• What were the results?
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Many people find it hard to sell themselves to employers but everyone needs to 
do this to get a job. Try using the following form to identify the skills that you 

have to offer an employer. An example is given to get you started.  

Experience Skills 

Regular job in a local shop Getting on with people 

Working under pressure 

Handling money  

Dealing with complaints  

Take an evening class Organising myself 

Motivating myself 

Increased knowledge of…. 

Study skills 

Repairing old engines Nimble fingers  

Reading car maintenance charts 

Patients  

Technical know-how 

Managing a team of six staff Paperwork  

Setting clear goals 

Keeping calm  

Working under pressure  

Getting on with people and keeping spirits up. 
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On the following, two pages job down five or six experiences of your own from 
your most recent job. Then add three or four from earlier jobs and three or four 

from your home or social life. Jot down on the right-hand side of each experience 

the skills you gained from each.  

Experience Skills 

1. 

2. 

3.
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4. 

5. 

6. 

7.
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Experience Skills 

8. 

9. 

10. 

11. 

12. 

13. 

14.
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Here are a selection of qualities which many employers are looking for. Tick any 
which describe you and try to think of examples of when you have used these 

skills. Put two ticks by the skills which you feel are strongest.  

Qualities Skills 

Co-operative: 

Creative: 

Determined: 

Energetic: 

Enthusiastic: 

Flexible: 

Honest: 

Motivated: 

Intelligent: 

Patient: 

Punctual 

Understanding 

Here are some more phrases describing some of the skills employers are 

looking for. Again, tick those qualities which you feel you have. Put two ticks by 
those which you feel are strongest.  
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Qualities Skills 

A good sense of humour: 

Can work independently: 

Can work under pressure: 

Willing to work unusual hours: 

Have shown initiative: 

Am able to adapt to different 

situations: 

Care for others: 

Able to relate to a wide range of 

people: 

Can motivate others: 

Good numeracy skills: 

Able to work in a team: 
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Now that you have carried out these assessments, you may want to consider the 
“gaps” that may be holding you back. Have you considered any of the following 

to “close the gaps?” 

• Further training courses

• Shadowing someone else

• Secondment

• Voluntary work

If you have seen a career that you would like to move into, what are the skills 

gaps?  

Skills Gap: 

Action I can take: 

If you have seen a career that you would like to move into, what are the 
behaviour gaps? 
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Behaviour Gap: 

Actions I can take: 

If you have seen a career that you would like to move into, what are the 

knowledge gaps? 

Knowledge Gap: 

Actions I can take: 
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What other thoughts do you have? 

NOTES: 
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Further thoughts and notes for reflection: 
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