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                     Personal skills                              
        Taking a positive approach                               

Using language and communicating                                 
                 Creative/arts                                              Using numbers                

          
     

           
   Progress to

 work/vo
luntee

rin
g  

    
    

    
    

    
    

    
    

    
    

  D
ig

ita
l s

ki
lls

   
   

   
   

   
   

   
   

   
   

    
   

  P
ro

gr
es

s i
n 

le
ar

ni
ng

    
    

    
    

    
    

    
    

Able to care for others

Reliable

Look after m
y general health  

and well-b
eing

Able to take crit
icism

Able to ask for help

Tackle problems

Take initia
tive

Pride in myself/ 

my w
ork

ConfidenceEmpathy

Able to speak up for myself

Personal presentation

Able to manage my learning

Time management

Able to negotiate Willing to try new things

Willing to go to new places

Accept new ideas

Commitment

Enthusiasm

Flexibility

Deal with change

Loyalty

Speak and listen (in English)
Use appropriate language,  

e.g. not swearing
Understand and manage 

 body language
Read a range of 

 different media
Write for different 

 situations

Calculate things: add, subtract, 
 multiply and divide

Use percentages and fractions

Manage money

 Work out the best tools and units 
 of measurement for the job

Work with area, scale, 
 drawings and shapes

Use graphs and tables 
 to communicate 

 information
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Look after yo
urself as hours a

nd 

 responsibilitie
s ch

ange

Time-keeping and planning tim
e

Follow instru
ctio

ns

Work alone or in
 a team

Lead others o
r an  

area of work
Promote equality 

 

and challenge  

stereotypes
Customer ca

re

Handle knockbacks
Know how to improve my  
confidence and wellbeing
Decide whether to declare  
my caring responsibilities

Know when and  
how to negotiate  
flexibilities and  

adjustments

Enjoy producing things: making  

something with your hands or performing

Share ideas and work with others to create

Able to see what needs  

improving and how

Think up new ideas

Able to write with  

imagination

Try out new media  

and techniques

Observant
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q	W
ha

t sk
ills

 co
uld
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/h
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wa
nte

d t
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ea
rn?

q	H
ow

 ca
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q	W
ha

t a
re 
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q What worries me most about taking up  
learning, training or work?

q What personal qualities and resources  
do I have that I can draw on?

q What support is out there to help me?
q Who can I talk to who will support me?
q How do I make this fit in with my life?
q What would stop me or make me give up?
q What do I need to sort out so I can start?
q Do I want to declare my caring responsibilities?
q What is the best way to declare?

q	What is the challenge I am facing that is  

causing me difficulties?

q	What learning and experience am I gaining  

in my current situation?

q	Can I see how much I have achieved?

q	How are things going in terms of  

my caring responsibilities?

q	Am I achieving my aspirations?

q	How is my confidence and wellbeing?

q	Can the organisation where I am  

learning or working provide me with  

more support?
q	Who can I turn to for support?

q	What is the next step for me in  

my career?




