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Introduction

Why record skills?

If you are to succeed in the rapidly changing and increasingly competitive world of employment,
skills such as the ability to communicate effectively, team working, problem solving, organisation and
management are essential. Scientific research has become increasingly multidisciplinary and the need
for effective communication and the ability to plan and work within a team is more important than
ever. There are plenty of opportunities to develop existing skills and identify skills gaps during
undergraduate study. The trick is awareness and knowing how to identify the numerous opportunities
presented to you every day. Developing and recording your skills means that when you graduate you
will have the full range of subject-specific skills and the transferable skills that employers look for.
This will give you an advantage over others who have not set about this essential preparation for

the world of work.

A permanent record of the skills developed will serve as evidence to future employers of your
competence in these particular areas and it will help when writing a CV and completing application
forms. The Standard Application Form (SAF) has been agreed between all the university and college
careers services and the representatives of many graduate employers, and requires information
relating to the skills highlighted in the Undergraduate Skills Record (USR). You will find sample
extracts from a SAF in the Career Planning Section (page 45). The completed USR will also serve as
a launch pad into continuing professional development (CPD), the practice of which is essential to
achieve your full potential.

How do | use the Record?

It is important to remember that YOU are the major beneficiary of this process of skills recording.
This document is your personal record, to record honestly your achievements and development needs.
This record consists of a Skills Audit (i.e. a checklist) and a Skills Profile (i.e. a summary).

The Skills Audit allows you to carry out a self-assessment of your current skills and to reflect upon
and record your ability in important areas. There is a series of statements associated with each
particular skill against which you must rate your ability according to the scale given. With each self-
assessment you are asked to provide a short statement of evidence to support your rating. It is quite
likely that one statement of evidence will support two or more of the ability statements. Throughout
the course of your study you will be able to reflect on your ratings, record progress made, and plan
your future development.

The Skills Audit is divided into three phases of study. You are advised to complete Phase 1 during the
first few weeks of your course, Phase 2 at the halfway point of your studies, and Phase 3 towards the
end of your studies. You can select the appropriate timescales to suit the nature and length of your

own particular course.

2 www.rsc.org/ugskills
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Timescales
Phase 1 4-10 weeks
Phase 2 mid way through studies
Phase 3 end of studies

Of course, you may re-visit your Skills Audit at any time during your course. Your department or
personal tutor may help you by setting times for you to complete the different stages of the Record.
Additional Skills Audit forms are available to download on the RSC website www.rsc.org/ugskills, and
remember, not everything is expected at day one or month one.

The Skills Profile is a summary of your skills development and achievements for each particular skill,
and should be completed towards the end of your course after reflecting on your development in
Phases 1, 2 and 3.

The cycle of skills recording and development

What have | achieved?

Reflect on current

position
Where am | going? / Where am | now?

Plan development

Evalualte and goals
y / y
Where am | now? Record Determipe skills Where am | going?
achievements required

What have | achieved?

www.rsc.org/ugskills
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Which skills?

Planning & Organisation The ability to plan and organise for the long and short term.

Study Skills The ability to manage and develop strategies and methods of study.

Handling Information The ability to retrieve, analyse, evaluate and interpret information.

Communication Skills The ability to communicate in writing and orally to a range of
audiences.

Working with Others The ability to work in a team and to lead that team when necessary.

Scientific & Practical Skills  The ability to carry out practical activities safely and effectively.

Improving Learning & The ability to identify opportunities for further development.
Performance

Information Communication The ability to use electronic media to interpret and present work.
Technology (ICT) Skills

Problem Solving The ability to apply acquired knowledge and understanding to the
solution of chemical and related problems.

How do | develop them?

There will be many opportunities for skills development throughout your degree, however these
opportunities are not just confined to formal study. There are many situations within your social life
(interests, hobbies, part-time work, voluntary organisation involvement etc.) as well as year-out
experiences, whether in industry or abroad, which will contribute significantly to the development
of your transferable skills base. It is important to recognise that many everyday tasks and procedures
incorporate skills that you have already acquired and will continue to develop and improve, while
others add new skills to your repertoire. For that reason it is important to record these skills early in
your career and monitor your continuing professional development (CPD) at different stages.

Feedback

Receiving feedback is a valuable exercise; very often others recognise skills and qualities you possess.
It is very easy to overlook certain skills yourself, especially if they are practiced on a daily basis. An
important aspect of personal development is the ability to receive (and give) constructive feedback,
incorporating this into your development plan and targets. It will be useful to invite feedback at
different stages of your undergraduate study. Some of the people from whom you could receive
feedback are:

e Fellow students

e Personal tutor

® Project supervisor
e lecturers

4 www.rsc.org/ugskills
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[t may be appropriate to ask different people to provide feedback for different skills. You are advised
to invite feedback after completing each Phase of the Skills Audit. To do this you will find a simple
form to complete at the end of the Skills Audit (page 30-32). You may wish to photocopy this and
present it to whom-ever you request feedback from. You should incorporate any appropriate
feedback into your development plans and targets.

At the end of your course you should have completed your Skills Profile (page 39). You are advised
to invite feedback on your Skills Profile using the feedback form on page 42. Again you may wish
to photocopy these, to keep the information in your Skills Audit confidential.

Help and advice from the RSC

As a student of the chemical sciences, it is important to gain the recognition of your professional
body. The RSC provides a number of services and events, which can help with your personal and
scientific development. We deal with many enquiries from student members each year, ranging from
general careers advice to helping find industrial and summer work placements. Details on what the
RSC can do for you, including how to join, can be found throughout this Record.

www.rsc.org/ugskills 5
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Personal details

Within this section you are encouraged to include details of club/society membership and any personal
achievements and/or positions of responsibility. It is easy to forget this sort of detail, but activities such
as these can often demonstrate your ability in a number of skills.

Name

University, Department

Registered Course

Reasons for choosing this course *

Personal Tutor

RSC Affiliate student membership number

Post-16 qualifications

*In the later stages of your study you may find it useful to reflect on your reasons for choosing this
course. This is a question frequently asked at interview.

6 www.rsc.org/ugskills
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Awards/Bursaries

Prior work experience

Club/society membership

Personal Achievements

Help from the RSC

RSC Student Chemical Society Network

The RSC supports a Student Chemical Society
Network throughout the UK that encourages
students to organise and participate in social and
formal events including visits to industry, society
balls, demonstration lectures and quiz nights.

Chemical Societies registered with the RSC receive
freebies, funding and support.

To find out more about the network and getting
involved or to set up your own Society go to
www.rsc.org/getinvolved or email info@rsc.org.

—
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Department/Institution induction

This section should be completed in the early stages of your course. It serves as a check point - if you
answer No to any of the questions, you should make efforts to find out the relevant information.

General Issues, do you know: Y N

1. Your timetable (including practical classes, tutorials, workshops & seminars)?

2. Who is your personal tutor?

3. Who is the Head of Department?

4. Who to approach if you have academic problems?

5. Who to approach if you have personal/other problems?

6. About ICT provision in your department (including e-mail and internet access)?

7. Where the lecture theatres are?

8. Where the library is and how to use it?

9. What are your recommended course texts?

(see page 9 for details of the RSC members book offer)

Answer Y or N

Safety Issues, do you know about: Y N

1. Emergency evacuation procedures (from lecture

theatres and laboratories)?

2. Raising the fire alarm?

3. Health and Safety procedures and guidelines?

4. Provision of chemicals and how to dispose of them?

Answer Y or N

8 www.rsc.org/ugskills
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Central Facilities, do you know about: Y N

1. The Student Union?

2. The Student Welfare Office?

3. The Careers Centre/Service?

4. Learning Support Services?

Answer Y or N

Royal Society of Chemistry, do you know about: Y N

1. The help and advice the RSC can offer?

2. How to become a member?

Answer Y or N

Help from the RSC \

20% off Oxford University Press titles over £10

Massive savings off books and journals from the

RSC and other major publishers e Up to 20% off Institute of Chemical Engineers
In your first year of membership you will receive a (IChemE) publications
voucher for £20 off selected RSC books and periodic * 20% off RAPRA books (specialised for the rubber

tables. You will also be entitled to the following and plastics industry)
exclusive discounts:

® Up to 35% off RSC books and journals
® 30% off Wiley books

20% off Blackwell chemistry titles

See www.rsc.org/studentzone/HEstudents for
® 20% off all books from Pearson Education more information

including titles by Longman, Prentice Hall and
Addison Wesley

www.rsc.org/ugskills 9




RSCI

10

Advancing the

Chemical Sciences Sk| | |§

undergraduate

recol

Skills Audit

There are nine categories of skills in the Skills Audit. Rate yourself according to the scale shown for
all of the statements in each skill category. The evidence you provide to support your ratings is very
important. You will use this evidence to construct your Skills Profile and plan for future development.
Rememober, it is quite likely that one statement of evidence will support two or more of the ability
statements. Throughout the course of your study, you will receive feedback from a number of sources
for different course activities. For example if you have to give a presentation or written report you
will receive feedback from your tutor or fellow students. You should incorporate this feedback into
your development targets. If you require additional space, you can download continuation sheets

from www.rsc.org/lap/educatio/ugskills

The following flow chart will help guide you through the process.

Statement
y
Rating
A/B,C,DE
A (i B C o+r D t
Examplejmc skills Absence of opportunity?+ *Lack of time.7+ Not presentlt applicable?

oy

University can create Create own
opportunities opportunities

oy

—— > Targets and plans for development <«——

Use the following to rate yourself against each of the skills in the Skills Audit:

Ability Ratings

A | can use this skill very well

B | can use this skill well but some improvements could be made
C [ need to improve this skill

D | need to put in considerable work to develop this skill

E

| have not had the opportunity to develop this skill

www.rsc.org/ugskills




undergraduate

RSC [enengte skills

recol

The following example shows that you can use experience from outside your academic course as
evidence of your ability in a particular skill. It also indicates how you can incorporate any feedback
you receive into your development targets.

Example - Planning & Organisation

undergraduate

skills

recor

RSCl&maie.

Planning & Organisation

Rate yourself against the following statements of ‘My ability to..

1....plan ahead and demonstrate good time management

2. ..identify targets in my course

3....plan for practical and project work

4....plan ahead for meetings with lecturers andjor project supervisor

5. ..plan for the next stage of my career

Rating A-E for each statement ~a

SHENC

& & 9
c @B 8

How do you rate yourself overall for Planning & Organisation?

o e undergraduate
RSCI& e k . | I
I'ECU§
Provide evidence for your ratings (remember, your evidence need not always be confined to academic study)
phase 1 date: Dec 2002
Note comments, targets and plans, and examples to support your scoring
I have p tori practical sessions to set ines. When I
y y i o . . )
the nates for, I yself ef session.
Ability ratings 1 have made appointments with wy lecturers to discuss dij fes 1

A [ can use this skill very well

B | can use this skill well but some improvements could

Remember to invite feedback, incorporating this into your targets for Phase 2

T Development Targets for Phase 2 7o s ) 2 pork To do this I will need
to identify panies and, p V. I wi eas of istry which I
think I may wish to pursue as a career. 1 will continue to make weetings with wy lecturers, but will do

Help from the RSC
Industrial Placements and Summer Placements on ti
Members of the RSC can access details of organisations some extre

b g

—— phase 2 date: March 2004

Note comments, targets and plans, and examples to support your scoring As the 2nd. year representative of the
W}Moglh@lfdtp rganis th i /ball, ich i ing the
wmost effective time to sell tickets to my year. I have improved, with planning ahead for meetings with lecturers.
Reading e weto pects of my e find th

difficult. My summer placement has helped, me to identify the best optional units to choose for next year.

12 wwwirscorgfugskills

Remember to invite feedback, incorporating this into your targets for Phase 3
Development Targets for Phase 2

To use my lecture notes better. The feedback I have received from my practical sessions suggests that I

bette ing if T use my to help with wy practiy p:
phase 3 date: March 2005
Note comments, targets and plans, and examples to support your scoring I 7 revisi g ith
ﬁiutd,{,' i g i gui wvrklm&myledw*&mwu
an aid to my practical sessi ite ups. This has i a4 1 have

p{amt/zd to meet with a career adviser soons to discuss pomizle career pat/t»;.

Remember to invite feedback, incorporating this into your targets for the future

Future development targets 7o p

& "
To plan a E j i efully to pick up

wwwascorglugskills 13
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Planning & Organisation S S

3 > >
N N N
. . , I , ] N N
Rate yourself against the following statements of ‘My ability to...
1. ..plan ahead and demonstrate good time management
2. ..identify targets in my course
3. ...plan for practical and project work
4. ..plan ahead for meetings with lecturers and/or project supervisor
5. ..plan for the next stage of my career
Rating A-E for each statement N a a
(,)Q (7‘2, (,)Q/
\Q’b \(\‘b \(\‘b
N N N
How do you rate yourself overall for Planning & Organisation?
Ny

1. My ability to plan ahead and demonstrate good time management

phase 1

Note comments, targets and plans, and examples to support your scoring

I have IWW completed tutorial/homework and practical assignments to given deadlines.

Remember to invite feedback, incorporating this into your targets for Phase 2
Development Targets for Phase 2

To organise an appropriate sumimer work placemutt To do this T will need to w{emfgj/ appropriate

bmwwmwntmﬂwmwiﬂvmuf«to date CV.

Abil Ity rati ngs C I need to improve this skill
A [ can use this skill very well D [ need to put in considerable work to develop this skill
B [ can use this skill well but some improvements could be made E I have not had the opportunity to develop this skill.

Help from the RSC

Industrial Placements and Summer Placements on the RSC website:
Members of the RSC can access details of organisations offering year out and summer work placements at www.rsc.org/industrialplacements

12 www.rsc.org/ugskills
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 13
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< < <
& & &
. . , I , ] N N
Rate yourself against the following statements of ‘My ability to...
1. ..make, organise, store and find notes effectively
2. ..use lecture time effectively
3. ..make the most of group work, tutorials and practical work to support my understanding
4. .learn effectively and reflect upon and evaluate the extent of my learning
5. ..think critically and analytically and evaluate arguments
6. ...plan new tasks and assignments
7. ..use good revision and examination techniques
Rating A-E for each statement N a9 s
r_)@ (_)Q/ G)Q,
2 &

How do you rate yourself overall for Study Skills?

1. My ability to make, organise, store and find notes effectively

phase 1

Note comments, targets and plans, and examples to support your scoring

I take aimfb notes dm’mg lectures and write them up afterww/d,:.

Remember to invite feedback, incorporating this into your targets for Phase 2

Development Targets for Phase 2

To write up my ﬂlmft notes at the earliest opfortmulty and, %‘actweé/ use additional L&y‘orwﬂom

ﬁom text books.

Ability ratings
A | can use this skill very well

B / can use this skill well but some improvements could be made

\

C I need to improve this skill
D / need to put in considerable work to develop this skill

E | have not had the opportunity to develop this skill.

Help from the RSC Getting the Message Across, Key Skills for Scientists

This essential reference guide for degree students and graduates
is free to RSC members and gives advice and useful pointers on
a range of subjects including: information retrieval, note taking,

\

14

keeping a laboratory notebook and report writing. If you would like
a copy, please contact education@rsc.org.
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 15




RSC | Advancing the
Chemical Sciences

undergraduate

skills

recol

Handling Information & & &
N N\

Rate yourself against the following statements of ‘My ability to...

1. ..use safety literature and hazard data (eg COSHH Assessments)

2. ..analyse and evaluate experimental data and interpret laboratory measurements and observations

3. ..evaluate and interpret chemical information (including chemical nomenclature, terminology and units)

4. ..use knowledge in solving problems (including an appreciation of error margins)

5. ..use primary and secondary information sources

Rating A-E for each statement N Vv i

How do you rate yourself overall for Handling Information?

1. My ability to use primary and secondary information sources

phase 3

Note comments, targets and plans, and examples to support your scoring
Having understood the initial information given in my research project, I have increased my
understanding by retrieving and studying cited material and information sourced from the internet.

Remember to invite feedback, incorporating this into your targets for the future
Future Development Targets

To learn to use Chemical Abstvacts and Web zf Science more pﬁ‘ectweé/

C I need to improve this skill

Ability ratings
A [ can use this skill very well D I need to put in considerable work to develop this skill

B [ can use this skill well but some improvements could be made E / have not had the opportunity to develop this skill.

Help from the RSC

in Europe via the Library and Information Centre (LIC): books,
journals, on-line databases and the Chemical Enquiry Helpdesk -
www.rsc.org/library

® Access to the largest collection of chemical science information ® Chemistry World and RSC News - magazines to help you keep

up to date with chemical science news and events
Scientific interest groups covering all areas of the chemical
sciences - www.rsc.org/scienceandtechnology

16 www.rsc.org/ugskills
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 17
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Communication Skills S T

Rate yourself against the following statements of ‘My ability to...

1. ..ask for advice and help from a range of people (fellow students, lecturers, supervisors)

2. ..present ideas coherently to a range of scientific and non-scientific audiences

3. ..maintain good laboratory notes

4. ..provide written reports of my work on time (including essay-type reports on a range of topics)

5. ..plan and present an oral presentation with appropriate visual aids

Rating A-E for each statement N Vv i

How do you rate yourself overall for Communication Skills?

1. My ability to present ideas coherently to a range of scientific and non-scientific audiences

phase 1

Note comments, targets and plans, and examples to support your scoring
1 presented a short piece of work to wy tutorial group (Note that this evidence can be used for both
statement 2 and 5).

Remember to invite feedback, incorporating this into your targets for Phase 2

Development Targets for Phase 2

Present a piece of work to a larger audience. I require practice and a fuller understanding of the work
I am presenting. To do this I will have to prepare earlier and read more around the subject .

Abil Ity rati ngs C I need to improve this skill
A [ can use this skill very well D I need to put in considerable work to develop this skill
B [ can use this skill well but some improvements could be made E / have not had the opportunity to develop this skill.

Help from the RSC Getting the Message Across, Key Skills for Scientists

This essential reference for degree students and graduates is free to RSC members and gives advice and guidance on subjects such as giving
oral presentations and how to prepare a poster. If you would like a copy, please contact education@rsc.org.

18 www.rsc.org/ugskills
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 19
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Working with others & &

Rate yourself against the following statements of ‘My ability to...

1. ..work in groups (eg contributing in labs, tutorials, seminars and workshops)

2. ..assume a number of roles eg team leader, team player

3. ..interact with a range of people to obtain necessary information and assistance

4. ..give and accept constructive criticism

Rating A-E for each statement N 9 )

How do you rate yourself overall for Working with others?

1. My ability to work in groups (eg contributing in labs, tutorials, seminars and workshops)

phase 1

Note comments, targets and plans, and examples to support your scoring

I contribute %eotweé/ n my practical class group; wvrkazﬁ well with the rest of the team.

Remember to invite feedback, incorporating this into your targets for Phase 2
Development Targets for Phase 2

To make opportunities to lead a team. To contvibute WM to the c/zumxfr)/ Society Committee

as 2nd, year representative.
Abil Ity rati ngs C [ need to improve this skill
A [ can use this skill very well D / need to put in considerable work to develop this skill
B / can use this skill well but some improvements could be made E | have not had the opportunity to develop this skill.

Help from the RSC

The best way to get the most out of being a member of the RSC is to get involved. Meet other members at RSC conferences, meetings and
events and develop your networking skills and personal contacts. See www.rsc.org/networks for more information.

20 www.rsc.org/ugskills
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 21
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Scientific/Practical skills IOANARIL
N N

Rate yourself against the following statements of ‘My ability to...

1. ..maintain awareness of the specific hazards relating to the physical and chemical properties of chemicals

2. ..carry out COSSH assessments and handle chemicals safely

3. ..understand the principles behind and processes involved in experiments

4. ..measure and observe chemical events and changes, and record these changes coherently

5. ...understand error margins relating to chemical data and information

6. ..select and use appropriate techniques and procedures for experimental work

7...use a range of instrumental techniques

Rating A-E for each statement N a a)

How do you rate yourself overall for Scientific/Practical Skills?

1. My ability to carry out COSSH assessments and handle chemicals safely c

phase 1

Note comments, targets and plans, and examples to support your scoring

I carry out COSSH assessments fnr all chemicals b@‘or& commencing experimental work.

Remember to invite feedback, incorporating this into your targets for Phase 2

Development Targets for Phase 2

To tmprove my MW n the assessment tf chemical hazavds and o{weéop  greater Wr;thdag

of the potential outcomes.
Abil Ity rati ngs C [ need to improve this skill
A [ can use this skill very well D / need to put in considerable work to develop this skill
B / can use this skill well but some improvements could be made E | have not had the opportunity to develop this skill.

Help from the RSC

RSC Members have access to the latest news. Make sure you're up to date with what's going on in the world of the chemical sciences
and industry each month through your copy of Chemistry World. This magazine covers everything from news reports and feature articles
to job adverts.

22 www.rsc.org/ugskills
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future

www.rsc.org/ugskills 23




undergraduate

RSC | &hemicaiences skills

Improving Learning & Performance & & &

Rate yourself against the following statements of ‘My ability to...

1. ..use feedback on work to reflect upon academic performance and progress

2. ..reflect upon and plan for future skills requirements

3. ..identify and create new learning opportunities, drawing on experiences within and outside my course

4. ..maintain an interest in general science issues

Rating A-E for each statement N % )

How do you rate yourself overall for Improving Learning and Performance?

1. My ability to use feedback on work to reflect upon academic performance and progress

phase 1

Note comments, targets and plans, and examples to support your scoring

I ﬁ//wﬂ t W to rewjm'fa constructive fewléﬂw/c

Remember to invite feedback, incorporating this into your targets for Phase 2
Development Targets for Phase 2

To learn to recognise and request constructive fwdback and to tncorporate this into ;wwtéww work

and tutorial assiguments.
Abil Ity rati ngs C [ need to improve this skill
A [ can use this skill very well D / need to put in considerable work to develop this skill
B / can use this skill well but some improvements could be made E | have not had the opportunity to develop this skill.

RSC Membership benefits

RSC conferences and scientific interest group meetings cover all areas of the chemical sciences. Focus your membership and take advantage
of these excellent networking opportunities. See www.rsc.org/conferences for more information.
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future
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Information Communication Technology (ICT) Skills &> &

Rate yourself against the following statements of ‘My ability to... s S A

1. ..use e-mail and the internet for communication

2. ..use electronic information sources (eg library systems, internet sources)

3. ..word process scientific reports effectively

4. ..use computers to prepare presentations

5. ..use data processing methods (e.g. spreadsheets)

Rating A-E for each statement N a a
’?)G)Q (_)Q/ rg_)Q,

How do you rate yourself overall for Information Communication Technology Skills?

1. My ability to use e-mail and the internet for communication

phase 1

Note comments, targets and plans, and examples to support your scoring
Ifrequg/ contmfréawk Mﬁléow:tm{mﬁ via e-mail, and use the internet as an i&yformﬂom

source to co e tutorial and homework assigraments.

Remember to invite feedback, incorporating this into your targets for Phase 2
Development Targets for Phase 2

To learn how to use HTML to build my own website.

Abil Ity rati ngs C [ need to improve this skill
A [ can use this skill very well D / need to put in considerable work to develop this skill
B / can use this skill well but some improvements could be made E | have not had the opportunity to develop this skill.

Help from the RSC

Shape your career — make the most of your RSC membership by using your Skills Record in conjunction with your free copies of Got a
Degree? What next... and Getting the Message Across - Key skills for scientists.
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future
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Problem Solving & & &
. . " N N N
Rate yourself against the following statements of ‘My ability to...
1. ..apply acquired knowledge and understanding to the solution of chemical and related problems
2. ..suggest ideas/solutions in the absence of complete data
3. ..work from first principles
Rating A-E for each statement N iy o
& & &
@ @ @
N N N
How do you rate yourself overall for Problem Solving Skills?
N v b
\(@(”Q \(\Q?’Q \be"’q'
1. My ability to apply acquired knowledge and understanding to the solution of chemical N |
and related problems o c 8
phase 3
Note comments, targets and plans, and examples to support your scoring
I recoguise the close relationship between the subjects faaﬁ/uf in Module X and Module ¥, and have
applied knowledge to enhance my understanding of both subjects.
Remember to invite feedback, incorporating this into your targets for the future
Future Development Targets
7o be accepted onto a PRO programine, and, continue my mprovement in problem mlminﬁ.
Abil Ity rati ngs C I need to improve this skill
A [ can use this skill very well D / need to put in considerable work to develop this skill
B [ can use this skill well but some improvements could be made E / have not had the opportunity to develop this skill.
RSC Membership benefits tutorial chemistry Texts (rcT)
These books are written specially for chemical science students As a student member of the RSC, if you spend £30 or more on
covering many of the topics taught in undergraduate chemistry selected RSC publications, including all the books in the TCT series,
courses. They provide a concise summary of basic principles and you can deduct £20 from the total.
include worked-examples and exam-style questions which will allow
you to test your learning and practice for exams.
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Note comments, targets and plans, and evidence to support your scoring
(remember, your evidence need not always be confined to academic study):
phase 1 date:

Development Targets for Phase 2 Remember to invite feedback, incorporating this into your targets for Phase 2

phase 2 date:

Development Targets for Phase 3 Remember to invite feedback, incorporating this into your targets for Phase 3

phase 3 date:

Future development targets Remember to invite feedback, incorporating this into your targets for the future
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Feedback - Skills Audit

Throughout the course of your study you will receive feedback on a number of issues, from a number
of sources. You should record this feedback as well as the feedback you invite after completing each
Phase of the Skills Audit on the following forms. Incorporate any feedback you receive into your
development plans and targets.

You may wish to photocopy the forms if you request feedback from a number of sources.

Phase 1

Skill Overall rating phase 1

Planning & Organisation

Study Skills

Handling Information

Communication Skills

Working with Others

Scientific & Practical Skills

Improving Learning & Performance

Information Communication Technology

Problem Solving

Feedback Comments

www.rsc.org/ugskills
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Feedback - Skills Audit

Remember to include feedback from ongoing activities in your course, as well as feedback received
from any activities outside of university.

Phase 2

Skill Overall rating phase 2

Planning & Organisation

Study Skills

Handling Information

Communication Skills

Working with Others

Scientific & Practical Skills

Improving Learning & Performance

Information Communication Technology

Problem Solving

Feedback Comments
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Feedback - Skills Audit

Remember to include feedback from ongoing activities in your course, as well as feedback received

from any activities outside of university.

Phase 3

Skill

Overall rating phase 3

undergraduate
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Planning & Organisation

Study Skills

Handling Information

Communication Skills

Working with Others

Scientific & Practical Skills

Improving Learning & Performance

Information Communication Technology

Problem Solving

Feedback Comments

www.rsc.org/ugskills
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Project work

During your course, you may carry out one or more research projects. You may also have gained
valuable project work practice during periods of work experience. You should draw on the experiences
of all project work when recording your achievement and planning future development in this area.

Understanding the aims of your project and identifying the specific techniques you need to apply at
the early stages are fundamental to the success of your research project.

Title of Project (1)

Aims of Project

Title of Project (2)

Aims of Project
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What techniques are you applying to your project?

- eg analytical techniques, synthetic chemistry, instrumental techniques, molecular modelling.

To record your development you may find it helpful to separate your period of research into
three stages.

For example, for a 6-month project:

Rate your proficiency in each of the techniques at the different stages of your project.
Regular high competency user; Competent user; Familiar with method; Rare user.

www.rsc.org/ugskills

Stage Timescale
1 2 months
2 4 months
3 6 months

undergraduate

skills

recol

Stage 1

Technique Proficiency

Assembling apparatus in inert Competent user
atmosphere

NMR Analysis Rare user

Iryﬁ%—recé spectroscopy Familior with method
Stage 2

Technique Proficiency

Assembling apparatus in inert Reqular high competency
atmosphere

NMR Analysis Familiar with method
I%yfm—&'&d/ spectroscopy Familior with method
St me arvea measuvements (BET) Rare user

Stage 3

Technique Proficiency

Assembling apparatus in inert Reqular high competency
atmosphere

NMR Analysis Familiar with method
Infra red spectroscopy Competent wser
Surface area measurements (BET) Competent user
Molecular modadmﬁ Familiar with method
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Rate your proficiency in each of the techniques, and provide evidence to support your rating.
If you require additional space, you can download continuation sheets from www.rsc.org/ugskills

Stage 1
Technique Proficiency
Stage 2
Technique Proficiency
Stage 3
Technique Proficiency
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Set targets for your project, and review your comments at each stage.
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Targets at stage 1 - to be completed in stage 2

Targets at stage 2 - to be completed in stage 3

Stage 3 - Identify the areas of success in your project. What could you have done

better and what would you have done differently?

www.rsc.org/ugskills
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Skills Profile

From your Skills Audit, you can generate a Skills Profile. Your Profile should not simply be a list
of dates and events, but more a brief summary of your achievements for each particular skill.

Your Skills Profile provides benefits in a number of ways, including:

Applying for employment

You can use your Skills Profile as an aid to completing application forms and constructing your CV.
Remember to highlight the skills that are most appropriate to the position for which you are
applying.

A Skills Profile should clearly set out the skills and abilities you have to date, ie those that you have

identified in the Skills Audit and the Project Work sections. In short, your Skills Profile should address
the following:

e What skills do | have?
e What can | do?

Using the different categories in the Skills Audit, generate your Skills Profile. Under each heading
provide a brief statement of your ability in this area and provide an example of evidence. Lists of
positive and action words are provided; you may wish to use some of these in your Skills Profile.
You should also summarise your future development targets in the space provided.

1. Complete your Skills Audit (Phases 1, 2 & 3)
2. Summarise information for your Skills Profile
3. Summarise your future development targets

You are encouraged to invite feedback from a range of sources on your Skills Profile. You may
choose for the Record itself to be for your own personal viewing. We would therefore advise you

to photocopy your completed Skills Profile and present it with the feedback form to the appropriate
person/people.
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Action words

Achieve Administer
Analyse Articulate
Build Communicate
Control Co-ordinate
Create Design
Determine Develop
Direct Engineer
Establish Expand
Guide Implement
Improve Initiate
Lead Manage
Monitor Organise
Participate Process
Qualify Repair
Specialise Supervise
Train

undergraduate

skills

recol

Positive words

Ambitious Assertive
Capable Competent
Competitive Confident
Consistent Economic
Effective Efficient
Enthusiastic Experience
Innovative Positive
Productive Proficient
Profitable Resourceful
Successful Versatile

Planning and organisation

desired jmé:.
Target(s)

proposals.

I can organise my time %‘ectweé/, and have the Mbld,)/ to am/ym situations to plan
ahead ﬁ)r a positive outcome. I can manage assigriments and, projects, wﬂemtﬁ/mﬂ
targets in my work as well as Wtfyﬁ/wtﬁ the development requ,éred/ to achieve the

To gain experience i managing o Wj@r project, WM project M{qm and
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Skills Profile

Name: Date:

Rememober, if you prefer the Record to be for your own personal viewing, photocopy your completed
Skills Profile and present it with a copy of the feedback form (page 42) to the appropriate
person/people.

Planning & Organisation

Target(s)

Study Skills

Target(s)

Communication Skills

Target(s)
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Target(s)

Working with Others

Target(s)

Scientific/Practical Skills

Target(s)
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Improving Learning & Performance

Target(s)

Information Communication Technology (ICT)

Target(s)

Problem Solving

Target(s)

Remember to invite feedback on your Skills Profile using the Feedback form on page 42.
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Skills Profile Feedback

Name: Date:

Present this feedback form to a suitable person(s) with a copy of your Skills Profile. You may find it
useful to ask for feedback from a range of people. They should state their relationship to you (ie
personal tutor, project supervisor, fellow student etc.) in the space provided.

Skill: Planning & Organisation

Relationship:

Date:
Skill: Study Skills
Relationship:

Date:
Skill: Handling Information
Relationship:

Date:
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Skill: Communication Kkills

Relationship:

Date:
Skill: Working with Others
Relationship:

Date:
Skill: Scientific/Practical Skills
Relationship:

Date:

www.rsc.org/ugskills
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Skill: Improving Learning & Performance
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Relationship:

Date:

Skill: Information Communication Technology (ICT)

Relationship:

Date:

Skill: Problem Solving

Relationship:

Date:
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Career Planning

Possession of a degree is far more common than it was some years ago, and competition for jobs is
fiercer than ever. A wide range of career choices are open to you; with greater options it is important
to plan for your career aspirations at the earliest opportunity. Being able to follow your chosen career
comes more easily to those who are prepared, proactive and motivated. There are a number of steps
to take when preparing for further study or employment. Consider the following.

® Have you discussed your career aspirations with the University Careers Service?
® Have you discussed your career with staff in your department?

® Do you have the skills profile for your chosen career?

e Do you have an up to date CV?

® Have you filled in practice application forms?

® Have you had a practice interview?

® Have you taken an aptitude test?

The RSC publication Got a Degree? What next... gives you an indication of the opportunities that
are available to graduates of the chemical sciences within the chemical and pharmaceutical industries
as well as in other fields of employment. There are sections on job hunting and guidelines for writing
your Curriculum Vitae (CV) and on interview preparation. There is also some information about
membership of the RSC and how to become a Chartered Chemist (CChem) - the professional
qualification for all chemists. This publication is available free to RSC members, email
education@rsc.org to request a copy.

The RSC has produced a series of employment profiles which give a useful insight into the life

of chemical scientists who work in the pharmaceutical and chemical industries. There are also
profiles which illustrate the wide range of opportunities available to chemical science graduates

in non-scientific disciplines. If you would like to receive copies of these profiles, please contact the
RSC Education Department education@rsc.org or visit www.rsc.org/profiles.

Standard Application Form

The Standard Application Form (SAF) has been agreed between all the university and college careers
services and the representatives of many graduate employers. As well as sections on Personal Details,
Education and Work Experience, the SAF requires you to provide evidence of specific skills and
abilities. Overleaf are extracts from the SAF*, completed using example evidence submitted for the

Undergraduate Skills Record.
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Planning, implementation and achieving results:

Describe a challenging project, activity or event which you have planned and taken through
to a conclusion. Include your objective, what you did, any changes you made to your plan and
state how you measured your success.

At the end, of my second year I planned to spend three months in a chemical
company on work experience. My objective was to arrange a short placement
which would provide me with some practical project experience. After
rawckénﬁ the business areas of a number of organisations, I wrote to those that
perfomwd/ the type of chemx}rtr/v I am interested, in, stating my requirements as
being a three—month project to work on. My first applications were addressed
broadly to ‘Research and, Development' After a disappointing response I visited,
the websites of each company and where possible, fﬂiﬂ&fe&{/ my application to
named, personnel. I was offered an interview at 2 of the companies. After talking
at lmﬁth/ with scientists ﬁom/ both companies, I was oﬁ‘ered/ w paid 3-month
Pplacement at HowesMed. I was requived to write a report on the project work I
was twolved with, and received, very positive feedéwwk from my project manager
and team. On returning to m}/ﬁnal)/ea/ ofsmdéer, Ife[t more corgi'demf n the
laboratory and wy report writing skills had improved.

Influencing, communication and teamwork:

Describe how you have achieved a goal through the actions or opinions of others
(perhaps in a team context).

What were the circumstances? What did you do to make a difference? How do you know the
result was satisfactory?

As part of my chemistry communications module I had to give a 15-minute
presentation on one aspect of the chemical sciences. I worked, in a group of two
people and had to present to the year group of 45 students and, staff: During
small practice presentations we iwited feedback from a number of different
people, both :taﬁ‘ and fdlow;tudentr, and, tncorporated, the feeo{bawk o
subsequent talks. The presentation was graded as 8/10 and, formed part of my
overall marks for the module.

* Extracts from SAF reproduced with the permission of AGCAS (Association of Graduate Careers Advisory Service)
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Responding to Job Advertisements

When you are ready to apply for positions, consider the advert carefully. You will be able to use some
of the evidence submitted in your Skills Record to demonstrate that you have the qualities and
abilities required for that particular position. Below is an example of an advertised graduate level
position, with suggestions of how to use extracts from your skills record effectively.

OPPORTUNITIES FOR GRADUATES

HowesMed Associates, a leading organisation in science innovation,

Use extracts from your Skills . . . . Use extracts from your Skills
Profile to demonstrate your are looking to recruit top level graduates with well developed skills. Profile to demonstrate your

communication skills — with excellent lorganisational skills}—f planning & organisation skills

as well as the ability to work in a high-pressured environment with a

Use extracts from your * You will be flexible, self-motivated, quick to learn

%UIrs anﬁELettoovsg?;?;:ate and keen to Iachieve project goals.} Use extracts from your Skills

Audit and Project Work sections
to demonstrate ability to set
and meet targets

others If you can demonstrate these qualities, please send your CV or SAF and covering
letter to Dr Deborah Lang, HowesMed Associates, PO Box W1, London

There are a number of publications which advertise job opportunities and provide general careers
advice which should be available from your University Careers Service. These include:

® Prospects Finalist
® Prospects Directory
® Hobsons Science and IT Casebook

There are also lots of websites which detail job advertisements for chemists (both in the chemical
sciences and non-science areas). The following might be useful:

® www.prospects.ac.uk

e www.newscientistjobs.com

e www.rsc.org/chemistryworld
e www.jobs.ac.uk

®* www.naturejobs.com

¢ http://jobs.quardian.co.uk

e www.thesjobs.co.uk
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Notes
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