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14 Employability and personal skills 

One of your major aims in carrying out BTEC studies is probably to become 
better placed to gain and keep a job. To be successful in this aim, and essentially 
to ‘sell yourself’ to a prospective employer, you’ll need to have a clear idea of 
your personal skill set and the other qualities and experiences that will make you 
employable. 

Why it is important to think about employability and personal 

skills? 

For BTEC study: developing evident traits of employability and personal skills is 
part of the BTEC philosophy. These traits and skills will help you to gain the most 
from your course, by identifying what you are gaining from the different 

assignments and assessments you will be doing. 

For work: these characteristics and skills will help you to apply for jobs more 
effectively, to conduct yourself better in interviews and, in general, understand 
the mindset of potential employers. 

What can you do to develop your personal skills? 

1 Understand the language of employment 

Some important concepts are involved in this area and while you are likely to 
have a rough idea of what these mean, it may be useful to define them more 
clearly. 

 

Term Explanation Example(s) 

Skills These are ‘things you can do’ and are 
sometimes called competencies. They 
can be learned and can improve as you 
practise them or become more 
experienced 

Computing skills; communication 
skills. For BTEC qualifications, these 
will often be highlighted within the 
qualification descriptor and associated 
‘learning outcomes.’ 

Personal 
qualities 

Aspects of your personality that relate 
to your behaviour and aptitude. They 
tend to change only slowly. 

Self-discipline; perseverance; energy. 
Relevant qualities may be highlighted 
in a job description. 

Interests Activities you do in your spare time, 
including volunteering and hobbies. 
They often involve developing and 
demonstrating your skills and personal 
qualities. 

An artistic pastime that could show 
that you had good hand–eye 
coordination or a feel for fashion; a 
responsibility within a club could show 
you are dependable. 

Motivations and 
values 

The things that ‘make you tick’; that 
energise your activities and give you 
ambition. Sometimes these ‘drivers’ 
may lie under the surface, and be 
difficult to express. 

A strong concern about the status of 
the environment might influence your 
choice of potential jobs. 

Employability The combination of all of the above 
personality features that result in you 
being suited for a particular job.  

A skill set related to numeracy coupled 
with the personal quality of 
trustworthiness (supported by 
experience as a club treasurer) might 
increase your ‘attractiveness’ to a 
potential employer in the finance 
sector. 
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2 Find out about possible occupations 

 

Do you have a clear idea about your potential career? Many young people do not 
really know what they want to do as a job or where they would like to be career-
wise in 5 or 10 years’ time. That’s why schools and colleges have staff whose job 
is to help you with these important life decisions. If you haven’t already done so, 
explore the resources at your disposal and consult the resident experts to help 
you firm up your thoughts. 

 

Your ambitions in this area must be realistic and matched to your current or 
potential skills, qualifications and experience. This may mean researching 
relevant employment opportunities and what is required to gain specific jobs. 
Most careers staff have access to personality-testing software that can help you 
with these decisions. 

 

3 Understand your current and potential skill set and qualities 

 

This involves not only looking at yourself with detachment, but also 
understanding where you wish to be in the future. It means thinking about the 
aspects of your personality that you might wish to develop and recognising that 

these personal features can be changed. 

 

Your skills in particular are not static and can be improved by the right choice of 
course or hobby. Your personal qualities can also be enhanced, but probably 
more slowly. Here, you can try to identify activities that might demonstrate to 
others that a particular quality is well developed. 

 

A review of your current skills levels and personal qualities will help you to: 

● recognise your strengths and play to them. For example if you can show you 

are ‘good with numbers,’ this high level of numeracy could be valuable in 

many occupations; if you can demonstrate honesty and integrity as qualities, 

this could be desirable too 

● recognise your weak areas and do something about them. For instance if you 

feel you are shy, you might work harder at speaking in public, starting with 

informal situations like meetings; if you lack motivation, you could arrange to 

talk to a mentor about this. That could be anyone including a parent, friend, 

community leader or religious figure. 

 



14 EMPLOYABILITY AND PERSONAL SKILLS 

9781292122779 – Pearson BTEC Nationals Skills for Learning and Work – © Pearson Education Limited 2016                      3 
 

4 Get ready to apply for work 

 

Most work positions are appointed competitively. You’ll hope to gain an interview 
so you have a chance to impress with your enthusiasm for the job, your 
appearance and behaviour and by demonstrating some of the skills required. 

 

Because employers tend to have many applications for each job, and they do not 
wish to waste time interviewing unsuitable candidates, they ‘filter’ the 

applications by looking at two things beforehand. These are: 

1 your application (usually in the form of a letter, but also as information given 
in an online form) 

2 your curriculum vitae (or ‘CV’). 

 

They’ll study your application for evidence of motivation and any links you have 
highlighted between your CV and the job description. They’ll study your CV for 
evidence of your qualifications and experience. They’ll study both documents for 
evidence you can work neatly, can express yourself in writing, so take advantage 
of any training or one-to-one advisory sessions that are offered to help you 
prepare these submissions. 

 

Even if you consider a job application to be a distant activity, construct a non-
specific or draft CV that you will then adapt according to the job you may apply 
for. This secondary ‘tailoring’ is essential to ensure that the right skills and 
qualities are highlighted and the CV is wholly up to date. 

 

Your draft CV will help you to identify ‘skills gaps’ and allow you to construct a 

tidy, well-presented document avoiding a last-minute rush before the application 
deadline. 

Checklist for employability and personal skills 

 Understand the terms used by employers 

 Think about possible jobs and careers you would like to do 

 Understand and be able to explain your skills and personal qualities 

 Think about how you might develop your skills 

 Compile/update your draft CV and practise writing job applications. 
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Learning activities 

Activity 14.1. Assess your skills 

In the attached sheet is a comprehensive list of skills. Look through the list and 
nominate five skills, one from each section, which you would rate as ‘good’ or 
‘very good’ and five (one from each section) that you consider you could improve 

upon. You might colour code these in the box using highlighters. Add specific 
‘other’ skills if you wish. 

 

Show your choices to a partner, who should ask you to state: 

● in the case of the ‘good skills,’ what evidence you have for your view on your 

abilities 

● in the case of the ‘to be improved’ skills, what you might do to improve 

them. 

Do the same for their list, swapping alternately from being the quizzer and the 
responder. 

Activity 14.2. Assess your personal qualities 

Below is a list of personal qualities. Look through the list, and rate each for 
yourself on a scale of 1 to 5, where 1 = not strong, 3 = well developed and 5 = 
highly developed. 

 

Adaptability 1 | 2 | 3 | 4 | 5  Personal fitness and health 1 | 2 | 3 | 4 | 5 

Crisis management 1 | 2 | 3 | 4 | 5  Proactive approach 1 | 2 | 3 | 4 | 5 

Determination 1 | 2 | 3 | 4 | 5  Seeing other's viewpoints 1 | 2 | 3 | 4 | 5 

Energy 1 | 2 | 3 | 4 | 5  Self-discipline 1 | 2 | 3 | 4 | 5 

Enthusiasm 1 | 2 | 3 | 4 | 5  Sense of purpose 1 | 2 | 3 | 4 | 5 

Flexibility 1 | 2 | 3 | 4 | 5  Staying power/tenacity 1 | 2 | 3 | 4 | 5 

Honesty 1 | 2 | 3 | 4 | 5  Taking the initiative 1 | 2 | 3 | 4 | 5 

Innovation 1 | 2 | 3 | 4 | 5  Thoroughness 1 | 2 | 3 | 4 | 5 

Integrity 1 | 2 | 3 | 4 | 5  Tolerance 1 | 2 | 3 | 4 | 5 

Leadership  1 | 2 | 3 | 4 | 5  Willingness to take on 
challenges 

1 | 2 | 3 | 4 | 5 

Motivation 1 | 2 | 3 | 4 | 5  Other (specify) 1 | 2 | 3 | 4 | 5 

Patience 1 | 2 | 3 | 4 | 5  Other (specify) 1 | 2 | 3 | 4 | 5 

Perseverance 1 | 2 | 3 | 4 | 5  Other (specify) 1 | 2 | 3 | 4 | 5 

 

For your three ‘most developed’ attributes, write down the evidence you might 
give to support that view 
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Personal 

quality 

Evidence 

   

   

   

 

Activity 14.3. Construct and review a draft CV 

 

Use the structure below to create a draft CV: 

 

Personal details 

 

Your full name, date of birth, contact address(es), contact 
phone numbers and email address. 

Profile A summary of your career plans. 

Education 

 

Place of Education and qualifications you have already 
achieved, including those that may be pending. Most people put 

current qualifications first and then work backwards. 

Work experience 

 

Details of past and current employment (both paid and 
voluntary). Include dates, employer’s name and job title. 

Skills and personal qualities An indication of the match between your abilities and the job 
description. 

Interests and activities 

 

A chance to show your character and to indicate that you would 

be an interesting and enthusiastic colleague. 

Referees Name/contact details of those who’ve agreed to give a 
reference for you. 

 

● Think carefully how you should present this CV, especially layout and design 

aspects. 

● Share your CV with a partner. Make constructive comments with the aim of 

improving each other’s presentation and content. 

● If necessary, ask each other the supplementary questions you think a 

prospective employer might ask during a job interview. Could the CV be 

improved by including additional details? 
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Reflective activity 

Activity 14.4. Take time to consider your ambitions, status and 

options 

Some of the topics covered in this activity sheet strike at the heart of who you 
are, where you are, your aspirations and what you expect from life. These are 

deep personal issues. This reflective activity is therefore one you should consider 
alone and without distractions. Find a way of giving yourself that time and 
solitude. Focus on these questions: 

● what do you expect from life? 

● where are you now? 

● where do you want to be in 5, 10 and 20 years’ time? 

● what you need to do to achieve the goals you have identified? 

Action points 

Consider the points covered in this Activity Sheet and complete the Action Points 
below. 

How you can develop your employability traits and personal skills 

further 

 

 

 

 

 

 

Link 

To help you to create a plan for developing your Skills for Learning and Work further, 
look also at: 

● Activity Sheet 15 on Developing yourself. 
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Personal skills checklist 

Name:__________            Date:__________ 

 

1 Personal skills 

 

Self-development – ability to: 

 be flexible 

 develop self-confidence 

 exercise self-discipline 

 meet deadlines 

 set personal goals 

 use creative talents 

 work under pressure 

 

Assertiveness – ability to: 

 agree/disagree 

 approach others 

 make polite requests 

 stand up for oneself 

 take risks 

 negotiate 

 

Survival – ability to: 

 balance work, study, family and friends 

 build networks: social and business 

 develop cooking skills 

 develop home management skills 

 implement basic first aid 

 maintain healthy lifestyle 

 make and keep appointments 

 make own transport arrangements 

 organise accommodation 

 organise banking/finance 
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2 Interpersonal skills 

Teamwork – ability to: 

 participate in a team 

 demonstrate commitment 

 display loyalty 

 engage with group/team 

 form a team 

 give instructions 

 give/receive feedback 

 motivate others 

 participate in a team 

 persuade by sound argument/evidence 

 reach compromises 

 

Interactions – ability to: 

 participate in community activities 

 be culturally aware 

 exercise (self-) discipline 

 Integrate with others 

 develop problem-solving skills 

 take responsibility 

 develop self-confidence 

 

Management/leadership – ability to: 

 act as a leader 

 manage resources 

 set meeting objectives 

 manage time 

 conduct meetings 
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3 Communication skills 

 

Written – ability to: 

 write for academic purposes 

 construct a CV 

 conduct correspondence 

 write formally 

 give a poster presentation 

 write a product evaluation 

 write a report 

 take minutes of meetings 

 write for specific contexts 

 

Visual and aural – ability to: 

 use design techniques 

 construct and present a slide presentation 

 make a poster presentation 

 listen to the views of others 

 

Verbal – ability to: 

 speak formally/informally to a range of people 

 converse confidently 

 present a case 

 debate formally and informally 

 speak clearly and concisely 

 contribute to meetings 

 conduct telephone interactions and negotiations 
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4 Technical skills 

Computing – ability to: 

 manage a database 

 use desktop publishing 

 use a keyboard 

 organise file storage 

 produce graphics 

 handle statistical data 

 word process 

 use a spreadsheet 

 produce graphics 

 search the worldwide web 

 

Numerical – ability to: 

 handle numerical information 

 produce numerical reports 

 understand numerical terms 

 present numerical results 

 

Technical – ability to: 

 appreciate the aesthetic 

 be creative 

 drive a vehicle 

 use work-related technology 
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5 Intellectual skills 

Problem-solving – ability to: 

 analyse 

 collect data 

 think critically 

 develop learning strategies to suit personal learning style 

 evaluate information 

 generate new ideas 

 organise and plan 

 evolve problem-solving strategies 

 redesign and restructure 

 research 

 understand task organisation 

 undertake career planning 

 summarise information 

 work on one’s own initiative 

 

6. Other 

(specify) 

  

  

  

 

 



 

 

 


