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Introduction: taking charge of
your life, learning and career

Shaping your future —

® What would ‘success’ look like for you — as a student, in life and in your future career?

® What skills, experience and personal qualities would you need in order to achieve such success?
® Why do personal development and forward planning matter for your career prospects?

® What is meant by ‘employability’? What do employers look for?

® How can you improve your personal performance and profile so that you ‘stand out from the

crowd’?

This book helps you consider such matters so that you can start planning effectively towards your
future — even if you don’t know for sure quite what you want.

What kind of future?

Your time as a student is a major step in your
professional career.

When you graduate, you will be competing with
millions of other graduates from around the
world. Like you, they will be looking to stand
out in a graduate employment market that is
now global. The time you spend now in gaining
a good degree, in nurturing your talents and
building a distinctive personal profile, can make
the difference in how far you

achieve the life you want.
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Make it happen

1 Aspire. Be ambitious for yourself. Aim high,
considering the portfolio of jobs you might
have over many years.

2 Investigate. Be well informed about the range
of career and life options open to you — and
how to access these.

3 Reflect. Increase your self-awareness: develop
good habits of introspection, self-evaluation
and self-questioning. Become more attuned to
what matters most to you.

4 Decide. Put time aside to think through the
implications of potential choices — and then
choose a direction. Make decisions, as this
brings focus to your planning and studies.

5 Plan. Map out what to do to have a good
chance of achieving the life, career and
academic success you want.

6 Personalise. Adapt your strategies to suit your
individual combination of skills, strengths,
experiences, interests, needs, preferences and
style.

7 Achieve. Follow through on your plans,
adapting these to suit changes in your interests
and ambitions.

Introduction



Getting started: initial steps

Step in the process

Rationale

Read Getting started: the
foundations (page 3)

This provides you with some general tips for getting the most
from personal development planning (PDP) and from this book.

v

v

Find out what is meant by
personal development planning
(pages 4-6)

This looks at why personal development planning is considered
so important in higher education, and its relevance to your own
life.

v

v

Consider the challenges
(pages 8-9)

PDP doesn’t tend to happen spontaneously, as we can see from
the students’ experiences on pages 8-9. Give thought to where
the challenges would lie for you — so you can address them.

v

v

Identify the benefits
(pages 10-11)

Typically, we tend to put off PDP and need to motivate
ourselves to give it the time it deserves. This can be helped by
identifying the personal benefits.

v

v

Do | need personal development
planning? (page 12)

Complete the self-evaluation on page 12 as a means of
beginning to identify your development needs.

v

v

Identify your priorities
(pages 13-15)

Complete the self-evaluation on pages 13-15, to tease out in
more detail your PDP priorities.

v

v

Make use of opportunities
(pages 16-17)

Give active consideration to what opportunities are available to
you, which you can make use of, and what you could create for
yourself.

v

v

Develop a sense of how it all fits
together
(pages 18-23)

Read pages 18-23 to develop your understanding of how the
different aspects of personal development planning fit together,
the skills you will need, and what you can gain from the
different chapters in this book.

v

v

Select, reflect and list

Choose one or more key priorities for yourself. Decide what the
first steps are for taking these forward. Make a detailed ‘To do’
list of these.

v

v

Plan into a diary

Use your diary, calendar or planner to map out when, exactly,
you will undertake the first few actions.

Skills for Success




Getting started: the foundations

5 Reflect

Find a light notebook or set up a file or folder on a

portable device, for use as a ‘reflective journal’. If you
prefer, use a diary, log, blog, ‘ideas book’ or portfolio,
or use the e-resource bank that accompanies this text.

1 Give it time

Be prepared to give yourself the time you
need to investigate, reflect upon and evaluate
yourself, your studies and your future.

2 Engage o
Use your reflective journal to:
Bring the right mindset: be prepared to think,

plan and act now for outcomes that might be
many years away. In practice this means such
things as:

® complete reflective activities from the book
® capture your insights and inspiration
@ develop your initial thoughts in more detail

® consider your attitudes, feelings and behaviours,

® Taking responsibility for your future: it is
and the implications of these for you and others

up to you to think things through and take
action @ identify helpful and unhelpful responses to events
® |ook back over earlier entries and consider how your

perspective changes over time
® generally think things through.

® Engaging with the seven aspects of the
process listed on page 1

® Finding out as much as you can about your
options

Giving attention to your experiences in such
L<— ways helps to clarify your thinking and

understanding. Put time aside regularly to make
entries in your journal and to look back over
previous entries.

@ Making decisions to give a focus to your
planning and actions

@ Using the tools available, such as the self-
evaluation questionnaires, reflections and
other activities in this book

® Monitoring your progress and keeping
yourself on track

@ Keeping updated records to demonstrate
your skills and experience.

3 Experiment
Bring thought and self-awareness to the
process:

® Have a go at using resources, strategies,
models and activities that are available in the
book and through your college or workplace.

@ Combine and adapt these to suit you.

® Find out what works best for your
circumstances and ways of thinking.

4 Select and personalise

® |dentify chapters and sections relevant to you.
® Use these in the order that best suits you.

® Notice whether you resist undertaking

particular activities. Such resistance can be a
good indicator that you need those most.

Thandi struggled under the weight of an active
imagination, carefully noted on a daily basis

Introduction 3
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Personal development planning: what is it?

About you

Above all else, personal development planning (PDP) is about you. It
is about your studies, your life, values, career and future. It is about
thinking ahead so that you take the most appropriate steps now in
order to give yourself the best range of choices in the future.

A reflective process

We change as we go through a course of study and gain new
experiences, so reflection needs to be a continual process rather than
a one-off event.

The Quality Assurance Agency (QAA) for higher education in Britain
advocated that PDP be made available for all students at every level.
It described PDP as:

Structured and supported processes to develop the capacity of
individuals to reflect upon their learning and achievement, and to
plan for their own personal education and development. (QAA,
2000)

A creative process ...

PDP is a creative process, requiring time, curiosity, enquiry, toying
with ideas, looking for inspiration, taking risks, learning new skills,
building strengths, trial and error, discussion, false starts, rethinking,
and even soul searching. The more you put in, the more you get
out.

Developing self-awareness

Self-knowledge is invaluable. It may seem rather self-indulgent,

and even unnecessary, to put time aside to think about ourselves.
However, our happiness, contentment and sense of fulfilment is
often dependent upon such introspection. To plan ahead effectively,
it makes sense to give thought to some of the bigger questions that
affect our lives, especially those that we might take for granted, such
as:

e what kind of life we are leading now

® where we are heading

® how we became the person we are today — and how far that
reflects the person we are becoming or would want to be.

Self-awareness can help us in myriad ways, such as making decisions
about:

® study and work

® how to use our time now

® which opportunities to pursue

e finding ways of coping with stress or organising everyday life
® managing relationships in life and at work.

4 Skills for Success

A journey of
exploration and
discovery

PDP involves finding
out about ...

e yourself, your likes, dislikes,
ambitions, goals, values,
motivations and uncertainties

e what you thought you might
want from life — and where
your interests might be
changing

@ the range of jobs and life
options open to you

e what these are really like and
would entail

e what you need to do to
achieve these opportunities

e what others have
experienced and would
advise.

It also involves:

e drawing useful lessons as you
go along

® unexpected self-discoveries.



Personal development planning: what is it?
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® pause to evaluate past choices and their
outcomes

® use more structured approaches to
thinking things through

® weigh up costs and benefits in the light of
experience and valid criteria

® estimate the value of opportunities that
arise, and choose between these

® manage the risks sensibly.

Being open to

possibilities
é\//\_//:———_—d 00O
( OOO

@ Recognising possibilities Mindfulness and just ‘being’
® Seizing opportunities that arise

e Creating opportunities for yourself

® Trying out new things

® Taking the trouble to ask

® Thinking short, medium and longer term

® Being flexible, adaptable and resilient in the face of
changing circumstances.

Most of us spend
the majority of our
time distracted

by such things as
work, social life,
entertainment and
almost anything
else apart from just
sitting quietly with
ourselves.

Decision-making and risk management

Whilst PDP involves
an active process of
reflection, it also benefits

from quiet time where we don’t chase after
answers and information. Being still and
quiet creates a space where different kinds
of thoughts can emerge. These can give us
unexpected insights into ourselves and our
situation.

newsD oA s

Taking charge of your own
destiny
Nobody is going to be as interested in what

happens to you as yourself. Ultimately, it is
Project Designer down to you to make things happen. That

Journalist

can seem daunting, so it is useful to have a
Whatever decisions we make, day by day as well as process that helps you to think through the
longer term, have consequences. Ideally, we will be issues. PDP can help to:
pleased with the decisions we make, but inevitably we e structure your thinking
will make mistakes, miss chances, make life harder than @ understand the terrain better
it need be. The full impact of our decisions won't be ® generate information relevant to you, upon
evident for many years. which you can draw to make decisions and

take action

Although we can’t avoid mistakes completely, we can
take steps to reduce these. That is a key function of the
process of PDP. It gives us space to:

@ help you find direction.

Introduction 5



\

Personal development: what students say

My promotion - and my attitudel

T thought ‘personal development
planning’ was a bit of a mouthful, so
T just ignored it. That is a bit of a
habit with me. Then, when T went
for promotion at work, they asked
me about my ‘commitment’ o my
personal and professional development. I couldn't
think of what to say. I even forgot to mention I was
doing a qualification at university. I hadn't thought
about how I was already using what I learnt at Uni in
my job. My careers adviser has helped me to think
about how to plan and prepare for promotion. He
asked me whether my general attitude to things
that sound complicated or difficult was helpful -
which it obviously isn't ... so I'm working on it!

e

Start early - or miss the chance

\ My tutor said: 'It really is up to
L Y you. Plan now for your future.' I
thought 'OK - soon’ and did nhothing
‘\V’S\ about it. Now I am in my final year,
applying for jobs like everyone else
.. and I see why I should have
started preparing earlier. I feel I have wasted a lot
of time so I am frying to catch up quickly. The jobs
T am most interested in are overseas. If I had
realised this earlier, I would have started to learn
another language. I could have done that using my
electives for three years ...

On the right course?

T wasn't sure what 'PDP" was and
it seemed a bit of a distraction
o from my study. Anyway, we had

to do some careers sessions as

part of a skills module in the

first term. I went to talk to a
careers adviser and found out that I was doing the
wrong course for the jobs I want. So that was a bit
of a wake-up call ... Luckily, T was able to negotiate a
change of study units. It was hard work catching up
but if T pass these units, I can transfer next year
to the course I need. It was scary how close I came
to wasting three years of study.

6 Skills for Success

A return on my investment

T have a huge loan for my
: S study so I want a good job, a
- well paid job ... T told my
personal tutor and she told
me to make sure my CV looks
outstanding and to put in
more study hours so I get a good degree -
both count. Basically, you have to think how
you will look well-rounded and interesting to
employers many years from now. So, I have
really gone for it, like it is a full time job. One
thing is ... I do a lot of organising of events
and entertainment for senior citizens, and
fund-raising for it as well. It takes up a lot of
time but actually is quite a lot of fun and you
learn a lot about managing events, marketing,
and persuading people to get involved - T
found out so much I wouldn't have picked up
just by studying. I am more confident about
getting on with people. I have also changed a
lot. I do think I will have a lot of good
experience to talk about when I apply for
Jjobs.

It’s study first for me

)
l)

To be honest, I only wanted a
degree so I could get a

- better job. I picked up very
quickly that you have to build
your personal profile from
day 1. T did this by getting
involved with the student union. T became a
course 'rep' and got a lot of training for this. I
do rowing, I do 'Global Studies’ so I can talk
about more than just my course (psychology).
T competed in an enterprise prize ... I helped a
project on science for school kids ... T can
pretty much tick every box. The career I
want, it is hard to get in without a really good
degree. I am not all that strong academically
so I am trying to pick up as much as I can
about good study skills so T get better grades.

s



Making the right choices: what graduates say

Least wanted, most valued

The last thing | ever really wanted to do was
open the PDP file (which | had labelled ‘Me"). |
didn’t want to think about my career or waste
time ‘navel gazing’. | didn’t want to think about
‘work’. | didn’t want to ‘reflect’ either. If my
tutors hadn’t made this a compulsory part of
the course so | couldn’t escape it, | am sure |
would never have bothered.

Looking back, | think this was because, even
though | was studying a professional course

in petrology, | didnt have any idea what |
really wanted to do after Uni. But then one
day (maybe | had been reflecting!) it struck me
that it was ridiculous to feel it wasn’t worth
spending time thinking about myself and my
life so | started to take it more seriously.

The careers and PDP sessions got me doing
things to put into my CV, and just looking at life
differently. They were probably the most useful
part of the course because without them, |
doubt | would have got a place on the graduate
programme that led to my first job.

Rahan, Operations Manager, SME.

Gaining breadth of skills and
knowledge

| was lucky because the year | started my
engineering degree in the States, they gave

us the option of combining this with business
and professional studies. | took that option and
it was the best decision. It was exactly what
this company was looking for so it landed me
my first job and then, eventually, this line of
work. | think it’s great when graduates can
think beyond just one subject and can converse
intelligently with colleagues from all fields.

Brett, Senior Recruitment Officer,
large international company.

Checking out the ‘dream’ ...

All the way through school, | thought | was
going to do a medical degree. | had a rather
exalted view of what | thought that meant.
When | found out more about the job, |
couldn’t see me living that kind of life.  am
not good without sleep; when | realised that

| would have to live for many years on 100-
hour working weeks and constantly interrupted
sleep, that put me off. | could see myself as a
consultant, but not as a junior doctor. | didn’t
know then what | would do — but | was glad |
found out early in my degree and could change
my career path. | didn’t at that point think that
the volunteering work | did as a student would
lead to a good career in the Voluntary sector.

Henry, CEO, voluntary sector.

Challenge fixed career views

| already had a job working as a children’s

care assistant. | thought, as | was a mother,
and knew about children and had experience
in that line of work, that was my life planned
out. That was why | didn‘t go to any careers
sessions in the first two years — | was sure it
would be pointless. Then we studied juvenile
offending and | started to become interested

in that, especially the legal aspects. | gradually
became interested in being a lawyer. This
spurred me to study harder so | could get onto
a post-graduate course. Now that | am a lawyer,
professional development is an essential part of
my job.

Sofia, family lawyer.

Introduction 7
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The challenges of personal development planning

Focusing on your own development should be of evident value and interest, but it is all too easy to put
it to one side and hope that it will take care of itself. There are lots of good reasons why that is the case,
some of which are listed below. Take a look through the following approaches and decide which are true

of you [V.

PDP planner

What on earth
isit?

[ ] 1 1am not clear what it is

Personal development planning, or PDP, can
sound rather vague or abstract. Like many
things, it gets easier with practice and
familiarity. It is worth noting that for many
job applications, you will be asked to
demonstrate commitment to ongoing personal
development. This also forms part of your
annhual appraisal in most jobs.

[ The future can wait )> A ()

] 2 It's too early for me to think
about it

Tt can seem as if the end of college is a long
way off, and that career planning can wait
until your final year, or even until after you
have finished your course. It may feel very
difficult to imagine what you would want to do
in several years' time. The more true this is of
you, the more you are likely to benefit from a
few visits to the Careers Service as soon as
possible.

( No time just now! )

Freshers’
Fair

[] 3 1amtoo busy

There can be many demands on our time which
appear more urgent to deal with right now.
Even with good intentions, it is easy to keep
putting off the moment for thinking about
your future. If this is true of you, schedule
time into your planner at least once a month
where you focus just on you, and your future.

l already know exactly
what Ilwanttodo...

[ ] 4 1don't’ need it

If you are already ina
profession or on a particular
career route, it may feel
unnecessary to think about
planning how to advance on
your chosen career path, or
to consider other possible careers. However,
be wary of focusing too much on a single
career route without investigating other
options. You might find there is something
that suits you much better.

8 Skills for Success
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The challenges of personal development planning

I have no idea what | want It’s all basic stuff. Don’t need to
to do in the future gareers worry about that now.
air /
———/ 7-‘:‘ ’. '*.
D / A
BPDP
— Astcs
] s Why bother
before | make
my mind up? [] 6 Icanrush through it at some point
If we don't have a clear direction, it can Personal planning can sound like the easy
seem pointless, or even difficult, to think option that can be put aside whilst you focus
about the future. However, personal planning on your real’ work. However, personal
is about much more than simply heading planning is about making time to think about
down a single career path. It is more of a you and your likely journey through life. It
Jjourney of discovery and about opening up merits time. The more that people put into
possibilities for yourself. See page 4. the process, the more they tend to value it.

@ Reflection:
Attitude to

personal planning

. @ How, if at all, do these
scenarios match your own
ways of thinking about
personal planning?

. ® Where do the challenges lie

[ 1 7 1don’t know where to start - so | don’t for you in doing this well?
I

It can feel hard to get started. Generally, people find that
once they engage with the process, it gets easier. However, if
you put off thinking about your future because you don't have
an obvious starting point, rest assured that you are not alone.
There doesn't have to be a 'right place’ to start. Working
through this chapter gives you some options.

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave Introduction 9




Personal development planning (PDP) as a student

More than just a degree

When students complete their qualification, they usually
have a good understanding of their subject discipline
and have developed skills associated with their course of
academic study. This is good, but is only part of the story.

Being at university or college provides opportunities to
mix with a wide range of people, to take part in new
activities, to manage positions of responsibility and to
broaden your outlook. Most of these opportunities lie
outside of the taught curriculum although, increasingly,
programmes are being designed to include personal

and professional development. Students are being
encouraged to adopt a broad-based approach to their
time as a student and to use their time and the curriculum
imaginatively.

Why is PDP actively encouraged for
students?

The kinds of jobs that most graduates want to enter
require a range of qualities and skills that take time,
support and good planning to develop. These include
people skills, problem-solving, project work and self-
management. Such skills cannot be suddenly acquired
in isolation or at the last minute. In the past, many
graduates felt disappointed that they were not better
prepared for when they left university. It has now been
recognised that students need structured opportunities
to think about, and plan
towards, their future.

Can you really plan
for the future?

Whist you can’t control the
future — the unexpected will

jistisiscin0

hal Kind of sKills can you
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Preparing for graduate jobs

Typically, students regard their degree
and other qualifications as a passport to a
better job — especially to a graduate job, for
which a degree is essential. For some, this
means obtaining the best possible salary
or opportunities for a first job. For others,
it means gaining promotions or other
advancement in their current professions
or workplace, even whilst they are still
studying. Some students create their own
jobs, setting up their own businesses.

Whichever route applies to you, PDP

is about preparing now towards the
employment you will want in the future.
That covers a range of preparatory thinking,
planning, decision-making, practice and
record-keeping.

Achieving well academically

Usually, students want to gain the best
possible academic outcomes for their
time as a student. This is for their own
satisfaction, and because employers often
require a particular degree classification.

The process of personal development
helps you to understand
more about what hinders or
enhances your performance.
This is relevant to academic
performance as well as
to performance in the
workplace or other spheres
of life. Some of the benefits

———

happen - you can prepare for

of PDP for academic study

likely eventualities and plan

for your own development.
This enables you to be more
in charge of your own life

are listed opposite.

and to create opportunities.

mum‘ W.\j&& Mean €5soy...Widded ‘
(Lt exams...um, things Tike that .

10 Skills for Success



The benefits of PDP

When undertaken in supported and structured

ways, PDP gives you a much deeper

understanding of your performance. You

develop abilities in evaluating this for yourself.

Instead of being locked into a routine

learning cycle, you enter into an /4
\\

upwards learning spiral. PDP puts you ?
in charge.
N
e : \ \
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Read through the potential
benefits of PDP listed below.

Tick any of these that you
consider would be of relevance to you.

1 Benefits of PDP to academic performance
The potential benefits of PDP for my studies are:

[] a clearer focus for my academic work

(] more control over personal motivation — and
the ability to direct this to achieve my goals

[ skills in self-management

[] greater independence and confidence
through gaining a better understanding of
how to improve my performance

] more enjoyment and less stress from my
academic studies as | become consciously
skilled

[ greater awareness of how to apply what |
have learnt to new problems and contexts

[ reflective, strategic, analytical and creative
thinking skills that strengthen academic
performance.

PDP can have a positive impact on your
academic achievement, especially when
combined with attention to study skills relevant
to higher education. These are addressed in
detail in companion volumes such as The Study
Skills Handbook, 4th edn (2013) and Critical
Thinking Skills (2011).

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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2 Benefits of PDP to professional life

The potential benefits of PDP for my career and
professional life are:

L] strategies for improving personal performance

(] a better sense of the life and work | want

[ more confidence in the choices | make

(] confidence in the skills, qualities and attributes |
bring to the career of my choice

] being in a better position to compete for jobs
and to discuss my skills with employers

[ the positive attitudes, creative thinking, and
problem-solving approaches associated with
successful professional life.

3 Benefits of PDP to personal life
The potential benefits of PDP for personal life are:

[_1 gaining a better understanding of myself and
how | ‘tick’

] being in a better position to make appropriate
choices to meet my aspirations

] gaining a better sense of myself as an individual
greater awareness of my needs and how to
meet these

[] greater awareness of the unique contribution |
can make

[] developing a positive, forward-looking
approach
developing skills such as reflection, strategic
thinking, self-direction and self-evaluation,
useful in most life contexts.

civcy (@

. @ Browse through the benefits you ticked in

. the three lists above. Which of these are most
. important to you?
. @ Choose 3-5 of these and jot down in your own !

words what these mean for you. .
i :

What PDP do | want and need?

The activities on the following pages enable you to
stand back and consider:

e what kind of personal development planning
you might need
® your priorities for PDP.

Introduction
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Do | need personal development planning?

Self-evaluation

For each of the following statements, rate your responses as outlined below.
Note that strongly agree carries no score.

Rating: 4 = strongly agree 3 = agree 2 = sort of agree 1 = disagree 0 = strongly disagree

Rating
1 | am certain that | can keep myself motivated towards achieving my degree 01 2 3 4
2 | am very clear what my goals are for the next seven years 01 2 3 4
3 | am confident that | have planned sufficiently to enable me to achieve my goals | 0 1 2 3 4
4 | am very clear how my degree fits into my life plans 01 2 3 4
5 | am clear what employers are looking for 01 2 3 4
6 | am confident that | can demonstrate the skills, values and behaviours that 01 2 3 4
employers are looking for
7 1 am very clear about the importance of reflective activity to professional life o1 2 3
8 | am confident in undertaking structured reflection without guidelines 01 2 4
9 | am confident that | can develop an effective strategy to meet most 01 2 4
circumstances
10 | am confident that | can set well-formed targets 01 2 3 4
11 | have a clear understanding of how to evaluate my own performance 01 2 3 4
12 | am confident that | know how to improve my performance in most 0 2 3 4

circumstances

13 | know how to apply and transfer my expertise from one area to a differentfield |0 1 2 3 4
14 | am confident that | can see myself as others see me 01 2 3 4
15 | am confident that | have effective listening skills 01 2 3 4
16 |am an assertive person 01 2 3 4
17 |am a good ‘self-starter’ 01 2 3 4
18 | am aware of the best roles for me to fill for team work 01 2 3 4
19 | am confident at problem-solving 01 2 3 4
20 | am confident that | know how to make best use of my mind 01 2 3 4
21 | am confident that | will take a creative approach to most problems 01 2 3 4
22 | am confident about making competence-based applications for jobs 01 2 3 4
23 | am always very clear about which skills | am developing 01 2 3 4
24 | can see clearly how my skills apply to a wide range of other situations 01 2 3 4
25 | know where my own ‘developmental edge’ lies 01 2 3 4

Add up your score out of 100. | Total score

Although this is only a rough guide, you now have a personal development ‘needs’ score. If this is less
than 100, then you would benefit from some personal development. The lower your score, the more
likely it is that you need to undertake personal development. Even if you do not need any personal
development today, this is likely to change within a few months or even weeks, as your circumstances
change.

12 Skills for Success © Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave



What are my PDP priorities?

@ |dentify in column A which aspects of personal development are important to you at present. Give a
rating between 5 and 0, giving 5 for very important and 0 for not important at all.
@ In column B, consider how essential it is that you develop this aspect soon. Give a rating between 5
and 0, giving 5 for very essential and 0 for not essential at all.
@ By adding scores in columns A and B, you will gain an idea of where your priorities lie (column C).

Aspects | want to develop A B C See chapter
further How How essential | Priority score
| tt importantis | to develop it | Add scores
wantto... this to me? now? for columns A
Rate from 0 Rate from 0 and B
to 5 to 5
1 Clarify my vision and goals 1 and 2
for my life
2 Clarify my values 1 and 2
3 Identify a source of 1
inspiration
4 Clarify what ‘success’ means 1
to me
5 Clarify what | want to 1
achieve from university
6 Strengthen my motivation 1and 3
Understand what reflection 8
is about
8 Identify ways of 8and 11
approaching reflection
Evaluate my learning goals 1

10 Develop a reflective journal

8 and wherever
you see

personal choices

11 Write about my personal 8and 11
development planning

12 Develop a strategy for 3and 6
improving performance

13 Make sense of my life story 2

14 Understand the effect of my 2

15 Gain a sense of my
strengths and areas for

2,3,4,8and
11

improvement
16 Make better use of my own 2and 8
expertise
© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave Introduction
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What are my PDP priorities?

uncertainty more effectively

Aspects | want to develop A B C See chapter
further How How essential | Priority score
| tt importantis | to develop it | Add scores
Wantto-... this to me? now? for columns A
Rate from 0 Rate from 0 and B
to5 to5
17 Understand my personal 3
performance profile and
preferences
18 Identify personal qualities 2and 11
19 Know how to make a SWOT 4
analysis
20 Improve my time 4
management
21 Develop more constructive 1 and 6
attitudes to achieve my
goals
22 Develop my self-confidence 2,3and 4
23 Understand more about 4
emotional intelligence
24 Manage change and 4

25 Understand what prevents
me from achieving my

2,3,4, 6and
10

potential

26 Complete tasks more 6
effectively

27 Improve my problem- 6
solving skills

28 Know how to set effective 6
targets

29 Be better at getting down 6
to tasks

30 Become a good ‘self-starter’ 6

31 Develop project- 6
management skills

32 Identify my 6
‘competitiveness’ in task
management

33 Develop my listening skills 5

14 Skills for Success
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What are my PDP priorities?

records when applying for
jobs

Aspects | want to develop A B C See chapter
further How How essential | Priority score
| want to ... im.portant is | todevelopit | Add scores
this to me? now? for columns A
Rate from 0 Rate from 0 and B
to 5 to 5
34 Develop team-work skills 5
35 Set up a support group (or 5
action sets)
36 Be better at giving and 5
receiving criticism
37 Be more assertive 5
38 Deal well with difficult 5
people
39 Develop negotiating skills 5
40 Develop leadership skills 5
41 Develop creative thinking 7
skills
42 Understand more about the 7
brain and how to use it
43 Develop skills in applying 9,10 and 11
for jobs
44 Make use of personal 11 and

Resource Bank

45 Understand more about
what employers are looking
for

9and 10

46 Analyse how well my values
and behaviours match what
employers seek

9 and 10

47 Utilise my academic studies
better in my workplace

9 and 10

48 Consider what it would
mean to set up my own
business

Development priorities

® Look back over the priorities table above.
@ |dentify the three aspects that you gave the highest scores. If there are more than three with the same

score, select three.

@ Write the three priorities in words that are meaningful to you.
@ If you are ready to start on these, you may find it helpful to use the Action Plan on p. 119.

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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Taking and making opportunities

Whilst you are a student or recent graduate, there
are more opportunities open to you than at any
other time, usually at no cost. Many of these

will be arranged on campus or via your college,
university or student union.

Seize the chance

Employers will expect this )

When you apply for jobs,
employers will be aware that you
have had great opportunities
open to you and will be interested
to see how you made use of
these. This will tell them a lot
about you.

reat for building your CV)

® Develop new skills

® Learn new things

e Gain a range of experience

® Demonstrate social
responsibility

Good for networking

® Mix with a wider range of
people

@ Consider new perspectives

® Develop awareness through
exposure to more cultures,
backgrounds, languages

® Enjoy a wider pool for making

friends
Amaze yourself
g
ot ® Try out things you wouldn’t
o A8 usually consider

® Test your limits

® Take a lead in organising
activities and networks that
interest you

® Discover a new side to yourself

16 Skills for Success

Find out what is available

It is likely that there will be many avenues for
finding out about the opportunities open to you.
Good starting places are listed below. Check
these off when you have looked to see what they
have to offer you.

| Freshers’ Fair (even if you are not a first year)
[ Students Union

| Careers Service

(| Student Services

L] University or college website

|| Citizens Advice Bureau

L] Community centres and community groups
] Local colleges

[] Job clubs and Job Centre

] Local newspaper

Identify the next opportunities ...

From the list below, check off [/] those
opportunities that are available to you. Highlight
those you want to follow up.

Work-related opportunities

[] Entrepreneurship courses or awards

[] Being a course rep

[ Roles within the student union or student clubs
[] Contributing to a student magazine or radio
[] Mentoring/coaching in local schools

[] Setting up a club or support group

[] Taking part in activities in the local community
[] Projects for employers

[] Voluntary work

[_| Employer talks and skills sessions

(] Information about local part-time jobs

1 Jobs available at the university/college

(] Industrial or other work placements

(| Work placements overseas

[] Internships

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave



Taking and making opportunities

SnorKKe! control

Loacge fish avoidance
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Tamilds efforts ot personal development knew no bounds,

Opportunities through the curriculum

] Credit-bearing PDP/career-planning modules

[ Credit for work experience or work-based
projects

[] Credit for voluntary work
[ Training and credit for mentoring others
(] skills development built into the curriculum

[ “Electives’, ‘discovery’ or ‘venture” modules
outside of the main subject, to broaden outlook
and experience

[] Year/term studying or working abroad

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave

Opportunities for advice and guidance

] Helpdesks and/or information zone

[] Tutorials/personal tutor meetings

(] Guidance about making academic choices
|| Careers information, advice and guidance
] Support for study skills

| Facilities for learning new languages

] on-line personal development resources
(] Web-based resources and tools

(] Student Union

Introduction
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How it fits together: skills for success

Academic and career skills

Typically, universities and colleges identify specific sets of
skills and attributes that they expect students to develop
throughout their course. Employers also tend to provide
lists of skills and attributes as part of their job descriptions
and person specifications. Higher education institutions
(HEls) generally look for ways of building into their
courses the means of developing skills that are relevant to
employment as well as to study.

Once drawn together, the skills, qualities, attributes and
experiences required of students and graduates can
appear to be a long and rather daunting list. As different

vocabulary is used on different lists, it can also be confusing.

The APT-S framework

Specialist and technical skills aside, skills can generally

be conceptualised more simply and clearly into just four
organising categories. The APT-S Framework (Cottrell,
2013) organises skills into 4 categories which are relatively
easy to manage and remember:

Academic People Task Self

X2 resources
\?”b \Y “n\E
&
(,00 6\%

PAST
EXPERIENCE

The APT-S framework
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Academic skills such as critical

thinking and problem-solving and task
management, skills such as undertaking
research projects are more readily
recognisable as necessary for students.
However, in recent years, the people skills
required for working with others have
also become recognised as important

to student success. It is increasingly
recognised that skills in self-management
are essential and underpin most other
skills.

Together these four sets of skills enable
you to manage the various complexities
and challenges of:

® the learning environment, whether at
college, university, the workplace or in
other learning contexts

® your past experience and its impact on
your current thinking and skills

® your future aims, and what this means
for where you need to focus now.

FUTURE




How it fits together: skills for success
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The APT-S framework applied to the workplace

The categories of skills used for the APT-S
framework are also applicable to work and most
other areas of life.

The four categories in the framework are those
most relevant to the academic world of the
student. If you have been a student, it is likely that
you will continue to bring an academic dimension
to the way you approach tasks and situations in
the future.

Although the skills you use in the workplace may
be very similar, the language used to describe
these may vary outside of academia. For example,
you could also come across the following terms:

® Academic: Intellectual; cognitive; metacognitive
® People: Interpersonal; social

® Task: Operational; organisational

@ Self: Intrapersonal.

Most students will need skills in each of the four
categories both as a student and in employment

gavironmen;
oceSSQS
% onal area
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FUTURE

— although the specific skills required for each
category may vary depending on your chosen field
of study or work. This means that:

® there is value in developing all four skills areas

® it is a good idea to find out more about the
kinds of academic, people, task-management
and self-management skills relevant to your field
and intended career path.

Skills are mutually reinforcing

You will find that, in developing skills in any one
category, you usually draw upon or develop
skills in one or more of the other categories. It is
important to note the range of skills that you are
developing across the various activities that you
undertake. Sometimes, it is less evident than at
other times, just how many skills you are honing
on a given task.

Introduction
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How it fits together: self-management skills

Overall structure

The book is divided into four main sections or
Parts, with additional introductory and closing
sections and a Resource Bank. Parts 1-3 organise
material into the 4 skills areas identified within the
APT-S framework.

@ Self-management
® Managing People and Tasks
@ Thinking skills (Academic skills).

The final section draws these skills together and
applies them to the particular task of career
planning.

Below, there is a synopsis of each section and
chapter, to guide you through the book and to
help you to select where to focus.

Self-management

We are the key to our own successes — and we are
often our own greatest enemies. If we can take
charge of our own mental processes, behaviours
and emotions, we can accomplish a great deal.
To do so, though, we usually need to become
much more self-aware. That means drilling down
to find out more about what really goes on in

our own minds, why we hold the beliefs that

we do, why we value certain things over others,
why we sometimes sabotage our own goals. The
first four chapters look at different aspects of self-
management.

Understanding ‘success’

Chapter 1 takes as its starting place

the notion that all students want to
experience success — even if they have
different notions of what success might
look like. Most make sacrifices to put
themselves through college or university,
and expect a better future as a result.
However, many students are very vague
about what they want and how to plan
for the future. It is not the end of the
world to leave university and still not
know what you want from life. You may
never answer that question fully.

20 Skills for Success

However, it is useful to start to clarify your thinking
so that you bring more control to the choices

that you make, and keep a wide range of relevant
opportunities open to you. Chapter 1 helps you
consider questions such as:

® What does success mean to you?

® What motivates you?

® What are your ambitions, goals, values?

® Who or what inspires you?

® What kind of life do you want to find yourself
living 10 or 20 years from now — and what
would be your worst nightmare?

Making sense of experience

Chapter 2 encourages you to look in detail at you
— and what helps you to achieve. Use Chapter 2 to
gain different perspectives on:

® Your life story so far and the role you play in
your own story

® How you may be perceived by others

® How you respond to opportunity and adversity

® The impact of your learning history on your
current performance

® Where your expertise lies — and how that could
be applied to new contexts.

I know people see me as intimidating but | am
about more than pest control. My real strength
is working with textiles.




How it fits together: managing people and tasks

Understanding personal performance

We are each distinct in what helps or hinders us
to perform at our best. In Chapter 3, you have the
opportunity to:

@ analyse in depth the conditions that have most
impact on your performance

@ identify your ‘personal performance formula’

@ identify the optimum conditions for you when
undertaking different kinds of task.

Taking charge

Success begins with knowing and managing
yourself. Whilst the first three chapters focus on
knowing yourself, Chapter 4 looks at successful
‘self-management’. Use this chapter to increase
chances of personal success by improving:

@ your emotional self-management

® your time management

e your ‘emotional intelligence’

® your attitudes

e how you manage change and uncertainty.

Managing people and tasks

Interpersonal and organisational skills can make
study more interesting, more enjoyable, and less
stressful. These skills are also very much in demand
from employers — and they will be essential if you
intend to take on a leadership and management

How do | manage people? Usually my
presence is enough but sometimes |
roar and if all else fails ... | eat them.

A7

52@9

role or to become an employer in your own right.
The two chapters in Part 2 focus on these skills and
provide tools for developing them.

People skills

How good are your ‘people skills'? Good people
skills mean that teams work better, and that
individuals gain the consideration and support
that they need. People skills create more effective
and manageable work environments, which is why
employers place such a high value upon them. Use
Chapter 5 to consider ways of developing your
people skills. It addresses such issues as:

® developing rapport

@ listening skills

® team work

@ assertiveness and negotiation skills

® |eadership

® giving and receiving constructive criticism.

Managing tasks

Good problem-solving strategies will enable

you to take on almost any task and will greatly
increase personal confidence when you enter new
situations. Use Chapter 6 to:

® organise time and tasks effectively

® |earn basic problem-solving strategies

@ select and apply problem-
solving strategies to
more complex tasks and
problems

® develop planning skills,
such as identifying
priorities, setting targets
and finding good
solutions

® |earn skills useful to
project management

® gain familiarity with
concepts such as
performance indicators
and benchmarking

@ audit your personal
‘competitiveness’.

Introduction 21
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How it fits together: thinking skills; employability

Extend your thinking

Part 3 looks at two sets of thinking skills,
creative and reflective, that are becoming ever
more valued both for academic study and for
employment. These are also skills with which
many students and employees struggle.

Creative thinking

Many people doubt their own creativity, thinking
that this is just for artists and performers.
Creativity is essential to problem-solving and
task completion: it is the ‘spark of creativity’ that
brings the right idea to mind at the right time.
Chapter 7, ‘Thinking outside of the box’, looks
at ways of nurturing creative thinking skills. Use
Chapter 7 to:

@ develop confidence in your creative abilities

® harness a basic knowledge of how the mind
works so that you can develop your thinking
skills further

@ try out a range of activities to hone your
creative thinking.

Reflection

Many professions now require their employees

to adopt a reflective practitioner approach. Your
course tutors may also require you to reflect upon
your performance. But what is ‘reflection’? How
do you go about it? How do you write about it?

As you work through the book, you will find
many opportunities for structured reflection.
Chapter 8, ‘The art of reflection’, outlines
different methods and approaches, along with
guidance on the kinds of structured reflection
typically required for marked assignments in
higher education. Browse these and select those
methods that suit you and your course.

Enhancing your career prospects

Surveys of students show that their main
objectives for pursuing higher education are
associated with finding a graduate job or
improving their work prospects. This may
include:

22 Skills for Success

® enhancing their career through promotion at
work

® gaining greater job satisfaction and expertise in
their existing employment

® moving to a better job elsewhere

® embarking on their first substantial job — as a first
step on the career ladder

® gaining more experience of employment through
internships or a graduate scheme.

The skills developed throughout the book are
those especially associated with graduate careers.
The following chapters consider the issue of
‘employability’ from the perspective of both
employers and students.

Employability

The process of gaining a job can seem rather
mysterious. When there is a lot of competition for
work, as is usually the case for good graduate jobs
and placements, it can be hard to find a job without
experience, and hard to find a job to gain such
experience. Even if you have been in employment
for some time, it is not always obvious how to go
about getting a better job.

Chapter 9 looks at what is meant by ‘employability’
from the perspective of employers, and what they
are looking for when they take on new employees.
The chapter provides an introduction to the labour
market and provides suggestions of activities that
can help you to make sense of segments of the
labour market relevant to you. It looks at differences
between large employers and SMEs, and at changes
in skills needs over time. It also looks at self-
employment as a potential option.
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How it fits together: getting that job!

Get that job!

Chapter 10 considers employability from the
perspective of you as the potential employee
going through the process of applying for
jobs. It looks at such issues as:

@ identifying what you want from your first,
or next, job

e making good choices and finding the right
job for you

® using the personal development planning
process to enhance your career prospects

e making strong and successful job
applications

e understanding the role of job descriptions,
person specifications, competences, CVs,
and assessment centres

e preparing well for interviews and
assessment centres, so you can approach
these with confidence

® using work placements or other
employment opportunities to best effect,
taking a structured, critical approach to
observing and reflecting on what is going
on around you, in order to develop your
awareness and understanding of the world
of work.

Maintain up-to-date personal
records

Chapter 11 outlines the rationale for keeping
personal records. It is linked to the Resource
Bank referred to below. Together, these make
it easy for you to reflect and record in a
structured and purposeful way about:

® what you have learnt to date from your
course and experiences, and

® how these are relevant to jobs that interest
you.

Accurate record-keeping is essential for
completing application forms for jobs.
Building a bank of information about your
experiences and skills provides you with

an invaluable resource for making good
applications and preparing for interviews.
You are likely to draw upon it for many years
to come.

Raise your game

In Chapter 12, you draw together what you have learnt
so far and consider how you can build on this further.
The chapter encourages you to:

® recognise personal change and to review your values
and goals in the light of this

® build connections between your skills and expertise
so that you can more easily transfer your skills from
one context to another

® identify your next set
of personal
challenges and
‘working edge’
for personal
development.

Resource Bank

A resource bank is provided at the end of the book

for recording and collating key personal information,
evaluations and reflections. You can use these resources
to devise personal strategies, models, planning tools
and prompts.

You can also use them more than once so as to
compare how your responses change over time and
with more experience. You can monitor your progress
and see how you develop in your thinking and
confidence. These can be photocopied for updating by
hand or are available electronically, for your personal
use, at www.palgrave.com/studyskills/pdp.

a This symbol indicates that there is a mobile App
that you can download to support your work on
this area of the book. A full list of Apps can be
found in the Appendix.
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Closing comments

This introduction opened with seven sets of
actions that run through the introduction and
the book as a whole. Working through these will
help you in planning towards success, whether
academic or professional.

Aspire. Be prepared to be ambitious, setting
yourself high goals towards which you can work
over the longer term. Although you may be
keen to complete your qualification or gain a

better job, keep an eye on the distant future too.

It is likely that you will have many jobs, each
building on previous expertise. Avoid taking
steps that narrow your options too early. Be
flexible and open to a range of possibilities. Take
opportunities that help you to build towards
leadership roles should you wish to apply for
them.

Investigate. Put in the time to find out as much
as you can about the wide range of career and
life options that could be open to you. Develop
a clear understanding of what you would need
to do in order to access these for yourself.

Reflect. Don’t fool yourself — give thought to
what you really want and why. Increase your
self-awareness so that you understand the basis
of your motivations and behaviours. Develop
good habits of introspection, self-evaluation

and self-questioning, so that you become, and
remain, attuned to your changing interests,
motivations and ambitions.

Decide. Decision-making is important, even if
you don’t know exactly what you want to do
next. Making decisions gives your planning and
development greater focus. Put time aside to
think through what is likely to be really right for
you — or at least the most likely best direction
of travel for you. Think through, in depth, the
potential implications of your choices, so that
you don’t close down your options, either
through making the wrong choices — or through
inaction.

Plan. Map out what you will do to put yourself
in the best possible position to achieve the kind
of life, career and academic success you want.

Personalise. Adapt your approaches and
strategies to suit your personal skills, strengths,
needs, interests, experiences, preferences and
style. Be your own person and true to what is
right for you.

Achieve. Follow through on your plans,
adapting these to suit changes in circumstances
and opportunities, as well as changes in your
own interests and ambitions.

Enjoy this book!
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Part 1
Self-management

Good self-management skills provide a solid foundation upon which to build all other skills, whether
academic or professional or for managing life in general.

Knowing yourself

It is easier to adapt to the changing requirements
of study, work, new contexts and new people if
you are building on a solid base. This comes from
gaining a deep understanding of yourself- not just
the superficial, obvious things that strike you on a
first consideration, but the more profound insights
that come from recurrent and structured self-
reflection, self-questioning and challenge.

Without such self-awareness, it is likely that, at
some point, you will experience a disconnection
between what you think matters to you and what
does in reality. It is difficult to maintain high levels
of motivation, energy, confidence, time on task
and focus when there is such a disconnection.

Conversely, it is easier to be successful in working
towards your goals when these really excite you,
when they match your ambitions, values and
interests, when you are being true to yourself.

Personal Performance

We are also more likely to succeed in our
endeavours when we know what impacts on our
performance. That puts us in a good position to
identify ways to fine-tune the ways we work and
study, removing potential barriers and distractions,
so we can perform at our best. Sometimes, quite
small alterations to the way we approach our
work, study, tasks or situations can reduce negative

feelings such as boredom, stress and anxiety, and
incite greater interest, enjoyment and desire to
engage.

This section provides a wide range of activities,
reflections and resources to help you to:

® delve beneath the surface and examine what
matters to you, what inspires you, what will get
you through your course and help you achieve
your longer term ambitions

® pinpoint key contextual factors that are most
conducive to your performing well

e consider the skills, habits, attitudes, preferences,
experiences and strategies that impact on your
current learning and performance

e think through how you might adapt your
approaches and study conditions to improve
your future performance

® manage your time, resources and energies to

best effect to achieve the kind of success that
matters to you.

Chapters in this section

1 The Vision: What does ‘success’ mean to
you?
2 Know yourself

w

Understanding your personal performance

4 Successful self-management

Self-management

1
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Chapter 1

The vision: what does success
mean to you?

Learning outcomes —

This chapter offers opportunities to:

@ reflect upon the nature of success

® understand the importance of personal vision to successful outcomes

e formulate a personal definition of success

@ gain insight into personal motivation, inspiration and values, and see how these assist current study
@ refine your vision of the future and consider how current study contributes towards that vision.

Introduction

Everybody wants to be successful — but in their
own way. We each have our own versions or
definitions of what ‘success’ means, for ourselves
and for others. The kinds of success characterised
by Barack Obama, Angelina Jolie, Beyoncé, |.

K. Rowling, Lionel Messi, Aung San Suu Kyi or
Shah Rukh Khan, are all very different, but no less
valuable to the people concerned.

Our concepts of success can be rather vague and
open to change. This is especially the case for

students — even if some objectives appear clear cut.

Embarking on a programme in higher education
is, typically, a time of transition — a time for leaving
behind the worlds of school and family, or barriers
to progression at work, or perceived gaps in
knowledge. It is an exciting time, full of potential.
As a student, you are exposed to new ideas,

new perspectives on the world, new people and
opportunities. It is likely that your horizons will be
stretched, your values challenged, your ambitions
changed. Anything might be possible, all kinds of
paths may open up to you.

Students today expect their time in higher
education to be a passport to many kinds of
success apart from simply gaining a qualification:

to good grades, to the specialist skills and
knowledge required for particular professional
pathways, a graduate-level job, a rewarding
career, leadership and management roles, financial
security, new possibilities, a better lifestyle.

Competition for such opportunities is generally
high — and a degree alone is unlikely to make
you stand out. As a student, you will be making
decisions that will have an impact on your future
opportunities, such as in:

® the options you select
e the way you approach your studies
® the projects you undertake

® the way you apply your learning in work settings
if you are already employed

@ the skills and qualities you develop through
activities you undertake outside the curriculum

@ and the chances you don't use too.

The activities in this chapter aim to sharpen your
thinking about your aims, ambitions and the
versions of success you most value. That, in turn,
should assist you in making sound decisions that
affect your future as well as motivating you to do
what is needed to achieve success.
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Defining success WG Successful people

There are many ways of looking at ‘success’. ) ] :
Some people define success in terms of ® Jot down, as quickly as you can, the first ten people
objective material criteria. (How much you think of as ‘successful’.

money, how high a position in a company, . ® Do these have anything in common?
how big a house?) ® What makes you think of them as ‘successful’?

e How do you think your list might differ from

However, successful athletes may win world . somebody else’s? You could compare your list with
records, even fame, without earning a that of a friend.
great deal of money. Successful artists may —

measure their success by how true they are

to their artistic endeavour. Others judge MG Symbols of success

success by the integrity they brought to

a task: the confidence that they did their ® Jot down quickly the first ten things (or symbols)
best in honest ways and can live with their you associate with success.

conscience. It used to be a sign of success to . @ How important is each of those symbols to you
still have your own teeth at an advanced age! personally? Are these things that you want very

much from life?
. ® How do you think your list would differ from

somebody else’s? Compare your list with a friend'’s.
I

In other words, ‘success’ is a very subjective
matter. It depends on what is meaningful to
you and the people around you.

MG Spectrums of success — or knowing what you want

Below are pairs of statements, each of which relates to different points on a spectrum of opinion about
success. For each statement, mark on the spectrum where you would wish your own success to lie.
For example, X
Being immensely rich Having enough to survive
Having high expectations Being content with little
Being a world expert Knowing enough to survive
Gaining higher degrees Passing part of one degree
World fame Recognition by colleagues and peers
Achieving high goals Achieving something
Seizing big opportunities Being aware of some opportunities
Winning on a world stage Taking part in any activity
A very high profile job Having some work, paid or unpaid
Being very popular Having some good friends
Being a world leader Living a quiet life
Being important on a world Being recognised for personal
stage achievements
Having a close family life Escaping the family
Outstanding physical Minimum interest in personal
appearance and physique appearance
Material wealth A strong spiritual life
@ |s there another aspect of success which is more important to you than any of those listed above? If
so, what is that?
@ If you could be successful in only one area, what would that be? Why is this so important to you?
What would it mean not to have this in your life?
® What do your responses tell you about your own concept of ‘success’?
I
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Reflection: Spending life your way ‘

There is only one success — to be able to spend

your life in your own way. ‘
Christopher Morley !

e What would it mean for you to ‘live your life

in your own way’? What would this involve?

: @ What, if anything, stops you from doing this?

i ;

A personal definition of
success

. Complete the sentence below. In doing so,

. consider what personal success would be in

© your own case. Don’t worry if you find this
much more difficult than you imagined. You
will be asked to return to this statement later in
i the chapter, when you may wish to change or
' refine it.

For me, being successful means ...

Personal influences

Some of the definitions of success that you use
were probably adopted originally to please other
people — or are those you have inherited, or
picked up from peers and the media. This is not
necessarily a bad thing: these may be influences
that you respect or that matter to you. External
influences can be very valuable and help us to
form our sense of who we are.

However, sometimes, we live out ideas of success
that we pick up from other people, without
thinking through what they really mean for us.

It can be easy to lose ourselves in the values and
interests presented by others, especially if we are
surrounded by these for much of the time. We
can ‘forget’ that there may be alternatives that
are better suited to our personal circumstances,
character and beliefs.

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave

4
Activity Personal ambitions

Sometimes we come up with different answers
if we frame the question differently. This activity
invites you to give some initial thought to your
ambitions for different areas of your life. Later
activities explore this in more detail.

My ambitions for my academic work are:

My ambitions for my professional life or
career are:

- My ambitions for my personal life are:

As so much personal investment is likely to be
involved in working towards your concept of
success, it is worth considering how your own view
of success has been influenced by others — and
how far you can say ‘This is really me.’

Reflection: Personal influences

- Who do you consider to be the greatest

influence on your life? How far do your ideas of

‘success’ reflect the influences of that person or

: group?

® Look again at your responses to the above
activities about success.

. ® What values and beliefs are associated with

. your responses? A

® Are these influences still valuable to you or do

you need to develop more independence?
I
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Owning the influence

Your goals may have been strongly influenced

by others but ultimately, when you decide to act
upon them, you have made those goals your own.
The important thing is to be clear that your action
is a personal choice no matter who influenced it.
This means recognising your own role in the action
you take, rather than saying later, ‘Well, | only did
that because my parents/teacher/friend/children/
boss, etc., wanted me to.’

Inspiration

Sometimes influences act as positive inspiration,
moving us to achieve things we value. Many
people have used a role model from their personal
life, history or public life to inspire them.

Reflection: Inspiring people

- Look back to the list of successful people you

. jotted down in activity 1. Do any of these

- inspire you? If you answered ‘No’, think of at
least one person who does inspire you. If you

. answered ‘Yes’, which person from your list do
- you find most inspiring?

Consider the person that you selected as

- inspiring. What is it about them that most
inspires you:

® What they achieved?

. @ Hurdles they overcame?

® Their level of skill or ability?

. @ Their personal qualities?

. @ Their effect on the lives of other people?

® Something very individual they bring to life?

- In what way has that person already inspired
you? In what other ways could you use that

- person as an inspiration towards achieving your
: goals? :
L —

Other sources of inspiration

Anything may be a source of inspiration. For
some people, a piece of music, a rap, a poem, a
painting, a postcard, a view of the sea, an episode
in history, a personal event, can be inspiring.
Alternatively, doing something for a cause or to
bring about change can be a source of inspiration.
Traditionally, artists and thinkers used to write,
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paint or compose for a ‘muse’ — a real or a
mythological person to whom they dedicated their
lives or their work.

Thinking about your sources of inspiration can be
like receiving a burst of energy — it can boot you
back into action when your spirits are flagging,
and keep you focused. Inspiration, in other words,
is another tool you can use to achieve your
objectives.

Reflection: Sources of personal
inspiration

Consider:

. @ Apart from people, what has inspired you

© most in life? This could be a book, music, etc.
What was it about this that inspired you?

e What things inspire you to feel good about
life?

: @ What things inspire you to go beyond

. yourself, to do more than you thought you
were capable of?

® What else would you consider to be a source
of inspiration to you?

Reflection: Inspiration to succeed
on your course

e What, if anything, inspired you to come on
¢ this course or to return to study?
. ® What inspiration can you draw upon to

increase your motivation to succeed? ,
i :

Values

You will probably already have noticed that
thinking about personal success raises questions
about values, beliefs and ethics. It is not always
easy to square our desires with our values and
beliefs. It can also be hard to identify what we
really value — sometimes this is not possible until
we are faced with a life-or-death challenge.
However, if we work against our values, we

are likely to experience self-conflict, which can
undermine our chances of success. The following
activities aim to help you identify what things you
hold important relative to other things.



Imagine that you are given a ‘smart’ or
© magical box, known as the Zed box.

. If you open the Zed box, you may

be given the thing that you want

or value most in life. (The box

cannot change the past.) You have

- five seconds to jot down the one

- thing you would most want the box
to give you.

The thing | would want most is:

Layers of the onion

Knowing what we ‘really’ want is not easy. There
are many layers to our ‘wanting’ and ‘needing’
and ‘valuing’, like skins on an onion. It is worth
taking time to reflect on the things we value,
asking why we value them, following each answer
with ‘And what is it about this that | value?’ For
example, do you value celebrity because you are
excited by the lifestyle that it represents? What is it
about that lifestyle that you value? Is it being in the
public eye? In which case, how many other ways
are there of being in the public eye? Is it about the
money celebrities earn? If so, what other ways are
there of earning that money? Is it because famous
people seem to gain recognition? If so, are there
other ways of gaining recognition that you would
value as much or more? Is it really popularity that
you are seeking? Keep going until you run out of
questions.

Sometimes it is easier to aim for the surface of

B4

| ;
& ol ——
LR S
N 2
- and would give you that opportunity rather

¢ You have one minute to jot down an answer to
. the following questions:

- 2 What do you most fear the Zed box would

. have not spent time thinking about what you
. feel you ought to do with your life as well as

or on a long walk. Consider:
. @ What do | want to do with my life?

. ® What are the key characteristics of the lives of :

However, the Zed box is ‘smart’ and
magical: it can read your most secret
wishes. It may give you what you
wish in your heart, even if you are
not aware yet that this is something
you want. For example, you may
think you want to be a football
champion but deep down wish to be
an artist, travel the world, or take up a
caring role. The Zed box would know that

than making you a football star. The choice the
Zed box makes may come as a shock to you.

1 What would you most fear that the Zed
box decided you really wanted?

take away from you, thinking it knew
best?

You may have found this activity difficult if you

what you want to do with your life. You may
find it useful to reflect upon this over some time

® What do | feel | ought to do with my life?

people who inspire me? :
——

things (money, power, celebrity) rather than i
looking at what is creating
a need for such things.
Whether those things are
good or bad in their own
right is a value judgement
—and may depend on the
circumstances. It is worth
remembering that we
need very little in order to
survive.

. ® What is at the ‘core of the onion’ for you?

Reflection: Core values

What is really driving you towards the things
that you want?

® How far are your values being shaped by your
wants and needs (for yourself, others or the
world)?

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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MG Personal values 1
| What I most value i ... Important | What | most valueis ... Important
to me to me

1 Agood car [] 23 Leaving something for posterity []

2 Challenge [] 24 Making a difference to the world L]

3 Contributing to society [] 25 Money []

4 Feeling | am in control of my life [] 26 New experiences [l

5 Creativity [] 27 Personal qualities such as kindness L]

6 Fairness [] 28 Physical appearance []

7 Fame and celebrity [] 29 Popularity []

8 Family and home life [] 30 Good-quality possessions L]

9 Friendship [] 31 Power []
10 Having a good time L] 32 Being needed [l
11 Health [] 33 Security L]
12 Help received from others [] 34 Afeeling of self-worth []
13 Helping others L] 35 Social Life [l
14 Honesty [] 36 Solitude L]
15 A big house [] 37 Spiritual life []
16 Independence [] 38 Sporting ability []
17 Influence [] 39 Being wanted L]
18 Integrity [] 40 Other things: (state what) []
19 Intellectual abilities L]
20 A good job or career []
21 Justice []
22 Leadership and authority []

i
EEZE O Fersonal values 2

Select the ten items you value most and list these in order of importance, where 1 is the most
. important, 2 for the next in importance, and so on.

5 10

32 Self-management © Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave



Consider the top ten items that you valued. What
themes can you identify? For example, do your
choices suggest you place a high value on any of
the following:

@ personal qualities (character)

® control over something

® people

e material objects

® power and influence

@ mind and body

@ personal recognition.

Are you comfortable with your responses or do you

feel you ‘ought to’ value other things? If so, what
does this response tell you about yourself?

Reflection: Put to the test? ‘

Identify a time when your values were put to

. the test. In your reflective journal, jot down:

® What happened?

e What did you find out about yourself on that
. occasion?

e What did you learn about your personal

¢ values from that occasion? :
i :

Life qualities
The following quotation refers to a number of

qualities that one person, Gordon H. Taggart,
wished to develop in his life.

| wish | were honest enough to admit all my

shortcomings:

@ brilliant enough to accept flattery without it
making me arrogant

@ tall enough to tower above deceit

@ strong enough to reassure love

® brave enough to welcome criticism

® compassionate enough to understand
human frailties

® wise enough to recognise my mistakes
® humble enough to appreciate greatness
@ staunch enough to stand by my friends

® human enough to be thankful of my
neighbour.
Gordon H. Taggart

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave

Reflection: Life qualities

- @ Which of the qualities identified by Taggart

do you most value?

. ® Which do you make a conscious effort to
develop?

@ Which three of these qualities would be of
most relevance in achieving your goals or
vision?

Activity 6 Feeling Valued: Compliments

Our values are also reflected in what we want
others to think about us- such as the comments
we do or don’t want made about us and the
compliments that we treasure.

What three compliments do you most want to
- hear from other people?

1

Reflection: Valued compliments

In your reflective journal, jot down:

. @ What do these suggest about what you
. value?
. ® What do you do to make it possible to receive :

such compliments? :
i :
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Vision
It helps to get to the top of a mountain if we have
seen the pinnacle and know where we are headed.

This does not necessarily mean that we should
have very clear life goals, with every detail planned
out. Successful people seem to be characterised
by not having very rigid life plans (Taylor and
Humphrey, 2002).

However, it is important to have a vision of the
general direction in which we are going, the kind
of life we want to lead, and the levels of personal
investment we want to make in different kinds of
activity. It is this vision that keeps us going when
the inevitable unexpected setbacks occur. If we are
assembling a bookcase or doing a jigsaw puzzle,
it helps to have the picture before us of what we
want to achieve, so that we can see the end goal
as a realistic possibility. A vision of what we want
to achieve is even more important when we are
undertaking a project that lasts for several years,
such as working towards a degree or a career.

Ambitions

An obvious starting place is to clarify your current
sense of what your ambitions might be. Some
people have very clearly formed ambitions and
goals by the time they enter university. However,
many students have given little thought to what
they want after university. It is not necessary to
have clearly defined goals, but it is useful to start
clarifying personal ambitions, so that you can
check both how important these really are to
you — and how far you are working towards what
matters to you.

The dream

Dream lofty dreams, and as you dream so shall
you become. Your vision is the promise of what you
shall at last unveil.

John Ruskin

When we are young, we are often told to stop
day-dreaming. However, many great inventors and
scientists attribute success to the combination of
their analytical work with the inspiration that came
through dreams or day-dreams.
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MG The dream

This activity is linked to the activity, ‘The Long-
. Term Vision’, page 35.

First, undertake an activity that uses up any
surplus energy and leaves you alert and awake.
. Taking a walk or doing housework is ideal, but
- any moderately strenuous activity will do. This
will get the blood flowing to your brain (so
you think better) but work off excess adrenalin
. (so you are open to being creative rather than
. defensive).

Then, find a comfortable seat where you will

: not be disturbed. Read the quotation by Ruskin
: (above) a few times and let your mind wander
- over what this means for you.

® What dreams have other people had for you
(if any)? :

. @ What are the dreams and ambitions of people !
you know well?

e How are your dreams different from those of
people around you?

Your ‘dream’ does not have to be the same
as anyone else’s, and it does not need to be
i well defined. It may be something as simple as
- 'happiness’. :
L I

Clarifying the dream

To gain a clearer view of the ‘dream’, come back
to the ‘Dream’ activity and repeat it from the
beginning once you have undertaken the ‘Vision’
exercise below.

You may find that the more analytical nature of
the ‘Vision’ activity focuses the mind. Let go of
particular details when you return to the ‘Dream’
activity.

Your mind will automatically play with the ideas
you had and feed them back, either straight

away or at some time in the future. However, as
our relaxed brain likes to play with images and
metaphors, it may return the ideas to you in a way
that is hard to recognise at first.

Whatever images come to mind on this second
occasion, however unexpected, hold them in mind
for a few days, and see what emerges.



The long-term vision

For the activity on pp. 35-6, imagine yourself
travelling forward into the future, to a time
approximately 10 or 20 years from now. This
activity is not about laying down a rigid plan

for your future but, rather, is to help you form a
general idea of what you would like to experience,
as far as you can tell now. The aim is to gain a
sense of the type of life you want, so that you can
make the right kinds of choices to achieve it.

MG The Long-Term Vision

. Ten years from now, | see myself ...

Aspect Write your own vision of this How important
aspect below is this aspect to
me?

Living in which part of the world?

Living in what kind of place (city,
town, village, countryside, by the sea,
etc.)?

Considering the most important
things in my life to be ...

Solitary? Or surrounded by people?

Working with colleagues who are ...
artistic? intellectual? practical? caring?
down-to-earth? active? thoughtful?
kind?

Working to stress levels which are ...
Pressurised? Reasonable? Very low
level?

Enjoying privacy? Public attention?
Celebrity?

Working 20, 30, 40, 50, 60, 80, 100
hours a week?

Taking a lead? Being a good second
in command? Happy to be part of a
team? One of a large crowd?

Wanting to ‘get by’ unnoticed?
Gaining reasonable recognition for
my work? Being top management?
World-famous?

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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Activity: The Long-Term Vision (continued)

. Ten years from now, | see myself ...

Aspect Write your own vision of this How important
aspect below is this aspect to
me?

Based mostly in an office? On the
road? In the field?

Working for myself? Working for a
large company? Working for a small
company?

Doing work which is very varied?
Very routine? Predictable?

Likely to stay in the same job for
years? Changing job occasionally?

Living with a large/small/minimal
family. With strong/weak/some family
connections?

Considering my work to be central/
important/not very important in my
life?

My contribution to my community or
society will be through ...

My time outside work will be spent
doing ...

My friends will be the kinds of people
who ...

I will be the kind of person who ...

My main achievements in life are
likely to be ...

Other important aspects of my vision
of the future are ...

The main influences, inspirations and
values on this vision of my future
derive from ...
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Draw on your vision

Look again at the third column of
the activity, How important is this
aspect to me? (pp. 35-6). Consider
what this tells you about the kind of
lifestyle and career that you are likely
to enjoy?

If you found it difficult to answer
many of the questions on pages
35-6, this suggests either that you
are very flexible or that you need to
spend more time thinking through
what sort of things you want from
life. This will help you to make
certain decisions about programme
options, work experience,
extracurricular activities and early
job applications.

Rethinking the dream

® Be open to ‘rethinking the dream’
—you can change your mind!

e Create opportunities to reconsider
your life journey in the light of
your experience and reflections.

Return now to p. 34 and complete
‘The Dream’ again.

Reflection: Using the
vision and the dream

. @ In what ways can you make
use of the ‘Vision’ or ‘Dream’
that emerged through these
activities to motivate you
further?

e In what ways do your current
study and extracurricular
activities help take you forward

© towards your ‘Vision"? :

L I

a Goals

The long-term vision gives us a sense of how well we know
ourselves and a goal at which we can aim. To help identify
the goals you wish to achieve from your time as a student,
complete the table on page 38, ‘What do | want to gain from
my time at university/college?’

Deferred gratification

Some people are very good at ‘deferring gratification’: that is,
at making personal sacrifices in order to achieve a goal many
years down the line. They usually have a very clear vision of
what they want to achieve.

However, it is not easy to ‘defer gratification’ unless there are
lots of small successes along the route. It is difficult to put effort
and energy into study, work, research or exercise if we do not
have mini-goals, or milestones towards which we are working.
Success at these spurs us on to greater triumphs. If we are not
successful, this can also be valuable, providing time to take
stock and re-evaluate how important something really is to us.

Create milestones

Smaller goals or targets enable us to experience success along
the way and test us in the short term. For example, we can:

@ perform in concerts whilst training to become a professional
musician

® put on exhibitions if we wish to be an artist
® publish material if we want to be a writer

® make a speech at a wedding if we are likely
to work in the public eye

® take on voluntary work to develop skills in preparation for
paid employment.

Assessed coursework and exams offer the experience of ‘being
tested’ and can develop a range of qualities that go with such
‘testing’.

Set short-term goals

Once you have given thought to what you wish to gain from
your studies, use the activity on page 39, ‘Short-term goals’,
to set some interim milestones for yourself. These will help to
provide a focus in the weeks and months ahead. They will also
help you to monitor whether you are on track to achieve your
longer-term goals.

The vision 37



o
m@ Setting goals: What do | want to gain from my time at university/college?

- On the table below, indicate with a v if the item is something that you want to gain from your time at
¢ university. Put more than one tick if you feel this is very important. vvv/

Go through the items you ticked and rate them in order of importance (1 for the most important, 2 for
the next in importance, and so on).

From my time at Important | Order of From my time at Important | Order of
university | want to: | to me? importance | university | want to: | to me? importance
‘Get the piece Develop technical
of paper’ (the skills
qualification)
Achieve a good Develop a wide range
classification of of skills
degree
Gain a deeper Work with a wider
understanding of my range of people
specialist subject
Enhance my thinking Develop problem-
ability solving skills
Broaden my mind Develop people skills
Stretch myself Try out new things
intellectually
Know myself better Develop a broader
set of interests
Learn to believe in Gain work or
my own abilities volunteering
experience

Gain the confidence Make friends
to speak in public
Experience student Make contacts for my
life career
Enhance my career Take on positions of ;
opportunities responsibility
Be able to get a well- Other things:
paid job

—
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m@ Short-term goals

. Select the three items to which you gave the highest ratings (page 38). Consider what short-term

goals you can set in order to give yourself an initial taste of success. You may need several short-term
goals for each item you select. These goals are ‘milestones’ along the road to success. Copy this table
and keep it where it will remind you to complete the goal. See p. 176 for an alternative action plan.
Item Short-term goals When I will do this How will I know I
have achieved this?
1 a
b
d
2 a
b
d
3 a
b
c
; %

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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Putting in the time

The most likely route to success is putting in the
hours required to achieve it. There is a wealth of
research that indicates that what separates high

achievers from others is the amount of time they
spend in becoming expert at what they do.

This is true even of apparent ‘geniuses’ or
protégés; it has been claimed that the most
successful, from Mozart to the Beatles, tend to
devote around 10,000 hours to fine-tuning their
craft. You may not have 10,000 hours as a student,
but the general principle holds true. Even those
who are successful at social and emotional skills
tend to put in much more time in practising,
reflecting upon and discussing these.

High achievers and time

High achievers tend to put more time into such
activities as:

® claboration: working out the precise nature of a
problem, task or issue

® preparation: making sure that they are set up for
the task, with suitable space, materials, mental
preparation

® perseverance: sticking with difficult problems and
going over them time and time again, looking
for clues about where they are going wrong,
until they find a way of resolving the issue

® practice and rehearsal, going over and over their
work until they are fluent in the skills.

What if | don’t have the time?

There are many demands on students’ time so,
inevitably, choices have to be made. That is why

it is important to look at your decision-making in
the round, weighing up the diverse aspects of your
life, your values and aims, and how much time
you can give, realistically, to each. It helps if you
can be clear in your own mind about the reasons
underpinning your choices, and then be able to
make peace with the consequences of difficult
decisions.

As well as the total amount of time spent, there is
also the consideration of how well you spend your
time. Chapters 4 and 6 can help you deploy time
more effectively.
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Maintaining motivation

Success is associated with high levels of
motivation. For this reason, it is useful to be clear
about what is likely to motivate you the most. Each
of us is motivated by different things. Below are
some techniques people use to keep themselves
motivated.

Setting high expectations

Success is linked to high expectations. These

may take the form of very specific things which
you wish to achieve, or a more general vision or
ambition. If you set low expectations, you will
probably achieve very little. Once you set high
expectations, you need to plan accordingly,
making sure you create the right opportunities for
yourself. If your expectations are low, you are likely
to be unprepared for opportunities that arise.

Being realistic

Little is achieved without setbacks, effort and

hard work, and even moments when you feel like
giving up. Although positive thinking is an asset,
unrealistic thinking sets you up for failure as you
will be unprepared to meet hurdles that are set in
your way. Think through what setbacks you may
face and make plans to deal with these. Take them
in your stride as part of the natural process, rather
than as disasters which mean you will fail.

Setting realistic milestones

The section above, on goals, refers to the
importance of setting milestones so that you can
chart your progress. The more challenging the
overall goal, or the longer it takes to achieve, the
more important it is to set yourself intermediate
targets to check you are moving in the right
direction.

Rewarding achievement

Promise yourself a reward for reaching your
intermediate targets — something you would really
appreciate but which is appropriate to the size of
the task — and then make sure you really do take
that reward when you reach the target. You can
set rewards such as a break, a coffee, a special
meal, a phone call to a friend, for small targets on
a single day.



Harnessing support

If you feel it will be difficult to keep yourself on
track, ask a friend or mentor to check at set,
regular intervals that you are keeping to plan. You
may work better if you set up a support group to
encourage you to keep going. These can work best
if you set clear targets and your support team is
given a specific date on which to check whether
targets have been met.

Recording success

It is easier to monitor and reward your successes
if you keep a record. This can be useful for the
task in hand and also in retrospect when you
reflect back upon what you achieved. A record of
past successes can be very motivating for future
enterprises.

mG Sources of motivation

- When the going gets tough, | am most likely
. to be motivated by ...
. (tick all that apply to you)

[] my long-term vision

(1 lots of short-term goals

L1 my values

[] my belief system

] my will to win

[] my sources of inspiration

[] people who are close to me

] my desire to do good for others
] my desire to prove something

[ achieving lots of small successes along the
way

] giving myself a reward for completing a
. stage

[] enjoyment of the activity

[] finding something in the activity to
interest me

[ the support of other people

[] having another person monitor my
progress

|| recording my successes
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Hunting out the interest

It is much easier to succeed at a task if we find it
engaging. We often react towards things we find
difficult as if they were inherently boring. However,
we can make something appear interesting even if,
at first, we do not think it is. For example, we can
make it a personal challenge to complete the task,
or set up challenging time targets for each stage.
Perhaps paradoxically, if we find out more than we
need to know about something, we are more likely
to find it interesting: feeling we have expertise can
increase our interest.

The important thing is to know what kinds of
motivational spurs work for you.

Personal investment: benefits, costs
and commitments

Put your heart, mind, intellect and soul into
even your smallest acts. This is the secret of
success. Swami Sivanandi

The person who makes a success of living is the
one who sees his goal steadily and aims for it
unswervingly. That is dedication. Cecil B. DeMille

You can be an ordinary athlete by getting away
with less than your best. But if you want to be
great, you have to give it all you've got, your
everything. Duke P. Kahanamoku

Reflection: Commitment

. @ Do you agree with the comments quoted
above?

. ® What, if anything, are you willing to commit
to in such dedicated ways?

: @ What phrase would you find more motivating
than those in the quotations?

For some people, success is measured by the
achievement of a goal at any cost. For others,
success is measured by overall outcomes. For
example, the building of a new dam may be
regarded as a successful outcome (it got built).
On the other hand, some may view the event as a
limited success or even a failure (it was built but at
too great a cost financially, or to local inhabitants,
or to the environment).
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MG Benefits and costs of achieving a personal goal

Identify one personal goal. Using the chart below, consider what a successful outcome would mean to
- you. What is it really worth to you? Write your responses in the boxes on the right.

Your goal

Perceived personal benefits of
achieving this goal?

Perceived benefits to other people if
the goal is achieved?

What would you need to invest
to achieve this goal (time, money,
possible loss of self-confidence,
friendship, etc.)?

What level of such costs would you
consider unacceptable?

What costs would there be to others
(time, money, possible loss of trust,
etc.)?

What level of such costs would you
consider unacceptable?

How would other people’s
opinion of you change if you were
successful? Would this differ if the
‘costs’ were different?

Would other people’s opinion matter
to you?

How would your opinion of yourself
change if you succeeded? Would
this be different if the ‘costs” were
different?

At what point would the benefits
outweigh the costs for you? (Or
at which point would the costs
outweigh the benefits?)
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Success to some people (those who benefit from
the dam) may be a loss to others. This is an
extreme example, but it illustrates the point that
each act is accompanied by benefits and loss. Each
of us has to weigh up, for ourselves, what ‘costs’
we are willing to bear in order to achieve what
kind of outcome. Often, we proceed without even
considering the full picture — without considering
what we already have, really want and value.

In planning for success, it helps to know certain
things about yourself, such as:

e What you really want — ‘'no matter what!’

@ Your assets: what you bring to the task in hand,
that you are willing to ‘invest’ or risk. This
includes such things as time, effort, money and
material resources, friends and family, practice,
endurance, willingness to wait or try again.

® Your limits: what sacrifices you are really
prepared to make and where your limits lie. In
this respect, the cost to others, the opinion of
others, your values and your sense of self may all
be relevant.

Ingredients of success

Taylor and Humphrey (2002) analysed interviews
made with 80 UK and US business leaders, drawn
from a wide range of businesses. They identified
the skills and attributes which were most common
amongst those who had been successful at chief
executive level. Although most (91 per cent) had
a degree and relevant technical skills, success was
not closely linked to a level or type of knowledge:
few had business degrees or outstanding technical
ability.

Characteristics of successful chief executives

The Chief Executive Officers (CEOs) worked very
long hours — but loved their work. They enjoyed
leadership and recognition. They were noticeably
self-confident, good at communicating with others
and putting the interviewers at their ease. Their
excellent inter-personal skills included patience
and tolerance, often learned through the job itself.
They were energetic, but took care to manage
stress levels and stay healthy. Male directors were
more sensitive to variations in their emotional

lives and needed emotional stability in order to
succeed. Most had a wide range of interests and
part of what they brought to a company was
‘breadth of vision developed from a wide range of

experience’. Most of these are self-management
and people skills rather than unusual abilities or
technical skills.

Attributes associated with success

The surprising outcome of Taylor and Humphrey's
survey was that the range of personal skills and
qualities associated with success were ones that
most people could nurture. The researchers
wrote: ‘Board directors are not a race apart ... we
found ourselves in the presence of bright, hard-
working people, but not creatures from another
planet. They had a variety of 1Qs, expertise, and
backgrounds. In other words, directors are just
like the rest of us — and their positions are up for
grabs.” The skills and attitudes of successful people
can be developed by others.

The main skills valued by the CEOs included:

@ self-knowledge and self-awareness — this was
especially noticeable, and the directors were
frank about their skills and their shortcomings

@ inter-personal skills, especially the ability to work
with, and lead, teams

® problem-solving ability, using creative
approaches and positive attitudes

® a desire to win, especially on behalf of the
company or team

@ a willingness to work very long hours and to ‘do
what it takes’

e emotional intelligence, especially when relating
to others

@ the ability to manage stress and to take care of

their health

a love of change

confidence

a broad range of personal interests

readiness to seize opportunities rather than

making rigid personal plans.

Many of these skills have long been recognised
as essential in the caring professions. It may be
surprising to find this list associated with business
success. However, similar skills are likely to be
required across a very wide range of professions.

Increasingly, employers expect employees to

be able to work in project teams on complex
problems. This requires many of the other skills
listed: good people skills, emotional intelligence,
self-knowledge, a positive attitude, a willingness
to put the team’s interests first. Negative-thinking,
selfish people who lack confidence, who get easily
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stressed, fear change or who are not aware of
how they are coping with their own emotions, are
unlikely to be a great asset to a team.

However, the qualities needed for different
kinds of success may vary from the above list.
Academic success requires a willingness to refine
analytical thinking skills. Successful relationships
may require a willingness not to work very long
hours outside of the home, but are still likely

to require a willingness to ‘do what it takes’ to

achieve a successful outcome for the relationship.
High levels of success in any field tend to require
long hours, hard work, practice, and a willingness
to keep going towards achieving the goal even
when you do not feel like it, or when you are tired
or want to give up. There are few areas of life
where an individual is unlikely to benefit from the
characteristics associated with chief executives, as
listed above.

4
Activity Self-evaluation of personal qualities associated with success

Good | Wish to | Not relevant | See chapter
improve | to me

Self-knowledge and self-awareness ] ] ] 1 and 2

Problem-solving ability ] ] ] 6 and 7

A creative approach [] [] [] 7

Positive attitude ] ] ] 4

People skills (] [] [] 5

Team working ] [] [] 5

Leadership ] ] ] 5

Negotiating skills ] ] ] 5

A desire to succeed ] ] ] 1

A willingness to ‘do what it takes’ ] ] ] 4 and 6

Emotional intelligence ] ] ] 4 and 5

The ability to manage personal stress [] [] [] 4

IE:nZk:“ty to cope with and/or promote ] ] ] 4

Self-confidence ] ] ] 4 and 5
A broad range of personal interests ] ] ] 1
Self-knowledge (reflection, self-analysis) ] ] ] 1,2and 3
Risk management ] ] ] 6
Ability to cope with uncertainty ] ] ] 4
|
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4
MC) Attributes needed to achieve a particular goal

The goal or ambition analysed here is:

To achieve this goal or ambition, the following attributes will probably be needed:

Attribute Highly

relevant

May be
relevant

Not
relevant

Self-knowledge and self-awareness

Problem-solving ability

A creative approach

Positive attitude

People skills

Team working

Leadership

Negotiating skills

A desire to succeed

A willingness to ‘do what it takes’

Emotional intelligence

The ability to manage personal stress

The ability to cope with and/or promote change

Self-confidence

A broad range of personal interests

Good health

Self-knowledge (reflection, self-analysis)

Risk management

0

Ability to cope with uncertainty

N

T o

N o

Other skills needed to achieve this goal or ambition:
1
2
3

Personal qualities needed to achieve this goal or ambition:
1
2

3
Any other attributes needed to achieve this goal or ambition:
1
2
3

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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Where are you now? Self-evaluation of
personal qualities associated with success

On the chart above (p. 45), identify whether each
of the personal qualities associated with success are
ones that you already possess, or wish to develop
or are not relevant. The final column of the activity
indicates where in the book you can find out more
about this skill or aspect.

Skills and qualities needed to achieve your
goals

It is worth comparing the list of the attributes
associated with successful outcomes at chief
executive level with the attributes you regard as
necessary to achieving your goals and ambitions.
You may find that your personal goals call for a
very particular set of skills and qualities. However,
it is important to think through all the kinds of
situations and problems that you may have to
address in order to achieve your goals. What
qualities would help you in those circumstances?

Is there a good skills ‘match’?

At this point, it is useful to compare the attributes
that you identified as necessary for achieving a
successful outcome of your goal (p. 44) with the
attributes you ascribed yourself in the activity on
p. 45. Is there a good match? If not, which skills
and qualities will require further development?
What will you do to develop these?

If you added further skills, goals and attributes to
your list, which of these would benefit from being
further developed whilst at university? What will
you do to develop these?

Breadth of vision and experience

In the section on successful CEOs above, Taylor
and Humphrey (2002) identified ‘breadth of vision
developed from a wide range of experience’ as an
important characteristic of successful people. It is
easy to see why this would be the case. Experience
gained from many different settings brings you
into contact with a more diverse range of people.
This provides opportunities for learning about
people, developing inter-personal skills and net-
working. Each context provides knowledge, skills,
opportunities to develop personal qualities, as well
as new perspectives and information.
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Reflection: Extending experience

- In your reflective journal, jot some thoughts on
the following questions.

: @ In what ways do you already have a breadth
- of experience drawn from different contexts?

@ In relation to your current goals and career
aspirations, what opportunities are open
to you for extending your breadth of
experience? Consider, for example, your job,
work experience, travel, taking on a position
of responsibility, joining a student society,
community or voluntary work, sporting
activity, mentoring schemes, etc.

. ® What opportunities are offered through

the curriculum for designing a personal

programme that extends your range of skills

¢ and experience? :

L I

Congruence

‘Congruence’ refers to consistency in our thoughts,
actions, behaviours and beliefs. It is about all our
energies flowing in the same direction. It takes

less effort to achieve goals if there is a high level

of congruence between the different factors that
influence, inspire and support those goals. If you
are struggling to see the way towards success, it

is worth checking whether there is a high level

of congruence (or a ‘good fit") amongst the
following:

® your vision

® your motivation

® the ‘influences’ you value

® your sources of inspiration

® your short-term goals, targets or milestones
® your values and beliefs

® the attitudes of the people around you

® your means and resources

® your current situation.

In particular, it is worth checking that your ‘vision’
is still relevant to you. New experiences can
change your vision, either reinforcing it, modifying
it, or making it irrelevant.



WG Does it all add up? Checking for congruence

Are your vision, ambitions, values and inspiration in alignment? Where might there be sources of
internal conflict that could be undermining your efforts? On the chart below, jot down a response to
the questions, using the space boxes.

Goal (e.g. what | want to achieve
from my time at university)?

What is my vision of success in
relation to this goal? What would
success look like?

How does this goal fit into a bigger
‘vision’ for my life and my longer-
term ambitions?

What motivates me to pursue this
goal — what do | want to gain from
achieving this goal?

What has influenced me, perhaps
over many years, in forming this
goal?

What inspiration can | call upon to
help me achieve this goal?

What are my short-term goals? How
do these support my main goal?

How does this goal fit with my
beliefs and values?

How do the attitudes of people
around me support me in working
towards my current goal?

What resources do | have, to
support me towards my current
goal?

What else in my current situation
supports or undermines me in
working towards my goals?

Conclusions
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‘Goal inertia’

If you have ‘vision inertia’ or ‘goal inertia’, you
continue to work towards a vision that may seem
appealing but, in reality, no longer inspires or
motivates you — there is no longer congruence
between what you are doing and what you really
want to do. This is especially true if your values
change in the light of your experience. If this
happens, tasks can seem to be more difficult

or tiring. You may feel it more of a struggle to
complete tasks, that you are looking for excuses
to put tasks off, or even that you don’t want to
do anything at all. If you experience goal inertia
it is time to recoup, to reconnect with your initial
ambitions in at least some way, or else to change
direction.

The preceding activity, ‘Does it all add up?’ can
help identify the congruence of your own position.

Opportunities
Forks in the road

If you know what you want, either generally

or in fine detail, are you taking and making
opportunities that advance your aims? Are you
somebody who looks for the opportunities in
whatever comes your way or are you more likely to

wait, hoping for the perfect moment to arrive? In
every moment of the day, we make decisions that
create a ‘fork’ in the path of our life. By acting one
way or another, or by not acting at all, we make a
choice to move in one direction and not another.

In the example shown on the flowchart below, at
15, Paulette decided to leave her part-time job at

a local shop and work part-time in an electronics
company. At the time, she just wanted a ‘change
of scene’ that allowed her more flexible hours.
From that decision, she met new people, overcame
a fear of ‘technical things’, and travelled to China.
These changes affected her choice of subject and
friends at university.

What if I ..

What ideas emerge if you keep asking yourself
the same question and have to give a different
answer each time? The obvious answers tend to
get used up after a while so that you draw more
on your imagination to find new responses. Some
of your responses may become rather far-fetched.
However, sometimes, unexpected and useful
responses can emerge. For the ‘What if | ...7’
activity on p. 49, let your mind range broadly.
Avoid censoring your thoughts, even if an idea
seems unlikely. Be imaginative. See what emerges.

Example Paulette’s decision

What actually happened

Jo introduced
me to Rabina

ﬁ___/’

(_Z @(Met Jo at the new job)
7 Decision Chose to\.

with Rabina

Travelled to China: new
perspective on life

fantastic experience

helped me make friends with

@inese students at‘U—ni—\fis’iEU

time job /

0

’\/T/_\‘?)change part- (& %t about electronlchdy electronics now } now ,

What might have
happened without

that decision
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- Take approximately three minutes to jot down

- choices you have made that you look back on

- and feel good about. This may include significant
- friendships, work, how you dealt with difficult

¢ situations, saying or doing the right thing,

. presents given, offers that you accepted or turned
- down, your dedication to your learning or to

: resolving a problem, the benefits from learning

a new skill, acts of kindness, and good decisions
you made. Focus on your role — what you did or
did not do - rather than on what others did to

you.

Read through your list and select your best use
of an opportunity. It may appear small, such as
giving somebody a card and seeing their face
light up, or it may have been a major event such
as saving a life.

Take a piece of paper and write the example at
the top of the paper, as in the example above
under ‘Paulette’s decision’. Spend a few minutes
jotting down the various impacts of that one
occasion on other aspects of your life. What
opportunities, large or small, arose for you from
seizing that first opportunity?

MG The road unwalked

- Now take approximately five minutes

- to brainstorm all the decisions you look

. back on and feel less good about. This

- may include opportunities that were

- present that you did not recognise at the
. time. For example, as well as the items

© on the above list, you may consider the

: things you did not do, say or learn. Focus
© on your role — what you did or did not

- do - rather than on what others did to

- you.

Read through your list and select the one
. opportunity that you feel you missed that
* has had the greatest impact upon your

: life.

. Take a piece of paper and write down

- this decision as in the example above

- under ‘Paulette’s decision’ (see p. 48).

© Spend a few minutes brainstorming all
. the ways that that one occasion has

. had an impact upon your life since.

. What other choices could you have

- made then? What might have been the
© consequences of making each of those
. other choices?

What ifl ... ?
(from p. 48)

Activity

: In your reflective journal, jot down at least thirty
. times:

‘What if I ... 7
‘Whatifl...?
‘What if | ... 7’ etc.

Take about five minutes to write responses to
the whole set of ‘What if | ... ?" statements. For

example:
‘What if | ... spoke Japanese?’ (I'd apply for a job
in Japan) :
‘What if | invented a toy?’ (I could set up a
business)

‘What if | rode a pogo stick?’ (I would be fitter)

Make rapid replies so that you do not have time to
check how sensible your responses are.

Look through your responses.

@ Which ones surprise you?

® Which ones provide useful information? :

® Which one would be the most interesting to put
into action? :

e Consider what the answer to some of these
questions might be? Where does that line of
thinking take you?
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m@ Today’s opportunities

Take three minutes to jot down all the alternative paths you could have chosen today.

® What did you not do today that you could have done?
® What might the impact of some of those decisions be?

Closing comments

When engaged upon a long-term project such
as gaining a degree or developing a career path,
it is important to stay focused on what you want
to achieve. This may be very different for each
person. It is for you to decide what ‘success’
means for you, what you would consider to be
an ‘achievement’, and what you want to gain
from the experience. For some, the ‘travelling’ is
as important as arriving: the journey may be the
goal.

This chapter has encouraged you to think deeply
about the future and the things that influence,
motivate, inspire and guide you. Long-term
goals such as gaining a degree and working
towards a career require commitment. Though it
would be lovely if everything ran smoothly, this
is unlikely always to be the case over a period

of several years. When things feel difficult, it is
quite common to feel like giving up. It is then
important to find ways to keep going until the
path gets easier and to keep yourself motivated.
Motivation is the key to success. It provides the
energy and the drive. That is why the goal or
‘vision” must contain something within it that
really motivates you.

It is also important that you are true to what you
really believe. The obvious reasons for personal
goals are not always those that motivate us the
most. This chapter has encouraged you to look
more deeply below the surface and examine
what is really important to you. You should now
have a much clearer idea of your visions for your
life, your goals, your targets, values, motivation
and skills.

In the next chapter, you will have a chance to
look more closely at further aspects of what
makes you unique. Chapter 2 provides an
opportunity to look back over your life journey
and the events that have most significance for
who you are now and how you make decisions.
It will also enable you to consider how you
construct your personal narrative and perception
of yourself, and the impact this may have on the
choices you make. By identifying expertise you
may have hidden in your repertoire, you can
consider how you do things now — and how you
might do things differently in the future.

Further reading

Cottrell, S. M. (2012) The Exam Skills Handbook:
Achieving Peak Performance, 2nd edn
(Basingstoke: Palgrave Macmillan).

Cottrell, S. M. (2013) The Study Skills Handbook,
4th edn (Basingstoke: Palgrave Macmillan).
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Covey, S. R. (2004) The Seven Habits of Highly
Effective People: Powerful Lessons in Personal
Change, 15th Anniversary edn (London: Free
Press).

Taylor, R. and Humpbhrey, |. (2002) Fast Track to
the Top: Skills for Career Success (London: Kogan
Page).




Chapter 2
Know yourself

[ corieg uccomes | —

This chapter gives you the opportunity to:

® consider the impact of your own life story upon your current life and performance

@ analyse how you construct your personal narrative and perceptions of yourself

@ analyse your learning journey and the impact of this upon your current approaches to study
® identify areas of personal expertise that can be applied to new tasks and areas of learning

® make use of your experience.

Introduction

This chapter focuses on how your life story so far,
and the narratives that you construct to make
sense of your experience, contribute to your
uniqueness. It encourages you to investigate how
your personal history, attitudes and beliefs about
your ability might be influencing the way you do
things now and your current achievement.

If you undertake the activities in this chapter

with different goals in mind, you are likely to

gain different sets of responses. If you find that a
particular type of task is proving especially difficult
for you, go through some of these activities again
but with only that task in mind. You may uncover
unexpected hindrances that you can then address.

Your life narrative

Personal narrative is used more and more in
professional fields as a way of helping practitioners
to understand the way they operate in the
workplace. It is one of a number of tools that help
individuals, by gaining a deeper understanding of
themselves, to:

e make sense of their current reactions and
responses in specific contexts

e understand why their responses might be
different from those of colleagues

@ reconnect with the feelings of significant events,
so as to enable greater empathy with others

® value their own experiences and those of others

@ identify where issues from the past might be
having a negative effect now, so that these can
be addressed.

It does take time to work on personal narratives,
but the experience can be rewarding.

The ‘true story’?

Each time you review your life story, it changes.
The events may be the same, but different aspects
become significant. If you write out your story
every few years and look back at past versions,
you may be surprised at how much your attitudes,
responses and the themes of your story change
over time.

In this chapter, you can consider your life story
from different angles so as to gain different
perspectives on yourself — rather than assuming
there is one fixed version or interpretation.

The life metaphor

Before you launch into your story, it is helpful to
stand back from it and take a snapshot of how you
view it overall. One way of doing this is to consider
the metaphors that you use — that is, the ways you
describe your life, or events within it, in relation to
other things. Some people regard life as a journey,
or as a mission or a battle. Others think of it as a
burden, a gift, an adventure, a lesson to be learnt,

Know yourself

51



a trial, a treasure trove, a bottomless pit, a walk in
the dark. These are their personal metaphors for
their own lives.

Maybe you catch yourself using expressions such
as: ‘My life is a disaster waiting to happen ..." or
‘it’s all part of life’s rich tapestry ...". If so, these
may indicate your metaphor for your life. By
identifying and analysing the metaphors you use
currently, you can gain insights that you might not
have noticed before about how you view life — and
how this might come across to other people.

MG Life metaphor

. ® What is your personal metaphor for your life?

. You may need to give some thought to this.
If you do not think there is one metaphor, just
select one for this exercise. :

® What words do you use, if any, to express

. that metaphor in daily life?

. @ How does it help you to make sense of your

o life? :
® In what ways, if any, does this metaphor offer
:©a constructive way of approaching your life?

' :

- After the previous activity, you may feel that you
- would like to create a new metaphor for your
. life, to inspire you for the future. If so:

A new life metaphor

® Choose an item that inspires a positive
. reaction in you.

® Jot down the words: My life is a ... (or My life
is like a ...).

@ List as many points of comparison as you can
between the item and your life.

e Continue with different items until you find
one that is satisfying. Pin this up for a while as
a reminder.

Significant components in the plot

To produce the narrative for your life story, the first
step is to work out key components of the plot.
Use the list opposite to identify key events and
people in your story.
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o
MC) Components in the plot

Take five minutes to make a list of the people
and events that you regard as most significant
in your life. For example:

The most significant events
“first times’ you did something

successes

°
°

. @ crises
® challenges
® opportunities that arose
°

important events in the family that were
significant in their impact upon you

® happy memories

® school memories

@ holidays that were important in some way

@ friendships and relationships

e work experience

® other things (state which).

People who had the most influence or

- impact

. @ parents, carers, guardians, relatives

- @ siblings and cousins

@ teachers, school staff, pupils, students

. @ friends

® romances

® people you met on holiday, at social events,
etc.

® professionals such as nurses, doctors and
dentists

® neighbours; people who lived locally
e employers or work colleagues
® people who acted kindly or unkindly

- ® chance encounters who made a difference

@ someone you didn’t know well but who said,

did or experienced something that affected
you.

Your lists will be used for further activities in this

. chapter.




Life Chart: Plotting the journey

Now that you have identified the main
components of your story, the next stage is

to lay these out in such a way that you can
work with them, plot out your life journey and
draw connections between events. The visual
and motor/kinaesthetic aspects of this task are
important.

Activity Life Chart: Plotting the
journey
Using the items on your lists for ‘Components in
the plot’ (p. 52):
® Use a large sheet of paper or card.
. ® Separate out each event and person on your
- list (such as by cutting up the list).
. @ Organise these into the order in which they
occurred.

Arrange these so that you can ‘see’ the events in
the order they occurred, leaving space to write
and draw around them. Alternatively, work

¢ directly onto the card.

. @ Fix these lightly so you can change them

. round later or add new material if you
choose.

® Add in the people where they played most
significant roles.

® Build the visual aspect, using drawings,
photographs or symbols to represent an
occasion (such as a symbol of an ice-cream
for a holiday, a dark cloud for a significant
argument, etc.).

Find the links

Once you have plotted out the key events and
players in your story, the next stage is to draw out
the connections between these. You may already
have had to do this at a superficial level in order to
work out the sequence in the plot.

Now, consider more deeply, if someone was
significant in your life, what was their influence?
How did that influence affect particular events?
This may generate new material to add to your
chart. Which events involved you meeting or
losing someone who was significant in your life?
In effect, you are looking for broad areas of ‘cause
and effect’.

WC) Find the links

On the chart you made for ‘Life Chart: Plotting
the journey”:

. @ Give the date of each event (an approximate
date will suffice).

@ Using different colours, indicate whether
¢ each event or person was, overall, positive,
negative or neutral for you.
® Write a brief commentary next to each item:
a few details of each event and person, what
you felt about them then, and what you feel
now.
. @ Use arrows or other signs to draw
connections between the events, and
between people and events. Who or what
. influenced later stages in your journey?
@ Circle just a few people and events that have
the most significant impact on your life and
performance now.

Create the narrative

You have gathered and ordered the raw material
of your story. Now all you have to do is to write

it out — or tell your story aloud and record it. It is
tempting to cut out this step — but it is important
to let the narrative develop. This will not only draw
together your thinking, it will develop it.
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m@ Create the narrative Reflection: Themes in the tale

. Write out your story. Make sure you include Read through your ‘narrative’ or ‘story’
. how you feel about your experiences. Be : considering the following points:

- honest. This copy is just for you — so you

- don’t need to worry about writing a good

. introduction or about your writing style. Just tell

® Have you included more positive or more
negative experiences and events for your
story? Could you have included more positive

it. items? Are you avoiding negative or difficult
Once you have completed your story, leave issues that throw light on your experiences?
it for a few days and then go on to the next ® \What themes or patterns emerge from
| activity. . the story? For example, is the story full of
i s = adventures? Disasters? Effort and reward?

. Disappointment? Seizing and creating
Themes in the tale . opportunities? Meeting and losing people?
We noted above that each telling of a story, . Solitary achievement or collaboration with
and especially our personal narrative, is likely . others?
to be different in some respects. There may be ® What is the general tone of your story? Is it a
differences in terms of detail, the links made sad or a happy story? Does it contain either
between events, interpretations, emphasis, and much praise or much blame?

so forth. To this extent, our story is always a
construction. By analysing what we choose to
include and exclude, what we emphasise or brush
over, the themes that run through our story of
events, and changes in our interpretations from
one telling to another, we can gain clues about
ourselves that we might otherwise miss.

4

Consider the roles you have given yourself in your narrative: what part do you play in the plot? Are you
active, taking the lead, and making things happen? Do you sit back and wait for things to happen?
Are you the passive recipient of other people’s actions? Maybe you sound like you are forever in battle,
holding your ground? Overall, have you written the narrative so that you sound mainly like:

® What do the themes in your narrative tell
you about the way you view your life? Is this
the most helpful view you can take? Does
this view further the ‘vision’ you identified in
Chapter 17

e the Warrior stepping into battle and fighting your own or others’ wars
@ the Saint who is always doing good and in the right @

e the Martyr who has to suffer so others can benefit
e the Adventurer, looking for new experiences

® the Scapegoat, carrying the blame for others

@ the Ruler, commanding the troops or the people
® the Sportsperson, playing a good game

@ the Villain, who has been lucky or clever enough
not to be caught

® the Wounded Soldier, who needs time to heal

@ the Conijuror, pulling unexpected rabbits out
of hats

e the Dragon, the Knight, or the Maiden awaiting rescu‘e‘ e
@ a different kind of hero? (Identify what type)
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Yourself as Hero Caricature

You are the key player in your story, its ‘hero’. One  Self-recognition is notoriously difficult to achieve.
way to make sense of your life is to analyse the However, one way of gaining perspective on the
role you give yourself within your life story. This self is through use of a ‘caricature’ technique.
can give you insights not only into your character,
but also into how other people may perceive you.
For this to be helpful, you need to be honest with
yourself and about what kind of character comes

A good caricaturist helps us to recognise a
character by exaggerating particular features.
These are often the characteristics that make
the person more individual and distinctive.

across. . . .
By exaggerating our own personality traits,
behaviours, speech patterns, or events that seem

Reflection: You as ‘hero’ to recur in our lives, we can stand back and take
a look at these with a fresh eye. This may bring
® Do you feel comfortable about the kind of home certain aspects of ourselves more clearly. We
. hero that comes across in your story? ¢ gain a great deal from such insights — although
. ® How far does the hero you have chosen . self-recognition can involve a certain degree of
represent the way you really think, feel and embarrassment or discomfort.
act? o
e What does this choice tell you about the way The activity below aIIows. you to §tand back for
you view your life or yourself as an active a moment from your main narrative and work

with some emerging themes. This is intended as a
light-hearted activity that can, nonetheless, enable
useful personal insights to emerge.

¢ agent in your own story? :

@ Do you play very different roles depending on
who you are with, where you are or what you
are doing?

Activity Create a personal caricature

If you feel you are up to the task, jot down your narrative again — or selected sections from it. This
time, deviate from your memory of actual events in order to exaggerate certain key themes. Select
personal traits, mannerisms, behaviours, speech, and/or themes in your life that you think are typical
of you. If you are not sure about what these might be, ask a friend. For example:

e If the first draft of your story (or your life in general) contains many examples of ‘beginning’ and
‘starting’ activities, exaggerate this theme, adding in many more things that you ‘started’ (real or

imaginary).
e [f it contains many examples of meeting people,
then flood your next draft with meetings, e i N
inventing meetings that never happened. lwas just about to do that.
; lwas just about to do that.
- @ |f there are a number of accidents or disasters in | was just about to do that. -~
. your story, invent a whole lot more. | was just about to do that.
- @ If you think a particular comment is very Iwas just about todo that. ——_ \ -
typical of you, write it out seven times Iwas just about to do that.
each time you introduce it: \' was just about to do that. ) S
Next:

® Read through your story, aloud. What does it tell you about yourself?
® Are you comfortable with your personal caricature — or do you want to change it?
® \Were you able to laugh at your caricature?

® What do you think is the value of using this ‘caricature’ or ‘exaggeration’ technique for personal
development?
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Choices

Sometimes, it can feel that other people,
events, history or ‘destiny’ rule the plot of
our lives. Whilst it is true that we are all
only part of a much bigger story, and that
there are many influences on our lives over
which we do not exercise control, it is also
the case that we are agents in our own
tale. There are choices that we make every
day, some of which turn out to be more
significant than others.

Actlwty The choices made

: Look again at your life chart and mark
_in all the occasions when you made a
choice that had an impact upon your
life. You may need to add new material
to your chart as as result. Then consider,

® What kinds of choices have you
faced?

. @ What opportunities have you taken or

. not taken? :

S What were the effects of the choices
you made on later events?

Visualise at least two different scenarios
of how your life might be different now
if you had made different choices. If

: possible, select one choice that you :
. consider to have been a bad choice, and

- one that is a good choice.

Reflection: Re-evaluating
choices

® In retrospect, were all the outcomes
of the ‘choice’ good ones you would
still welcome?

- @ In what ways did the ‘bad choice’
provide different opportunities for
you that, in retrospect, could be
regarded as positive in some way?
The examples on p. 49 (‘The road
unwalked’) may serve as a useful
prompt.

® What do you think characterises a
‘good choice’?
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Evaluating the opportunities

All experiences offer opportunities to learn and to develop
strengths — no matter how wonderful or awful they may
have been. Your story will contain examples of where
there were experiences, welcome or not, that have given
you opportunities to develop as a person. The way in
which you responded to these may have had a significant
impact on your personality and the way you view the
world now. This may be apparent from your personal
narrative.

MG Evaluating opportunities

. Look again at your story.

. @ What things happened to you that would not be

. typical of everyone’s experience? Identify at least
one way that these provided some advantage (such
as the people you can communicate with easily
as a result, the realism they bring to your life, the
different range of skills they developed, etc.).

@ What were the most difficult things you had to face?
i What lessons did you learn from those events that

can be of advantage to you either in completing

your current programme or in achieving the ‘vision’
¢ you identified in Chapter 17
. @ How easy or difficult do you find it to regard
. experiences and challenges as ‘opportunities’? :
L I

The ‘next chapter’

Having written the narrative of your story to date and
analysed it from various perspectives, it is time now to
think about what the next chapter in your story might be.

mc The ‘next chapter’

© Consider now:

. @ How do you want the plot of your life to unravel
over the next 10-20 years? What kind of story do
you want to be telling in 20 years’ time?

@ What kind of role do you wish to play in this next

. chapter of your life?

e \What would need to change in your life now in
order for you to play that role successfully?




Your top forty

Look again at your life story. Count how many examples of personal success you included. Was there at

least one for every year of your life? If not, consider writing in some more.

Our personal success is rather like breathing: we rarely notice it on an everyday basis. However, it is hard

to ignore ‘hiccups’ — the things that go wrong. Beaver (1998) argues that we do not spend enough time
thinking of all the things we can do and spend too long focusing on what we cannot do. She encourages
us to draw up very long lists of what we can do — and much shorter ones of things we cannot!

Activity Top forty strong points

Make a list of your strong points, successes, qualities, attitudes and attributes. List at least forty things.
If that sounds like too many, you are underestimating yourself. Draw stars by the ten that are your
greatest assets. Draw circles around the seven of which you are most proud.
1 21
2 22
3 23
4 24
5 25
6 26
7 27
8 28
9 29
10 30
11 31
12 32
13 33
14 34
15 35
16 36
17 37
18 38
19 39
20 40
——

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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Reflection: Value your strengths Your learning history

In writing out your life story, you may already have
included some events that had an impact upon
the way you approach learning. Our early learning

- In your reflective journal, jot down your
. thoughts on the following questions.

. ® What is the ONE thing that you do best? experiences are amongst the most profound
® What is it like to recognise so many strong influences upon our attainment and current levels
points in yourself now? How often do you of performance. They shape our approaches to
. stop to value them? . learning itself, shaping our belief in ourselves and
e Are these strengths appreciated by the people our ability to see opportunities for improving our
. around you? If not, how do you account . performance.
for this? Is it, for example, because you are This aspect of our story is a particularly important
. embarrassed about showing your strengths?  one, and this section provides a focus for
. ® Do you surround yourself with people who ¢ considering its impact on you.

do not appreciate you? If you want to gain
realistic recognition for your attributes, it is ”

up to you to make that happen. What could MC) Learning history
you do to change the situation? :

e List the incidents that have had the most

' significant positive impact on the way you
now approach study and learn new things.
MG Seven areas for improvement This may be anything from times you were
: © i happy at school, unexpected success in
List a maximum of seven areas for improvement a subject, support provided over a long
in your life. i period of time, or even just a few words that
: 1 . appeared insignificant at the time but left a

lasting impression on you.

. @ List the incidents that have had a significant
negative impact on the way you now
©approach study and learn new things. In what
3 - ways do these affect you now? Now you have :

Z identified these, what could you do to reduce
their effect on you?

4
L —
5
Activity Positive learning experiences
6 Think back to your time at school. Call to mind
occasions when your learning seemed to flow,
7 - when it was fun, when you enjoyed learning
. and felt a sense of accomplishment. Make a list,
now, before reading on, of all the conditions
® What is it like to recognise these weaker © that gave rise to such positive learning
. areas? experiences for you.
@ What do you do to cope with them or to If you find this hard, keep returning to the
work around them on a day-to-day basis? sentences:
Do you hide them, develop strategies, blame ‘My best learning experiences were when ...’

other people or find help and support?

® Who or what can help you to manage better Lor

in these areas? . 'l got most out of learning when ...’ :

58 Self-management © Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave



Common responses

Below is a list of common responses to the activity above. The list is typical of responses drawn from
diverse groups of people within educational contexts. Check your list against it. You can add items to

your own list if you think they are true of your experience.

My best learning experiences were when ...

Nature of the task Feelings and emotions

[ I felt the task set was interesting, (| there was praise and appreciation which came
worthwhile or of value to myself or others across as genuine

[ the learning was relevant to the real world (11 was treated like | mattered or my opinions and
or had practical uses ideas counted

[ the work V\éa.;going tk()) t;e seehn an: Timing
appreciate somebody other than a . - . .

bp y y (11 had time to finish what | was doing without

teacher
[] it was clear what was expected from me

[ 1 could move around or there was
movement built into the activities

rushing
11 had time to take it in
(] there were lots of breaks so | didn’t feel overloaded

[] there was a creative aspect to the task Mastery

[ there was personal choice in some aspects [ 1 felt | understood one thing before moving onto
of the task another

[] there was a ‘teaser’, mystery or puzzle to [] the tasks set were manageable but challenging so
be solved that there was a sense of both competence and

achievement

With whom
11 could work with my friends
] we did small group work or worked in

Assessment

(11 felt the way it was marked was fair

pairs ] 1felt I had a fair chance of handing in what was

[ we taught each other

The teacher
[ the teacher was fair

[ the teacher thought of interesting ways of

expected
[_1 my hard work was recognised

Special features

11 knew I couldn’t get away with not doing my best

introducing new material [_] we went on field trips or visits
[_] the teacher worked beside us and inspired [] we had guest speakers or celebrity visits
rather than preached at us [_1 we showed our work to parents or visitors

Reflection: How typical are your experiences

here, what reasons might there be for that?

current learning experience as far as possible?

. In your reflective journal, jot down responses to the following questions.

@ Is the list you completed about positive learning experiences, on p. 58, similar to or very different
from the general trend outlined on this page? If your list is considerably different from that given

® At school, you may have been dependent upon other people to create the right conditions for your
© learning. Which of the items on this list could you put in place for yourself now, to enhance your

© Stella Cottrell (2003, 2010, 2015), Skills for Success, Palgrave
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The impact of educational experience
upon performance

Reflection: The impact of your
educational experiences

In your reflective journal, jot down responses to
. the following questions.

- @ In what ways do you consider your
educational experiences have had an impact
upon your performance generally?

® What positive things did the educational
experience give you that you carry through
life (this may not be classroom learning)?

® Look again at the items you identified as
. beneficial to your learning in the activity
‘Positive learning experiences’ (p. 58). Which
of these could you bring into other situations, :
such as work or personal life, in order to V
enhance your performance, enjoyment or
¢ sense of satisfaction there?
L I

Responding to setbacks

In your narrative (page 54) and in your
consideration of your learning journey, you may
have identified certain setbacks on your path.
Setbacks can produce feelings of disappointment,
discouragement or even ‘denial’ — a pretence that
nothing went wrong. Whilst we would all rather
that everything flowed well and without problems,
when that doesn’t happen, there are still benefits
to be gained even from disastrous experiences —
though such benefits may require some rooting
out or take time to become apparent.

Setbacks and difficulties contain the seeds of

our future success. As they hold the secret to
‘what went wrong’, they also contain valuable
information about what could be done differently.
Indeed, successful people often claim that they
learnt more from their failures than from their
successes, or that they are ‘better people’ because
of them.

Apparent failure often brings us face to face with
realities that we otherwise try to avoid. Setbacks
can make us stop and take stock, follow new
paths, meet new people, learn new skills, try things
out that we wouldn’t have done. In particular, they
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tend to build personal qualities such as resilience,
coping skills and empathy.

Turn it to advantage

Many people ascribe their success, relative or
actual, to the way they responded to bad news or
to adversity. We can make the decision to use our
experience:

® as an excuse for not doing something
® to ‘prove’ something

® to keep going as before

® to learn and move forward.

Reflection: The ‘best failure

In your reflective journal, jot down responses to

at least five of the following questions:

® What, on the surface of it, was the best
‘mistake’ of your life?

® What happened? What was your role in the
event?

® What characterised this event as a failure?
. ® What bad choices did you make?

® When did you first realise you had made a
mistake? How did you find out?

® What lessons did you learn?

® \What benefits resulted from learning those
lessons?

e What opportunities arose out of this event?
e How did the event spur you to action that
you might not otherwise have taken?

e \What does this event tell you about the
nature of success and failure?

It is noticeable that the stories of many successful
people include a critical experience when they
were dismissed, belittled, ignored, suffered
discrimination, or suffered a serious setback.
Paradoxically, dealing with such events, whether
at the time or later in life, can become the driving
force that leads to unexpected successes.

This is very noticeable amongst students who
face the most extreme difficulties or complex
circumstances. Students with serious disabilities or
mature students with multiple responsibilities find
ways of completing their degrees and developing
careers when those with fewer difficulties turned



back at lesser hurdles. Typically, they learn to
use the apparent disadvantage as an advantage
— developing skills in managing time, applying
technologies, negotiating, multi-tasking or
prioritising. Anybody can make use of difficulty
in order to emerge stronger — but not everybody
does.

Reflection: Make setbacks work for
your goals
In your reflective journal, consider:

® What are the potential setbacks that you are
likely to face in achieving your current goals?

e What things might make it difficult for you to
. achieve these goals?

. ® What kinds of things might be preventing

. you from achieving the ‘vision’ you identified
in Chapter 17

@ Consider how you can turn these setbacks ‘on
their heads’, so that they become sources of
strength, inventiveness, motivation or contact
with others.

Copy this and attach it where you are likely to
: see it on a regular basis. :
i :

Expertise metaphor

When confronted with new tasks, people often say
things such as:

® | don’t know where to start.

® [ can’t cope with this.

® | am no good at things like this.
® | am not good enough.

Sometimes, the gap between previous experience
and the current task can make the task difficult to
achieve. Sufficient time and support may make it

more achievable.

However, we can take on challenges more easily

if we can recognise, value and draw upon an area
of personal expertise. This can happen even if the
area of expertise seems to bear little relation to

the task in hand, as the examples below illustrate.
Conversely, failing to recognise the similarity
between problems with which we are faced and
those that we can solve already, is a key obstacle to
performance.

Read through the examples below, looking

at the ways that each of these three students
made effective use of their current expertise in
addressing apparently very different problems they
had had with their studies. As you read, consider
how you might draw on their general approach in
order to make use of your own expertise.

Examples of expertise transfer

Victor and car maintenance

Victor’s challenge was in producing academic
writing. He had little writing experience because
he entered university from a foundation
programme that did not use formal written
assignments. He was very reluctant to write

and was convinced that he lacked the logical,
sequential skills needed for continuous prose. On
the other hand, Victor identified a strong interest
and practical experience in car engines — which he
used as his ‘expertise metaphor’.

Victor listed all the processes and skills he used
when working with car engines, and those he used
to write an essay. He then looked for significant
points of comparison between the two sets of lists.
He analysed the ways car mechanics use skills in:

e finding out information (about the engine)

® sequencing the order of tasks

® planning time to meet deadlines

® weighing up options

e forming a theory about what is wrong

® testing out ideas (about how to fix it)

® selecting between options using the appropriate
methods for the job

® prioritising tasks

® testing out results

® re-evaluating the work done

@ reflecting on performance.

Victor found that the most helpful approach for
him was to compare the factors that make an
engine run with those needed for writing an essay.
He wrote these out as a list of key points which he
could look at whenever he found academic writing
difficult. His list is reproduced below.

This may not be how other people view an essay:
the important point is that the metaphor worked
for Victor. It released his potential, not simply to
write essays, but to write good essays. This was
because the process of writing now made sense in
terms of things he really knew about.

Know yourself
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Victor - My Engine

library, lectures, seminars.

guide, using aims etc.

cylinders fire. Paragraphs.
Introduction — where this essay is going.
Main body — critical discussion of main points.

O ® N &

then it should flow like a smoothly running engine.

When | first started university, | had not worked at the academic level required by university before.
When | visited the learning development unit ... [it was] suggested that | treat an essay like a car
engine. When | broke the metaphor (analogy) down, this is what | came up with:

1 Fuel - this supplies the necessary stored kinetic energy to power the engine — research at the

2 Battery — this stores the electrical energy — research notes, essay outline.
3 Oil - this lets the engine run smoothly — spelling and grammar.
4 The alternator — supplies electrical energy necessary for the engine to run — the essay question, unit

5 Engine ignition system — supplies the spark to ignite the fuel, and the sequence in which the

Conclusion — insights gained and mileage from essay, i.e.: ‘What | have learned’.

Tool box — this is where the necessary tools are bought, borrowed or acquired, and stored —
dyslexia workshops, English workshops, Accelerated Learning seminars, etc.

This can be broken down even more ... When all the elements of the essay are integrated successfully

Victor B.

Roger and aircraft assembly

Roger consistently failed to produce written work.
He wrote well but was too much of a perfectionist.
He evolved his ideas well during the process of
writing and this also meant that, in practice, he
would need to produce more than one draft.
However, he always approached each draft as if

it were the last, starting the whole of his work

‘in neat’ and editing beautifully as if this were

the draft he would hand in. This meant he never
reached the end; for all his hard work, he never
had anything to hand in. In effect he was fine-
tuning his work too early in the process.

Roger’s area of expertise was assembling light
aircraft that arrived from overseas as ‘flatpacks’.
He analysed the process of assembling a plane
and how this might be similar to or different from
assembling an essay. At this point, he recognised
that if he tried to build a plane as he did an essay,
it would also be impossible. If he tightened all the
nuts and bolts, sanded it down, painted it and

so forth on one part of the plane before going
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on to the next part, it would be impossible to
manoeuvre the pieces into place. Nuts and bolts
should be tightened, and the final touches added,
only when the whole plane is in place. Roger could
easily see the comparison with fine-tuning an essay
too early.

Once he had drawn the initial parallel, Roger saw
many comparisons between aircraft assembly

and academic problems. He used his previous
expertise to address these. When introduced to
new information, for example, he felt he should
play around with it, like pieces of the flat pack,
observing roughly how to structure these: ‘As you
bring them closer together, you are working quite
globally — with an eye on how it all fits together. Then
you can home in and complete sections.” Similarly,
he could see how good planning and structure
was like ‘glue’ that held writing together: ‘Keep an
eye on how the sections will link. Aircraft glue is like a
linking sentence, or a logical sequence that dovetails
into the next item.’



Luzia and dressmaking

Luzia also had difficulties with essay writing. She
had extremely low self-esteem and was very
reluctant to identify any area of expertise. Finally,
she settled on dressmaking skills. She brainstormed
all the processes that go into dressmaking, and
drew parallels between these and essay writing.

For example, she saw that both dressmaking and
essay writing required a clear vision of the final
product. She couldn’t set

about choosing a pattern or

buying materials until she

had a sense of what she

was trying to achieve.

She compared this to
interpreting the
assignment title
and having

a strong
argument:
"Your vision is
your interest in it —
without this, you just
wouldn’t get it done.’

Similarly, both newly
made clothes and essays
need structure. Before she
began to make a new item,
she would decide whether it
was to have a collar, cuffs or
pleats and use this to guide her choice of pattern
and material. For Luzia, laying out a pattern was
like drawing up an essay plan: ‘the pieces of a
dressmaking pattern have to be laid out in a precise
way so that the cloth falls properly’. Similarly, in a
well planned essay, all the pieces of the argument
fall logically into place.

She made further comparisons between tacking

a dress together before the final sewing and
writing drafts before a final write-up. Trying a
dress on to check for ‘final flaws’ was compared
to proofreading. For Luzia, the most important
element of dressmaking was having ‘equal seams’.
She compared this to treating different schools of
thought equally when writing an essay: ‘you must
ask the same questions of each’. The dressmaking
analogy enabled Luzia to make sense of essay
writing, calling upon her own expertise.

Make it ‘make sense’

Just as Donaldson (1978) showed that young
children are capable of performing tasks well
above their supposed developmental level if the
task is presented in a way that ‘makes sense’ to
them, so Victor, Roger and Luzia were able to
demonstrate that this is also true of adult expertise.
They were able to use their own areas of relative
expertise to address tasks that they had previously
considered too difficult for them. They used
extended metaphors — or an analogical thinking
process — to accomplish this. If they can do this, so
can anybody else.

It is very common for students to resist the idea
that they are an ‘expert’ in anything. The first task,
therefore, is to identify an area of expertise. This
won’t make you ‘arrogant’, as some people fear.
Rather, it will provide you with a useful problem-
solving tool. There will be one, or many, things that
have several different stages or aspects to them
and that you:

e perform with relative ease
@ can complete without supervision
e feel comfortable doing — and may even enjoy.

Applying the Expertise Metaphor

Important aspects of working with the Expertise
Metaphor are:

e Don’t worry too much about the apparent
difference between your area of expertise and
the problem you are addressing.

@ You don't need to be Olympic standard to
consider yourself an ‘expert’ for this exercise.

® Expertise in everyday or mundane tasks can also
work.

@ Find out whether it works better for you to use
features or component parts (as Victor did),
processes (like Roger) or skills (Luzia).

® Where possible, aim to find points of similarity
in the underlying structure of the tasks in which
you are expert and those you are learning.

® Don’t rush this — the obvious links can emerge if
you allow yourself time to mull over the points
of similarity.

@ If the match in the points of comparison isn’t
exact, but still helps you understand what you
need to do, that is the most important thing.
This is a personal problem-solving approach not
a literary exercise!
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m@ Identifying personal expertise

- Select one task that you feel you can complete in the way described above (with ease, without

- supervision, etc.). This may be an item identified in the ‘top forty” activity (see p. 57). It could be
making a cake, dancing, playing pool, swimming, painting a picture, fixing a computer, etc. Consider

this to be your area of expertise.

. @ Use the table below to list key components, processes and/or skills that go into completing typical

. activities in your area of expertise, as in the examples of Victor, Roger and Luzia above. Include the

way you ‘visualise’ the task at the start. Pay special attention to the way you elaborate the problem
at the beginning, working out what needs to be done.

. @ List all the skills and qualities that are needed to complete typical activities in your area of expertise.

(a) Area of personal expertise (state which):

Components (parts or Processes (the way things are | Skills used in this area of
features — see Victor), p. 61 done: see Roger), p. 62 expertise (see Luzia), p. 63
Analyse the Task

. Use the table below to list key components, processes and/or skills for a task or problem that you need :
: to address and which is proving tricky.

(b) Task or problem to address (state which):

Components (parts or Processes (the way things are | Skills needed for this task
features — see Victor), p. 61 done: see Roger), p. 62 (see Luzia), p. 63
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Activity: Identifying personal expertise (continued)

- Apply your expertise

- Now, use the table below to draw parallels between your area of expertise and the area for

improvement. Extend the metaphor as far as you can, so that you are really using your area of chosen

expertise to assist you in the area for improvement. Think of all the ways that the second activity can
be compared with the first.

: For example, if your area of expertise was ‘playing computer games’ and your area for improvement

- was ‘speaking in public’, keep completing the following sentence: ‘Speaking in public is like playing
computer games because ...". When you run out of ideas, take a break to do something different. Then
come back and complete the sentence a few more times.

(9 Applying expertise

. List below all the points of comparison between your area of expertise and the task you want to
address

Area of expertise (component, process or Task (component, process or skills)
skills)

Select the best
. ® Read back over your responses.
- @ Highlight the points of comparison that you think will be most helpful.
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Closing comments

This chapter has provided structured
opportunities to reflect upon the way your
experiences contribute to who you are now,
the way you respond to challenge, and your
approach to learning. It invited you to engage
in a wide range of activities to explore personal
experiences, choices, strengths and expertise.
In this chapter, you commenced with a broad
metaphor of your life and the sweep of your
personal history.

You then analysed aspects of that narrative, and
looked more specifically at your learning history.
Finally, you narrowed your focus to an area of
personal expertise and considered how you
could use this, and your approach to adversity,
to enhance future performance. Chapter 3
looks in more detail at the theme of managing
personal performance.

When we write and explain our life story with
integrity, it may seem as though there could
only be one possible way to tell it and that

we have been true to the ‘facts’. However, if
you work through activities that explore your
experiences from diverse angles and at different

times, you are very likely to find that your
responses change. The main events may remain
similar, but the way you write about them, the
details you choose to emphasise, the way you
interpret them over time, will change as your
experience, attitudes and perspectives change.

It is because our personal narratives and their
interpretation are open to change that we

can take our story at any one time and look

to see what it tells us about our approach to
life. Some people have very extreme sets of life
experiences, yet when they tell their stories,
they emphasise the unexpected benefits or

the people they met or the characteristics they
developed as a result. Another person may have
less challenging experiences and yet respond as
if one of these has the power to control their life
for ever.

We are the writers of our own story, we shape
its narrative, we provide the interpretations.
The interpretations we make can be a source of
energy and motivation that carries us towards
our vision of success.

Further reading
Beaver, D. (1998) NLP for Lazy Learning

(Shaftesbury, Dorset, and Boston, MA: Element).
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Chapter 3

Understanding your personal
performance

e —

This chapter gives you opportunities to:

e identify how your learning and performance are affected by your current skills, habits, attitudes,

performance, experience and strategies (SHAPES)

e identify conditions that most suit your learning and performance
@ gain an understanding of personalised approaches to learning and performance
@ identify your personal formula for easier and more successful performance

® apply your personal performance formula to different contexts.

Introduction

In the previous chapter you considered your own
life journey and how you characterised yourself
within this by using metaphors such as ‘the hero’
or by exaggerating elements of your story to form
caricatures.

This chapter is about deepening your
understanding of what you need in order to

‘get things done’ — that is, to perform at all, to
perform well and in ways that best suit you. It
encourages you to take a personalised approach to
learning and performance and provides a toolbox
of resources to help you identify your personal
preferences.

The activities enable you to consider the key
factors that help and hinder you in achieving

your best. From these, you will be able to derive
your own personal formula for success and put
this to the test. Activities also encourage you to
consider how to work with your preferences - or, if
necessary, how to work around them.

Learning or performance?

Anything we do depends partly on what we have
learnt and partly on how we put that learning into
action. Broadly speaking:

1 Learning is about finding out ‘how to .../
— whether through accident, experience,
instruction, developing theoretical instruction,
practice, or other means.

2 Performance includes learning, but involves
putting learning, knowledge, skills, personal
qualities and experience into practice.

We may be better at one of these than the other,
at either learning or performance. We may, for
example, have learnt a speech well but not be
able to deliver it in a public setting, or find it hard
to learn a speech yet be good at public speaking
once the pressure is on. In general, people judge
us by how well we perform — not by what we
think we have learnt. This means that it is well
worth considering the conditions that enable us to
perform at our best.

Understanding your personal performance
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Types of learner

In recent decades, there has been
much consideration of types of learner
and styles of doing things — such

as visual or auditory or kinaesthetic
learning styles. There is a chance to
have a go at this for yourself later in the
chapter.

As performance includes learning, the
information gained from such exercises
is relevant to understanding your
overall personal performance.