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First Things First

[image: image1.wmf]
It is Leeds University policy that every student is provided with access to one or more academic and pastoral tutors who will facilitate the development of your capacity to review, plan and take responsibility for your own learning. This is achieved through meetings with your tutors for progress reviews and your own use of this Progress File.

Please remember that this Progress File is mainly for your own use, and secondly in conjunction with your tutors. It should assist you to get the maximum benefit from your degree studies. Using it should give you the time and space to understand what you are doing in different parts of your course and help to link your modules together. It should help you put your degree skills in perspective, to let you reflect on your experiences.  It is also designed to assist you to make the most of your university experiences when moving on from university to employment, travel or further study. It should provide you with a record of your achievements at The University of Leeds which you may choose to use as evidence when seeking employment. The Progress File  helps you to keep a record of your activities and to reflect on the skills that these have enhanced.  It is a ‘starting point’, think about other ways in which you can keep track of your activities and achievements.

Why Bother With SKILLS?

Skills are vital - for figuring out what you ought to do with your life, for getting there, and surviving there. It is important therefore not only to know what skills you have but also which ones you need, now and in the future. You will probably do lots of things at University; so many that it is very easy to forget them.  Your Progress File  should help you to see how experiences relate to each other, whilst at the same time identifying how a skill might be applied to a new situation.

Any university course will help you to develop the skills and abilities that employers desire; they are known as graduate skills  (see inset).  It is all too easy at university to concentrate on reading, essays and examinations and to miss the other ‘skill’ elements that are built into every degree scheme. You will discover that many employers accept that you will have a good degree from The University of Leeds and they will be looking for the  ‘extra’ that sets you apart from your colleagues - they will be looking to see what skills you can bring to a job. What qualities do you have that will help you suit a specific career?

Three employers were asked  ‘What is an ideal graduate?’:  

(
A self-confident individual who communicates well at all levels in the organisation. Someone who has a real interest in the work of the company and plenty of drive to set and meet personal and business objectives. 

(
An individual with initiative and a mature approach to life. Someone who enjoys challenging and creative thinking. A team-player who will work, hands-on, and motivate those around. 

(
A well-rounded individual with commitment. Someone who demonstrates good thinking ability, a desire to succeed and is able to communicate.

These phrases also describe good students. As you progress through your degree studies and university life you will have opportunities to practice and improve many of these skills.  Skills modules will help to identify specific skills, your strengths and weaknesses and show how skills apply to future careers. In tutorials and modules you will improve both scientific skills and generic skills such as oral and written communication, teamwork, and problem-solving. In your hobbies and outside activities you will find additional skills, such as taking responsibility, developing financial skills, negotiating and being adaptable. 

What should you record in this Progress File?

This Progress File is for you to keep a record of factual information about your course such as modules you have taken, types of work you have completed and exam marks (you really won't remember these things by the time you leave unless you write them down.)

This information is to help you understand your degree course, how it links together and benefits you as a person. As a bonus it will also be helpful when you compile a Curriculum Vitae (CV) to use when applying for vacation work and permanent jobs. Your Personal Tutor will act as a referee for you– but what will s/he say about you? How do tutors find out about all the exciting things you have done outside your course or about the type of career that you really want to follow? This Progress File helps you provide them with that information.
It is an opportunity for you to take time to reflect on how you are progressing with your work, to recognise your strengths and weaknesses, think about what things you are really enthusiastic about, and consider the kind of career you might follow. It is all about self-awareness. 

How to arrange to see your personal tutor 
You may need to see your personal tutor at times other than pre-arranged tutorials. Check whether they have office hours (usually posted on their door), or e-mail or leave a note requesting a meeting. There is a whole range of reasons, large and small, why you might request a personal meeting. For example, you may simply want to check that your personal tutor is willing to be named as your referee for a vacation job, and to tell them something about it. On the other hand there may be occasions when you need to talk about an issue of an academic or personal kind, in confidence, especially if you feel that your work is being adversely affected. 

Confidentiality 

Your personal tutor will respect the confidential nature of any conversation which you ask to have so treated. If at any time, however, the personal tutor judges that it would be in your best interests to inform one or more further members of staff in the Department or University, s/he will advise you of this and may be prepared to speak to them on your behalf if you wish.  Before involving another member of staff, the personal tutor will always seek your agreement first, and discuss with you when, to whom and how specifically any sensitive subject might be conveyed,  - in confidence still. 

What sort of record to make 

In most cases it is advisable to make a short record of a personal tutorial and this pack contains a page for the purpose. The record may take whatever form you wish, a brief note or general summary,  BUT  ACTION POINTS are a good idea, that is something specific you are going to do. 

Your Progress File is a personal and academic record. It has some sections that will be filed in departmental records. These are marked with   ( ( symbols.  Please consider the readership of the record when you add to it. Write thoughtfully. 

When will you use this Progress File?

The arrangements vary slightly for different students in the faculty, see your own section here: 

[image: image2.wmf]Earth Science students:   At least twice a year you will be asked to make an appointment with your Personal Tutor. At these meetings, which will involve just you and your tutor, you will discuss such things as your exam marks, your progress, good things and bad things that you have experienced on the course, improvements for next term etc. 

You will have the opportunity to explain the reasons for problems if you have any, such as poor attendance or lack of submitted work. Your tutor will also welcome any feedback on aspects of the course and how we might improve it in future.  Just  before these meetings  you should take time to fill in the relevant section of this Progress File. Your notes will form the basis of your discussion with your tutor.   This Progress File is also to be used if you are doing an industrial placement or a year abroad. Adapt the relevant level pages to suit your circumstances.

Geography and Transport Studies students:  For students enrolled on GEOG1080 / GEOG1085 Tutorial 1 and GEOG2180 Level 2 Tutorial, the Progress File will be used in conjunction with bi-weekly tutorial activities. For all other students at Level 1-3 the Progress File will be used by Personal tutors. Just  before these meetings  you should take time to fill in the relevant section of this Progress File and think about the issues relating to your course and career development that you may wish to discuss. This Progress File is also to be used if you are doing a year abroad. Adapt the relevant Level pages to suit your circumstances.

Keep it safe

Please keep this Progress File  safe so that you can use it throughout your degree course. You may find it extremely useful after you leave as it will probably be the only written record you have of things you did at university! Incidentally, some employers ask you to continue this kind of self-reflection and recording by compiling a Progress File like this as part of your job.

THE FIRST SESSION

Please fill in this section and take it when you first meet your Tutor. It will help you to get involved in the discussions and to be clear about ‘Where I am at the start of my course’. Many of the following questions are typical of those you might find on a job application form. Others are the sort of questions raised in interviews. 

What have you already achieved (e.g. school, home area, GCSE and A-Level grades or equivalent, any prizes or achievements at school, clubs, sports, responsibilities, voluntary work, vacation jobs, expeditions, travel , time out .... anything you think is important to record).

What are your main hobbies that you actively follow and things that interest you (e.g. bungy jumping, scout leader; euthanasia debate, environmental issues).

Why do you want a degree?  ( To get a degree? As a basis for a career in…..? ………..)

Briefly describe your reasons for choosing this degree subject and why you decided on Leeds University.

List up to 10 things you would like to achieve whilst you are at university.

(e.g. become  employable as an ……; learn how to cook)

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

What are your long term aims at this stage?  (e.g. career aims, general)

Reflecting on your achievements: developing reflection skills.

Reflection skills essentially give you the mental time and space to consider what you have been doing, value it, place it in context and make mature decisions about what to do next. It does not necessarily involve change, although it may lead to development or change. As an example of the process consider the responses from two students listing their university experience on a CV. 

Student  A   lists the codes and names of modules.

Students B  lists modules with annotations:  Level 2  Fieldwork Module involved two pieces of groupwork,  

discussion and negotiation, group report writing and a poster. It also developed my  technical skills with scientific instruments and I became more aware of safety issues. 

Statements like that of Student B might appear on a CV or be spoken at interview.  The point of this Progress File is to nudge you into recording so that experiences are not lost.  A really good example includes the evidence. Here are some example reflection statements and see also  Kneale (1999, Chap 2).

Examples of Statements that evidence or demonstrate skills:

Decision Making
Self-Motivation
Team-work

Researching information by …

Module choices made to support personal ambitions for ….

Choosing between vacation work options of …and … to gain experience to support …career ambitions.

Choosing accommodation to meet both financial constraints and personal desires. 
Finding vacation and other work.

Overcoming obstacles to reach a personal goal / target.

Starting a group or society.

Taking the initiative to lead a group.

Success in ………..because …… 
Contributing effectively to group projects in modules  .…... …………

As a member of a committee I was effective in ………by doing  ……………………………..……

Playing in an orchestra, band, theatre group, sports team, …….

Experience at work doing  ……

Problem Solving
Communication – oral
Communication-written

Finding ways to live on no money and study without failing the degree, I ………

Prioritising workloads: academic v social v employment v …….

Researching information on ….

Reconciling conflicts between flatmates / in society meetings / in group work ………………….
Presentations in tutorials.

Presentations in Workshops for  modules ………………………..

Presentations in Seminars for modules ………………………..

Poster based discussion.

Tutorial discussion.

Debate.

Discussion group leading 

Discussion contributions
Producing Publicity material for a student society or …………….

Writing letters to raise sponsorship for …………………

Writing essays / dissertations on ……………………………….. 

Writing Group reports about ….

Producing www pages for …….

Producing a PowerPoint supported presentation.

Creativity
Self-management
Information technology

Generated ideas for group work on ………………………………

Produced poster for ………….

Adapted my approach to …….as the circumstances, ..…., changed. 

Developed……………..ideas for dissertation

Designed …. for the ….. Soc Ball / ….   Event.
Set personal targets and priorities, academic and personal, and achieve them.  I had to … so I ………………………………..

Meet coursework deadlines with high standard work …………....

Meet time targets at work  ….... 

Organise work / social / charity events  by …………………….
Use e-mail to communicate

Word process (WORD) …n… essays and a dissertation

Use www to research ………….

Successfully completed modules using Statistics (MINITAB/ SPSS/EXCEL),GIS (ARCINFO), programming ……., databases …, ………,……………………  

Skills,  A Self Assessment  

At the start of the first semester and the end of semesters 1 and 2 reflect on how you are progressing.  Use the tables below to score your skill on the 1-4 scale. 

1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Study Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take clear, understandable notes in lectures



Keep notes organised in a file





Read last lecture notes before the next lecture



Read generally about the subject for a wider background



Ask lecturers and tutors when unclear about the work



Ask friends and course-mates about the work



Know how to use the library to find books



Know how to use the library to find journal articles



Know how to use the library’s electronic search engines 



Revision
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Index notes and summarise them



Plan revision through weeks before the exams



Practise timed essays





Check-out past papers and practise answers



Writing Skills
Score 1 – 4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Set out arguments in a logical sequence



Be concise in explaining points





Use examples and references to support the arguments



Use grammar, punctuation and spelling correctly



Add tables, diagrams, graphs and sketches to illustrate arguments



1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Oral Communication Skills
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take plenty of time to prepare and organise what I want to say



Speak clearly and concisely





Set out the arguments in a logical order



Use audio-visual materials to support presentations (OHT Powerpoint) 



Listen to other speakers 





Make contributions (questions / comments) that relate to the previous material



Skill with Numbers
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Use a calculator or PC for statistical analysis



Convert units correctly (mm ( km;  mm3.s-1 ( m3.s-1)



Understand power notation  (0.00001  10*6-3)



Quote meaningful significant figures 



Laboratory and Field Skills
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Aware of Safety Procedures





Able to follow written instructions accurately





Understand how to use specialised equipment





Understand the uncertainty or inaccuracy associated with a measurement



Develop own ideas





Report results clearly





Make connections with the associated literature and theory





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Time Management
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Have a plan which helps to balance study and social time



Arrive on time at all tutorials and lectures



Attended all timetabled classes / modules!



Use a diary to keep track of classes, appointments and deadlines



Timetabled a safety margin to complete tasks ahead of time in case of accidents! (flu / broken arms / printers



Information Technology
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Use a  word processing package to create a document





Print out a document





Create a PowerPoint presentation



Produce graphical materials





Create, store and retrieve files





Use the library electronic catalogue 



Use the world wide web for research





Create www pages





Working With Others
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Take share of the responsibility within a group



Demonstrate confidence in contributing your own ideas



Make decisions and follow them through



Listen to what others are saying





Accept and learn from criticism





1 = Never Done It;  2 = Tried it; 3 = OK-ish;  4 = Confident performance and I am capable of explaining it to someone else!

Problem solving
Score 1-4
Notes (note both the Evidence for your Experience and your Thoughts about what to do next)

Clarify the nature of the problem before taking action



Collect all relevant information



Generate alternative solutions





Try different methods to see how each performs



Justify choosing a particular approach



Learn from experience when the solution chosen was not entirely successful



Money Matters  - Financial skills 
Trying to keep your debts from getting out of hand takes a little planning. Using this table may help you to budget.  Give it a go for a couple of months. You will need to jot down your daily expenses in the back of your file or notebook to get an idea of daily costs, or you might use a table like the one at the foot of the page.   Remember to apply for a Loan before you are desperate for the cash because the paperwork takes a little time to arrive and process. 

Spending Money
Sept
Oct
Nov
Dec
Jan
Feb
Mar
Apr
May
Jun
VAC

Parents/Family












Loan












Grant












Other












TOTAL Available

























Spent ! 












Hall fees/rent












Hall / House Bills (gas/elec/..)












Telephone












Food and Drink












Clothes












Books and paper / pens ….












Sport / Exercise












Fun:  Parties /trips / visits












Travel












Other 












TOTAL  SPENT












Weekly Expenses

Food
Drink
Travel
Paper/ pens / books
Newspaper / Mags
Parties
Other









Level 1

Semester 1 Meeting 
Date and time of meeting with Personal Tutor: .............................................

Modules taken Level 1 Semester 1:-

Record any known marks so far

Code 

Name 


Credits
        Coursework 
               Exam 

Total

Number









marks
  
      marks

marks

Examples of various types of work undertaken   (to highlight variety of skills practised e.g. group posters on ..., written essay on...., individual presentation on ...., summary of .... etc. Be specific and give a variety.)

Most enjoyable aspect of course and least enjoyable aspect of course and university life so far !

Outside activities  (e.g. clubs joined, sports, voluntary work, part-time employment, leisure interests)
Any problems?  (e.g. time management, module organisation, managing part time work, accommodation hassles, other worries)

Things I have achieved so far that are important to me  (e.g. can take better lecture notes, learnt to cook, understand  …………(!), can find my way around campus)

Things I need to work hard on in future (e.g. more careful with money, attending 9am lectures, get fit for fieldwork, read more text books)

ACTION PLAN FOR THE NEXT SEMESTER  (e.g.  I will ….   by ……..   Plans for the summer vacation, applying for work experience and internships)

Level 1

Semester 2 Meeting (preferably just before or after Semester 2 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Level 1 Semester 2:-

Record any known marks so far

Code 

Name 


Credits
         Coursework 
Exam 

Total

Number






marks

marks

marks

Examples of various types of work undertaken  (to highlight variety of skills practised e.g. group posters on ..., written essay on...., individual presentation on ...., summary of .... etc. Be specific and give a variety.)

Most enjoyable aspect of course and least enjoyable aspect of course and university life at this stage.

Outside activities  (e.g. clubs joined, sports, voluntary work, part-time employment, leisure interests)

Any problems? (e.g. time management, module organisation, managing part time work, accommodation for next year, worries)
Things I have achieved so far that are important to me (e.g. can take better lecture notes, learnt to cook, understanding  …………(!))

Things I need to work hard on in future (e.g. more careful with money, attending 9am lectures, get fit for fieldwork, read more text books)

ACTION PLAN FOR THE NEXT SEMESTER  (e.g.  I will ….   by …….)

ACTION PLAN FOR THE VACATION - make the most of it and do something exciting, even for a small part of the vac.  (e.g. work to pay off debts, internship, voluntary holiday with handicapped, conservation volunteer week, voluntary work in museum.)

End of Year 1        Summary Report for Personal Tutor             (  (
to be given to Personal Tutors for filing in the department

Your name:   .......................................................................................... Degree Scheme ………………………..

List of modules taken and results so far :

code
               name




final mark

Non-academic interests: (clubs and societies joined - and types of activities)

Non academic achievements this year:  (Positions of responsibility, awards etc.)  

Work experience paid or voluntary: (vacation or term time)

Favourite subject areas and transferable skills:  

Attendance (please tick): .       ......full attendance                                     .......less than full attendance

(lectures, practicals and tutorials)








Progress Report                                                                         (  (
How do you feel about the following:

The course  (e.g. right one for you; too hard; well balanced)

Your progress so far?  (e.g. working hard and doing well; working hard but still worried about …)

What has given you most satisfaction this year? (e.g. field work; social life; understanding ………..)

What has given you least satisfaction this year?  (e.g. not getting hold of books; having to do paid work during the day; big lecture classes; not understanding ……………)

What would you most like to improve or work towards during the next year?

Level 2

Semester 1 Meeting (preferably just before or after Semester 1 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Level 2 Semester 1:-

Record any known marks so far

Code 

Name 


Credits
       Coursework 
              Exam 

Total

Number






marks

marks

marks

Examples of various types of work undertaken  (to highlight variety of skills practised e.g. group posters on ..., written essay on...., individual presentation on ......., summary of ........ etc. Be specific. Teamwork should now become important)

Most enjoyable aspect and least enjoyable aspect  of this semester.

Ongoing or new outside activities

(e.g. clubs joined, sports, voluntary work, part-time work, leisure interests, Staff-Student committee?)

Any problems this year? (e.g. accommodation hassles, health problems, family troubles, financial worries)

Things I have achieved so far that are important to me.  (e.g. more enthusiastic about course, read a lot more, work harder than last year, better social life)

Things I need to work hard on in future  (e.g. balancing social life with work, doing more background work, better attendance, working in teams better)

Skills that I am reasonably good at  (e.g. good team worker, computer literature searches, scientific writing, asking questions in class)

Skills I need to improve 

(e.g. giving presentations, spelling and grammar, being enthusiastic)

ACTION PLAN FOR THE NEXT SEMESTER  (e.g.  I will ….   by …………..   Plans for the summer vacation, applying for work experience and internships)

ACTION PLAN FOR THE EASTER VACATION  (Check out dissertation ideas …)

Level 2

Semester 2 Meeting (preferably just after or before Semester 2 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Level 2 Semester 2:-

Record any known marks so far

Code 

Name 
 

Credits
       Coursework 
              Exam 

Total

Number






     

   marks

 
    marks

marks

Examples of various types of work undertaken  (to highlight variety of skills practised e.g. group posters on ..., written essay on...., individual presentation on ......., summary of ........ etc. Be specific. Teamwork should now become important)

Most enjoyable aspect of the year and least enjoyable aspect this semester.

Ongoing or new outside activities, new positions of responsibility?

Any problems this year?  (e.g. accommodation hassles, health problems, family troubles, financial worries)

Things I have achieved so far that are important to me  (e.g. be more enthusiastic about course, read a lot more, work harder than last year, better social life).

Things I need to work hard on in future   (e.g. balancing social life with work, doing more background work, better attendance, working in teams better)

Skills that I am reasonably good at  (e.g. good team worker, computer literature searches, scientific writing, asking questions in class)

Skills I need to improve (e.g. giving presentations, spelling and grammar, being enthusiastic)
Dissertation or Project ACTION PLAN for summer vacation - title, place. …
ACTION PLAN FOR THE VACATION  -make the most of it and do something exciting, even for a small part of the vac. (e.g. work to pay off debts, voluntary holiday with handicapped, conservation volunteer week, voluntary work in museum.)

ACTION PLAN FOR THE NEXT SEMESTER  (e.g.  I will ….   by …….)

End of Year 2        Summary Report for Personal Tutor            (  (
to be given to Personal Tutors for filing in the department

Your name:   .......................................................................................... Degree Scheme ………………………..

List of modules taken and results so far :

code
               name




final mark

Non-academic interests: (clubs and societies joined - and types of activities)

Non academic achievements this year:  (Positions of responsibility, awards etc.)  

Work experience paid or voluntary: (vacation or term time)

Favourite subject areas and transferable skills:  

Attendance (please tick): .      ......full attendance    .......less than full attendance

(lectures, practicals and tutorials)

Progress Report                                                                        (  (
How do you feel about the following:

The course  (e.g. right one for you; too hard; well balanced)

Your progress so far?  (e.g. working hard and doing well; working hard but still struggling; could do better)

What has given you most satisfaction this year? (e.g. field work; social life; understanding ……….)

What has given you least satisfaction this year?  (e.g. not getting hold of books; having to do paid work during the day; big lecture classes; not understanding …………………..)

What would you most like to improve or work towards during your Finals year?

Level 3

Semester 1 Meeting (preferably just after or before Semester 1 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Year 3  Semester 1:-

Record any known marks so far

Code 

Name 


Credits
        Coursework           
Exam 

Total

Number






marks

marks

marks

Examples of new types of work undertaken (new skills acquired e.g. managing mini projects, more in-depth literature surveys)

Most enjoyable aspect and least enjoyable aspect this semester.

Ongoing or new outside activities or responsibilities?

Any problems this year? 

Things I have achieved this semester - important to me  
Things I need to work hard on next semester/in future 

Future career aims  
Career activities so far  (e.g. interviews for ……..  at Bradford 16/12/99 (more detail); CV and letters to Mars, M&S, BP, Shell, Greenpeace - no replies yet; interview with Careers Centre; contacted relatives in Singapore; had injections).

Skills I wish to develop
ACTION PLAN FOR THE EASTER VACATION 

Level 3

Semester 2 Meeting (preferably just after or before Semester 2 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Level 3 semester 2

Record any known marks so far

Code 

Name 



Credits       Coursework 
      Exam 

Total

Number






    

     marks
 
     marks

marks

Examples of new types of work undertaken  (new skills acquired e.g. managing mini projects, more in-depth literature surveys)

Most enjoyable aspect and least enjoyable aspect this semester.

Ongoing or new outside activities or responsibilities?

Any problems this year? 

Things I have achieved this semester - important to me 

Future career aims  (e.g. travel in South America for one year then …………….)

Career activities so far   (e.g. interviews for …………….).

Look back to the first few pages - which of your initial aims have you achieved at university?

Describe the most important achievement you have made by being at university.

List other achievements

End of Level 3         Summary Report for Personal Tutor            ( (
to be given to Personal Tutors for filing in the department

Your name:   .......................................................................................... Degree Scheme ………………………..

List of modules taken and exam results so far 

code



name




final mark

Non-academic interests: 

Non academic achievements this year: 

Work experience, paid or voluntary: (vacation or term time)

Favourite subject areas and transferable skills:  

Attendance (please tick): .           ......full attendance                          .......less than full attendance

(lectures, practicals and tutorials) 

Comments?

  Progress Report                                                                       (  (
How do you feel about the following:

The course

Your progress so far?  

What has given you most satisfaction this year?  
What has given you least satisfaction this year? 

What have you arranged for next year?

Contact address for the future:

Remember: if you wish your Personal Tutor to act as a referee for your job applications after you have left you should contact him/her beforehand to ask permission and give him/her some information about the job so that s/he can target their reference. Make sure s/he always has an updated copy of your CV. 




Level 4    
Semester 1 Meeting (preferably just after or before Semester 1 exams)

Date and time of meeting with Personal Tutor: .............................................

Modules taken Year 3  Semester 1:-

Record any known marks so far

Code 

Name 


Credits
        Coursework           
Exam 

Total

Number








    marks

        marks

marks

Examples of new types of work undertaken 

Most enjoyable aspect and least enjoyable aspect this semester.

Ongoing or new outside activities or responsibilities?

Any problems this year

Things I have achieved this semester - important to me  
Things I need to work hard on next semester/in future 

Career aims  / plans
Career activities so far  (e.g. interviews for ……..  at Bradford 16/12/99 (more detail); CV and letters to Mars, M&S, BP, Shell, Greenpeace - no replies yet; interview with Careers Centre; contacted relatives in Singapore; had injections).

Skills I need to work on 
ACTION PLAN FOR THE EASTER VACATION 

Level 4    

Semester 2  Meeting
Date and time of meeting with Personal Tutor: .............................................

Modules taken Level  4

Record any known marks so far

Code 

Name 



Credits
     Coursework 
             Exam 

Total

Number









marks

    marks

marks

Final Degree Grade: 

New skills acquired?

Skills that you are aware that you need to improve in 

Any new non-academic activities, hobbies, clubs, responsibilities this year?

Any problems that have affected your work?

Things I have achieved this semester - important to me  

Future career aims 
Specific career plans for next year and beyond  (e.g. details of post obtained or firm plans made; plans for next year)

Look back to the first few pages - which of your initial aims have you achieved at university?

Describe the most important achievement you have made by being at university.

Final thoughts? 

End of Level 4         Summary Report for Personal Tutor            (  (
to be given to Personal Tutors for filing in the department

Your name:   .......................................................................................... Degree Scheme ………………………..

List of modules taken and exam results so far 

Module code



Module name




final mark

Non-academic interests: 

Non academic achievements this year: 

Work experience paid or voluntary: 

Favourite subject areas and transferable skills:  

Attendance (please tick): .      ......full attendance    .......less than full attendance

(lectures, practicals and tutorials)

Comments?

Progress Report                                                                         (  (
How do you feel about the following:

The course  

Your progress?  

What has given you most satisfaction this year?  
What has given you least satisfaction this year?

What have you arranged for next year?

Contact address for the future:

Remember: if you wish your Personal Tutor to act as a referee for your job applications after you have left you should contact him/her beforehand to ask permission and give him/her some information about the job so that s/he can target their reference. Make sure s/he always has an updated copy of your CV. 

Planning ahead and developing a useful CV
There is lots of information to help you, it is a matter of finding it.  Start by going to the Careers Centre at 5-7 Cromer Terrace and pick up your free copy of  the ‘GTI Leeds University Careers Centre Guide’.  Collect it from reception, and while you are there have a look at the Information Room and the Careers Library. There are stacks of info.  Then get yourself on-line at http://careerweb.leeds.ac.uk/. This is the Careers Centre page with hotlinks to events, employers, vacancies, and much more including summer vacation opportunities. 

[image: image3.wmf]
How to find the Careers Centre:    From the Students' Union main entrance turn left and walk as far as the Traffic Barrier, turn left on to Cromer Terrace past the Gym and you'll find the Careers Centre on your right (the last building before the Car Park).
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Then have think about your CV. The best place to start is on-line at the university www site that guides you through the steps of creating an on-line CV. It is at http://careerweb.leeds.ac.uk/students/applications/index.html Getting your CV on your computer is a good idea because it can be updated as you continue.  Check out examples of  CVs  online and in the Library in the Careers Centre. LOOK AT SOME EXAMPLES OF GOOD CVs and the on-line examples. You may wish  to ask your tutors or Careers centre staff  for advice on drafts of your CV. Duty Advisors in the Careers Centre will check your CV 11-13.00 and 13.00-15.00 in term-time and 11-12.30 and 13.30-15.00 in vacations. 

This Progress File should be helping to remind you of the evidence you have to help you answer the following typical interview and application form questions:

‘We need people with business acumen.  Please tell us of a situation where you have displayed this quality’  (Sold Christmas cards / plant pots / cheese to the general public;  Sales director in a school company …)

‘Describe an instance where you had to persuade someone to do something.   How did you approach this? Why were you successful?’  (Persuaded staff to relax school uniform rules by petition from students, closed and open meetings with staff and students, research which took time and effort, getting the arguments clear and comprehensive.)

‘Provide an example of an occasion when you set yourself a demanding goal and overcame obstacles to achieve it.’ (As part of Operation Raleigh I needed to raise £3000 through work and organising ………) 

Think back through the last two to three years and make notes about your ‘experiences’. Be specific.  Rather than saying ‘I spent 6 weeks shelf-filling’  go for the shorter more detailed event ‘During a shelf-filling job I had to manage and re-order stock through the IT system. This involved understanding the IT system and trouble shooting when problems arose.’  When talking about a GAP year or holiday travel again cut it down, explain how the planning and fund raising used your organisational, time-management, negotiation and motivation  skills amongst others. ‘When I was in the rowing club we had a charity disco’ is a general comment, - be specific ‘I organised a charity disco for 300 people which  raised £520.’   

Your degree contains lots of ‘stories’ like these,  where you use skills to succeed with projects, field-trips, presentations and group work. Your experiences, as stories, are crucial evidence that you call on in a CV, covering letter and in interviews to exemplify your abilities.  Thinking of examples on the spot is very difficult. BE PREPARED.   Use this space to draft a few story ideas: 

(
(
(
(
There are a number of books that advise on interview technique in the Careers Centre library and some videos that will be worth watching in years 2 and 3.  

In applications and interviews remember that what impresses an employer is:

(   All questions in a written application answered in as much detail as possible

(   Good covering letter, referring to appropriate skills for this specific application.

(   Legibility in hand-written applications, a clear layout and correct use of grammar.

(   Knowledge about the company and job applied for.

(   Evidence that you have the core skills the job will require.

The most common questions asked by employers when interviewing: (% indicate proportion of employers in the study sample)

1. Overcoming difficulties and sticking to a task  (100%)

2. Describe your most significant achievement  (83%)

3. Describe you experience of team working and organising others  (67%)

4. What are you reasons for applying / your career aspirations   (67%)

5. Tell us about your extra curricula activities (50%)

6. Broad / strategic questions related to the employers business (50%)

7. Details of responsibilities and positions of responsibility (33%)

8. Your experience of customers and the situations and behaviours involved  (33%)

Use this space to make notes about your answers to these questions.  

How to get the School to give you a really good reference!

Helping present and past students to obtain the jobs that they want is an important part of the work of your School. The strength of the support that we can give in a written reference, however, depends on the information that we have available when the letter is written. Normally, we consult tutorial reports and any other informative letters or notes, such as dissertation reports, in your file.   This is your opportunity to help us to help you.  It would be of great assistance if you could fill in the questionnaire below as fully and carefully as possible. Please write fully, details help us. Don’t underestimate your IT and presentation skills, add your work experience. Put too much rather than too little to help us write a reference that is as true and as complete a review of you as is possible. Use the evidence you have compiled in your semester reports. Very frank comments are more useful than bland statements.  You may want to attach your latest CV to this section. 

PLEASE COMPLETE AND HAND IN BY THE END OF LEVEL 2

Recommended for completion by June of Level 2                                (  (
TO ANYONE ASKING THE SCHOOL FOR A REFERENCE

PLEASE  either Photocopy these 3 pages, or  cut out these sheets, staple, and hand in to your School reception.  PLEASE KEEP THIS INFORMATION UP TO DATE.  If anything else can be added, or something deleted please let us know. It is particularly useful to know why you are interested in each sort of job. A reference for a job in a bank should not be the same as one to join the Probation Service, etc.

NAME ...................................................................…….....    DATE .................................

Degree scheme ………………………………………………………..

1a
What kind of job would you like?

 

1b
Why have you chosen this?  (Avoid using phrases like; "because I think I will like it", be specific, e.g., "because I am good at time management, have PC skills, can …… ".



2
If you are considering other areas please explain why you think you would enjoy working in


 that area and why you would be good at it.














                                                            ( (
3
Please indicate what employment you currently have and what vacation jobs you have held?

                     Job Description

a) current/last


                             Employer

a)  current/last



b) previous


b)  previous



4
Do you have any other experience which you feel is relevant to this sort of work (part-time employment, paid/unpaid/voluntary employment)?

DATE


ALL EXPERIENCE




5
What sort of organised social activities have you been associated with in the past five years?


a) Theatre, music, student societies, neighbourhood, social organisations, etc.




b) Sporting and recreational activities (Team sport, spectator, hobbies, etc.)














                                                            ( (
6
Describe the other skills you have that might be of some benefit to a future employer? (e.g., team activities, singing, IT/keyboard skills, driving licence, flying, language). What level have you attained?



7
Are there any skills which have developed on your degree which should be highlighted to an employer (time management, presentation, discussion, report writing, IT skills, etc)



8
Have you achieved any sort of distinctions at university/school/life generally, not necessarily in relation to academic work, that you think worthy of note? (e.g., Queen’s Guide/Scout, membership of major team/ choir/orchestra,  published magazine article, photography exhibition, etc.)



9
What are the modules you have most enjoyed, would be happiest to talk about at the interview and  why?



10
If there is anything else that we should take note of, or avoid reference to or specifically  include in relation to this particular job? (e.g., work with a political group, religious organisation, a domestic or medical circumstance).



Resources:  www and Library

For Skills see: 

Kneale, P.E. 1999 Study skills for geography students : a practical guide, Arnold, London  <BL WEST 2   Geography A-0.05 KNE, EBL Counter B4016, EBL 12 Student Ref Geography A-0.05 KNE  (Reference only); EBL 9     Student Loan Geography A-0.05 KNE   (7 Copies)>

Northedge, A., Thomas, J., Lane, A. and Peasgood, A. 1997 The Sciences Good Study Guide, The Open University,  Milton Keynes <EBL 12 Stud Ref General Science A-0.06 NOR, EBL 9 Stud Loan General Science A-0.06 NOR (3 Copies)>

[image: image5.wmf]http://www.english.ox.ac.uk/undergra/EMLHBK.html#7   The University at Oxford's English departments advice on study. Useful for essays and revision.

http://www.utexas.edu/student/utlc/    The Learning Skills Center at the University of Texas at Austin. Click on the `Our Favorite Handouts' link. 

http://www.adm.uwaterloo.ca/infocs/Study/study_skills.html     The Study Skills package at the University of Waterloo, Canada.

http://www.yorku.ca/gcareers/study_skills.htm  University of York, Ontario, Canada. Learning Skills Programme handouts.

http://www.sa.utoronto.ca/handbook.php?cid=1&sid=8  Getting There at The University of Toronto, Canada. 

http://www.edinboro.edu/cwis/acaff/suppserv/tips/tipsmenu.html    Academic Survival Tips from Edinboro University, Pennsylvania.

For Careers and Interview Information see: 

http://careerweb.leeds.ac.uk/This is the Leeds Careers Centre page with hotlinks to events, employers, vacancies, and much more including summer vacation opportunities. 

http://careerweb.leeds.ac.uk/students/applications/cv/ for CV advice.

http://www.prospects.csu.man.ac.uk/student/cidd/startpts/casinfo.htm   for University / College Careers Centre Facilities Information at other sites. This is very useful after you have graduated if Leeds  becomes awkward to visit. 

[image: image6.wmf]
In the Careers Centre Library you will find (amongst many others) books about making applications, passing interviews, choosing careers, vacation work options, guides on taking years out and voluntary work. More than you thought possible on how to make the most of the rest of your life. Get along there and start researching.  

Videos are available in the Careers Centre – see their list for more details. You might check out

General videos like:

Looking good on paper    (applications) 

Can I have a few minutes of your time?    (uncovering hidden jobs)

Company based videos like:


Junction  21  - FORD 


KMDS -  Kingfisher 


The World of Shell   


Transport Research laboratory Promotional Video 

Occupational videos like: 


Connecting People  - Telecommunications   

[image: image7.wmf]
GOOD LUCK!
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Please keep in touch with the department - you can encourage future students by sending back postcards from your travels, letters about your job, information about jobs available in your company - all are very welcome. 

The School is very pleased to write references for you after you graduate,   BUT  if it is a few years since you left please write a short note to tell us what you have been doing. 

Produced for the Faculty of Earth and the Environment by:

Pauline Kneale

Geography

Jane Francis 
       

Earth Sciences

Paul Jackson 
       

Careers Centre

and through the DfEE Development Project ​ -  ‘A Strategic Model for Developing Methods and Materials for Recording Achievement in Traditional Universities’.

Q: What do Employers want from Graduate Employees? 


A: The same skills that make good undergraduates.





Flexibility, adaptability and the capacity to cope and manage change (88%)


Self motivation and drive (88%)


Analytical ability and decision making (75%)


Communication and interpersonal skills (63%)


Team working ability and skills (63%)


Organisation, planning and prioritisation abilities (50%)


Customer focus and service orientation (25%)


Ability to innovate (25%)


Mental and physical resilience (25%)


Leadership ability (25%)





Source Edwards, G 2001 Connecting PDP to the employer and world of work , online http://www.ltsn.ac.uk/genericcentre/docs/pdp%20guide%20employment.rtf
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General guidelines for a CV


� HYPERLINK http://careerweb.leeds.ac.uk/students/applications/cv/index.html ��http://careerweb.leeds.ac.uk/students/applications/cv/index.html�


A4 Paper, modern typeface, an attractive clear layout


No typing errors, use action words


Clear paragraphs


Targeted to this job application


Give more detail about your degree than  your school career


Forget the Junior school bits


The standard subheadings are: 


Education


Work Experience 


Interests


Others skills and experience
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