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100+ Questions

Reflect on Your Skills and Attitudes



Achievement orientation

Maintains and inspires a results-driven approach, focuses on results and

critical performance indicators.

e Recall an important goal that you were set in the past. What strategies did you use

to achieve it? What was successful?
e How do you meet tight deadlines?

e Thinking about a difficult task you were required to undertake, what extra effort

did you exert to achieve the goals set and accomplish a task?

e Thinking about a time when you did not achieve a goal or meet a deadline, what did

you do? What was the outcome?

e Can you recall a time when you were particularly effective on prioritising tasks and
completing a project on schedule? How did you approach this and what was the

outcome? What did you learn?

 Describe a project or idea that was implemented primarily because of your efforts.



What was your role? What was the outcome?

There are times when we work without close supervision or support to get the job

done, think about a time when you found yourself in such a situation. What did you

do? What was the outcome?

Reflection Journal



Adaptability / flexibility
Maintains effectiveness in a changing environment.

 Consider a time when you had to adopt a new approach or style to accomplish a

task. How did you manage the transition?

e Think about a situation in which you had to adjust to a colleague's working style in

order to complete a project or reach your objectives. What did you do?

e What do you do when priorities change quickly? Thinking about an example of

when this happened, what did you do? What was the outcome?

 Consider an example of an important goal that you set yourself in the past. Thinking

about your success in reaching it, how did you approach it?

* Reflect on a situation in which you had to adjust to changes over which you had no

control. How did you handle it?

What tends to work with one person does not necessarily work with another. Think

about a time when you had to be flexible in your style of relating to others. How did



you vary your communication style with a particular individual? What was the

result?

Reflection Journal



Creativity

Generates and/or recognises how best practice and imaginative
ideas can be applied to different situations.

e Think about a problem that you have solved in a unique or unusual way. What was

the outcome? Were you satisfied with it?

* When presented with a variety of different scenarios, what is your preferred course

of action?
* How do you approach a conventional task?
e How do you attempt to break deadlock situations?

» We sometimes fail to consider new ideas because they seem untried and/or
untested. Describe a time when you found yourself in a situation similar to this. What

happened?

* What do you do to encourage self / others to think laterally and to generate ideas?



e How do you present an idea that you know may be considered unusual to your

family / friends / lecturers / manager?

Think about the most significant or creative presentation which you have had to

complete. How did you approach it? What was the result?

Reflection Journal



Decisiveness

Makes decisions and takes action.

* When making a controversial decision how do you deal with criticism?

e How do you feel about making work commitments on behalf of other people?

e What do you do when something needs to be done but no one is there to give you

guidance?

e How do you go about getting agreement to a new idea? ¢ How do you make a

decision based on incomplete information?

Whose needs are most important in the decision making process? How do you

decide?

Reflection Journal



Image

Presents a strong, professional, positive image to others at all times. This image
is consistent with all people (colleagues, management and peers, customers
etc.).

e How do you present yourself when meeting people for the first time? What do you

pay special attention to?
* How do you introduce yourself in social gatherings or new and different situations?
e What do you do to ensure people listen to your ideas?

e What do you reflect on at the end of the working day? Do you spend more time on

what went well and why, or do you analyse the problems that occurred?
e How would the people you work with/your friends, describe you?

How do you know when your boss and / or friends value your contribution?

Reflection Journal



Influencing

Influences others by expressing self effectively in a group and in one to one
situations.

 Describe a time when you were able to convince a skeptical or

resistant person to purchase a product or use your skills?

e Think about a specific instance in which you were able to encourage others to take

a chance with a new idea or project. What did you do?

* Describe a situation in which you were able to positively influence the actions of

others in a desired direction. How did you approach it? What happened?

Consider a time when you used your leadership ability to gain support for what

initially had strong opposition. What was the outcome?

Reflection Journal



Initiative
Identifies opportunities and is pro-activity in putting forward

ideas and potential solutions.
e What was the best idea that you came up with in your studies? How did you apply

it? What was the result?

e Think about the last time that you undertook a project that demanded a lot of

initiative. How did you approach it? What was the outcome?

Recall a time when you had to use your verbal communication skills in order to get a
point across that was important to you. How did you plan for this? What was the

result?

Reflection Journal



Interpersonal sensitivity
Recognises and respects different perspectives and appreciates the benefits of

being open to the ideas and views of others.

e [t is sometimes difficult to form an amicable relationship with new people. Think

about an example of how you have coped with such a situation. What did you do?

» Give a specific example of a time when you had to address an angry colleague. What
was the problem? What was the outcome? How would you assess your role in

diffusing the situation?

e Think of an example when you initiated a change in a process or operations in

response to feedback. What happened?

e [tis very important to build good relationships at work. Consider a time when you
built a successful relationship with a difficult person. What did you do? What was the

outcome?

 Being successful in a task/activity often depends upon having good relationships



with others. Think about a time that you were able to accomplish a task because you

had such a relationship with another person. How did this impact your work?

 Consider a time when you built rapport quickly with someone under difficult

conditions. What did you do? What was the outcome?

Consider the key ingredients in developing and maintaining successful
formal/business relationships? Think about how you made these work for you. What

was the situation? What outcomes did you achieve?

Reflection Journal



Judgement

Determines the most appropriate course of action and draws conclusions that
are based on logical assumptions that reflect factual information.

» What approach do you use to provide a rational solution to a problem?

* How selective are you in the use of relevant, available information?

* When supporting your point of view, what are your key considerations?

* How do you react to complex information when trying to reach a conclusion?

e What information do you take into account before coming to a conclusion?

* What do you do if your course of action is not accepted?

e How do you react to having more than one solution provided to solve an issue?
What do you do when other people put forward ideas to help solve problems?

Reflection Journal



Leadership
Takes responsibility for the directions and actions of a team.

* When working on a team project have you ever had an experience where there was

strong disagreement among team members? What did you do?

* Describe your leadership style and give an example of a situation when you

successfully led a group.

e Think about a time that you had to work on a team that did not get along. What
happened? What role did you take? What was the result?

e Think about a time when you were able to build team spirit in a time of low morale.

e Think about a time when you were able to gain commitment from others to really

work as a team.

How have you recognised and rewarded a team player in the past? What was the

situation? What did you do?



Reflection Journal



Lifelong learning and development

Develops the skills and competencies of self, peers and colleagues through

learning and development activities related to current and future roles.
* What have you done outside of formal study to develop your skills?

» Have you created a specific development plan? How did you identify your needs?

What were the components of the development plan? What was the outcome?

e There are times when people need extra help. Think about an example of when you
were able to provide that support to a person with whom you worked / studied.
What did you do? What was the result?

e Think about a time when you had to accept change and make the necessary
adjustments to move forward. What were the change / transition skills that you

used?

e [t is important to maintain a positive attitude at work when you have other things

on your mind. Thinking about a situation when you were able to do that, what was



the outcome?

» Keeping others informed of your progress / actions helps them feel comfortable.

What do you do to keep your lecturer/supervisor advised of the status on projects?

e Think about a time when you took responsibility for an error and were held

personally accountable. How did you feel? What did you do?

e When you have been made aware of, or have discovered for yourself, a problem in
your work performance, what was your course of action? How did you resolve the

situation? What did you learn?

What have you done to further your own professional development outside of your

formal studies?

Reflection Journal



Listening
Shows by a range of verbal and non=verbal signals that the information being

received is understood.

* How do you ensure people know that you have taken account of their views?

e Think about a time when your active listening skills really paid off for you. What

was the situation? What did you achieve?
e What have you done to improve your listening skills?

e Thinking about a situation when you had to present complex information, how did

you ensure that the other person understood?

e Think about a recent successful experience in making a speech or presentation.

How did you prepare? What obstacles did you face? How did you handle them?

Consider a time when you were particularly effective in a talk you gave. What was

different in making it effective?



Reflection Journal



Organisation understanding

Understands the organisation's work environment, internal politics, objectives

and strategy.

» Describe how you are able to contribute to an organisation's / a job's goals. What

are the goals/mission?

e How do you keep your knowledge up to date with the on going changes in the

industry you are considering working in?

« Consider a politically complex work situation in which you worked? What did you

do?

How do you ensure you are familiar with the relevant internal processes of an

organisation?

Reflection Journal



Organisational sensitivity

Is sensitive to the effect of his or her actions on other parts of the organisation

and adopts a mature, direct and up front style in dealing with conflict.

 Consider a time when you made an intentional effort to get to know someone from

another culture. What did you do? What was the outcome?

e What have you done to further your knowledge/understanding about diversity?

How have you demonstrated your learning?

e Consider how your values and beliefs impacted your relationships with others. How

do you know?

» What measures have you taken to make someone feel comfortable in an

environment that was obviously uncomfortable with his or her presence?

e Thinking about a time when you had to adapt to a wide variety of people by
accepting/understanding their perspective. What was the outcome? What did you

learn?



» Consider a situation when you successfully adapted to a culturally different

environment. What did you do?

e Think about a specific example of how you have helped create an environment

where differences are valued encouraged and supported. What did you do?

e Think about a time when you were particularly perceptive regarding a person's or

group's feelings and needs. What did you do? What feedback did you get / seek?

* How have you reacted to conversations between others that were clearly offensive

to non-participants? What did you do?

Think about a time that you evaluated your own beliefs or opinions around issues of
difference. What did you do?

Reflection Journal



Personal development

Maintains an up to date personal development plan and takes action to ensure

personal development takes place.

e How do you record your achievements?

* How do you decide whether a task has gone well or not and what you would do

differently next time?

e What activities do you undertake to develop your skills?

* How do you find opportunities to develop your skills and competencies?
* How often do you update your learning log?

What do you do to gain feedback on your performance?

Reflection Journal



Planning and organisation

Establishes a course of action for self and/or others to accomplish a specific
goal. Plans proper assignments of personnel and appropriate allocation of

resources.

e How do you typically plan your day to manage your time effectively?

e How do you differentiate and prioritize short and longVterm needs?

e How do you plan for a meeting to ensure the required outcomes are met?
» What processes do you put in place before starting a project?

* What do you do to manage and monitor an assignment or project to a successful

conclusion?
e How do you ensure deadlines you are given, are met? How do you know?

» What processes do you use to achieve tasks and assignments within the required

timescale?



» What action do you take to meet changing work priorities that affect others as well

as yourself?

How do you keep track of work schedules and deadlines?

Reflection Journal



Process operation
Begins, controls and concludes a complete process or procedure.

* What do you do to ensure you are familiar with relevant company processes or

procedures?
e How do you ensure that you are implementing these in the correct way?

Why is it important to operate processes and procedures effectively? What might be

the impact of not doing this?

Reflection Journal



Professional expertise

Keeps up to date with developments in own areas of professional

specialisation. Applies a breadth and/or depth of professional knowledge.

e What do you do to ensure you are up to date in your area(s) of speciality? How do

you ensure that any new information is applied effectively into your work?
« Effectively presents professional information to others.

e When planning, designing and implementing solutions, how do you make best use

of your professional knowledge?
* How do you share professional expertise with others?

» What opportunities do you create to demonstrate a knowledge of the latest

methodologies and processes in your specialist area?
e Are you or are you planning to be part of a professional network?

* Do you actively seek new people to become part of your professional network?



e Discuss a time when your integrity was challenged. How did you handle it?

e Think about a specific time when you had to handle a tough problem that

challenged fairness or ethical issues. What did you do? What was the outcome?

e Think of examples of how you have acted with integrity in your job/work

relationships.

 Describe a time when you were asked to keep information confidential. What did

you learn about yourself?

Trust requires personal accountability. Consider a time when you chose to trust

someone? What was the outcome?

Reflection Journal



Questioning

Uses an appropriate approach to questioning in order to gain information from

which to draw conclusions and/or assist in the making of decisions.

» Because people have different preferences, what works with one person does not
necessarily work with another. Consider a situation where you had to be flexible in
your style of relating to others in order to achieve your goals. How did you vary your

communication style with a particular individual? What happened?

e Think of a situation when you had to use your verbal communication skills in order
to gain information that was important to you. How did you approach this? What was

the outcome?

Reflect on a situation when you had to present complex information. How did you

ensure that the other person understood?

Reflection Journal



Teamwork / working with others

Builds and develops appropriate relationships with academic staff, peers,

colleagues, customers and suppliers at all levels within an organisation.

e Think about an example of how you worked effectively with people to accomplish

an important result. What did you do? What was the result?

 Consider a situation when you have been successful at empowering a group of

people in accomplishing a task. What did you do? Why did it work well?

 Describe a situation in which you had to arrive at a compromise or help others to

compromise. What was your role? What steps did you take? What was the end result?

e Think of your best example of working cooperatively as a team member to
accomplish an important goal. What was the goal or objective? To what extent did

you interact with others on this project?

e Think about the most difficult challenge you have faced in trying to work

cooperatively with someone who did not share the same ideas? What was your role



in achieving the work objective? What was the long term impact on your ability to get

things done while working with this person?

e Gaining the attention of others can be difficult. Think of a specific example when

you had to do that in order to achieve a team goal. What did you do?

e Think about a work experience where you had to work closely with others. How did

it go? How did you overcome any difficulties?

Think about a team project. What did you do to contribute toward creating a

teamwork environment?

Reflection Journal



Technical application

Has experience of using modern technology.
* How do you identify your skills in using modern technology?
* What do you do to ensure you have access to the latest technologies in your field?

How do you keep your information technology skills up to date?

Reflection Journal



Technical knowledge

Develops and maintains a knowledge of key trends in
technology.

* What do you do to ensure you understand how organisations work
and how technology supports this?

e How do you ensure you are able to demonstrate a good knowledge of the industries

relevant to the degree subject you are studying?

e How do you think technological knowledge can support the planning, designing, or

implementation of solutions?

e How do you keep up to date with what is happening within your technological field

over and above what is required for the degree programme?

How do you demonstrate your knowledge of technological advances and the impact

of these on working practices and organisational strategies?



Reflection Journal



Written communication

Expresses ideas effectively and conveys information appropriately and

accurately.

» We often need to document what work we have done in writing. Think of an

example of how you have done that in the past. What was the outcome?

 Consider a time in which you had to use your written skills in order to get an

important point across. How did you approach this? What was the result?

Think about the most significant written document/report/presentation which you
had to complete. What was difficult? What was easy? How did you feel about the

result? What would you have done differently?

Reflection Journal
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