Developing Personal Skills
This section is written to help you develop some of the skills needed for leadership. It concentrates on those issues that most of us confront daily and yet many of us struggle with. So, work your way through them and try them out when you next have an opportunity.

What we all need to learn: 

· How to make a positive first impression every time – smile, use ‘open’ body language, look the person in the eye, be positive but not aggressive, listen and make this obvious
· How to avoid sending unintentional messages – watch your body language, eye contact and choice of words, especially when asking a question. Remember the person’s name.
· Developing the voice of success – speak clearly and with modulation. Select words with care, don’t be abrupt and leave room for the other person to feel involved
· Projecting authority and personal power without being 'pushy' – let others feel that they have an input, ‘involvement’ of others is important, move towards as inclusive conclusion as is possible
· Five words which devalue your message – mine, will, rude, blunt, me
· How to make an impact when you don't have much to say – listen ,engage others with your eyes and body language(nod) and let others realise that you are part of the group ( body language)
· Six techniques for becoming an active listener – make notes, listen carefully, watch body language, note choice of words, let the other person finish, be prepared to change your mind
· How to handle interruptions with confidence – keep focused, make notes, look interested, don’t get flustered and pick up without looking bothered
· Timing - when to express your opinion – when you feel ‘good’ about what you want to say, once you have decided who has what opinion, express yourself clearly and summarise without being patronising.
· Handling difficult people and tough situations with confidence – look them in the eye, invite them to sit down and possibly offer them a distraction e.g. a cup of tea! Let them talk and don’t interrupt, don’t point or use body language that might be considered aggressive. Speak quietly but directly and try to move them to your way of thinking.
· Identifying and solving your most challenging people problems – don’t run away from little problems as they might become your big ones, note characteristics and play to strengths and involve people. Make them feel important, give them your full attention and sufficient time
· Understanding the difference between passive, assertive and aggressive – passive can be successful but aggressive seldom is, so make your case logically and lead people along so as to gain their confidence. Try to be articulate but not patronising.
· How to give constructive feedback and avoid the defend/blame/attack cycle – be constructive and see your role as offering advice and being supportive. Don’t preach and expect to meet differences of opinion, so a compromise might be necessary.
· Using a step-by-step action plan for future development – get this agreed by all parties and understood before the meeting breaks. Have a checking procedure and place and keep to this
· Effective Communications Skills, Confidence and Personal Impact through lots of practice – so don’t worry if you don’t become an expert overnight!
WAYS TO DEVELOP SKILLS

Here are some examples of ways you could develop skills or the sort of evidence you could give in an application to show you had these skills. 

	WRITING Skills

· Writing up a project or dissertation 

· Writing for the student newspaper 

· Writing a report for a course placement 
	SPEAKING Skills. 
· Getting involved in a debating society. 

· Seminars 

· Working as a receptionist in a vacation job
· Giving a public address/speech 

	INVESTIGATING Skills

· Researching for coursework in the library 

· Student journalism 

· Finding out about different careers through work shadowing 

· Market research interviewer in a vac. job 
	ANALYSING Skills

· Preparing Student Election Statistics 

· Analysing data from an experiment 

· Vacation job as a market research interviewer 

· Voluntary work for a publisher 

	PLANNING and ORGANISING Skills

· Organising your revision schedule 

· Planning a trip round up country, to Europe or US with friends 

· Stage manager for a play 
· Organising an ILP session
· 
	LEADERSHIP Skills

· Leading a group project 

· Chairing a student society 

· Captaining a sports team 

· Being a play scheme/community/youth or gender group helper 

	NEGOTIATION Skills

· Negotiating the rent with your landlord 

· Negotiating the late handing in of essays 

· Staff-student liaison committee 

· Resolving an argument between friends 
	PERSUADING Skills

· Arguing your case in a seminar 

· Getting club members to turn up for events! 

· Fund-raising for a local charity 

· Discussion your ideas within an ILP session

	CO-OPERATING Skills

· Working on a group project 

· Fund-raising 

· Team sports 

· Working for an organisation such as NGO or charity
	LISTENING Skills

· In lectures! 

· Helping the student counselling service 

· Working as a waiter or barmaid 

	DECISION-MAKING Skills

· Deciding which course modules to take next year 

· College Welfare Representative 

· Targeting appropriate customers in a sales job 
	NUMERACY Skills
· Working in a bar or somewhere with a fast turnover of money
· Budgeting your expenses over the year 

· Interpreting a statistical table for your friends or the ILP group
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