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1
what personal resources do you need to do your job?


We will start this book by looking at what you need to be able to do your job effectively. This covers many personal resources that you possess. These help to make you who you are and include skills (things we have learned) such as driving or using a piece of software, abilities (things that come naturally) such as being organized or being able to persuade others, your values (what’s important to you) such as patriotism and punctuality and the attitudes you may possess such as tolerance and enthusiasm. Other aspects that will be important to your career include the knowledge and experience that you bring to your job.


Evaluating yourself in detail in this way can bring a much greater self-awareness and appreciation so that it becomes clear just what you bring to your work role and how you may be able to develop your career in the future.



Skills


Skills are those things that we have learned to do such as swimming, using a software program or understanding the intricacies and implications of a balance sheet. With a bit of thought it should be a relatively easy task to make a list of all the skills you have learned. Start with those that you use on a day-to-day basis in your work and then develop your list further by adding all the things you have learned in your personal life such as creative crafts, driving a car or speed reading. Lots of the things that you may think of as unrelated to work will have some relevance to your working life. Driving, for example, may not be a skill valued by your current employer if you are at a desk all day but in the future this may be an essential skill if you have to visit customers.


Abilities


Abilities are different from skills in that they are things that come naturally to us rather than having to be learned. This may include things such as persuasive capabilities, dancing and getting organized (although, of course you can learn to improve and expand many of your abilities).


Values


Values are the things that are important to you. They could encompass widely varying aspects such as patriotism and punctuality. Being aware of your values is an important part of knowing yourself and it is only when you know yourself that you can plan your personal and career development effectively. Values are also important in that it is highly desirable to work in an organization that has values that are not at odds with your own.


Attitudes


When you list your attitudes you will find that some are highly desirable such as being enthusiastic, tolerant or compassionate, while others may be less so – such as impatience or intolerance. However, most attitudes have positive and negative aspects. For example, tolerance can, in some circumstances be viewed as someone being too easy going, so try to see all aspects of the attitudes you have and how they might affect your working life now and in the future.


Knowledge


Everyone, no matter what their work entails, will have a level of knowledge about how to do their job, the organization they work in and also specialist knowledge about products and so on. It is essential that you know what knowledge your job requires and also what knowledge you have that you use in the job or that could be useful in your working life in the future.


Experience


When you are thinking about experience do not just consider things you have done or learned at work but take into account things that have happened to you in your personal life too. Your experience could include having lived abroad, organized a charity dinner or worked with a youth group in your spare time. So, do not ignore the organizational experience you have if you have family responsibilities or the experience gained from voluntary work.


When looking at the experience you can call on in your working life, try to look at work roles you have fulfilled and broaden them out so that you do not think that you have just worked in a café, for example, but that you have worked with the public, dealt with money, worked under pressure and so on.


It is always a good idea to commit your findings to paper when carrying out an exercise like this. Although you may think you will remember everything about your own aptitudes, it is likely that you may overlook something at an important moment – such as when preparing a CV or attending an interview. Also, writing things down like this focuses the mind and a focused examination of yourself and your skills will always be better than a vague period of thinking about them. If you have listed your skills, experience, values and so on you should be able to see quite clearly just what you bring to your job and the personal resources that are in use.


If you can carry out this type of self-analysis on a regular basis it will become a habit and you will find yourself examining day-to-day actions to assess how well they went and finding out what you can do to make sure things go well next time you have to carry out that task. It is this assessment and subsequent continual improvement that is the basis of a successful programme of career development. It is part of being responsible for managing yourself.


What knowledge do you need?


Everyone, no matter what their industry, organization or work role will need some knowledge that is specific to the field that they are in. If you are fully informed and up to date about all the goings-on in your industry you will make better judgements in your day-to-day tasks. Industry-specific knowledge includes knowing about developments in the markets in which your organization operates, trends in the products or services that it offers, and legislation that directly affects what the organization does and how it does it. Neglecting this aspect of your Continuing Professional Development (CPD) is a serious mistake (more on this in Chapter 4). Your professional knowledge needs to be kept up to date so regular effort is required to add to the base of knowledge that you bring to the job.


This knowledge can be gained in several ways including:




	On the job – you will undoubtedly pick up more knowledge about your industry and about your job as you go about your day-to-day tasks. You should always be aware that you can learn and try to grasp learning opportunities as they come along.


	Industry-specific training resources – these could be courses that are held in-house or at local colleges or distance learning packages either via video, or online. You could also attend conferences and seminars.


	Reading trade magazines, newsletters and online data, etc. that will give you information about your industry that is as up to date as possible.


	
Joining a professional or industry-related organization. These organizations will often have regular magazines that are sent to you as a result of your membership, plus newsletters and meetings that will allow you to meet others in your industry.


	Networking with others from your industry – more about this in later chapters.





When you start to work for an organization there will usually be some sort of induction training and it may be at this point that initial gaps in your knowledge will be identified. However, as your career progresses it may also become apparent that you need to know more about specific aspects of the industry. This will depend very much on the industry and on the role that you are playing in it, but it can be difficult to identify specific gaps. It is more likely that you will have a growing sense of your lack of knowledge while you are dealing with the day-to-day aspects of your job. To identify whether or not you have a knowledge-gap problem you should be asking questions such as:




	Do people who report to you or who are on the same level as you seem to know more about the job than you do?


	Do you feel that the knowledge you brought with you into the job is becoming out of date?


	Do you want to know more about the more technical aspects of your job?


	How do you think it would help you if you read technical/trade magazines and journals related to your industry?


	Are you aware of market changes in your area of work?


	Do you ever feel that you have insufficient information to make a decision?


	Are you up to date with legislation that affects your job?





Having identified any shortfalls in your knowledge, you will need to spend some time searching out the relevant information. You may find it useful to divide your research into broad categories such as technical knowledge, knowledge of your organization, legislation, market information, product details, and so on.



What skills do you need?


Although there will be skills specific to your current role and organization, some skills are considered to be necessary whatever job you are doing. Let’s look briefly at these skills.


Communication skills


You should be able to communicate with others at all levels both verbally and in writing. This skill also covers listening. Making yourself understood and understanding exactly what you are being told is an essential skill. It is also necessary to be able to choose the appropriate method of communication. Consider the different types – you could make a phone call, send an email, write a letter, call a meeting, send a memo, set up a video conference call or discuss something with someone face to face. Some things need to be done face to face and one to one – giving formal feedback, for example, or delivering bad news – while other types of information will be easily and effectively communicated using a quick email. Finding the right method and then using the right words are essential skills in any work situation.


Numeracy and literacy


There has been a lot said in recent years about the levels of literacy and numeracy of school leavers and there is no doubt that both are essential skills at work. You should be able to read and write effectively and use numbers with confidence and if you have even the slightest lack of skills in either of these areas, you will suffer setbacks in your career as well as in health, social and domestic matters. There is a lot of help available at local colleges and online if you have any problems in these areas. In particular, many people feel slightly uncomfortable working in any detail with numbers but it is not necessary to feel like this – get help.


Ability to work in a team


This includes working as an effective member of a team and also, where appropriate, as a team leader. There is an old saying ‘There is no I in team’ and being an effective member of a team means playing your part in achieving a common aim. Understanding that aim and then using your own skills (there will be a wide variety of different skills in any competent team) will get better results than you could achieve alone. Being a team leader will encompass planning and project management at a basic level and these are skills that you will need as you go further in your career, so developing them now will be useful.


Don’t forget that the skill of working with others will come into play in all sorts of situations in addition to working in an easily defined team. Consider how you participate in meetings for example. The people in a meeting will have to discuss matters on the agenda, reach decisions and then take action. Do you contribute sufficiently and effectively? Are you a leader or an observer? It is a skill to be successful in meetings.


Organizing skills


Being able to organize yourself, others and your tasks at work will prove invaluable in whatever job you do. Being organized involves good time management and setting up effective systems to keep things on track. The ability to manage your time – and your life – by making lists, setting priorities and objectives, and creating order out of chaos, can improve your life in a number of ways. For example, you will get more done, improve your performance, reduce stress and create a better work/life balance. Learning how to get organized is usually a matter of practice and application. You can learn the basics from books (such as this one!) and from seeing how other people get more done.
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