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The York St John Skills Audit is a key career management tool developed by LaunchPad. It is designed
to assist you to evaluate your own skills, to recognise your strengths and identify any areas that you

may need to develop further.

A skills audit is a valuable preparation tool when creating a CV or completing an application form for a
job, placement or other opportunity. It is also useful preparation for an interview

It is not sufficient to tell an employer that you
believe you have a skill, they expect you to
provide evidence as to how you have
developed/used the skill. Reflect on your
experiences over the last few years (e.g., work
or voluntary experience, an activity you have
been involved in, or your course of study). At the
end of each skill section use the blank space to
describe an example of when you have used
that skill, and what you achieved as a result. The
STAR (Situation, Task, Action, Result) technique
provides a concise way to structure your
answer.
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| can still improve this

Example

"In my role as Customer Assistant at
PriceRight | am attentive to the individual
needs of customers. | clarify their specific
concern and identify the relevant
department involved. | ensure customers
have a named contact and pro-actively
follow-up to facilitate timely resolution of
their queries. | was awarded ‘Employee of
the Month’ for my focused customer
care."
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Now that you have completed the skills audit, we suggest that you begin to provide details of an
example or time, where you have demonstrated the above skills in the space below:
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