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Introduction

Introduction
This course focuses on higher level skills. Skills development is complementary to other
learning – it cannot be done in isolation. The higher level skills in this material aim to raise
your awareness of the processes of learning and development – other subject-based
material must supply the context and motivation for this. Key skills underpin the ability to
carry out successfully, and improve on, a wide range of tasks in higher education,
employment and wherever there is a continuation of learning. We hope that you will study
this course over a period of time in conjunction with a course or work situation. For
example, you may complete 1 hour per week for selected skills over a 40-week period.
This OpenLearn course provides a sample of Level 2 study in Education.
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Learning Outcomes
After studying this course, you should be able to:
●

set skills targets and provide evidence for learning and performance

●

set skills targets and provide evidence for communication

●

set skills targets and provide evidence for information technology

●

set skills targets and provide evidence for information literacy

●

set skills targets and provide evidence for application of number.
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1.1 What are key skills?
Key skills underpin our ability to carry out successfully a wide range of tasks in higher education, employment and
whenever and wherever we continue to learn.
Developing skills is not a one-off task. It takes time, and is an active blend of actually using the skill and then thinking
about what you are doing and how you are doing it. Give yourself opportunities to develop and practise your skills in
different contexts – at home or at work, in clubs or societies – as well as during your studies.
However, simply applying skills repeatedly does not mean necessarily that you improve either your skills or your
performance. Learning and improving involves change: changes of technique, changes in skill, changes in
knowledge, changes in understanding. If we are not open to change, there may be little reason to invest time, energy
and resources in learning. And being open to change means being open to ideas about what learning itself is:
Learning is that varied set of processes whereby individuals and groups of individuals acquire knowledge or
skill, change attitudes, become better informed about something familiar, or discover, inquire about, or
become aware of something new.
Learning involves the development of intellectual and emotional capabilities, the ability to think, to build
skills, to find and solve problems, to be creative, to manage emotions, to change attitudes, to perform, and
to learn from experience.
Today, learning is not the accumulation of information, but the subtle set of skills involved in knowing what
to do with information. It is the ability to evaluate, synthesise and apply information. The purpose of learning
is not just to inform but to transform. The goal is not just to cover material but uncover ideas and feelings.
Above all, learning is not a spectator sport!
(Source: J. R. Davis & A. B. Davis (2000), Managing Your Own Learning, San Francisco, BK Publishers
Inc., pp. 40–1)
This course invites you to think about and develop skills such as communicating effectively, using information
technology confidently, and improving your own learning and, ultimately, your performance. As we analyse and
understand the skills we use and need, we become more confident about assessing our own strengths, more effective
in identifying where we need to improve, and better able to plan how we might go about it. There are a number of key
skills which are recognised as being centrally important, both in higher education and in the workplace, to
understanding and improving our own learning needs. This course focuses in particular on:
●

improving your own learning and performance

●

communication

●

information technology

●

information literacy

●

application of number

●

problem solving

●

working with others.

These skills, other than information literacy, are based on the key skills national standards developed by the
Qualifications and Curriculum Authority (QCA) in England, Awdurdad Cymwysterau, Cwricwlwm Ac Asesu (ACCAC)
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in Wales and the Council for the Curriculum, Examinations and Assessment (CCEA) in
Northern Ireland. In Scotland the Scottish Qualifications Authority (SQA) has developed
descriptions for six core skills. However, all the skills have an international relevance.
The skill of information literacy, that is finding and using information (for example, in library
databases, CD-ROMs and on the web) is now essential in higher education and is
included in this course.
In your work/ learning, you may come across different terms to describe skills in similar
areas. No one set of terms is ‘correct’, but all the key skills are covered at a level
appropriate to study in higher education, and at graduate level (or equivalent) for the
workplace.

1.1.1 When do we use key skills?
Key skills underpin almost everything we do. In the following table, there are some
examples of when we use key skills as part of our studies or in other areas of our lives. As
you read through the list, think about how confident you are in each of the key skills.
Click here for a printable version of Table 1 that you can fill in.

Table 1 Key skills in daily life
Key skill

Examples of use

Improving own learning
and performance

Using different learning strategies effectively.

How
confident
are you?

Seeking feedback to monitor and improve our own
performance.
Using a learning diary to help us reflect on how we are
learning.
Planning the next stages in career development.
Communication

Giving a presentation to other students or colleagues
at work.
Writing up a project report.
Discussing the concepts and ideas, which might
explain a particular issue or event.
Evaluating the outcomes of a piece of work and
identifying key points for others.

Information and
communication
technology

Planning how we are going to make the best use of IT
in our studies and information-gathering activities.
Setting up a database for a project.
Integrating text, images and tables in a report, or other
piece of work.

Information literacy
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Planning and carrying out a search for information on
a specific topic.
Evaluating and organising information so that it can be
recorded effectively and presented to others.
Application of number

Planning how to collect and record data for a project in
a way that will make it easy to analyse.
Selecting and applying appropriate statistical
techniques to a set of raw data and checking the
results.
Interpreting data and presenting it in an assignment or
project using appropriate charts, graphs and
diagrams.
Evaluating cost and design estimates for a project
based on data collected.

Problem solving

Identifying and exploring problems.
Negotiating methods to resolve and manage
problems.
Working with others to develop different strategies for
solving problems.

Working with others

Working in a team to complete an assignment, or
work-based problem.
Planning and organising an event.

While we talk about the key skills as ‘separate’ skills, in practice the boundaries between
the skills are not well defined and there is overlap between them.
Students who have used the approach of this course for their own skills development
have commented on how they feel it has made a difference to the way they study and
think about their learning. Here are some of the points they made:
On planning
Now that I have really started on the Key Skills work I use the course calendar
to plan how I can build this work into my assignment schedule. Planning also
alerted me to think about how much time I had to spend for studying and doing
the key skills work.
On feedback and support
I also let my tutor know that I was doing this because I needed to get some
comments and help from her.
On learning from others
I had gone to a learning skills workshop in March and this was useful as I heard
about different ways of working from other students.
On improving performance
I am very nervous about the exam and I feel I don't do as well as I could despite
getting good marks in my assignments. This year I decided to use the
Improving Own Learning and Performance Key Skill to help me prepare for the
exam.
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Increasingly, employers are seeing the ability to adapt and transform to meet changing
work requirements as being as important as specialist subject knowledge. One student
who used key skills for both work and study said:
After I'd started my course my job changed and I needed to do a lot of IT work –
especially word processing and using a database. I had to do something about
this fast! I'd also thought for a long time that I would like to word process my
assignments. I decided to use the IT key skill to help me develop and improve
my IT skills.

1.3 About this course
This course is for anyone studying in higher education, such as an Open University
course, following a programme of studies leading to a qualification such as a diploma or a
degree, or working more generally on their own career and professional development
within, or external to, the workplace. You can use the course at any stage during your
learning career whenever you want to improve or update your skills. If you are returning to
study, you may find it particularly helpful to use this course at the beginning of your studies
as part of your preparatory work since it is better to get into good habits from the start.
While the main text introduces you to key skills, this course is not a how-to-do-it manual of
tips and techniques. What it aims to do is to show you how you can develop your own
skills effectively to improve your overall performance by:
●

helping you to identify those aspects you need to concentrate on;

●

drawing up a plan of action for your learning needs;

●

finding and using resources to help you to develop your skills;

●

monitoring your progress as you work on the particular skills you have identified; and

●

evaluating your work overall.

To help you make maximum use of the course there are a number of different
components:
1.

this main text

2.

a Skills File that you create yourself. Use this to store the Bookmarks and Skills
Sheets mentioned below, and to keep an ongoing record of your progress;

3.

Bookmarks, comprising one Bookmark for each key skill. Each Bookmark describes
the skill and gives details of those aspects that you need to learn and practise. It also
lists the standards to be achieved. The Bookmarks are designed so that you can print
them out and file them with your work. We recommend that you store them in your
Skills Files;

4.

Skills Sheet Templates that you should print out and use to record your ideas and
responses to the main activities; they are designed to help you keep a record of your
skills progress and achievements;

However, the most important component of the course is you. We have provided
headings, lists and activities to help you as you work on the key skills. But we want you to
take part as you read, get involved in using and adapting the skills as part of your study
and learning and jot down your plans, ideas and reactions.
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Since the focus of the course is you and your own learning and development, it is
designed for you to work on it by yourself. However, there are a number of different
sources you can draw on for help and guidance. Your own course may have time and
support allocated explicitly for developing skills, you may have the opportunity to attend a
skills workshop, or you may be involved in other training programmes. There are many
books and online resources available that you can use to help you develop specific skills
and techniques, including the Good Study Guide series.

1.4 Using this course
There is no single way to use this course and no single way to develop your key skills. The
course is designed so that you can use it flexibly, moving around the sections to suit
yourself. You can also choose when to use the course, but remember that skills
development does not happen in isolation – it requires ‘content’. Therefore, you will find it
helpful to use the course alongside a course or a specific project so that it provides you
with opportunities to develop, practise and get feedback on improving your skills.
Whenever you decide to use this course, plan your time carefully so that it fits in with your
study and/or work schedules.
The structure of the course is straightforward. Section 1 introduces the course, its
components and the key skills. Section 2, ‘Taking charge: redefining learning’, explains
more about the way the key skills are described and how you can use this to support your
skills development and as part of your learning overall. You need to work through this
section before you start on the key skills sections (Sections 3 to 9).
Sections 3 to 9 focus on the seven different key skills. Section 3 relates to the key skill of
improving your own learning and performance. Improving your own learning is the
organising theme of this course and is central to all the other key skills. It is about you
learning about how you learn and how you can learn more effectively. If you are not
familiar with this key skill, this is the place to start because trying to improve your learning
encompasses all the other skills you need for study and work. After that, the key skills
sections can be tackled in any order and independently of each other. You can thus
choose the key skill most relevant to your study at any particular time. Many students, for
example, work on the key skill of improving own learning and performance with another
skill, for example, IT or information literacy.
The course is structured so that you can, for example, use one or two sections at a time,
incorporating them with your main study or work. But we hope you will use at least two or
three of the key skills over time so that you become familiar with the approach to learning
and be able to adapt it to suit your own purposes.

1.5 Getting started
After you have worked through Sections 1 and 2, the place to start is the key skill of
improving your own learning and performance.
As you began to read through these materials, you were probably not surprised to see
that we had included as key skills such things as communication, numeracy and
information technology. These are certainly essential operational tools for students –
indeed, many would say that they are also essential tools for most occupations.
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However, including ‘improving your own learning and performance’ may have puzzled
you, because at first sight it does not seem like a skill at all. Surely it is just part of being a
student and something that most students want to do? In any case, doesn't trying to
improve your learning encompass trying to improve all the other skills you need for study?
Improving your own learning and performance can be considered to be a ‘meta-skill'-that
is, one that enables other skills and techniques, as well as knowledge and understanding,
to be acquired and developed. It is, like this course, about the process of learning. This
key skill, then, is a little different from the other key skills because improving your own
learning and performance is not a separate option that you can choose to concentrate on
or not – it is the basis of the key skills approach which you will use to develop and improve
other key skills and your learning more generally.
Each key skill section is designed to be used by you as you actively develop and improve
your skills. Just reading about a key skill won't help you improve – taking part, planning,
practising, finding things out, using feedback – offers you the opportunity to make
changes and improve your skills and performance. The sections are structured to help
you do this and include activities and tips to guide you as you work on your skills.
As you think about the skills you want to develop and improve begin with an analysis of
what you want to achieve. Ask yourself questions such as:
●
●

●

What skills am I going to need in my course/ work activities?
What are my strengths and weaknesses? For example, in producing written work, in
handling numbers, graphs and diagrams, or in organising the way I approach
learning tasks?
What are my priorities for improving my skills?

These questions are from the key skill of ‘improving own learning and performance’, which
underpins all the other skills. One student who started with this key skill wrote:
I knew I needed to do some work on note taking and essay planning. I felt the
previous year I wasted a lot of time writing notes that I didn't use – and I wanted
to improve my essay planning. To start with I didn't have a clear idea of how I
was going to do this, so I decided to use the key skills materials to help me …
and made the decision to do ‘improving own learning and performance’. I
worked through the points relating to ‘developing a strategy’. This was really
useful … it made me think about how I did things – before I think I just tended to
make notes and plan without really thinking about why I was doing it.
By thinking about what you want to achieve in your own skills development, choosing the
areas to work on and setting your own priorities you are becoming actively involved in
your own learning. Try it for yourself!
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2 Taking charge: redefining learning
2.1 A framework for learning
This section introduces the key skills approach to learning, outlining a three-stage
framework to support the development of your skills, and relating this framework to
learning tasks you are likely to come across.
All of us use key skills as part of our study and work. Working with others in teams,
sharing ideas, solving problems, researching information and writing essays and reports
are all activities using key skills. Developing our key skills is not about remembering facts
– but about consciously identifying and using skills to help improve and manage our
learning and performance.
This course is designed to help you develop selected skills at your own pace, taking into
account the opportunities available to you. Each key skills sections focuses on a different
key skill area so you can select what you need to work on. Each key skill section helps you
to identify how you can improve your skills and apply them to meet new demands in the
future, and enables you to benchmark your current capabilities against national
standards. These standards are set out on the relevant Bookmark. For each key skill you
are invited to think about ways of integrating the framework into your study and work
activities.
When you work on a key skill area such as communication or information technology, you
will be concentrating on a particular set of skills such as writing essays or interrogating a
database. These are skills you personally want to improve or develop. But as you work
through the material you are also likely to become more aware of the general skills you
use, often unconsciously, as you study and learn. For example, most higher education
courses expect you to be able to plan your time so you can meet deadlines, keep track of
your own progress and recognise when you need to learn new skills and techniques.
These skills are part of knowing yourself as a learner and knowing how to learn.
'My main aim is to develop my reading and note taking skills – these are my weakest link ...'

Getting to know yourself as a learner and ‘learning how to learn’ takes time and you may
feel uncertain about what is involved. Being conscious of being a learner means that you
are aware of what comes easily to you and what takes you more time. Managing your
learning involves acknowledging your strengths and weaknesses and putting in
appropriate time and resources to complete your learning task.
Take a moment to think about what distinguishes good learners from poor learners. It is
not merely that good learners know more facts or techniques; what is central is a person's
ability to monitor what they are doing, how they are doing it and how well they are doing it,
and to adapt their approach accordingly. This self-awareness is an important aspect of
key skills.
Being aware of how they approach learning is a characteristic of effective learners.
People differ in how they think, how they go about handling information, how they solve
problems and thus how they approach learning. But the central feature is that the
individual is aware of the ways they use to learn. For example, some people like to study
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on their own in a quiet room at home with no distractions; some prefer to attend a training
session or workshop where working with others helps keep them motivated; and some
work best in front of a computer screen and joining an e-conference group. There are no
rights or wrongs when it comes to learning – it's a question of finding out what works for
you. At times you may need to stand back and ask yourself if your way of working is the
most effective way for what you want to achieve. Asking yourself questions like this helps
you become more critically aware of what you are doing.
As you become more aware of what you need to learn and how best to learn it, you are
able to plan, monitor and adapt learning experiences so that you can get the most out of
them. A first step in analysing how you learn best might be to try thinking about one
learning experience that was very positive for you, and from which you learned a lot, and
one learning experience that was not so positive. You don't have to restrict yourself to
academic learning. You might want to think about learning to drive or swim, learning how
to use a computer or your first few phrases of a foreign language. Jot down a few notes
about each learning experience on a piece of paper. You can use the following questions
to prompt you.
How do I learn best?
●

What did I learn? Was it what I set out to learn? Did I learn what I intended?

●

What was the purpose of learning? Was my learning leading towards an exam
result, for solving a problem in the house, or to get a better position at work? Was it
motivated by curiosity, necessity, personal interest or self-improvement?

●

How did I learn? Was it by ‘doing’, or was it through study of books or manuals,
magazines or TV? Was I learning on my own or as a member of a group?

●

Where did I learn? Was it at work, in the classroom, in the lab, at a library, or on a
train, for example? Was I on my own or were there other people present?

Now look over your notes. What do they tell you about your own preferred learning styles?
Sum this up by completing the following statements.
I am the sort of person who learns well when...
I am the sort of person who does not learn well when...
Research shows that most people learn best when they have chosen to learn, when they
have set their goals themselves, when they have clear criteria or targets to aim for, when
they are in their preferred environment and when they get effective feedback on their
performance. In other words, when they have some choice and control over their own
learning.
The first step in taking control of your own learning is to become more aware of what is
going on as you learn. To help you raise your awareness of this process, this course uses
a three-stage framework that emphasises the role of planning your learning (developing a
strategy), monitoring your progress and evaluating the strategy and your performance.
Understanding more about your learning and the ways you can improve your performance
is sometimes described as a meta-skill. In an attempt to understand how people learn,
researchers have developed a variety of explanations or models of the learning process.
While these models differ in detail, many of them include the following components:
●

●

the importance of building on experience by taking account of current skills and
knowledge;
the role of strategic planning and preparation as part of learning;
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●
●

the need to explore or research aspects of the work;
the idea that the individual should pay attention to what they are doing while they are
doing it through monitoring their performance, assessing their own work and seeking
feedback and support.

For the learner, a number of features characterise more effective learning. These include:
●

consciously making links from one situation to another and being aware of how you
are adapting your skills to deal with new situations;

●

setting targets using a framework of key skills based on accurate knowledge of your
own strengths and weaknesses;

●

using self-directed learning, and reflecting on how you have learned to improve your
understanding;

●

tracking and recording your progress to help you reflect on and review your learning
methods;

●

integrating theory and practice, such as, learning about how to communicate
sensitively and putting that knowledge into practice when you work with different
groups of people;

●

using a variety of tasks and activities so you can see how, and to what extent,
existing skills can be applied in new and unfamiliar tasks; that is, being consciously
aware of how you are using and adapting your skills for new contexts and
situations; and

●

seeking and using constructive feedback to get a picture of how you are doing, and
making use of the feedback to review the quality of your work.

Developing your key skills, then, is more than just picking up a set of helpful techniques; it
is about setting up a flexible approach to your learning that you can continue to develop
and use during and after your higher education studies, as well as in the workplace.

2.3 The key skills framework
In this course each key skill section uses a common three-stage framework to help you
develop your skills. The stages of this framework are:
●

developing a strategy for how you are going to tackle the key skill;

●

monitoring your progress as you develop your skills;

●

evaluating the strategy you have used and presenting outcomes of your work.

But working on your skills and techniques is only part of the story. The other part relates to
how you develop and apply your skills in the different areas of your study and work. For
example, the communication key skill section prompts you to plan how you will use and
develop your communication skills; and as part of improving your IT skills you will need to
know how to monitor your progress by using feedback on your performance. Combining
the three-stage framework with your detailed requirements emphasises how you go about
developing your skills as well as what skills you are developing.
The three stages of the key skills framework are described in detail below. When you
move on to tackling the key skill sections you will find that each stage includes a number
of ‘Time outs’, where you are invited to stop, think and sometimes ‘do’ a small task or
activity. At the end of each stage, a final activity encourages you to pull your work
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together. This activity has an associated Skills Sheet template for you to print out and
which you will use to summarise your responses to the activity as well as your progress
through each framework stage. Thus, there are three activities and three Skills Sheets
associated with each key skill.
You should allow time to think about and work through each stage and its associated
activities. They are not meant to be done in a single session. Rather, you should plan to
complete the work over a number of weeks as your ideas develop. You may prefer to read
through each stage completely before you start work on it, to get an idea of what is
involved. You can then focus on the specific details of each activity. Once you have
worked through the activities, much of the process will seem like common sense, and you
can adapt it to fit in best with your own way of working.

2.3.1 Developing a strategy
A common feature of how effective people work is that they take time to prepare well.
They know which aspects they are competent to do and those that they need to work on,
plan carefully and identify possible sources of information and support. In other words
they develop a strategy.
A strategy is a plan for taking you towards and achieving a goal. The purpose of planning
is to anticipate opportunities to learn that will improve your performance and develop your
capabilities. A strategy is a systematic process, and detailed planning may involve
interaction and negotiation with other people. In developing your skills you can build on
what you know from past experiences and map out your steps towards achieving your
goals, such as improving your essay writing, or being able to work effectively with others
using computer conferencing. A set of clear goals makes it easier to measure your
progress by comparing where you are with where you want to be.
Later this year I have to complete an ecology project that will involve statistical
analysis and spreadsheet work. I intend to identify these two areas (improving
my statistics and learning Excel) for key skills development.
In developing a strategy that will work for you, it is useful to break down the task into
smaller, manageable parts. This involves setting realistic targets, identifying what
information you will need, and planning what methods you are going to use to improve
your skills. An important part of this stage is researching the resources you need for the
work, including identifying how and when you need to get feedback on your performance.
Your strategy also needs to be flexible to enable you to adapt your approach in response
to feedback from others (such as a tutor, line manager, colleagues or other students), or to
changes in your work or personal circumstances. Being an effective learner means
planning for learning, rather than hoping that good learning opportunities will just turn up.
Developing a strategic approach, then, involves planning, deciding on targets and
timetables, looking at what your study requirements are, and identifying the different skills
and resources that you'll need. This approach is all part of improving your own learning
and performance-one of the key skills.

2.3.2 Monitoring progress
As the focus moves from preparation to action it is important to keep a check on what you
are doing and how well you are doing it. Use your plan to help you review your progress,
noting your successes and achievements as well as whether you met your deadlines and
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targets. Often, learning involves bringing together different activities, ways of studying and
approaches to the subject. Consciously draw these different strands together, and don't
be afraid to make changes where necessary to help you make best use of the resources
available to you. Taking control like this helps you to focus on what you want to get from
your learning and is often called managing your own learning.
But keeping on track is only one aspect of this stage. The other important aspect involves
using feedback to move things forward, adapting and applying your skills for use in
different situations, learning new skills and being critically reflective. In this context it is
important to note that the word ‘critical’ does not mean ‘finding fault’ or being negative or
unkind. In thinking about your own learning, ‘critical’ has a more positive meaning. Being
critical means not accepting things at their face value, but looking below the surface and
enquiring what is going on, and keeping on enquiring until you have answers that
satisfy you.
Critical reflection is a deliberate process. It involves taking time out from your work to
focus on your ongoing performance and the thinking that led you to particular actions. It
involves you asking yourself what you are doing and what you are learning from the
experience. Ask yourself questions that begin: What if…? Have I considered…? Would it
help if…? Your goal here is to act on your plans and then assess the outcomes of your
action. Using critical reflection means bringing your knowledge and experience to an
activity to challenge and modify your thoughts about it, and to generate new ideas. Most
importantly, perhaps, the outcomes of your reflection can help inform what you do in the
future, prompting you to restructure your strategy, actions or ways of framing a problem.
Sometimes this is a painful business, but if you can discuss this with a colleague they can
provide support and understanding, if you are willing to be honest about the adjustments
you are trying to make. Keeping an ongoing record, such as a learning log or diary, helps
you to reflect by focusing your attention on what you are doing, and how and why you are
doing it. It can also help you to begin to assess how well you have achieved your goals.
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Learning diary entries from a student doing an OU course

2.3.3 Evaluating your strategy and presenting outcomes
This stage is about evaluating your strategy – what you've achieved and judging how well
you achieved it-and presenting your work. An evaluation requires you to assess your
overall strategy and work in terms of its strengths and weaknesses. Evaluating your

17 of 33

Friday 13 September 2019

2 Taking charge: redefining learning

strategy, however, is not simply describing what you have done, listing your successes, or
even blaming yourself or others for things that didn't go according to plan.
Evaluation is about considering how successful were the methods and techniques that
you used, why they were successful and whether you could have tackled any aspects of
your work differently. Being aware of why things worked well, or why the problems
occurred is important for future learning.
Assessing your own performance helps you to see what you can learn and take forward
from your experience, including identifying those skills you want to develop further. To
help you do this effectively you may need to make use of feedback from a tutor, say, or
other students, colleagues, friends or family, as well as drawing on your own plans,
reflections and feelings. If you have been given any criteria for the work, use them as well
as relevant standards, such as the key skills criteria included on the Bookmarks.
Whatever your assessment, you should be able to give reasons to support your
conclusions and decisions. Be imaginative and try to ‘stand outside’ the situation to see it
in a new light, as if you were an independent reviewer.

2.4 Using the framework
The three-stage framework focuses on the processes of learning, and is a general
approach that you can use in different ways. However, skills development also needs a
context and should be linked into your course or work activities. A useful starting point is
to use your course or project to provide a timeframe for your skills development work.
If you are following a formal course of study, the course will have been designed to
develop your knowledge and understanding of a subject area, and perhaps also develop
particular skills, over a long period of time – probably several months. You can link in your
key skills work to this timeframe by developing your strategy when you start, or even
before you start, your course. You can then monitor your progress as you work through
the course material and tackle the assignments. You will be able to evaluate your
approach and your achievements as you near the end of the course, perhaps when you
have completed the exams. If you are using these materials while developing your skills at
work, then you may need to create your own timeframe and targets. You could do this by
linking your skills development activities to a work-based project or a coherent set of work
activities that have to be completed by a particular date, perhaps leading to a work review
with your line manager or supervisor.
Of course, you may not want to spread your skills development over an entire course or
project period. Many courses will be divided into smaller study blocks lasting a few weeks
and often ending with a project or assessment activity. Work-based projects often have
milestones that have to be achieved. You can use the same framework – planning,
monitoring and evaluating – to help you organise your work for that block of study or the
project milestone and to prepare for assessment or review. Nevertheless, you should
allow at least 3–4 months to give yourself time to plan, practise, get feedback, and
achieve your overall key skills targets. Over this period, print out and use the Skills Sheets
to help you focus on each stage, to record your plans and goals, your work in progress
and your overall evaluation and reflection on your skills development.

2.4.1 Keeping a Skills File
As you work on your skills development, you are likely to find that you'll need several skill
files so that you can keep a helpful frequent record or log of your learning. In this course
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such a record is called a Skills File. Building up a Skills File as you go along will help you
identify the skills you are using and how you are applying them to different tasks. You can
also include your own reflective comments on how you think your work is progressing.
The activities associated with each key skill are designed to provide you with opportunities
to develop, apply and reflect on your learning systematically in the context of your studies
or work activities. Recording your responses to the activities and ideas in your Skills File
provides a record of your development.
A Skills File can be used to bring together different types of records, including:
●

Examples of your work: you might include notes, drafts, or material that has been
assessed or reviewed during your course or work programme. How you select items
for your File depends on what you want to demonstrate. Alongside your examples
you should include notes explaining why they have been selected.

●

Feedback from others about your work: you might include comments from a tutor, or
from other students or colleagues. You should also include your own responses to
the feedback, and notes about what actions you intend to take.

●

Reflections on your development: reflection is the process by which you think about
your learning; how you tackled it, how effective your approach was, what you found
easy, or difficult, and why.

●

Evaluation of your approach: here you can record your successes and failures, how
you decided what was or was not a success, and what learning and skills you can
take forward and apply to your next course or project.

A Skills File need not be an elaborate affair. It might be notes from your diary or jottings on
odd bits of paper in a loose-leaf file alongside the relevant key skills sections, Bookmarks
and Skills Sheets. As you work through your course, you can add your own notes on
planning, monitoring, and preparing for your course assessment. You can include tutors’
comments on your previous assignments, or your line manager's comments on your work
to date, your responses to these comments and notes about what you are going to do
about them. Building up a Skills File like this helps you to keep focused on your plans and
your goals, and to develop an understanding about how you are learning as well as what
you are learning. One student has commented:
Now I'm actually [planning my work] I feel a number of things have changed. I
think more carefully about what I'm doing. I've started to keep a learning diary –
I don't use it every time I study but I tend to use it when I'm looking at my key
skills work to record progress. I try to stand back from what I'm doing and be
critical about my work – for this I use the diary and the bookmarks to help me
check on what I need to do and I go back to my stage 1 plan [Developing a
strategy].
So what sort of activities might you include in your Skills File? The following table
suggests some tasks and questions to think about if you are working towards an
assessment, or planning your skills development over a longer period of time.

Using the three-stage framework to help structure a block of work or
assignment
Developing a strategy
Course- or work-related tasks
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What work needs to be done over the block or What key skills are needed for the work?
period of study as a whole?
How will I organise my work over this period?

What skills gaps have been identified in
feedback on my previous assignments and
work activities?

How will I tackle the learning tasks?

How will I use the key skills in the assignment
or block of work?

How does the work link with what I already
know?

Do I need to spend time working on improving
my existing skills or developing new ones?
Modify my original plan to build in the time
required.

What does the assignment or project require
me to do?

Where will I find out about the skills I need?

When must the assignment or project be
completed?

Use the Bookmarks to identify the skills
standard I need to aim for, and the knowledge I
need to achieve the standard.

Draw up a schedule for completion of the
assignment, or block of work. Do I have any
other commitments that I must build into my
schedule?

What skills resources can I use to learn about
specific techniques, or to develop and improve
my skills?

Do I need to carry out any research to achieve
my goals? Do I need to look things up in
previous work or other sources or references?
How will I gain access to any reference
material or information that I need?
Do I need to collect any data? How will I do
this?
Where can I get feedback on my progress?
Who can I ask for feed back and comments?
Monitoring progress
Course- or work-related tasks

Skills-related tasks

Working through the text and activities, and
preparing an assignment.

Keep a check on my progress against the
criteria set out in the Bookmarks.

Sending in an assignment or progress report
with a self-assessment form requesting
feedback.

Deciding what feedback might help perhaps by
email or telephone.

Working through the detail of the project or task Contacting my tutor to seek feedback.
proposals and preparing a progress report.
Using the Internet, databases and library to
check facts and ideas.

Keep a log of study time for a week or two to try
and identify patterns.

Using the assignment or project criteria to help Attend a skills workshop.
me self-assess my work.
Using the different resources, such as audio,
video, CD-ROM and computer conferencing.

Think about how I use different resources and
discuss this with other students or colleagues.

Attending a tutorial, day school or training
session.

Note how I use my skills and whether I adapt
them for particular pieces of work.

Getting an assignment back or progress report Use feedback from others, e.g. tutor or mentor
to help me identify areas for improvement.
from my tutor or line manager and thinking
about the feedback comments.
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Writing an essay, completing experimental
work, sorting out and checking solutions to
problems.

Keep a record of what I am learning and how I
am learning to help me recognise my progress
and reflect on my performance.

Organising my study or workload to cope with
an unexpected emergency.
Putting my key skills into practice.
Evaluating my strategy
Course- or work-related tasks

Skills-related tasks

Selecting the most effective method to present Use the feedback from tutors, colleagues and
my work.
supervisors and my own assessment to identify
aspects of my learning that went well and areas
where I feel less confident.
Thinking about how I studied the course
Reflect on how I applied my key skills. Was my
materials or tackled the project and completed strategy appropriate and effective?
the work.
How have I been learning? What methods and What else do I need to do to help make my
resources have I used? Have they been
learning effective and continue to improve my
effective for me?
key skills?
Checking and assessing my completed
assignment or project report before
submitting it.

What are my priorities for skills
development now?

Using the key skills Bookmarks to check
standard of performance.
Getting my work back, reading my tutor's
comments and thinking about what I am going
to do about them.
Reviewing and reflecting on my assignment:
what I did, how I did it and how well I got on.

Although the three stages in this framework are presented in a linear way – moving neatly
from developing a strategy to monitoring progress and finally evaluating the strategy and
presenting the outcomes, and completing each step before addressing the next – using
and developing skills rarely follow this ideal pattern. It is more realistic to think of the
stages as having a number of components: things that need to be attended to, but not
necessarily one after the other, and with not all components necessarily being addressed
every time. Think of the framework as being both open and flexible. You may find that you
are moving backwards as well as forwards through the components, or find yourself
working on more than one component at once.
Using a structure such as this is a bit like learning to drive a car. To begin with everything –
steering, accelerating, braking, changing gear and so on – is a conscious effort. The
pleasure of driving only starts when such actions become automatic and you stop
worrying about the separate processes involved. Similarly, this structured approach to
learning and developing skills will soon become a part of how you work, and you will not
have to think about the different stages. Keep in mind, however, that there is more than
one way to learn. The approach used here to help you develop and practise your key skills
is just one way of working. You are likely to use other approaches as you learn different
things and you may come across a variety of approaches in your course, in workshops or
tutorial activities with other students, or within career and professional development
schemes at work.
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Learning and managing your learning is considered so important that there is a key skill –
‘Improving own learning and performance’ – that describes the different stages in detail.
This key skill is different from the others because improving your own learning and
performance is not a separate option that you can choose to concentrate on or not – it is
the web that supports all the other key skills. The sections on communication, information
technology, information literacy, application of number, problem solving, and working with
others all guide you through the stages of developing a strategy, monitoring performance
and presenting and evaluating your work in the relevant areas. The theme of improving
your own learning and performance, however, runs through each section and underpins
all your key skills work in this course.
There are a number of general points that are worth noting here:
●

You need to be able to develop, apply and adapt your skills. Reading about it is not
enough. You learn most when you have to apply your skill in a real context.

●

Use your course activities and assessments or project work to help you to practise
and apply your skills. Submitting an assignment or piece of work to your tutor or line
manager at work gives you an opportunity to ask for feedback on particular skills.

●

Plan carefully to avoid overloading yourself. Decide which key skills work you need
to give priority to early on in your course and which can be left until a later date. Ask
for feedback, keep a check on your progress and review your plans as you are
studying.

●

Let your tutor know what you are planning to do. You can offer your own selfassessment of your skills or ask for specific feedback to give you the information you
need.

●

At work, use your colleagues and line manager to help you identify those aspects
you need to work on and ways to achieve your goals.

●

Take time to think about which key skills you want to work on. Combining the key
skill of ‘Improving own learning and performance’ with a specific skill area such as IT
or communication is a good place to start. This dual approach keeps you focused on
how you are learning and improving while gathering solid evidence about your
specific skills.

●

If you are aiming to complete specific key skills, you should allow at least 3–4
months to plan, monitor and evaluate your work.

●

You can use examples of your work outside your courses to demonstrate your
capabilities. If you decide to have your work fomally assessed, check that your work
meets the relevant standards.

2.8 Making the framework your own
If there was a simple way to improve our own learning, we would all be geniuses by now.
What this key skills approach tries to show is that learning is a complex process that
draws on many skills and can be made more effective by becoming aware of what you are
doing, how you are doing it and how well you are doing it. Once you are aware of what's
going on, you can start to change things to suit your own learning style and the demands
of the task or assignment you have to tackle.
The next step is to learn how to manage all the resources at your disposal in order to get
the best results. Here we invite you to consider how you might adapt the framework –
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strategic planning, monitoring and evaluating – to suit your own approach to learning and
to different sorts of learning tasks.

2.9 Putting it all together
One aim of completing a key skill is to pull ideas together, reflect on and evaluate the
effectiveness of your work and identify those aspects that you can ‘take away with you’ for
the next task.
The process of strategic planning, monitoring and reflection, and evaluation is one that
you are encouraged to use throughout these materials. Activities prompt you to plan and
monitor your work, think about what you have learned and how you have learned it, keep
an ongoing record of how you adapt your skills, review your progress, record ideas on
Skills Sheets and use what you have learned.
In all of this, the key skill of improving your own learning and performance forms the ‘web’
supporting the other key skills and provides a way to use your learning skills
systematically.
A crucial aspect of all the key skills is critical reflection – this enables your learning to be
long lasting. Learning that sticks takes time and effort and often you need to go back and
try things again and again, think about what you did and which aspects were successful.
This ‘thinking about’ or reflecting is not an end in itself. The outcomes of structured
reflection might include a new way of doing things, the development of a new skill, the
resolution of a problem or the consolidation of effective learning – recognising that you
have done something really well and resolving to do it like that again in the future. Without
a period of critical reflection and consolidation, skills and knowledge can just drift away.
Critical reflection offers the opportunity to stand back from what you have learned to
reconstruct it so that the ideas and skills you have acquired and developed become more
coherent.
The reflective process consists of:
●

Thinking about what you have done. This involves thinking back over the detail of
the process, that is, how you tackled the different tasks. What you did and how well
you did it. It also involves looking at the final product – the work you completed – as
critically/objectively as possible; considering any feedback that you received;
recognising your achievements and giving yourself a pat on the back when you
deserve it!

●

Identifying your learning. This involves looking beyond the concrete product of the
work and thinking about the less tangible outcomes. What additional skills have you
acquired? What have you learned about yourself as a learner and what sorts of
strategies worked or didn't work well for you?

●

Thinking about your next task. Once you are aware of what you have done, how you
have done it and how well you have done it, you are in a good position to adapt what
you have learned to help tackle the next task.

Or, in other words, you generalise from your learning experience by identifying the general
principles and applying them to new situations. Becoming more aware of the process of
learning and the skills you have used makes it more likely that you can build on your
knowledge and skills in tackling different but related tasks.
In working through each of the key skills sections, you are invited to try out the tools to
think about, manage and reflect on your learning. If you work on different key skills as well
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as ‘Improving own learning and performance’, and become familiar with the three-stage
framework, you may feel you are ready to leave the written instructions behind. You
should be able to adapt the processes and techniques you learn to suit the learning task
and integrate the general principles of the framework into your everyday study and
learning routine. This is what we mean by making the framework your own. Once you
reach this stage, we hope that you feel ready to move on and tackle your next learning
task with:
●

greater confidence;

●

greater awareness of your own learning process and what works for you;

●

a growing portfolio of key skills and learning techniques to draw upon;

●

a clearer idea of how to identify and develop any additional skills you might need;

●

a knowledge of the resources and support available to help you develop additional
skills;

●

the ability to assess your own skills, learning and performance against outcomes
and criteria; and

●

a flexible approach to using the framework and the capability to adapt your skills to
different situations.

In short, you will be more ready to start taking control of your own learning and will be on
the way to becoming a fully independent learner. What is more, the knowledge and skills
you have learned are not just useful in any one higher education course – they will stay
with you throughout your higher education career and beyond to use as part of your
personal development.
Key skills are not only valuable in higher education. If you are considering promotion or a
career change, you will find that the key skills you acquire are highly valued by most
employers. When employers take on staff with qualifications from higher education, they
want people who are more than knowledgeable about their subject area. They want
people who can ‘hit the floor running’ and operate as part of teams in the workplace,
communicate effectively with their colleagues, use information technology and numeracy
skills to carry out functions and solve problems, and so on. Above all, they want people
who can take control of their own learning and development, identify what skills and
knowledge they are going to need in their future work, and set about getting it on their own
initiative using the resources available at work and through education and training
materials.
You will also find that professional bodies and institutes are increasingly looking for key
skills, too. Many now have formal requirements for ‘continuing professional development’
(CPD)—in other words, providing evidence that you have kept your professional
knowledge and skills up to date. CPD schemes require you, on a regular basis, to identify
what new knowledge and skills you need, to locate and use resources to update yourself
and show how you have incorporated your improved knowledge and skills in meeting new
standards in your professional practice. Does this sound familiar? It should.
We know that students in higher education, and especially if you are a part-time student,
often find the volume of work daunting and feel under pressure. We know, too, that you
put a lot of time and effort into completing this course alongside a course of study. We said
at the beginning that you should look at this additional time as an investment in your future
success. We hope you feel that the investment will pay off.
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2.10 Summary
●

This section has introduced the key skills approach to learning and emphasised the
need for a flexible framework which supports you in thinking about how you are
learning as well as what you are learning.

●

A three-stage approach to key skills development underpins this course. The stages
involve developing a strategy for improving your skills and learning, monitoring your
progress as your skills develop, and evaluating the effectiveness of your strategy and
presenting the outcomes of your work.

●

The three-stage approach can be used across a course or a work-based project as
you work through one or more of the key skills sections in this course. The approach
can also be used to help you work through smaller courses of study or projects at
work, perhaps preparing for an assignment or progress report.

●

Setting up a Skills File can help you organise your learning and skills development
as you go along. It provides a record that you can use to recognise and reflect on
your progress and achievements.

●

‘Behind’ the three stages is the assumption that you want to improve. Consider
carefully how you can use your own self-assessment and feedback from others to
develop, make changes and learn from your experiences.
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3 Improving own learning and
performance
3.1 Introduction to improving own learning and
performance
This key skill is about helping you understand how you learn; think about how you can
improve your own learning and performance, and consider how you might generalise the
principles and processes for future learning.
You saw in our discussion of ‘A framework for learning’, improving your learning and
performance could be considered to be a ‘meta-skill’, that is the skill of learning how to
learn. This section, then, is a little different from the other skills sections because
improving your own learning and performance is not a separate option that you can
choose to concentrate on or not – it is the basis of the three-stage framework of
developing a strategy, monitoring progress and evaluating performance which you will
use to develop and improve other key skills and your learning more generally. The key
skill of improving your own learning and performance can be practised and developed like
other skills, but unlike other skills it seems more difficult to measure and assess. What is
possible, however, is to use the structure and activities presented in this course to help
you think about what you are doing and how well you are doing it, and then at regular
intervals stand back and look at your own progress objectively.
If you are just starting on your skills development this is the key skill to start with, perhaps
coupled with another key skill you want to work on.

3.1a Working on the key skill of improving own
learning and performance
Improving learning and improving your performance may sound simple enough, but
experienced learners know that there is not always a direct route from a particular learning
experience to improved performance. Many factors can affect this link – motivation,
resources, support and feedback. You need to acknowledge that these, and many other
factors, can and do influence the outcomes of your efforts. In other words, many
influences can come along to knock learning off track. It is also important to acknowledge
that there are limits to learning at any one time and that learning takes place in the
broader context of other priorities and commitments, with improvement taking place over
weeks or even months.
If it is true that learning is just one factor in a set of factors that influence performance, it is
even more important that efforts to improve learning be as effective as possible.
Everything directed towards maximising learning needs to be done well. This includes
using the three-stage framework to help you structure your learning.
The three-stage framework for this key skill involves you:
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●

developing a strategy for using skills to improve your learning and performance; this
includes reviewing what you do currently, setting targets to make changes and using
skills to improve your learning and performance, and planning how you will meet your
targets;

●

monitoring your progress and critically reflecting on your learning and performance;
this involves you knowing how to manage your time, use different ways to learn, and
seek and use feedback;

●

evaluating your strategy and presenting outcomes of your work; this involves
bringing together what you have learned and identifying ways to further improve your
learning and performance.

In working on this key skill, as with all other key skills, you will be learning two different
things at once. You will be using skills to help you improve your learning and performance
as well as using the processes of the three-stage framework to help you learn how to
learn more generally.
Working on this key skill involves you consciously being aware of what you are learning
and the skills you can use to improve your performance.
This is always going to be difficult to ‘measure’ but to help you assess your own
capabilities, and demonstrate how you have used skills to improve, it is important to keep
a record of your learning, perhaps as a log or diary, as part of your Skills File. A small
notebook (electronic or paper) or exercise book is ideal for this. Keep it with your study
materials so that you can make brief notes when you feel it is appropriate. You may not
wish to make entries every time you study or tackle a learning task; you may decide to use
it once a week, or even each time you submit a piece of work to your tutor or manager.
Use your Skills File to keep your notes and comments together and to collect examples of
your work and feedback requested and received. Keep in mind that the main purpose is to
keep an ongoing record of:
●
●

what you are learning, that is the skills you are developing;
ways you are using to learn, for example working with colleagues, formal training,
independent study; and how well you have learned. This should include a judgement
on the ways you have used to learn;

●

the feedback you receive and the use you make of it; and

●

critical reflection on your learning and performance overall.

Making a start on this key skill means establishing what you want to achieve with
reference to your current capabilities – your strengths and weaknesses – as well as areas
you need to develop for the future. You can then plan carefully how you intend to do this
alongside your study or work activities. This is likely to involve you identifying particular
pieces of work, for example, projects or assignments, where you can practise your skills.
You also need to build in opportunities to get feedback to help you check on your
progress. Feedback may be from a variety of sources, including your tutor, manager, other
students and colleagues. But you also need to take initiative and control in planning and
monitoring your progress and reflecting on how you intend to improve further. Thus,
working on this key skill (as with the other key skills), involves you planning for learning.
Many students combine this key skill with one or more of the other key skills and/or your
main area of activity. For example, you may wish to improve your information literacy
skills. You could then use examples of your work to show your performance in information
literacy skills supported by records to show the methods you used to develop your skills.
The common structure of the key skills should help you do this.
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If you are aiming for key skills assessment you need to present examples of what you
have learned and a commentary that includes details of your strategy to improve your
learning and performance, records of your monitoring and progress checks, and an
evaluation of the effectiveness of your overall strategy.
Click here to open the Bookmark for this section. It describes the key skill and gives the
criteria you need to meet. You should keep it to hand by either printing it out or simply
keeping it open on your desktop throughout this section. The notes that follow guide you
through the process of developing a strategy, monitoring your progress and evaluating
your strategy and performance.

3.2 Developing a strategy
In developing a strategy for this key skill you need to:
1.

review your current capabilities and identify what you hope to achieve in the future;

2.

identify opportunities for using skills to improve your own learning and performance
and the resources you might need, for example, training manuals and people; and

3.

draw up a plan of action.

3.2.1Review your current capabilities, including your preferred
learning style
Before you begin to plan in detail what you hope to achieve, it is useful to look at relevant
examples of previous work or study as well as the feedback you received from different
people. This review should help you to confirm those areas you need and/or want to work
on. Feedback from others may also point out areas you need to work on which are
different from the ones you expected. These areas might relate to specific skills, such as
interrogating a database, or they might be more general, such as working in a team.
Consider also your preferences in how you learn, for example, working on your own or
with a group of people surrounded by noise.

Time out
Use your academic records, performance reviews, awards, information from your tutor or
manager etc., to help you put together a skills audit of your current capabilities. You can use
the other key skill descriptions from the Bookmarks to help you identify the different skills.
When you have decided on those areas which have the highest priority for improvement,
you may find it helpful to discuss your ideas and plans with a tutor, colleague, fellow student
or manager.

3.2.2 Identify what you hope to achieve and opportunities to work
on this key skill
It is always a good idea to know what you hope to achieve in the future in terms of your
learning, personal or career goals. This might be very specific, for example to improve
your report writing, or it might be more general, such as, to ask for and use feedback more
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effectively. If you are using this in a work context, you may wish to include personal and
career goals.
This year I have set myself the goal of using WORD more effectively. I want to
do this to improve the presentation of my work and also to improve my time
management. I have four assignments that I have to submit over the next 6
months that will involve integrating tasks, text, and even graphics! And I can
use these to practise my key skills. On my plan I have set aside time to practise
my word processing skills and I have also enrolled on a short course at the local
college.

Time out
Add comments to your skills audit about those aspects which have the highest priority for
improvement and why you have selected them. Once you have identified your goals, you
need to plan when you can develop and practise your skills over the next 3 months or so.

3.2.3 Identify and research relevant sources of information
This is about identifying and tracking down the resources you need – books, reports,
manuals, training courses and people. It involves finding out what is available to help you
with the task at hand – in this case improving a particular skill. Skills resources may be
included as part of your course or you may have manuals and online resources available
at work.
People represent important sources of information and support, for example your tutor,
manager, other students and colleagues. Discussing ideas with others, either face-to-face
or through e-conferencing can bring enormous benefits to your own learning and
understanding. Many employers now expect people to be skilled at working collaboratively because it can be effective for both the individuals and the project they are working
on. Higher-level tasks are demanding and at times difficult – we all get stuck at times.
Using other people can bring enormous benefits to your overall performance. As part of
your strategy, consider the resources you might need and how you can make use of them.
Keep a record of sources of information you have used. Annotate your records to show
how you have used particular sources and your evaluation of their quality. You may wish
to check how to reference sources correctly. Find out with whom you could discuss your
ideas – a colleague, tutor or mentor – and let them know what you plan to do.

Time out
A good place to start in tracking down resources is your course material or work-place
resources. An increasing number of resources are available online through library
databases. There may also be skills workshops organised locally or you may have a
resource centre nearby. Friends, colleagues and other students can also be of great value.
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3.2.4 Set realistic targets
You are now in a good position to set yourself targets – the steps towards achieving your
goals. As you begin to plan in more detail, think in terms of around 3 months to achieve
particular targets, although the time period for some may be shorter/longer. This may
depend on other commitments, priorities, and so on. Your targets need to be clear so that
you can know when you have achieved them. A good way of helping you to formulate
clear targets is to use the acronym SMART – Specific, Measurable, Achievable, Realistic
and Timebound.

Time out
Use your audit work and discussions to set yourself some SMART targets. Focus on
specific aspects you need to learn or develop – this could be either new skills or working to
improve particular aspects. Make sure you describe the learning needed, not the way of
getting it, such as ‘I intend to use this key skill to improve my team working skills’.

3.2.5 Plan how these targets will be met
You may be anxious to get on with achieving your targets but think first before you plunge
in. In setting targets, think about how they will be achieved by identifying action points and
deadlines, prioritising tasks and identifying resources and support from others. Include
opportunities to discuss ideas/work with others and build in time to receive feedback and
reflect on it. Planning how to achieve your targets involves all of the functions that take
place before you start on the actual task. Time spent will pay off in the longer term. Plan
and identify deadlines you need to meet and when you might need access to particular
resources. At this stage it is also a good idea to think about when and how you can get
feedback on your progress and give yourself time to make use of it. There may be times
that are particularly busy – try to identify these and work around them.

Time out
Make a start at producing a plan of action and identify how you can develop your skills as
part of your study or work.

3.2.6 Achieving your goals
Now that you have established what you intend to do and identified specific targets to
achieve them, think about how you can meet your targets, taking into account what you
are trying to do and looking carefully at the most effective way to do it. This might be by
attending a training course or skills workshop, prioritising your time differently, taking an
active part in e-tutorials, or checking out resources and giving yourself time to practise
new ways of working.
Take into account the resources available to you and what you know about your own way
of working. Try to ensure you have access to the resources that you need.
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I found it really helpful to go to the Reading Skills workshop. It gave me new
ideas to try out and it was useful to discuss different ways of speed-reading. I
use the handouts and suggestions whenever I feel stuck or run out of time.

Time out
Add comments to your plan to indicate how you might achieve your learning goals.

You are now in a good position to put your notes and ideas together as your strategy for
improving your own learning and performance. The next activity should help you do this.

Activity: Developing your strategy for improving own learning and
performance
Present a strategy for improving your own learning and performance. In developing
your strategy, include:
●

background and context – give a brief statement of what you are doing currently,
e.g. course or job role;

●

your current capabilities in relation to your overall goals, that is what you hope to
achieve as you complete this key skill;

●

the resources you might use as you develop and improve your skills and the
opportunities you have to practise your skills, for example when completing
assignments or work projects; and

●

include a plan of action that gives the targets you hope to achieve with:
○

deadlines and review points; and

○

what you plan to do to achieve your targets.

Refer to the figure below for an example of a completed Skills Sheet for this stage of
the key skills framework.
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