EBG102: ICT & Study Skills for Business and Economics

Skills audit

This handout provides a framework for you to be able to undertake an assessment of your current skills, identifying those you plan to develop during the current year, and the outcome at the end of the year. You can also re-use it in subsequent years. 

In completing the skill level indicator, you should use the following scores for each category:
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Note that you should think about skills you have developed both in your studies and from your jobs or leisure activities. 

The last two pages/sections relate to skills and knowledge relating specific to the subject area of your degree scheme, and draw on the benchmarking statements for Business and Management and for Economics – you should complete only the one(s) relevant to your scheme.

	
	Reflection
	Action

	
	Current skill level 
(1-4)
	Evidence
	Aim to develop this year
	Final skill level 

(1-4)

	[[Managing and Improving Learning and Performance]]

Are you able to:
	
	
	
	

	Work to and meet deadlines
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Prioritise the tasks you have to do
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Set realistic targets for achieving your tasks
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Plan to meet these targets and implement your plan
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use study time effectively
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify your own study preferences
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify your strengths and weaknesses
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Review and reflect on your learning and learning practices
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Seek out and use feedback given to you
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify and evaluate opportunities and resources to improve your skills and learning
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	[[Information Technology]]

Are you able to:
	
	
	
	

	Use a word processing package (e.g. Word)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use a database package (e.g. Access)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use a spreadsheet/statistical packages (e.g. Excel, SPSS)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use a presentation package (e.g. PowerPoint)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Manipulate graphics (e.g. using PaintShop)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Produce documents using different formats (e.g. PDF)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Communicate using email
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use the Internet effectively to search for information
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use blogs, wikis, RSS feeds, etc.
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Take appropriate steps to ensure your and your PC’s safety and security from threats such as spyware, viruses, worms, etc.
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	[[Numeracy Skill]]

Are you able to:
	
	
	
	

	Collect and process numerical data
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Check that numerical results make sense
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Interpret numerical information
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Make sense of statistical information
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Explain and present your numerical results to others
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Undertake mathematical calculations (e.g. differentiation)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 


	[[Working With Others]]

Are you able to:
	
	
	
	

	Work effectively with a range of people
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Negotiate with others
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Motivate others
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Lead and organise others
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Recognise other people’s feelings and ideas
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify your own strengths and weaknesses in groups
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify the strengths/weaknesses of others in the group
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Contribute to the group’s tasks
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Evaluate the group’s performance
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	[[Problem Solving]]

Are you able to:
	
	
	
	

	Analyse and identify what you need to achieve
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Identify the tasks you need to undertake to achieve
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Plan the activities you need to undertake taking into

account factors which may affect your plans
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Seek out the resources, knowledge and specialist skills

you need to achieve
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Generate a variety of options to solve problems
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Decide which is the best option
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Oversee and keep track of the work being done
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Adapt your strategy to overcome difficulties
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Produce solutions and communicate them effectively
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Take responsibility for your decisions
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	[[Communication Skills]]

Are you able to:
	
	
	
	

	Research information from a range of different sources
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Evaluate the quality of your research material
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Condense, summarise and synthesise material
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Produce essays/reports within a structured and logical

framework, using correct grammar and spelling
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Develop an argument and support it with evidence
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use references and construct a bibliography
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Use an appropriate style/language for your audience
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Understand oral information and follow instructions
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Listen to/make notes from a presentation or lecture
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Explain, defend or support your own ideas and opinions
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Prepare and give a presentation
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Make relevant contributions to group discussions
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 


	[[Business and Management Knowledge and Skills]]


Are you able to:
	
	
	
	

	Demonstrate relevant knowledge and understanding of organizations – the external environment in which they operate, how they are managed, and the inter-relationships among these
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Within the framework above, are you able to demonstrate knowledge and understanding of:
	
	
	
	

	Markets – the development and operation of markets for resources, goods and services
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Finance - the sources, uses and management of finance; the use of accounting and other information systems for managerial applications 


	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	People - the management and development of people within organisations 


	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Operations - the management of resources and operations
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Information systems - the development, management and exploitation of information systems and their impact upon organisations
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Communication and information technology - the comprehension and use of relevant communication and information technologies for application in business and management
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Business policy and strategy - the development of appropriate policies and strategies within a changing environment, to meet stakeholder interests
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Contemporary & pervasive issues - a range of contemporary and pervasive issues is expected to be addressed. These may change  over time, but the following are illustrative examples: business innovation, e-commerce, creativity and enterprise, knowledge management, sustainability, globalisation, business ethics, values and norms
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 


	[[Economics Knowledge and Skills]]

Are you able to*:
	
	
	
	

	Understand relevant mathematical and statistical techniques (see also below)
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Demonstrate a critical understanding of analytical methods, both theory and model-based
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Appreciate the history and development of economic ideas and the differing methods of analysis that have been and are used by economists
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Apply core economic theory and economic reasoning to applied topics
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Relate differences in economic policy recommendations to differences in the theoretical and empirical features of the economic analysis which underlie such recommendations
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Discuss, analyse and evaluate government policy and to assess the performance of the UK and other economies and of the global economy
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Understand verbal, graphical, mathematical and econometric representation of economic ideas and analysis, including the relationship between them. Appropriate techniques to enable manipulation, treatment and interpretation of the relevant statistical data, may also be relevant
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Show a facility with some key (transferable) concepts that are present in most of the decision problems, including opportunity cost; incentives; equilibrium, disequilibrium and stability; strategic thinking; expectations and surprises; the relevance of marginal considerations; the possible gains from voluntary exchange; systems and dynamics
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 

	Question whether numbers represent what they claim (e.g. unemployment, price indices); an understanding of statistical significance; an awareness of some of the difficulties in sampling a population; and a recognition that conclusions drawn from data might be ambiguous
	 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 


There are, in addition, subject-specific skills in Economics such as abstraction; analysis, deduction and induction; quantification and design; and framing that are less easy to place in the above grid. See the Economics Benchmark Statement at http://www.qaa.ac.uk/academicinfrastructure/benchmark/statements/Economics.asp for details.
