	Key Skills Audit
	
	
	
	

	Name:
	
	
	
	

	
	
	
	
	

	Programme:
	
	
	
	

	
	
	
	
	

	Level:
	
	
	
	

	
	
	
	
	

	1. Information Technology
	
	
	
	

	
	
	
	
	

	
	Yes
	No
	
	

	Have you used a computer to support your studies (or at work) in past?
	 
	 
	
	

	
	
	
	
	

	I am confident using:
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	1. a word processing package to produce my assignments
	 
	 
	 
	 

	2. a spreadsheet package to record, manage and present data
	 
	 
	 
	 

	3. presentation software to produce transparencies or visual aids
	 
	 
	 
	 

	4. email packages to communicate
	 
	 
	 
	 

	5. folders to manage my files
	 
	 
	 
	 

	6. a computer to manipulate text (e.g.. Copy and paste)
	 
	 
	 
	 

	
	
	
	
	

	
	Yes
	No
	
	

	Do you have access to a computer outside the university?
	 
	 
	
	

	
	
	
	
	

	2. Application of Number
	
	
	
	

	
	
	
	
	

	I am confident:
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	7. about making simple calculations
	 
	 
	 
	 

	8. in working with fractions, decimals, percentages and ratios
	 
	 
	 
	 

	9. interpreting graphs, charts, tables and diagrams where necessary
	 
	 
	 
	 

	10. constructing graphs, charts, tables and diagrams when I need to convey information this way
	 
	 
	 
	 

	11. manipulating formulae
	 
	 
	 
	 

	12. in my ability to handle and interpret statistical data as part of my course
	 
	 
	 
	 

	
	
	
	
	

	3. Problem Solving
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	13. I can define and focus on a specific issues
	 
	 
	 
	 

	14. I can find information to solve the issue
	 
	 
	 
	 

	15. I am aware of basic problem- solving techniques and how to apply them
	 
	 
	 
	 

	16. I can evaluate a range of potential solutions
	 
	 
	 
	 

	17. I can demonstrate my initiative in solving issues
	 
	 
	 
	 

	18. I understand how to work within constraints
	 
	 
	 
	 

	
	
	
	
	

	4. Communication- speaking and listening
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	19. I feel confident talking about my chosen subject to people I don't know
	 
	 
	 
	 

	20. I feel comfortable joining in class or group discussions
	 
	 
	 
	 

	21. I ask questions if I don't understand something
	 
	 
	 
	 

	22. I feel comfortable giving a talk or presentation to a group
	 
	 
	 
	 

	23. I find it easy to explain my ideas and find the right words
	 
	 
	 
	 

	24. I can make useful and meaningful notes from a lecture, presentation or demonstration
	 
	 
	 
	 

	
	
	
	
	

	5. Communication- reading
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	25. I enjoy reading and read outside of my studies
	 
	 
	 
	 

	26. I can make sense of a text on first reading
	 
	 
	 
	 

	27. I can pick out the key points of a text easily when reading
	 
	 
	 
	 

	28. I am comfortable using different reading strategies (skim, scan, read in-depth)
	 
	 
	 
	 

	29. I make useful notes while I am researching for an assignment or a project
	 
	 
	 
	 

	30. I can summarise a section of a text to convey the author's main arguments
	 
	 
	 
	 

	
	
	
	
	

	6. Communication- writing
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	31. I can put my own ideas onto paper easily and find the right words
	 
	 
	 
	 

	32. I am confident about my spelling
	 
	 
	 
	 

	33. I am confident about the use of punctuation and grammar
	 
	 
	 
	 

	34. I plan my essays and other assignments before writing anything
	 
	 
	 
	 

	35. I can put information into my own words without copying sections
	 
	 
	 
	 

	36. I check my work for spelling and grammatical errors before submitting it
	 
	 
	 
	 

	
	
	
	
	

	7. Information & research Skills
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	37. I know how to find information from a wide variety of sources (e.g.. Books, journals and the internet)
	 
	 
	 
	 

	38. I can find and reserve books using computer catalogues
	 
	 
	 
	 

	39. I use a search strategy, which I can refine
	 
	 
	 
	 

	40. I can evaluate information obtained from different sources
	 
	 
	 
	 

	41. I can select information relevant to the topic from these sources
	 
	 
	 
	 

	42. I know how to correctly cite, reference and create a bibliography of sources in my assignments
	 
	 
	 
	 

	
	
	
	
	

	8. Improving own learning and performance
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	43. I can organise my tasks in order to meet deadlines
	 
	 
	 
	 

	44. I know when I study best (e.g.. Early morning, evening etc),
	 
	 
	 
	 

	45. I use a diary/ timetable to help plan my work
	 
	 
	 
	 

	46. I reflect on my progress towards my targets
	 
	 
	 
	 

	47. I know how to respond to make use of tutor feedback
	 
	 
	 
	 

	48. I have future targets in mind regarding my career and education
	 
	 
	 
	 

	
	 
	 
	 
	 

	9. Working with others in a multicultural community
	
	
	
	

	
	Always
	Mostly
	Sometimes
	Never

	49. I can be inclusive in my approach to team work
	 
	 
	 
	 

	50. I am aware of and respect other cultures
	 
	 
	 
	 

	51. I make a positive contribution to groups and teams
	 
	 
	 
	 

	52. I work well under supervision
	 
	 
	 
	 

	53. I like to develop shared goals
	 
	 
	 
	 

	54. I like to complete the task
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


