Non-attending Assignment
Essential Skills and Behaviours at Work academic year 2025/26

As a non-attending student, you will have three assignments to do. 
(Attending students will also do the first two – 1) the CV and 2) the research report)
1)  CVs: You need to follow the details of the assignment that are up on DIDA in the course materials to create two CVs.  The first is a preparation for the second one.

2) Research Report: You need to follow the details of the assignment that are up on DIDA to do individual primary research and write a research report based on your findings.


3) As a non-attending student, you also need to complete a book report assignment.  You need to choose two books out of the following five books listed below - all are available on DIDA in the Course Material/Books section - and write a book report on them.  Your report should include four sections: 
· A review of the first book that you have chosen, in about 500 words, looking at the strengths and weaknesses of the book… from your point of view (do not just describe the content to me, as I know this already, it is an analysis of the content that I am looking for)
· A review of the second book that you have chosen, in about 500 words, looking at the strengths and weaknesses of the book… from your point of view  
· A comparison of your two chosen books - looking at the similarities and differences, the overlaps and the contrasts, the parallels and divergencies, between your two chosen books, in about 500 words
· And, finally, in about 500 words, offer examples of application of the main principles in each of these books giving concrete examples from your personal and professional life to illustrate how you have, can and will use the ideas in the books.

· The Effective Executive – The Definitive Guide to Getting the Right Things Done by Peter Drucker
· Management Challenges for the 21st Century by Peter Drucker
· The Only Leadership Book You’ll Ever Need by Stark and Flaherty
· Presence by Patsy Rodenburg
· DK The Essential Manager’s Handbook, section on Negotiating, pages 364 – 450.

Guidance and some examples for your CV and Research Report assignments can be found in the Course Material.
The Due Date is no later than:  Wednesday 14th January 2026
