Assignments for Effective Skills and Behaviours at Work Autumn 2024
(Revised 15 October 2024)

Your assignment ‘portfolio’ will include five parts.

· 1) A research report focused on a theme or themes from the course
· 2) A short ‘practice’ research report, as a learning activity so that you raise the quality of the main report, based on a ‘playful’ and interesting research topic
· 3) A ‘portfolio’ CV that includes all of your personal information that can be used and formed into a practical and professional CV
· 4) A professional CV of your own design

DUE:  Thursday 19 December 2024

Please send me both of your Reports, Project Management sheet, and CVs (in one PDF document, if possible) to:

Douglas.BrownGG@gmx.com


1) And 2) Research Report(s) Assignment:


Your Task/Project:  Plan research, gather data, and present this to the class as a group.  
Then, individually, you write a short Research Report based on this research data.

First, you need to come up with great ideas to research and choose the best one.

Then, you complete the Project Management sheet, in order to plan the research and the Project.

To do this, you consider the Subject (Effective Skills, Behaviours, Attitudes and Approaches in the Workplace) and the possible Topics within this that you would like to research and explore.

You think about:  	Who?  (Classmates is your ‘sample’…)
			What? (Is the best research approach you are going to take?)
			When? (This you will justify in your report. Any bias?)
			Where? (This you will explain in your report.  Any bias? At a café? At work? In the
 				classroom?)
			How? (Interview or interviews, focus group(s), in-person, phone call, video…surveys, 
questionnaires, emails, texts… )
			And Why research this? (What do you expect?)

Then… YOU DO IT!  Gather your Data.

Then… you present your Data and preliminary findings, thoughts and conclusions to the class in an interesting, lively, engaging presentation.

You will do this twice:  first, to practice, with the ‘playful’ research topic and, second, with the ‘Effective Skills’ research topic (which will be better because you have practiced presenting as a group).

Then… individually… you explain and interpret your findings in two Reports.  The first one based on your ‘playful’ research to practice writing the sections of a research report.  The second, more polished one, based on your ‘Effective Skills’ research data (and it which will be much better because you have practiced writing a simpler research report).

The reports will have clear sections, including:

1. Title page (with clear, focus title)
2. Contents Page (with clear numbered sections and page numbers!)
3. Abstract or executive summary (you do not have to do this, as it is probably too short – but try if you want to)
4. Introduction (set the context or lay out your expectations)
5. Literature review (You do not have to do this, but, in our case, this is the theory and background we have looked at in class)
6. Method (How did you gather your data?  And is there likely to be any bias/flaws in it?)
7. Findings (Be clear.  Can you use any shortcuts… bullet points, graphs, charts, etc…)
8. Discussion/analysis (This is brief, BUT it is the most important section)
9. Conclusion (Focused and brief.)
10.Recommendations (Maybe?)
11.Bibliography (No need for this)
12.Thank your participants!


Be clear, focused and brief.  
1) 2000 words?  Or less?  for the Effective Skills Report
2) 1000 words or less for the ‘playful’, practice, Report


Then check back on the Project Management sheet – did it work?


CVs and Cover Letters/Statement Assignment:


3) Long Portfolio CV with everything listed and in reverse chronological order where appropriate
(Use this as a template to fill in)

Name
Contact Details
LinkedIn contact details
Date of Birth
Residency and Work Visas

Strapline with several words (Recent Political Science Graduate…)
Personal Profile with (at least six) bullet points
Career Statement in several sentences (Experience, Specialisms, Strengths, Ambitions)
List of Competencies
List of Key Skills
List of Key Qualities or Attributes

Positions or Work Experience (in reverse chronological order)
Volunteer Positions and Experiences (in reverse chronological order)

Education (in reverse chronological order)

Higher Education – where and when
Long GG explanation
Short GG explanation
List of courses and modules in the order that you prioritise
Activities
Exchanges
Achievements
Papers and Thesis Title

Qualifications (in reverse chronological order)

High School Education – where and when

Activities
Exchanges
Awards
Achievements

Languages – Understanding, speaking, and writing levels

Social skills and competencies
Organisational skills and competencies
Technical skills and competencies
IT skills and competencies
Artistic skills and competencies
Other skills and competencies

Driving Licence

Hobbies

Activities and Interests – bullet points and some details (not just ‘music’ or ‘dancing’ or ‘sport’)


4) A CV of your own design drawing the facts and information from your Portfolio CV.





Please send me both of your Reports, Project Management sheet, and CVs (in one PDF document, if possible) to:

Douglas.BrownGG@gmx.com
