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Name: ___________________________________________
This planning tool will help you think of examples of when you have demonstrated the skills or competencies an employer is looking for. These will be listed in the job specification. List these in the first column of the table below. The remaining columns will help you use the STAR technique to plan a clear and structured answer to any questions the employer asks about these skills/competencies.   

	Skills/competency demonstrated
	Situation
When and where did your example happen? What was your broad task/project? Who were you working with?
	Task
What was your specific role or task? 
	Action
What did you do? How did you overcome any problems? How did you work with others? Remember 
	Result
What was the outcome of your actions? Did you achieve what you set out to? What would you do differently next time? 

	Example:
Organisational skills
	In Year 10 at school, we had to complete a marketing project in groups of 4.
	I was tasked with carrying out market research with classmates to find out what they wanted from the product.
	I created a plan which included milestones and timeframes so I knew what I needed to do and by when. 
	I completed the research promptly which helped my team create a strong project. We got an A overall. Next time I would share my plan with other team members so they could also use it to stay on track.
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