Section 4: Record of Skills Development
To complete the Record of Skills Development, you will need to reflect on your work
experience and provide a minimum of one/maximum of three examples of how your
skills have developed, through the work you have done for each of the three skills
areas. If, when carrying out a particular piece of work or project, you demonstrated
more than one of the three skill types, you can refer to that example in each of the
relevant areas.

Personal skills (self
management)

Example: Your ability to manage your time
effectively, to meet deadlines even when under
pressure; to adapt and cope with difficult or
challenging situations when perhaps things don’t
go to plan, etc.

Your record:
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Interpersonal skills
(interacting
with/managing
others)

Example: Your ability to work well within teams or
to lead teams, your ability to communicate
complex ideas and issues effectively to staff at a
number of levels in the organisation, including non
accountants, your ability to negotiate or achieve
compromise, etc.

Your record:
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Organisational skills
(managing
organisational
resources)

Example: Your ability to manage organisational
resources so as to add value to your work, your
ability to gather organisational information, to
identify opportunities for improvement, your ability
to network effectively, to manage processes, etc.

Your record:
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Illustrative Examples
Skill Type

Example

Personal Skills

A new CEO in my company requested from me a full report on
the company’s risk control systems and areas for improvement,
to be ready within one week.
I had not been closely involved with this area before so to write
the report I had to obtain background information from a project
manager who had introduced our system. To avoid him feeling
that his previous judgement was being questioned I carefully
planned and phrased my questions. This ensured there was no
emotional tension during our meetings. Also, the CEO’s
deadline meant that I had to work long hours – not only was
there a lot to do but I wanted to impress the CEO with my
business knowledge. By reorganising my schedule, I was able
to minimise the stress of meeting the deadline and successfully
delivered the report on time. My performance in this project
demonstrated personal skills in handling potential conflict and
stress.

Interpersonal Skills

One of my key responsibilities has been compiling the
company’s annual budget based on inputs from departmental
managers throughout the organisation and budget committee
discussions. When conducting this work I thought that certain
managers did not seem to be taking the process seriously –
they were slow in responding to requests for information and
when reminded of what was outstanding were either off-hand or
quite aggressive towards me.
I approached these managers individually, explained my
responsibility and tried to find out why they did not think this
work was important. Making this approach myself seemed to
improve the relationships and I found out that they were
suspicious of the budgeting process because it seemed their
targets were adjusted regardless of their input. While I did not
have the authority to alter the process, I did suggest to the head
of my function that there was a communication gap which could
be filled by explaining to managers the purposes of budgeting
and how our process works. This suggestion was taken up.
Dealing with the apparently disgruntled managers in this case,
finding out the cause of the problem and suggesting a possible
response to my head all required substantial interpersonal
skills.

Organisational Skills

In order to conduct the analysis described in item 1 under
Personal Skills above, I had to obtain a wide range of
information both from appropriate documentation (of internal
control systems) and from people within the organisation (to
determine their relevant experience of operating the control
procedures and to obtain their thoughts about potential
shortcomings). This element of my work thus entailed
considerable organisational skills in identifying the relevant
sources of information and working with other personnel to
achieve an organisational objective. I also found that this
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experience considerably increased my network of contacts
within the organisation, which I have maintained and been able
to use in other projects.
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