Bailey Records: Student User Guide
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Storing Bailey Performance Development Records 
This document explains how to use your PDP to get your choice of graduate job.

Many graduate recruiters recommend using the STAR format (Situation, Target, Action, Results) for structuring persuasive responses to competency-based job application and interview questions such as “Can you tell me about a time when you took the initiative to make something happen that otherwise would not have been done?”   

Using the same STAR format to record your performance 
· Creates a resource from which you can cut, paste and tailor winning responses to graduate job application forms and job interview questions, and 
· Reminds you to set yourself targets to improve your performance.
A fifth “better next time” section enables you to reflect on and improve your performance, and prepare for follow-up questions at job interviews.  You can use these records to work on your performance development during your personal tutorials.
Making Your Records Easy to Retrieve

You might want to store all of your performance records in a folder called Skills Profile
.  Graduate employers use selection criteria to choose who they will invite to interview.  The evidence you store in your skills profile will consistently attract job interviews, by enabling you to write CVs and applications that exactly match the selection criteria for each job to which you apply.  Viewed in Windows Explorer, your skills profile folder might look like this:
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Each of these folders will contain significant episodes in your work, social and sporting life described in a Bailey Performance Development Record: perfect evidence for completing job application forms and answering demanding job interview questions.

For example the contents of your teamwork folder might look like this:
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An Example Bailey Performance Development Record

Situation

Describe the situation that you found yourself in.  This usually includes some sort of problem or something that needed to be improved.

	I was part of a team conducting a field survey.  It was raining very heavily while we were collecting the data, and we inadvertently used the wrong survey technique.  As a result, we had no data for the coursework.  At the end of the day when we realised what had happened, we all felt very disappointed.


Target

Describe the target that YOU set yourself.  This is not the target that someone else (such as your boss) set for you.  Many students struggle with this stage and struggle with improving their performance because they forget to set themselves targets.  

	I realised instead of drowning our sorrows at the bar, I needed to re-motivate colleagues so that we could gather data for analysis and the presentation, because I wanted to get a good coursework grade so I stayed on target for my 2,1.  


Action

The action that YOU took.

	I arranged an evening meeting in the field centre bar.  I encouraged my colleagues to suggest what we might do next.  I made sure everyone’s ideas were considered, and most of the group agreed on a plan.  I persuaded reluctant colleagues that the plan would work, and we agreed to repeat the survey using an improved method the next day.  I suggested that we should pack food & drinks because we the work would take us a long time. 


Result

The result YOU achieved.  If you struggle writing this section, you might like to think really hard about how you would approach the problem again.

	We conducted the survey using a really well thought through method, and collected an excellent data set.  Our enthusiasm returned and we made a confident presentation that achieved 73%, the second highest grade in the year group.


Better next time

How you might approach the problem and do things differently next time in order to improve your performance.

	If I was doing this again, I would arrange a planning meeting before the initial survey where we thought through the fieldwork in detail, looked at the kind of data we would collect and how we could analyse it.  A simple thing like arranging food and drink made the day more enjoyable, took very little effort to arrange, but significantly improved our performance.  I would do that again.


Responding to Questions in Application Forms and Job Interviews 
You can use evidence stored using a Bailey Performance Development Record to answer job application form questions.  For example…

	Can you describe a time when you made a contribution to the work of a team that enabled it to achieve its goal?

	I was part of a team conducting a field survey.  It was raining very heavily while we were collecting the data, and we inadvertently used the wrong survey technique.  As a result, we had no data for the coursework.  At the end of the day when we realised what had happened, we all felt very disappointed.

I realised instead of drowning our sorrows at the bar, I needed to re-motivate colleagues so that we could gather data for analysis and the presentation, because I wanted to get a good coursework grade so I stayed on target for my 2,1.  

I arranged an evening meeting in the field centre bar.  I encouraged my colleagues to suggest what we might do next.  I made sure everyone’s ideas were considered, and most of the group agreed on a plan.  I persuaded reluctant colleagues that the plan would work, and we agreed to repeat the survey using an improved method the next day.  I suggested that we should pack food & drinks because the work would take us a long time.

We conducted the survey using a really well thought through method, and collected an excellent data set.  Our enthusiasm returned and we made a confident presentation that achieved 73%, the second highest grade in the year group.


In addition to having material to answer this questions at interview, the fifth “better next time” section provides a response to a typical interview follow-up question… 

	Interviewer:
	“What did you learn from the experience?”  

	Candidate:
	“If I was doing this again, I would arrange a planning meeting before the initial survey where we thought through the fieldwork in detail, looked at the kind of data we would collect and how we could analyse it.  A simple thing like arranging food and drink made the day more enjoyable, took very little effort to arrange, but significantly improved our performance.  I would do that again”.


What Might You Want to Do Next?
Record evidence that will attract your choice of graduate recruiters by 

1. Downloading an electronic copy of the Bailey performance record from the GEES website at http://gees.ac.uk/projtheme/emp/br.htm
2. Exploring employers’ websites to identify their graduate selection criteria.  For example some employers recruit for business awareness, communication skills, teamwork, motivation, initiative, time management, thinking on your feet and problem solving.

3. Setting up folders in which to store your performance development records

4. Noticing where you feel motivated and take the initiative in your academic life, your social life, your part-time term-time, voluntary, vacation and industry year employment, your sports and societies life, your family life, and so on.  Recording and planning your development in any aspect of your performance that you want to improve.
5. Discussing your progress and obstacles to your performance development during personal tutorials, with your student and sport colleagues, and your family and friends.
Performance


& Employment





This resource was co-developed by 
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Packaging Your PDP Records for Your Employer

















� A skills profile is the part of your source CV.  You don’t send your source CV to potential employers.  Instead you cut, paste and tailor from your source CV to make targeted CVs that exactly match the selection criteria set out in the job description for each post for which you apply, outmanoeuvring your competitors who send “one size fit all” standard CVs.
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