
STUDENT SKILL 
PROFILING
(MENTOR – MENTEE PROGRAMME)



Profiling is a procedure that helps you to take responsibility for your work and managing your activities at SGT University while enrolled in 
a course in a way that will help student to succeed academically and to lay the foundations for their future career by building your SWOT. 

Profiling is all about recording your achievements, identifying your strengths and weaknesses, and setting clear targets for the future 
based on opportunities and threats. It is a continuous process of appraisal, reflection and planning that starts in beginning of each semes-
ter until beginning of next semester (approximately six monthly reviews). You will have a meeting with a Mentor to discuss your profile 
once each semester, but maintaining skill profile and managing learning is up to the student. Research has proven that those students 
who engage in skill profiling process rigorously and regularly exhibit skill improvement.

The overall objective of skill profiling enables you to build up a personal profile or portfolio of skill knowledge and experience sets that 
includes a record of your academic success, of the skills that you have acquired and of the experience that you have gained during your 
stay at SGT University. Active skill profiling help student to make choices about how to develop their programme of study, and to identify 
the portfolio of skills, knowledge and experience that they can carry forward into your future career.

What is Skill Profiling?

•	 To	learn	and	practice	self-appraisal	and	personal	/	career	management.

•	 To	take	responsibility	for	their	own	learning.

•	 To	manage	time	and	activities	effectively.

•	 To	maintain,	review	and	record	achievements	in	structured	manner.

•	 To	identify	and	consolidate	upon	strengths.	

•	 To	identify	and	prepare	action	plan	to	overcome	weaknesses	identified.

•	 To	improve	their	academic	performance.

•	 To	develop	skills	that	will	increase	employability	by	leveraging	opportunities.

•	 To	set	realistic	and	clear	goals,	semester	wise.	

•	 To	assemble	regular	information	to	update	CV	and	job	applications.

•	 To	build	an	impressive	portfolio	of	skills,	knowledge	and	experience	to	improve	selection	chances	with	potential	employers.

•	 Action	plan	form	can	be	used	as	supporting	document	along	with	CV	to	substantiate	claims.

Skill Profiling enables student:

Benefits of Skill Profiling

Each student would be given a Skill Profiling Handbook that would have all the information along with necessary forms at the begin-
ning of their course at each faculty of SGT University. During Orientation and Induction respective faculty would allot mentors to each 
students and an overview of the process would be provided at the start of course. Student is required to read the entire Skills Profiling 
Handbook of Mentor Mentee process and understand the modalities involved in each semester.

The Skills Profiling Process

Background
Student profiling is a career-long procedure under Mentor – Mentee programme, whereby students voluntarily develop and maintain a 
documentary record of their learning and growth experiences at the SGT University right from the admission till the time students Pass 
out. If implemented by student in true spirit, skill profiling becomes the basis of student’s career plan and management of lifelong learning. 
Skill profiling helps student in documenting its overall journey of self development at the SGT University. Students are required to prepare 
their SWOT (with the help of academic staff) to identify their own strengths, weaknesses, opportunities and threats, to identify & prepare 
roadmap for planning and actions to leverage its SWOT analysis. SGT University supports the student (using course skills maps) by either 
providing training in their weak areas or by focused assessment in their areas of strength. Overall, skill profiling provides motivation for 
students to engage with their learning experience and get inspiration from their self growth during the process. 

The Skill Profiling Programme has been well researched and tested by many of the leading universities of the world. To support the stu-
dent, Skill Profiling Programme has been embedded into the Academic calendar of each of the seventeen faculties at SGT University. The 
value of skill profiling program shall become self evident to those who are involved in it, when they start exhibiting improvements in their 
initial SWOT analysis and personal growth.
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The handbook contains:
1. “Skills Profiles and Priorities” form,
2. “Action Plan” form,
3. “Semester Record” form that contains record of meetings with Mentor,
4. Form to record information on work experience or extra-curricular activities and

By the time student leaves the university their folder will be an impressive Student Profile.

Skill Profiling Handbook helps student to develop the habit of thinking hard about what they are doing, what benefits they will get out 
of it, and what the student should be aiming to achieve in the immediate future. As part of that student will keep a record of activities, 
make notes on targets and achievements as they progress throughout course curriculum, and have meetings with skills profiling Mentor 
to discuss student’s profile. Skill Profiling Handbook helps student with documents that they can fill in and keep as a record of their 
developing profile. Skill Profiling Mentor will invite student for a meeting once each semester begins. Mentor will keep a record of meet-
ings with a student, but it will be up to the student to keep their profiling documents up to date, to keep all the forms together as they 
develop into a substantial portfolio of skill knowledge and experience, and to take charge of the management of their skill profile. 

Profiling Mentor will invite a student to a meeting once during beginning of each semester. The meeting will last about 15 minutes, and 
it will provide the student with an opportunity to:

•	 Identify	strengths	and	weaknesses	in	academic	profile.
•	 Develop	a	brief	Action	Plan	for	the	following	semester.
•	 Discuss	any	other	matters	that	the	student	may	wish	to	raise.

It is essential for student to bring their skill profiling handbook, with everything up-to-date, to each meeting. 

Student will be invited to first meeting early in the first semester. It is student’s responsibility to make sure they attend. In advance of 
this meeting student must:
•	 Complete	the	“Student	Registration	cum	Information	Form	(Annexure-	I)”	form.
•	 Complete	the	Meeting	1	“Skills	Profile	and	Priorities”	form	(Annexure-	III)”.
Student must take all these documents to the meeting. 

Following the meeting students will:
•	 Complete	the	“Plan”	sections	of	the	Meeting	1-2	“Action	Plan”	form	(Annexure-	IV)”.

Following the meeting Mentors will:
•	 Retain	the	“Student	Registration	cum	Information	Form	(Annexure-	I)”	forms.
•	 Complete	and	retain	the	“Meeting	1”	section	of	each	student’s	Attendance	Record	Form	(Annexure-	II).

Meetings with Student’s Mentor

Student will be invited to a meeting with their SGT Mentor in the early part of each semester. Student must remember to take all their 
profiling documents to the meeting.

In advance of each meeting student must:
•	 Complete	the	“Outcome”	section	of	the	previous	meeting’s	“Action	Plan”	form	(Annexure-	IV).
•	 Complete	the	“Skills	Profile	and	Priorities”	form	(Annexure-	III)	for	the	present	meeting.
•	 Complete	the	“Semester	Record	Form”	(Annexure-	V)		
•	 Complete	copies	of	the	“Work	Experience	and	Activities”	form	(Annexure-	VI)	as	appropriate.	

Following each meeting students will:
•	 Complete	the	“Plan”	sections	of	the	meeting’s	“Action	Plan”	form	(Annexure-	IV).
Following the meeting Mentors will:
•	 Update	and	retain	each	student’s	Attendance	Record	Form	(Annexure-	II).
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STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Student Registration cum Information Form (Annexure- I) 

Student Name________________________________________________Registration No.___________________________

Course:	_______________________________________________			Date	/	Year	of	Admission	___________________________

Father/	Mother’s	Name___________________________	Profession________________________Mobile	No._________________

Education	Loan:	Yes/No

1. What led you to choose this course?

2. What interests or hobbies do you have outside academic work?

3. What do you consider to be your main achievements, academic or otherwise? (e.g. in sports, community work, music, professional 
work, or personal life.)

4. What do you most want to get out of your time at SGT University? (e.g. vocational skills, new friends, develop non-academic
 interests, qualification for employment?)

5. How do you rate your academic skills and learning so far in your career and what do you see as your greatest (academic) strengths 
and weaknesses?

6. Do you have a specific career in mind for when you finish your degree at this University?

Date: ____________________       Student Signature :______________
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Profiling Mentors will record attendance in Attendance Record Form (Annexure- II). Profiling is not assessed, but if students decline to 
take advantage of the opportunity to take part in profiling, their non-attendance or poor performance will be recorded in their file.

Student Name________________________________________________Registration No______________________________

Course:	_______________________________________________			Date	/	Year	of	Admission	___________________________

Meeting Date Attendance Skill Based Issues Discussed 

1

2

3

4

5

6

Space for additional meetings or comments

Skill Profiling Mentor Name & Signature ____________________________________________________________________

STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Attendance Record Form (Annexure- II)
 to be filled by Mentor
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STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Skills Profile and Priorities Form (Annexure- III)
Self Declaration

Student Name:………………………………………………Registration No. ..................................................................................  

Course:	……………………………………	For	Profiling	Meeting	no.	……….........................................................			Date:	………
Skills: self-appraisal
Please rate your performance or ability in each of the skills listed below on a scale 1 to 10            
(1 being poor and 10 being excellent). Take your time to think carefully about your abilities, and answer honestly and realistically. Do 
not worry if some of your grades are low: it is important to identify areas that need attention, as well as areas where you are already 
doing well.

SKILL Personal Rating SKILL Personal Rating

STUDY SKILLS
(e.g. information searching, 
note taking, etc…)

GRAPHICACY
(e.g. producing visual mate-
rials	such	as	maps/posters/
diagrams

WRITING GOOD ENGLISH
(Grammar, spelling, construc-
tion, etc)

COGNITIVE	SKILLS
(e.g. conceptualising, problem 
solving, reflection…)

VERBAL	COMMUNICATION
(e.g. presentations, seminars, 
discussion…)

INTERPERSONAL SKILLS
(e.g. teamwork, dealing with 
people…)

IT (Information Technology)
(e.g. computers, word process-
ing, e-mail…)

CURRENT	AFFAIRS
(knowledge of world events 
relevant to your subject)

NUMERACY
(e.g. maths, data handling…)

EMPLOYMENT
(e.g. work experience, ca-
reers…)

FINAL	GRADE	(TOTAL	SCORE	/100)	

Grading	“A”	(9-10	score)	for	excellent,	“B+”	(7-8	score)	for	good,	“B-”	(5-6	score)	for	average,	“C”	(3-4	score)	for	poor,	or	“D”	(1-2	score)	
for very poor.
Priorities
Please identify below the skills that you feel you most need to improve, listing up to three in order of priority. Take into account not only 
your self-appraisal (above) but also your academic requirements for success, your personal aspirations, and your career plans. The three 
skills you most want to work on improving are:
                  

1. ________________________________________________________________________________________________

2. ________________________________________________________________________________________________

3. ________________________________________________________________________________________________

Date: .................        Student Signature:..............................................
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Student Name:_________________________________________Registration No. ___________________________________

Course:	____________________________________________	For	action	between	meetings____________________________

Immediately after your profiling meeting, you should complete the “Plan” sections of this form in the light of the discussions you had with 
your Mentor and the items you listed on your “Skills Profile and Priorities” form. 
You should complete the “Outcomes” sections of this form immediately before your next profiling meeting, to record what progress you 
have made towards achieving your plans.

Skills

Plan 

Outcomes

KNOWLEDGE

Plan 

Outcomes

PERSONAL	EXPERIENCE

Plan 

Outcomes

CAREERSW

Plan 

Outcomes

STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Action Plan Form (Annexure- IV)
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Student Name:………………………………………………Registration No .............................................  

Course:	……………………………………		 For	meeting:	…………						Date:	…………....
You should complete this report on the previous semester before you have your profiling meeting.  It gives you an opportunity to reflect 
on the work you did, and the success that you achieved.

UNITS TAKEN DURING THE SEMESTER:

Course	no.	
or title

Marks achieved* Your assessment of what went well, what went badly, and how much you got out of the 
course.

1.

2.

3.

4.

5.

6.

* Please remember that marks are provisional until confirmed by the relevant end-of-year examiners’ board

COMMENTS
You may wish to record here some general comments about the semester’s work

STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Semester Record Form (Annexure-V)
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STUDENT SKILL PROFILING
(Mentor-Mentee Programme)

Work Experience and Other Activities (Year End) Form (Annexure- VI)

You can use these forms to keep a record of your main activities outside university, and what you have learned from them. Give exam-
ples of the problems you have dealt with and the qualities or skills you have demonstrated. (You can photocopy this form if you need 
additional copies).

Student Name:________________________________________________________Roll No. ___________________________

Course:	__________________________________________________	 Dates	/	Period:	_______________________________

Employer	/	Organisation	/	Location	/	Contact

Nature	of	job	/	activity

Skills	developed	/	Qualities	demonstrated	(give	evidence	and	examples)

Relevance to academic studies or career plans

Main benefit to you arising from this activity

Other	Comments
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