GA Civil Engineering Preparing your Resumé for Workplace Writing
Ursula Canton, LDC


Taking Stock of the Material in your Diaries
· Activities, e.g. ‘creating plant and labour rates within the bill of quantities’

· Specific projects, e.g. ‘Dalian house tender put through’

· Outcomes, e.g. ‘the tender we didn’t get’

· Attitudes towards the work done, e.g. ‘felt quite difficult and frustrating’

Example

Activities
Specific projects
Type of project
Learning and attitude
	Day & Date
	Nature of Professional Work Carried Out



	Monday
8 October 2018 
	· Attend University

	Tuesday

9 October  

2018 

 
	· Action all emails and site related correspondence. 

· Heather Row tenders – Analyse the tender technical questions that need to be addressed, specifically regarding pipe work, determine and record how the questions should be answered and what information is required to answer them in full; struggling with requirements for pipe connections and had to check with David how guidelines need to be used for the calculation for required diameter. 
· Reviewed drawings for Viewhill cycle lanes project. Double checked measurements and compared to EU, UK and Scottish regulations (INTERIM ADVICE NOTE 195/16; Eurocode). Identified 2 potential problems; documented them and forwarded to my line manager for discussion; quite proud I found them, as they required looking beyond council guidelines



	Wednesday
10 October 2018 
	· Action all emails and site related correspondence. 
· Heather Row Tender – review answers to technical questions and calculate implications on budget for different pipe models 
· Viewhill cycle lane; met with line manager and reviewed potential problems; tasked to looked at alternative materials to allow circumventing the problem arising from new measurement 

	Thursday
11 October 

2018 
	· Action all emails and site related correspondence. 
· Heather Row tender – specify implications of technical questions for labour, plant and material cost.
· Wilkinson Place Cross – prepare report of challenges for access to future site - drawing



	Friday

11 October  

2018  
	· Action all emails and site related correspondence. 
· Wilkinson Place Cross – list requirements for machinery and materials 


	Attribute group

Attributes of MICE/IEng MICE



	1. Knowledge and Understanding of Engineering
	A. Maintain and extend a sound theoretical approach to the application of technology in engineering practice

B. Use a sound evidence-based approach to problem solving and be able to contribute to continuous improvement

	2. Technical and Practical Application of Engineering
	A. Identify, review and select techniques, procedures and methods to undertake engineering tasks
B. Contribute to the design and development of engineering solutions

C. Implement or construct design solutions and contribute to their evaluation

	3. Management and Leadership
	A. Plan for effective project implementation

B. Manage the planning and organisation of tasks, people and resources

C. Manage teams and develop staff to meet changing technical and managerial needs

D. Manage quality processes

	4. Independent Judgement and Responsibility
	A. Identify the limits of personal knowledge and skills

B. Exercise sound independent engineering judgement and take responsibility

	5. Commercial Ability
	A. Prepare and control budgets

B. Use sound knowledge of statutory and commercial frameworks within own area of responsibility and have an appreciation of other commercial arrangements

	6. Health, Safety and Welfare
	A. A sound knowledge of legislation, hazards and safe systems of work

B. Manage risks

C. Manage health, safety and welfare within own area of responsibility

	7. Sustainable Development
	A. A sound knowledge of sustainable development best practice

B. Manage engineering activities that contribute to sustainable development

	8. Interpersonal Skills and Communication
	A. Communicate well with others at all levels including effective use of English (*) orally and in writing

B. Discuss ideas and plans competently and with confidence

C. Effective personal and social skills

D. Manage diversity issues


*All assessments and reviews for Engineering Council registration will be conducted in English, subject to the provisions of the Welsh Language Act 1993 and any Regulations which may be made in implementation of European Union directives on free movement of labour

	9. Professional Commitment
	A. Understanding and compliance with the ICE Code of Conduct

B. Plan, carry out and record CPD and encourage others

C. Engage with ICE activities

D. Demonstration of appropriate professional standards, recognising obligations to society, the profession and the environment

E. Exercise responsibilities in an ethical manner


 (ICE. 2018. ICE Member Attributes. [online] available from: https://www.ice.org.uk/my-ice/membership-documents/member-attributes. Accessed 06/11/18)
Example 1:

· Action all emails and site related correspondence. 

· Heather Row tenders – Analyse the tender technical questions that need to be addressed, specifically regarding pipe work, determine and record how the questions should be answered and what information is required to answer them in full; 

struggling with requirements for pipe connections and had to check with David how guidelines need to be used for the calculation for required diameter. 

· Reviewed drawings for Viewhill cycle lanes project. Double checked measurements and compared to EU, UK and Scottish regulations (INTERIM ADVICE NOTE 195/16; Eurocode). Identified 2 potential problems; documented them and forwarded to my line manager for discussion; quite proud I found them, as they required looking beyond council guidelines

Example 2:
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Contribute to the design and development of engineering solutions
Technical questions on pipework in Heather Row
Reviewed drawings for Viewhill cycle lanes ‘Identified 2 potential problems; documented them
and forwarded to my line manager for discussion; quite proud1 found them, as they required
lookingbeyond council guidelines’
Need to look at different materials to find a solution to this (> involved in whole process: identifying
problem and finding a solution)
Access to site at Wilkinson Place Cross; drawing of location; outlining of requirements E
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Design + dev. of eng. solutions





Statutory frameworks





communication





Leadership on technical question; teamwork









