
 

 

Co-Curricular Record Reflection 

Reflection is an important component of your personal and professional growth. Students are 

required to complete a short reflection before submitting their CCR activity for verification. The 

reflection will not show up on the CCR, rather students can reference this reflection when 

creating their resumes and cover letters, preparing for job interviews and when setting career 

goals and making career decisions. 

 

Reflection Questions: 

 What skills did you learn or develop in this activity? 

 Describe how you developed these skills. 

 Did you learn something new about yourself? Please provide a concrete example.  

 

Use the following components to help you describe what you have learned:  

o Core skill: Focus on no more than two soft skills that you learned or developed per 

activity. Refer to the list of below core skills and action verbs. 

o Your distinctive experience: Reinforce your mentioned soft skills by 

describing how they were developed. 

o Personal discovery (optional): Did you learn something new about yourself? Here is 

an example: I determined that helping students and the community is my passion. 

 

Examples 

I improved communication and interpersonal skills [core skills] by conducting university tours 

and making public presentations for new international students [distinctive experience]. I 

determined that speaking in front of an audience could become my strength [personal 

discovery]. 

 

Guided and helped a group of seven first year students succeed in their academic and social 

endeavours by being [distinctive experience] open-minded and compassionate [core 

skills]. Since then, I am working to realize my full potential in the sphere of 

Psychology [personal discovery]. 

 

Enhanced teamwork and motivational skills [core skills] by participating in competitive games 

and weekly practice with teammates [distinctive experience].  Our commitment and passion 

for the game added significantly to our team spirit and cohesion [personal discovery]. 
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Soft Skills 

Directions:  Circle up-to five (5) soft skills that you’ve practiced per position, then limit your 

selection to a couple of skills per activity.  

 Communication: A communication skill is a broad ability that encompasses listening, writing 

and speaking effectively.  Effective communication is always a two-way street where you have 

to listen and understand your audience and be able to clearly articulate your thoughts.   
 

 Listening: Be attentive to what and how the message is articulated; pay attention to 

detail and body language, be open to seeing things from a different perspective and 

asking questions for clarification. 
 

 Public speaking / Presentation: Keeping the audience engaged and delivering the key 

message within the given time frame in a way that resonates with the audience and is 

informative and entertaining. 
 

 Writing: Being concise, knowing what tone and language to use when delivering the 

message to different audiences – spelling and grammar, synthesizing ideas. 
 

 Quick thinking ability: Responding swiftly to unexpected events or circumstances while 

being clear, cohesive and thoughtful. 

 
 

 

 Leadership: Takes on many forms and thus can be defined differently.  Development of your 

leadership skills can include, but are not limited to the following: taking the lead in a team and 

allowing an open form of communication by engaging, trusting, guiding and motivating 

members; or creating a productive group by setting a good example and modeling productive 

behaviour. 
 

 Delegating: Ability to assign and follow-up on tasks and responsibilities. 
 

 Influence / Persuade:  Power to persuade and influence a decision comes from 

understanding the topic, being able to visualize various potential outcomes, clearly 

delivering your idea and providing constructive arguments to your case. 
 

 Initiative: Seeing an opportunity and taking responsibility to begin the task, such as 

introducing a new filing system or proposing a new type of event. Moving forward on your 

own energy, to begin something that wasn’t asked of you or part of the role description 

but that you identified as important and useful. 
 

 Motivation: Inspire and communicate the need towards a desired goal: stay on-track, 

accept new practices, change behaviour, etc. 
 

 Strategic thinking / Visualization: Ability to generate strategic foresight, ideas and 

processes; sort through different possibilities and potential outcomes to identify the best 

course of action that will attain goals. 
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 Understand feelings: Being a good listener, non-judgemental and able to help others 

understand and clarify their various emotions around a situation.  
 

 Interpersonal relationship building: The art of developing trusted connections with 

people – co-workers, clients, customers and others. 
 

 Mediation: Ability to resolve or prevent conflict among parties. 
 

 Mentoring / Coaching: Helping to develop others in their personal, professional and/or 

academic growth. 
 

 Negotiation: Finding a way for both sides to agree to terms, finding or a place of agreed 

compromise. 
 

 Networking: Being open to creating new contacts, introducing yourself, meeting new 

people and sharing ideas on-line and in-person. 
 

 Selling / Promotion:  Ability to sell an idea, product or a service. 
 

 Team work: Create and maintain an environment that allows for new ideas to emerge 

and then helping those ideas be efficiently and effectively developed among a group of 

different people with their various strengths, skills and abilities. 

 

 Emotional Intelligence: help you identify situations that impact your emotions, be in control of 

them as well as influence others. 

 Flexibility / Adaptability: Ability to change your ideas or behaviour so that they are 

suitable for different conditions and be able to deal with the new situation successfully. 
 

 Patience: Ability to control yourself, stay calm, and understand the situation. 
 

 Self-awareness: Conscious of your own feelings and attitudes. 
 

 Self-confidence: Having faith in yourself. 
 

 Spiritual awareness: Ability to realize, explore, and question who we are. 
 

 Stress management: Leave emotions aside, be focused, and prioritize.  

 

 Other Essential Competencies 

 Designing: Creating a system, process or an advertisement that involves creativity and 

foresight. 
 

 Estimating: Research, calculate and use your foresight in predicting the outcome. 
 

 Facilitation: A form of communication where one acts as a support to getting to the 

desired outcome by researching, preparing and briefing others. In meetings, the facilitator 

role keeps the group focused and on track during meetings, encouraging ideas from all 

participants while working towards collaborative decision-making.  
 

 Implementation: Put plans into action and follow through. 
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 Monitor / Observe: Keep watchful eye and record, if necessary, the movement of people, 

data, or things. 
 

 Organizing / Planning: To create order whether for people, things, or data. To figure out 

an efficient and effective structure for getting a desired outcome. 
 

 Strong work ethic: A “get it done” attitude; embracing the time and effort it takes to do a 

job well or to get a project to completion.  
 

 Persistence and perseverance: Sticking it out, even when things become difficult, 

continuing on a chosen path even in light of external hurdles and challenges. 
 

 Problem-solving / Decision-making / Analytical ability: Requires a systematic 

approach that encompasses: rigorous research to understand the dilemma, 

origination of ideas, and alternative solutions to being able to turn the problem into an 

opportunity. Take action and follow up. 
 

 Self-starter / Readily take responsibility: Ability to envision a goal, take initiative 

and responsibility. 
 

 Time-management: Combines prioritization, goal setting and proper scheduling to 

get multiple priorities done on time. 
 

 Supervise: To keep tabs on the work of others, ensure things are done correctly and any 

help needed is provided. 

 

Action Verbs: 

Achieved 

Accomplished 

Advised 

Analyzed 

Demonstrated 

Developed 

Enhanced 

Established 

Exceeded 

Expanded 

Founded 

Gained 

Generated 

Guided 

Helped 

Improved 

Increased 

Initiated 

Learned 

Maintained 

Mastered 

Maximized 

Perfected 

Practiced  

Resolved 

Sharpened 

Streamlined 

Strengthened

 


