Transferable Skills Worksheet
Identify your skills that are most applicable to your 3-5 career field/position choices.
1.  Mark the skills/attributes you possess with a        , those you don’t possess with an “X”, and those you are unsure of with a “?”.  (See Page 2 for definitions/examples).
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2.  Now, think about where your top Strengths can be found in the above list of transferable skills.  Circle as many skills as connect with your strengths.
3.  Pick 2-3 of the attributes/skills that you starred, write them below and include an example of how you’ve used or demonstrated this attribute/skill.
	Attribute/Skill A:  	

Attribute/Skill B:

	Attribute/Skill C:

4.  Now, using one of your examples, write a bullet for your resume and an example for an interview that describes what you did, how you did it, the skills you used, AND the outcome you achieved.
	A. Resume Bullet:
	B.  Interview Answer:


5.  Next Steps:  Pick two of the skills you put an “X” next to.  Brainstorm at least one way, for each, that you can improve the skill.  Think about summer jobs, internships, volunteer work or job shadowing as possible ways to develop these skills. 
Skills/Attributes
Analytical/Quantitative Skills = Forecasting, predicting, extracting important information, constantly learning and reflecting
Computer Skills = 
Creativity = Suggesting ideas, imagining alternatives, initiating new ideas
Detail-oriented = Following directions, gathering information, managing details
Entrepreneurial/Risk-taking = Negotiating, persuading, selling ideas or products
Flexibility/Adaptability = Cooperating, enlisting help, open to difference
Foreign Language Skills = 
Friendly/Outgoing = Being sensitive, providing support for others, counseling
Initiative = Initiating new ideas, promoting change, accepting responsibility
Interpersonal Skills = Cultivating relationships, conveying feelings, perceiving feelings and situations
Leadership Skills = Finding common purpose/goals, articulating a vision, motivating, delegating with respect, managing groups, coaching
Organizational Ability = Reporting information, coordinating tasks, managing time, setting and meeting deadlines
Problem-solving Skills = Identifying problems, developing evaluation strategies, demonstrating web-like thinking
Strategic Planning = Identifying resources, setting goals
Strong Work Ethic = Being punctual, meeting goals, high standards for self, produce quality work/projects
Tactfulness = Providing appropriate feedback, enforcing policies
Teamwork = Collaborate, include, represent and empower others; willing to share credit/power, manage conflict, 
Technical Skills = 
Verbal Communication = Speaking effectively, listening attentively, receiving non-verbal messages, facilitating group discussions
Written Communication = Writing effectively and concisely

