Vocational Profiling


TRANSFERRABLE SKILLS TOOL 2
SKILLS

What do I have to offer?

Everyone has skills, knowledge and personal attributes to offer a potential employer.  A skill is a special ability, an area of competence.  It can be something learned or [image: image1.wmf]trained (for example, an area where you hold a qualification), or a special gift or aptitude (such as a fantastic singing voice.

Sometimes it’s difficult to identify these attributes in ourselves.  Asking other people who know you well can help get you thinking about your skills.

Employers expect applicants to be able to recognise the skills they need, to be able to give examples of how they have demonstrated these skills and to show how they can transfer their skills.  Many application form/CV writers claim skills and abilities that they can NOT explain in an interview situation.

Don’t fall into this trap – know what you mean, and have your own examples to illustrate claims you make.
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Where do I start? 
It is useful to consider skills as falling into these main areas:

· Skills with people

· Skills with data

· Skills with ideas

· Skills with things (equipment/tools/vehicles)

Think about what you are good at and see if you can identify where your strengths lie.  Look for skills in more than one area.

It may also be useful to list out your past jobs and experiences and then write out  all of t[image: image3.wmf]he skills you used in each one.  For example, if you were a waitress or waiter, you may have good communication skills, which can easily be transferred to another type of job.

Food for thought
There are some key words to stimulate your thinking about your natural abilities, learned skills, specialised knowledge.

Skills
· Analytical

· Decision making

· Research

· Oral/written communication

· Planning/organising

· Interpersonal

· Computer/Office/Admin

· Problem Solving

· Leadership/Supervisory

The next pages contain a detailed list of specific skills if you are still having trouble listing your own skills.
YOUR SKILLS
LIST 5 SKILLS THAT YOU FEEL YOU HAVE – NOTE THAT THIS WILL HELP YOU TO WRITE UP A CV THAT IS ATTRACTIVE TO EMPLOYERS.

1. Friendly
2. Co-operative
3. Cheerful
4. Reliable
5. Honest
LIST THE LAST THREE JOBS THAT YOU DID AND WRITE WHAT SKILLS YOU NEEDED TO CARRY OUT THESE JOBS.

JOB 1 –

JOB 2-

JOB 3-

ADDITIONAL SKILLS – PROMPT LIST TO GENERATE IDEAS

	Facilitate regional teams

Translate customer requests into service orders

Make presentations

Analyse customer business information

Analyse market research data/market information

Analyse competitor and competitive information
Analyse sales/marketing opportunities, leads and potential

Analyse advertising and promotion plans

Analyse produce and service performance data

Analyse employee performance

File documents

Research customer needs

Select outside contractors

Plan public relations activities

Write a business plan

Develop new products/ideas

Organise labour/legal/regulatory matters

Organise meetings, seminars, workshops and training.

Organise/co-ordinate data information and reports

Word processing

Communication

Administration

Service customers

Assessing reports

Checking accuracy

Paying invoices/statements

Maintaining inventory
Making displays

Decorating

Operating machinery

Typing 

Counselling

Handling money

Staff training

Proof-reading

Operating a cash register

Pricing ordering stock

Stock taking

	Research and review documents, databases and information

Conduct interviews

Interpret laws

Provide technical support

Planning, ordering and maintaining stock levels

Solving customer problems

Computer literate

Administration/financial/secretarial experience/skills

Supervising/managing skills

Pricing and organising materials and labour
Liaising with consultants, suppliers, contractors etc

Can work to tight deadlines and timetables

Ability to delegate effectively

Good team leader

Excellent telephone manner

Clear and concise communicator with verbal, written and reporting skills

Maintain good customer relations

Make face-to-face sales presentations

Conduct employee performance reviews

Supervise people

Payroll

Shorthand

Data entry

Performing

Taking minutes

Dressing windows

Driving a forklift




Identify Your Transferable Skills

This exercise is designed to help you identify skills you possess.  This task will be particularly useful for marketing yourself to employers in interviews and cover letters.
Instructions:

1) Place a check mark next to each skill you feel you possess.  Be sure to consider all settings in which you might have demonstrated each skill, including your college curriculum, extra-curricular activities, organisations/clubs, volunteer work and internship work experience.

2) Review the items you have checked and narrow your list to you 10 strongest skills

3) For each of 10 skills selected, complete the reserve side of this sheet describing specific examples of how you have demonstrated this skill in the past.

	ANALYTICAL

________ analysed

___x_____ assessed

________ compared

________ conceptualized

________ critiqued

________ devised

___x_____ diagnosed

___x____ estimated

___x____ evaluated

___x____ identified

________ inspected

________ interpreted data

___x____ investigated

___x____ made decisions

___x____ observed

________ predicted

________ projected

________ proved

___x____ reflected
___x____ researched

___x____ reviewed

________ screened

___x__ _ solved problems

___x____ studied

________ surveyed
________ tested
________ thought critically
________ validated
COMMUNICATION

___x____ communicated
___x____ conveyed
_____      debated
____x___ defined
____x___ described
________ drafted
________ edited
___x____ explained
________ foreign language
(read, wrote, spoke, translated)

____x___ interacted

________ interviewed

___x____ listened

________ presented
	________ published

________ read

________ reported

___x____ responded

________ spoke in public

________ summarised
________ wrote

CREATIVE

________ acted

________ advertised

________ authored

___x____ created

___x____ designed

___x____ developed

________ displayed

________ entertained

________ illustrated

________ improvised

___x___   innovated

________ performed

___x____ produced

________ promoted

FINANCIAL

________ appraised

________ audited

___x____ balanced

___x____ budgeted

___x____ calculated

________ earned

________ invested

________ merchandised

___x____ raised funds

___x____ purchased

HELPING

________ advised

________ assisted

________ coached

________ collaborated
________ counselled

________ fostered

________ guided

________ informed


	____x___ mentored

________ serviced

____x___ supported

____x__  taught

________ tutored

________ trained

____x__   volunteered

LEADERSHIP

____x___ assigned

____x___ authorised

____x___ chaired

____x___ directed

____x___ delegated

________ enforced

____x___ facilitated

________ founded

____x___ initiated

_____      hired

____x___ implemented

____x___ managed change

____x___ managed a crisis

____x___ managed resources

________ presided

____x___ recommended

____x___ supervised

ORGANISATIONAL

____x___ administered

________ categorised

________ collected

____x___ compiled

________ consolidated

____x___ coordinated
____x___ maintained

____x___ managed time

____x___ monitored

____x___ organised

____x___ planned

____x___ performed data entry

____x___ prioritised

____x___ processed

____x___ recorded

________ ran reports

________ scheduled
	PERSUASION

___x____ encouraged

________ influenced

___x____ mediated

___x____ motivated

________ persuaded

___x____ negotiated

________ recruited

________ sold

TECHNICAL

___x____ assembled

________ constructed

____c___ compiled

________ engineered

________ installed

________ integrated

___x____ operated

________ measured

________ programmed

___x____ repaired

________ upgraded

ADDED VALUE

________ adapted

___x____ enhanced

___x___  improved

________ maximised

________ minimised
___s____ shaped
________ streamlined
________ strengthened
________ supplemented
___x____ updated
________ 

________ 

________ 

________ 

________ 

________ 

________ 

________ 

________ 

________ 

________ 


	TRANSFERRABLE

SKILLS
	PART TIME OR

FULL TIME JOBS


	COURSE

PROJECTS
	VOLUNTARY WORK
	EXTRA

CURRICULAR

ACTIVITIES & HOBBIES

	i.e. delegated


	Team Leader

at Abbey National Bank 

Oversaw work of up to

10 administrators
	Marketing college

Project -  initiated 

leadership for team of

4 
- responsible for

Developing a 

Marketing campaign
	I helped to run a drop-in

centre for youths and

delegated tasks to 5

other members of staff
	Team leader in a 
football club
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HOBBIES AND PERSONAL ACHIEVEMENTS
LIST 3-5 HOBBIES THAT YOU COULD PUT ON YOUR CV

1.

2.

3.

LIST ANY PERSONAL ACHIEVEMENTS YOU HAVE

1.

2.

3.

4.

5.

	Hobbies/interests:

	Mountain climbing

Voluntary work

Playing football/cricket/rugby

Reading

Painting

Breeding animals

Boating

Fishing

Singing

Using computer

Rambling

Wine making

Dancing

Bell-ringing

Playing darts/billiards/snooker/pool

Potholing/caving

Pottery

Making furniture

Photography

Travelling

Socialising


	Collecting stamps/coins

DIY

Cooking

Keeping tropical fish

Car maintenance

Electronic projects

Sewing/dressmaking
Playing an instrument

Gardening

Amateur radio

Keeping kit

Playing games/crosswords

Astronomy

Bird watching

Wood working

Motor racing

Sculpture

Building models

Cycling

Jogging

Spending time with family/friends



	Do you belong to a/an:

	Choir

Parent teacher association

Dancing group

Entertainment group

Sports team

Tenants association

Scouting group

Youth club

YMCA

Photography club
	drama group

bridge club

committee

musical group

community organisation

adult class

action committee

angling club

gym

preservation society



Example personal achievements:
Elected as an officer in a club e.g. chairman, secretary

Played a role in a drama group

Won a trophy or award for ???

Climbed Ben Nevis

Managed or coached a team

Made a rescue attempt/saved a life

Written a book/published an article/poem

Gained a certificate for study

Won a prize or award in art

Awarded a medal

Prevented a disaster

Rebuild a car

Gained advanced driving license

Build house/extension

Won a long service award

Gained a Duke of Edinburgh Award

Won a competition

Apprehended a criminal

Completed a marathon

Learned another language

Gained al life saving certificate in swimming/CPR

Competed in a game on television

Found a treasure trove

Gained any award/honour/decoration/prize/distinction/scholarship

PERSONAL QUALITIES
LIST 5 PERSONAL QUALITIES THAT YOU FEEL YO HAVE – NOTE THAT THIS WILL HELP YOU TO WRITE UP A CV THAT IS ATTRACTIVE TO EMPLOYERS.

1.

2.

3.

4.

5.
PERSONAL QUALITIES

Certain jobs require skills, qualifications, and particular personal qualities.  A personal quality is similar to a personality trait.  It is an attribute – something that is special about you.  For example, a Care Worker or Teacher should be patient, and a Sales Associate should be friendly and outgoing.

Here are some examples of personal qualities:

	Honest

Friendly

Sincere

Conscientious

Helpful

Hard working

Willing

Sympathetic

Enthusiastic

Tactful

Efficient

Tolerant

Co-operative

Committed

Loyal
	Responsible

Cheerful

Outgoing

Loyal

Quick to learn

Leadership

Likeable

Impartial

Good listener

Clean and presentable

Sense of humour

Willing to learn/train

Dependable

Flexible

Motivated
	Patient

Independent

Reliable

Enterprising

Caring

Able to work unsupervised

Accurate

Sociable

Polite

Confident

Punctual

Adaptable

Mature

Logical

practical


