Skills Summary Activity

This activity asks you to generate a list of hard and soft skills, with the goal of developing a list of your key transferrable skills.

Step 1:  Write down your top 5-10 hard skills and soft skills.  If you have trouble getting started, if may help to reflect on various positions you have held and then list the skills you utilized to accomplish your responsibilities.  From there, you can start to categorize these skills.

Hard Skills
1.  
2.  
3.  
4.  
5.  
6.  
7.  
8.  

Soft Skills
1.  
2.  
3.  
4.  
5.  
6.  
7.  
8.  


Step 2: Below, list your top transferrable skills (these will likely be a combination of hard and soft skills).  Ideally, these are all skills where you feel competent – you may want to prioritize the skills you most enjoy utilizing.

1.  
2.  
3.  
4.  
5.  
6.  
7.  
8.  



Additional Work:
If you wish, you can use the following questions to more fully explore a particular skill.  This may give you new insight into the potential transferability of each skill. 

1. How did I develop this skill?


2. What are the different settings or job roles in which I have utilized this skill?


3. What are some other settings or job roles where I can imagine utilizing this skill?


4. Is this a skill I can develop further?  How?


Key Skills Profile
(Example summary of qualifications section in the resume of an administrative assistant applying for a web content writer position)

· Social  Media Expertise
· Excellent Communication Skills
· Project Management Experience
· Research Expertise
· Event Planning
· Strong Customer Service Skills

In the space below, create a draft of your own key skills profile:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Notes/Next Steps:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

