
Transferable Skills Checklist for___________________________
Please check all that apply to you.
	Key Transferable Skills 

__ Meeting deadlines
__ Planning
__ Speaking in public
__ Controlling budgets
__ Supervising others
__ Increasing sales or efficiency
__ Accepting responsibility
__ Instructing others 
__ Solving problems
__ Managing money or budgets
__ Managing people
__ Meeting the public
__ Negotiating
__ Organizing or managing projects
__ Written communications

Other Transferable Skills

__ Assemble or make things
__ Build, observe, inspect things
__ Construct or repair buildings
__ Use complex machinery
__ Operate tools and machinery
__ Drive or operate vehicles
__ Repair things
__ Good with my hands

Using Words, Ideas
__ Articulate
__ Inventive
__ Communicate verbally
__ Logical
__ Correspond with others
__ Remember information
__ Research
__ Create new ideas
__ Design
__ Speak in public
__ Edit
__ Write clearly

Leadership
__ Self-motivated
__ Motivate others
__ Solve problems/mediation
__ Negotiate agreements
__ Decisive
__ Plan
__ Delegate
__ Run meetings 
__ Direct others
__ Self-controlled
__ Explain things to others
__ Get results
__ Solve problems
__ Mediate others
__ Take risks
	Dealing with Data 

__ Analyze data or facts
__ Investigate
__ Audit records
__ Keep financial records
__ Budget
__ Locate answers or information
__ Calculate, compute
__ Manage money
__ Classify data
__ Negotiate
__ Compare, inspect, or record facts
__ Count, observe, compile
__ Research
__ Detail-oriented
__ Synthesize
__ Evaluate
__ Take inventory

Working with People
__ Administer
__ Patient
__ Persuade
__ Confront others
__ Teach
__ Interview others
__ Tolerant
__ Kind 
__ Counsel people
__ Sensitive
__ Demonstrate
__ Sociable
__ Listen
__ Trust
__ Diplomatic
__ Supervise
__ Tactful
__ Insightful
__ Understanding
__ Outgoing
__ Negotiate

Creative, Artistic
__ Artistic
__ Dance, body movement
__ Perform, act
__ Drawing, art
__ Play instruments
__ Expressive
__ Present artistic ideas
Computer Skills
__Excel   __Access  __PowerPoint __Word/Works
__Internet  __Email  __QuickBooks/Quicken  
__Other accounting programs  __Payroll programs
Additional computer experience__________

____________________________________

	
	

	Other Similar Transferable Skills You Have 

Add any transferable skills to the list above that were not listed but that you think are important to include.

_______________________________________ _______________________________________
_______________________________________ _______________________________________
_______________________________________ _______________________________________
_______________________________________ _______________________________________
_______________________________________ _______________________________________
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