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Your skills are simply the things you do well. Many people feel they have few skills although the reality is that we all use a wide variety of skills both in the workplace and at home. It is important to know your skills as these are a main feature of a CV.

Skills can be transferred from one job to another and several are key skills that underpin many different types of work such as communication, using IT, Teamwork, Problem solving and application of numbers. These skills are really valued by employers.

Use the lists below to tick the things you fee you are particularly good at. Remember to think about the skills used at home as well as the workplace.

People based skills				Practical Skills
(  ) Talking & listening to people			(  ) Using a keyboard
(  ) Explaining things to people			(  ) Using hand tools
(  ) Dealing with complaints or enquiries		(  ) Operating powered equipment    
(  ) Putting people at ease				(  ) Maintaining equipment or machinery
(  ) Organising people					(  ) Mending and repairing equipment
(  ) Selling, persuading, negotiating	(  ) Diagnosing faults and testing equipment
(  ) Motivating others					(  ) Using physical strength
(  ) Being supportive to people			(  ) Handling materials or equipment with 
(  ) Tutoring or training				precision and speed 
(  ) Managing, supervising or leading	(  ) Using IT – word processing, databases, spreadsheets and the internet
(  ) Working effectively in a team		

Thinking Skills					Skills using number, data & information
(  ) Coming up with new ideas			(  ) Keeping accurate records
(  ) Using your initiative				(  ) Making accurate measurements
(  ) Evaluating different ideas				(  ) Using numbers accurately
(  ) Thinking of improvements or
Alternatives	(  ) Following written instructions or diagrams
							(  ) Working costs and budgeting
(  ) Planning ahead and setting goals			(  ) Checking information for accuracy
(  ) Developing people’s ideas			(  ) Writing letters, memos and reports
(  ) Sizing up a situation quickly			(  ) Checking information for accuracy
(  ) Deciding between different courses		(  ) Writing letters, memos and reports
of action	(  ) Extracting information from reports, books or manuals

(  ) Working out how to deal with things 		(  ) Prioritising workloads
that have gone wrong					(  ) Organising paperwork systems
(  ) Developing projects and ideas			(  ) Organising or classifying information
(  ) Being creative/artistic	(  ) Providing information verbally or in writing
(  ) Researching information
							(  ) Analysing numerical information	
							(  ) Managing time effectively to meet 
							     deadlines
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Transferrable Skills

What are transferrable skills?

Transferrable or key skills are those learnt in jobs, volunteering, hobbies or your personal life that can relate and be used in work. 

Key skills in your CV should be short and precise, around 4-6 skills and written in bullet point format directly under your personal profile. They show at a glance that you have what it takes to do the job you are applying for,  and to show an employer that you are worthy of an interview.

[bookmark: _GoBack]On your CV the responsibilities you include for your different jobs or volunteering roles should provide the evidence of where you have applied your skills. This evidence is also important at interviews.


Use this exercise to identify your on transferrable skills 

Choose your 6 strongest skills and give an example for each of when you have used them.


Skill						Task
Planning ahead and setting goals	As a HGV Driver I had to plan routes for my deliveries and set a time for when the delivery would have to be made allowing for traffic problems, etc	
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