The skills lists below will you help build your resume and fill out applications. (Print and Circle) or (Copy and Paste) the skills that apply to/or match yours. Then use the resume tools offered on the gotfiredgethired.com tools page, or take your list with you to fill out that job application.

	Job-Specific      
	Adaptive        
 
	Transferable     
	Computer Skills

	cooking

 filing

 public speaking

accounting

auditing

barbering 

bricklaying 

building maintenance

computer programming

carpet Laying

cleaning

composite engineering 

counseling

customer service 

data entry 

designing 

desktop publishing 

detailing

drill Press Operation

driving

editing

electronic Repair 

engraving 

filing 

hammering

hand-assembling 

hand-packing goods 

interviewing

Keyboarding

management

marketing 

metal Fabrication

operating fork lift 

payroll accounting 

plastering 

preparing working drawings 

producing video repairing products 

scheduling

soldering 

teaching

technical Writing

telemarketing 

welding

writing
	assertive

assume Responsibility 

competitive 

complete Assignments 

creative

decisive 

dependable 

detail-Oriented 

diplomatic 

enthusiastic 

flexible 

follow Instructions 

Friendly

get along well with others

get Things Done 

highly Motivated 

honest

ingenious

integrity

intelligent

inventive

kind

learn quick

mature

open-Minded

outgoing

patient

persistent

physically Strong

pleasant

punctual 

responsible

results-Oriented

self-Motivated

sense of Direction  

sense of Humor

sensitive

sincere

sociable

tactful

tolerant

tough

trusting

understanding


	Communication 

Competent reading and writing skills 

Report writing 

research skills 

statistical skills 

working autonomously 

interaction skills 

listening skills 

preparing and giving presentations 

working under pressure

time management 

organization skills 

Team work 


	Typing

Computer operations and concepts

Word processing 

Graphics

Multi-media

Email 

Spreadsheets

Using Databases

Internet Research 

Website Design


	Communication
Skills
	Creative Skills
	Design/Plan

	Information Management

	express

negotiate

persuade

teach

report

listen

interview

write

talk

represent others

express ideas

use symbols

edit; revise

describe feelings

perform

coach

sell


	artistic 

dance
designing 

drawing, painting 

expressive 

handicrafts 

illustrating, sketching

mechanical drawing

model making
performance
photography

playing an instrument 

singing


	imagine

conceptualize

plan; set goals

dream

invent

visualize

create


	organize

account

catalogue

translate

transcribe

record keeping

calculate; compute

create procedures

compile

systematize

interpret

summarize




	Managerial

	People Skills

	WORK-STYLE SKILLS


	administer

coach 

coordinate

counsel 

decision maker

delegate

enlist help

handle details 

implement

initiating new ideas 

inspire others

make decisions

lead

manage conflict

manage groups 

meet goals

supervise

teach
	accept others

assertive

caring

comforting 

communicating 

conflict management 

conflict resolution 

consulting 

conveying feelings 

cooperating 

counsel

delegate

develop rapport

diplomacy 

diversity 

empathetic

empathize

encourage others

establish relationships

help others

inspire 
instructing

interviewing

listen well

mediating 

mentor

mentoring

motivating 

negotiating

offer support

outgoing

perceptive 

problem Solving

provide support

raise self-esteem

recognize needs

representing others 

respect

responsive

sensitive 

share

sympathetic

tolerant
	adaptable

accurate

calm

caring

competitive

concerned

consistent

cooperative

creative

decisive

diplomatic

efficient

empathetic

enthusiastic

flexible

foresighted

honest

initiative

innovative

insightful

listener

logical

mature

motivated

open-minded

patient

perceptive

persistent

punctual

receptive

reliable

responsible

resourceful

risk-taker

self-starter

sensitive

tactful

tolerant

versatile




