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Employers expect candidates to be Career Ready, 
aware of transferable skills, and able to communicate 

their value during the job search process. 



A transferable skill is a “portable skill” 
you deliberately or inadvertently take 
with you to other work experiences.

What is a
Transferable Skill?

Benefits of 

Transferable Skills

Supplement your degree.

Provide the employer concrete 
evidence of your readiness and 

qualifications for a position.



Transferable skills are acquired throughout life and 
come from any number of experiences.

Part-time Jobs 

Research Opportunities 

Independent Studies

Campus Activities 

Community Events/Activities 

Coursework Class Projects 

Leadership Roles 

Student Government

Life Experiences 

Study Abroad 

Hobbies Clubs 

Internships 

Athletic Activities Volunteer Work



Connecting Transferable Skills

Skills, interests, personality, and values play 
an important role in a career choice. 

Take an inventory of jobs, hobbies, training, unpaid 
experiences/activities, and special interests.

Determine the skills needed 
in the jobs/industries of interest.

Attach tangible examples of the transferable 
skills you have developed.

View transferable skills as equally important 
as direct experience.

The most important mission toward achieving your career goals is knowing how to sell your potential 
by demonstrating the transferable skills you have developed.

* Remember employers are  seeking candidates with experience and potential.



Transferable skills, sometimes referred to as soft skills, are 
those critical strengths, talents, qualities, and personable 
attributes that go beyond the job-specific skills gained in 

academic classes or internships.

Remember…



ARE YOU 
CAREER 
READY?

Career Readiness is the 
attainment and demonstration of 
competencies that broadly prepare 
you for a successful transition from 
the classroom to the world of work.

National Association of Colleges and Employers 



National Association of Colleges and Employers 
Career Readiness Competencies

Critical Thinking/Problem Solving

Oral/Written Communications

Teamwork/Collaboration

Digital Technology

Leadership

Professionalism/Work Ethic

Career Management

Global/Intercultural Fluency



National Association of Colleges and Employers 
Career Readiness Competencies

Content Here

Critical Thinking/Problem Solving
• Exercise sound reasoning and analyze issues, make 

decisions, and overcome problems.

Oral/Written Communications
• Articulate thoughts and ideas clearly and effectively 

in written and oral forms to persons inside and out of 
the organization. 

Teamwork/Collaboration
• Build collaborative relationships with colleagues and 

customers representing diverse cultures, races, 
ages, genders, religions, lifestyles, and viewpoints.



National Association of Colleges and Employers 
Career Readiness Competencies

Content Here

Digital Technology
• Select and use appropriate technology to accomplish a 

given task. Apply computer skills to solve problems.

Leadership
• Leverage the strengths of others to achieve common goals 

and use interpersonal skills to coach and develop others. 

Global/Intercultural Fluency 
• Value, respect, and learn from diverse cultures, races, 

ages, genders, sexual orientations, and religions. 



National Association of Colleges and Employers 
Career Readiness Competencies

Content Here

Career Management
• Identify and articulate one’s skills, strengths, 

knowledge, and experiences relevant to the position 
desired and career goals and identify areas of 
professional growth.

Professionalism/Work Ethic
• Demonstrate personal accountability and effective work 

habits, e.g., punctuality, working productively with 
others, and time workload management, and 
understand the impact of non-verbal communication on 
professional work image. 



Example of Transferable Skills in Action
Critical Thinking/Problem Solving

The intern is able to obtain, 
interpret, and use knowledge, facts, 
and data in this process, and may 
demonstrate originality and 
inventiveness. 

Global/Intercultural Fluency

The intern interacts with others 
respectfully and understands 
individual differences. 

Leadership

The intern is able to assess and 
manage his/ her emotions and 
those of others; use empathetic 
skills to guide and motivate; and 
organize prioritize, and delegate 
work.

Teamwork/Collaboration

The intern is able to work within a 
team structure and can negotiate 
and manage conflict. 

Digital Technology

The intern is able to apply 
computing skills to solve problems.

Professionalism/Work Ethic

The intern demonstrates integrity 
and ethical behavior, acts 
responsibly with the interests of the 
larger community in mind, and is 
able to learn from his/her mistakes. Career Management

The intern is able to navigate and 
explore job options that relate to 
his/her skills and goals, takes the 
steps necessary to pursue 
opportunities, and understands how 
to self-promote in the workplace. 

Oral/Written Communications

The intern has public speaking 
skills; is able to express ideas to 
others; and can write/ edit memos, 
letters, and complex technical 
reports clearly and effectively. 





Critical Thinking/Problem Solving

Oral/Written Communications

Teamwork/Collaboration

Digital Technology

Leadership

Professionalism/Work Ethic

Career Management

Global/Intercultural Fluency

0 10 20 30 40 50 60 70 80 90 100

 NACE Career Readiness Competencies

Students Who Consider Themselves Proficient % Employers Rate Recent Grads Proficient %

Source: NACE Job Outlook 2020 and Job Outlook 2017



Tips For Adding Skills On Your Resume

1. Include skills on your resume, not only in a dedicated skills section, but also in the work experience bullet 
points and resume objective. 

2. Study the job description carefully to find keywords.

3. It is important to include a range of abilities which encompass general skills and more job-specific skills.

4. Include any IT skills or computer-based program knowledge such as Microsoft Office competence, 
Spreadsheet, PowerPoint, Access, QuickBooks, Photoshop, email, web and social media, graphic design 
software, iOS, Android, AutoCAD, databases, Java, CMS, CSS, Data Analytics, Google Drive, HTML, 
MySQL, Ruby, PHP, UI/UX etc.

5. Incorporate languages you are able to speak, write, and read with proficiency level.



Additional Transferable Skills Examples

Risk-Taker | Creativity | Sales | Customer Service | Budgeting | Tactfulness | Detail-oriented

Analytical | Diversity and Inclusion | Emotional Intelligence | Administration | Record Keeping

Microsoft Office |  Strong Work Ethic | Time Management | Public Speaking | Research

Conflict Resolution | Organization | Management | Marketing | Interpersonal | Planning | Flexible



Ready to Assess Your Skills?





@UNFCOAS_CSC @UNF COAS Career Success Center 

Website: unf.edu/coas/csc | Email: csc@unf.edu

For more information visit our website or email us. 

Thank You
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