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From the moment you walk into view, shake hands, and greet an employer for a job interview, they have already 
made a quick evaluation of you and within the next few minutes they will have made a tentative hiring decision 
on you.  First impressions are lasting impressions.   They say that you “don’t get a second chance to make a good 
first impression.”

 People will make assumptions about you based on your appearance in the first meeting so you want to make 
a positive impression.  “Dressing for success” is NOT just about clothing, it includes grooming, hygiene, body 
language, and attitude.    How you carry yourself in an interview is as important as how you look.  But first  
impressions start with your interview wardrobe.   This booklet provides tips on how to “Dress for Success!” 

Self-Assessment

Self Assessment is an important first step in planning your career.  Who are you 
at this point in your life?  What are your skills, interests, values and personality 
characteristics as they relate to career choice?

SKILLS
This self-assessment packet focuses on your skills (what are you good at?).   All 
jobs and careers will require specific skills and abilities.   Knowing your skills will 
enable you to identify jobs and careers that will be a good match for you.
This packet has a series of checklists to help you identify your skills.  Once you 
complete each of the sections, go back and prioritize and try to identify your 
top 10 most important skills and transfer those results to the 
Skills Summary.  

Once you have completed your self-assessment we recommend making an  
appointment with your career counselor to discuss your results and look at next 
steps.     



My Skills Summary 
From the three skills worksheets, transfer the top ten skills from each to your skills summary 
below: 
 
Personal Strengths: 

1. _______________________________________________ 
2. _______________________________________________ 
3. _______________________________________________ 
4. _______________________________________________ 
5. _______________________________________________ 
6. _______________________________________________ 
7. _______________________________________________ 
8. _______________________________________________ 
9. _______________________________________________ 
10. _______________________________________________ 

 
 
Acquired Skills 

1. _______________________________________________ 
2. _______________________________________________ 
3. _______________________________________________ 
4. _______________________________________________ 
5. _______________________________________________ 
6. _______________________________________________ 
7. _______________________________________________ 
8. _______________________________________________ 
9. _______________________________________________ 
10. _______________________________________________ 

 
 
Natural/Transferable Skills 

1. _______________________________________________ 
2. _______________________________________________ 
3. _______________________________________________ 
4. _______________________________________________ 
5. _______________________________________________ 
6. _______________________________________________ 
7. _______________________________________________ 
8. _______________________________________________ 
9. _______________________________________________ 
10. _______________________________________________ 

 



 
Types of Skills: 
As you explore career options and prepare for the world of work, it is important to understand the different 
types of skills that you possess.  Skills fall into three major categories:   
 

• Personal Strengths- These skills tend to be personal qualities or characteristics.   Examples include:  
caring, ambitious, reliable, assertive, calm, competitive, loyal, etc.  

• Acquired Skills- You “acquire” or gain these skills as a result of experience, training, or education.  
They are not personal traits and are not natural abilities.   Examples include: speaking a foreign 
language, programming a computer, conducting an inventory, working a cash register, etc.  

• Natural Transferable Skills- Our natural transferable skills are the ones that most employers 
focus on when evaluating candidates.  Employers can teach you the specific skills needed to perform a 
job but they seek candidates who possess those transferable skills that show they know how to learn, can 
communicate well, take initiative, and be productive.  Examples include:  excellent communication 
skills; organized, problem solving skills, leadership, etc.   

 
Personal Strengths 

Personal strengths provide employers with an indication of how you get along with others and how you relate to authority. To 
understand your personal strengths, complete the checklist below. 
 

Go through the checklist and place a check in the first space before each self-management 
skill that best applies to you.   
 
____ accurate          ____ adaptable   ____ agreeable   ____ alert  ____ ambitious   
____ analytical   ____ articulate   ____ artistic    ____ assertive  ____ attentive   
____ broad-minded   ____ calm    ____ capable     ____ caring  ____ cheerful 
____ compassionate  ____ competent   ____ competitive    ____ concise  ____ confident 
____ conscientious  ____ considerate   ____ conservative  ____ consistent  ____ cooperative    
____ creative   ____ curious    ____ decisive   ____ deliberate  ____ dependable   
____ determined   ____ diligent    ____ diplomatic   ____ disciplined  ____ discreet   
____ easygoing   ____ efficient   ____ empathetic   ____ energetic  ____ enthusiastic   
____ ethical    ____ flexible    ____ friendly   ____ humorous  ____ idealistic        
____ imaginative   ____ independent         ____ intelligent   ____ intuitive  ____ inventive   
____ kind          ____ logical    ____ loyal    ____ mature          ____ motivated   
____ objective          ____ observant   ____ open   ____ optimistic  ____ outgoing  
____ patient  ____ perceptive  ____ persevering         ____ personable  ____ persuasive    
____ pleasant  ____ poised          ____ polite  ____ positive  ____ practical   
____ precise  ____ productive          ____ progressive  ____ punctual  ____ realistic           
____ reasonable  ____ reflective  ____ relaxed  ____ reliable  ____ reserved                 
____ resourceful  ____ respectful  ____ responsible  ____ self-assured  ____ self-confident         
____ self-starting  ____ sensible  ____ sensitive  ____ sense of humor ____ serious            
____ sincere  ____ sociable  ____ spontaneous ____ stable  ____ steady            
____ strong  ____ strong-minded   ____ sympathetic  ____ systematic  ____ tactful             
____ talented  ____ teachable  ____ tenacious  ____ thorough  ____ thoughtful              
____ tolerant  ____ tough  ____ trusting  ____ trustworthy  ____ understanding 
____ unselfish  ____ versatile 
 

Go through a second time and identify those skills which you would categorize as being in 
your “top 10” - list these on your Skills Summary. 



Acquired Skills 
Create a list of skills you have acquired as a result of experience, training, or education. Draw from Academic 
settings, Work Settings, or Recreation.  Here are some examples: 
 
Examples:  
Auditing,    Brake Alignments,   Building Maintenance,   C++ Programming 
Carpet Laying Cleaning   Engineering    Cooking 
Counseling  Customer Service  Desk Top Publishing   Driving   
Editing  Electronic Repair  Filing     Hammering 
Interviewing  LAN Administration  Management    Mechanical Drafting 
Metal Fabrication Payroll Accounting  Scheduling    Soldering 
Surgery  Teaching   Technical Writing   Telemarketing 
Conduct research  Public Speaking  Sports   
 
 
 
 
________________________________________________ _________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
________________________________________________ _________________________________________________ 
 
________________________________________________ _________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
________________________________________________ __________________________________________________ 
 
 
Now go back and Identify your top ten Acquired Skills and add them to your Skills Summary 

 

 

 

 

 

 



Natural/Transferable Skills 

These are your “natural abilities” and can transfer from one setting to another.  Place an “X” in 
the space at the left for those skills you consider to be your strengths.  Then to the right give a 
brief description of how that skill is demonstrated. 

 
Communication Skills: Written  (Social and Enterprising) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a 
“strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Writing Writing reports, letters, articles, ads, 
stories, or educational materials 
 

  

Proofreading/Editing Check writing for grammar, proper usage, 
content 
 

  

Translating Explaining, interpreting language or ideas 
 

  

Synthesizing/Summarizing Integrate ideas and information; combine 
diverse elements into a coherent whole 
 

  

 
 
Communication Skills:Verbal (Social and Enterprising) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Public Speaking Ability to speak effectively to groups 
 

  

Speaking and 
interpreting a foreign 
language 

Ability to learn, understand and 
communicate in another language 

  

Negotiating Ability to discuss with a view to reaching an 
agreement. Bargaining for rights or 
advantage 
 

  

Debating Ability to effectively discuss reasons for and 
against something 
 

  

Selling/persuading Promote a person, company, goods, or 
services, or ideas, convince of merits 
 

  

Teaching/Coaching Ability to teach skills, concepts, or principles 
to others.  Create learning environment 
 

  

  



Interpersonal/Human Relations Skills (Social and Enterprising) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Acting as a liaison Represent, serve as link between individuals 
or groups 
 

  

Tutoring/Mentoring Ability to teach a skill, concept or principle 
to others on a one-to-one basis   
 

  

Collaborating Ability to work or interact effectively with 
peers, superiors,  and subordinates 
 

  

Advising Informing or guiding individuals on possible 
courses of action 
 

  

Summarizing Ability to listen with objectivity and 
paraphrase the content of a  message 
 

  

Conversing Ability to talk to others informally   
 

  

Counseling Facilitate insight and personal growth of 
individuals 
 

  

Empathizing Ability to understand the feelings of others 
 

  

Sharing Feelings Ability to express your feelings appropriately 
   

  

Listening Ability to draw out thoughts, feelings and 
ideas of another; accept, express sensitivity, 
defuse anger, calm, appreciate; empathize 
 

  

Empowering Enabling, motivating others to help 
themselves 
 

  

Advocating Ability to represent others; to plead their 
cause 
 

  

Facilitating Ability to help guide group discussion 
soliciting participation from all  members 
 

  

Treating/Nursing Heal, care for patients or clients 
 

  

Host/Hostess Make welcome, put at ease, providecomfort 
and pleasures, serve visitors,guests or 
customers 
 

  

Mediating Manage conflict, reconcile differences 
 

  



Administration/Organization Skills  (Conventional) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Designing/Developing 
Programs 

Coordinate, develop, or structure new or 
innovative practices.  Handle logistics 
 

  

Establishing Procedures Create or set standards and methods  
of operation 
 

  

Making Decisions Make major, complex or frequent decisions 
 

  

Managing Time Ability to use time effectively; meet 
deadlines 
 

  

Managing Budget Economize, save, stretch money or resources 
 

  

Allocating Resources Ability to identify resource materialsuseful 
in the solution of problems or completion of 
tasks 
 

  

Implementing Provide detailed follow-through of policies 
and plans 
 

  

Planning Define goals and objectives, schedule and 
develop projects or programs 
 

  

Maintaining Records Keep accurate and up-to-date records,log, 
record, itemize, collate, tabulate data 
 

  

Attention To Detail Ability to deal effectively with individuals 
steps or components  associated with overall 
project or task 
 

  

Systematizing Ability to arrange or create an organizational 
structure including  policies, procedures, etc 
 

  

Organizing/Classifying Group, categorize data, people or  things to 
achieve specific goals 
 

  

Sort Data/Objects Compile and rank information   
Attention to Detail  Ability to deal effectively with individual 

steps or components associated with overall 
project or task 

  



Leadership/Management Skills (Enterprising) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Chairing Meetings Keep group on track and moving toward 
achievement of common goals 
 

  

Motivating Others Ability to motivate and lead others 
 

  

Developing potential in 
people 

Ability to assist and guide others to develop 
and expand their skills and abililty 
 

  

Planning and promoting 
change 

Exert influence on changing the status quo. 
Bring about new direction 
 

  

Coordinating Ability to organize people and tasks to 
achieve specific goals 

  

Delegating Ability to identify people who can contribute 
to the completion of tasks or the solution of 
problems 
 

  

Interviewing/Hiring Ability to assess and evaluate potential 
abilities of individuals and candidates 
 

  

Evaluating Ability to assess performance of individuals 
or programs 
 

  

Initiating Start up, establish, or found a new idea, 
concept, or program 
 

  

Directing Ability to oversee all aspects or a program or 
project 
 

  

Managing/Supervising Ability to oversee, direct work of  others 
 

  

 
 
 
 
 
 
 
 



Artistic/Creative Skills (Artistic) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Staging/Directing 
Productions 

Produce theatrical, art, fashion, or trade 
shows 
 

  

Entertaining/Performing Amuse, sing, dance, act, play music, give 
demonstrations to an audience 
 

  

Making Radio or TV 
Presentations 

Ability to use media to present ideas; 
present, perform on-air 
 

  

Portraying Images Sketch, draw, illustrate, paint, photograph 
 

  

Composing Music Write and arrange music for voice or 
instruments 
 

  

Creative Writing Create, compose poetry, plays, stories etc 
 

  

Visualizing Imagine possibilities; see in mind's eye 
 

  

Generating Ideas Reflect upon, conceive of, dream 
up,brainstorm ideas 
 

  

Singing/Playing an 
Instrument 

Ability to express musical sounds   

Fashion or Shape Things Shape, weave, attach, etch, or carve crafts, 
ornamental gifts or display items 
 

  

  
Technical/Office Skills (Conventional) 
SKILL DESCRIPTION Place an “X” If 

you consider this 
a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Computer 
Programming 

Ability to design and create computer 
systems and programs 
 

  

Word Processing Ability to understand and utilize various 
computer programs which type and edit text 
 

  

Data Entry Ability to enter information into computer 
programs 

  

Typing Ability to touch type with proficiency and 
speed 

  



Research/Investigative Skills (Investigative) 
SKILL DESCRIPTION Place an “X” If 

you consider this 
a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Research Ability to design an experiment, plan  or 
model that systematically defines a problem 
 

  

Read for Information Research written resources efficiently and 
exhaustively 
 

  

Counting Tally, calculate, compute quantities 
 

  

Observing Study, scrutinize, examine data,  people 
or things scientifically 
 

  

Monitoring Keep track of movement of data, people, or 
things 
 

  

Testing Measure proficiency, quality or validity 
check and double check 
 

  

Synthesizing Integrate ideas and information; combine 
diverse elements into a coherent whole 
 

  

Interviewing for 
Information 

Draw out subjects through incisive 
questioning 
 

  

Evaluating Assess, review, critique feasibility or quality 
 

  

Problem Solving Ability to analyze, break down, figure out 
problems logically 
 

  

Analytical Thinking Ability to identify quickly and accurately the 
critical  issues  when making a decision or 
solving a problem 
 

  

Diagnosing Ability to trace problems to their source 
 

  

Interdisciplinary 
Perspective 

Ability to look at problems from different 
points of view 
 

  

  
  
 
 



Physical/Mechanical Skills (Realistic) 
SKILL DESCRIPTION Place an “X” If 

you consider 
this a “strength” 

Place an 
“O” if you 
enjoy using 
this skill 

Plant Care/Farming Grow food, flowers, trees, or lawns; prepare 
soil; plant,water, fertilize, weed, harvest, trim 
prune, mow 

  

Animal Care Feed, shelter, breed, train, or show domestic 
pets or farm  or ranch animals or aquarium 
mammals 

  

Cooking Prepare food, wash, cut, blend, bake and 
arrange for nutrition, taste and asthetics 

  

Physical Coordination 
and Agility 

Walk, run, climb, scale, jump, balance, aim, 
throw, catch or hit 

  

Mechanical Ability Assemble, tune, repair, or operate engines 
and other machines 

  

Being Physically Active Enjoy exercise, physical activity, and sports 
 

  

Lifting/Transporting Drive, lift, carry, or haul 
 

  

Constructing Construct, maintain, or restore buildings, 
fittings or furnishings 
 

  

Repairing Ability to fix, or restore machines or objects, 
construct,  maintain or repair 

  

Assembly/Installing Ability to follow blueprints, manuals, or 
instructions to put together or put in place 
machines or objects 
 

  

Competing in Athletics Using agility, coordination, and quickness to 
compete in sporting events and competition 
 

  

Precision Work Strict adherence to detail and  specifications 
 

  

Designing Ability to draw or sketch blueprints or plans   
Landscaping Ability to design, layout, and shape gardens 

and grounds 
  

 

Now go back through the lists and identify the TOP TEN Transferable Skills and add that to 
your Skills Summary page. 
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