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SKILLS
DESCRIPTION
               Focus on your skills and where you have used them before. 
Analyze:

Break up a problem into small parts and try to solve it.

Budget:
Know how to make money last.  Make the best use of resources; save, stretch.

Carpentry:

Build things out of wood:  furniture, houses, cupboards, etc.  Use tools.

Classify:

Arrange people, things, or data in order.

Compose Music:
Write tunes for yourself or others to play.

Counsel:

Help people talk about, understand and explore their problems.

Count:


Add, subtract, multiply and divide numbers or amounts.

Design:


Create, sketch, outline, invent, or draft an idea or thing.

Emote:


Listen, understand, and accept.  Be sensitive to the feelings of others.

Entertain:

Sing, act, play music, speak to an audience, juggle, etc.

Estimate:
Figure out the value, cost of parts, or how long something will take to fix.

Evaluate:
Figure out if people or things are really doing what they are supposed to do.

Expedite:
Speed things up.  Make things work faster and better.  Trouble-shoot.

Generate Ideas:
Think up ideas.  Come up with new ways of doing something.

Host/Hostess:
Welcome people.  Serve guests or customers.  Make sure needs are anticipated.
Implement:
Put a plan into action.  Bring action to ideas.
Initiate Change:
Make change happen. Do things in a new, different way.

Interview:
Question someone in order to find out things for a magazine, newspaper or job.

Liaise:
Act as a go-between.  Represent the people you work for.  Share information.

Maintain Records:
Keep up-to-date records.  Record and keep track of data.  

Make Arrangements:
Plan events.  Plan the large and small details.  Create a timeline. Confirm.
Make Decisions:
Come up with solutions or make choices. Decide what will happen next.

Mediate:
Help others work out their differences.  Manage conflict.

Mechanical Abilities:
Operate, fix, build, or tune up machines or engines.  Work with tools.

Monitor:
Watch and record the movement of people, things or data.

Motivate:
Get yourself and others excited about things so everyone does their best.  

Observe:
Watch people, places, things or data closely.  Notice details. 

Physical Ability:
Use your body to walk, run, lift, jump, balance, climb, throw, wield tools, etc. 
Plan/Organize:
Make things run smoothly.  Figure out ways to get things done and meet goals.

Plant, Cultivate:

Plant and take care of food, crops, plants and trees.

Portray Images:

Draw, paint, illustrate, or photograph, persons, places, or things.

Prepare Food:

Cook, bake, arrange, and serve food so it looks and tastes good.

Produce Crafts:

Make crafts for gifts or sale.  Weaving, pottery, carving, etc.

Proofread, Edit:

Check for spelling, grammar, syntax mistakes.  Correcting.

Read for info:

Read material to gather information; research.
Sell:


Sell things, services, or ideas.  Exchange a product to make profit or fundraise.
Stage Shows:
Put on big events for the public to see.  E.g.:  art or car show, theatre, conference
Supervise:
Be the boss.  Make sure staff is doing their job, working hard and happy.
Synthesize:
Combine information or ideas together.  Make things whole.

Teach/Train:
Instruct and explain things to student, employees, or customers.

Test:
Test quality, operation.  Test people’s skills.  Test quality of things.  Double check.

Transport:
Drive, lift, carry or haul things or people.  Move things from one place to another.

Treat/Nurse:
Take care of sick people.  Treat and cure people.

Visualize:
Imagine possibilities.  Picture yourself doing, creating something.

Write:
Write books, reports, stories, advertisements, letters, memos, articles.
Adapted from Richard L. Knowdell, Career Research and Testing Inc. Skills Decision Deck by J. Klyve, 2003
