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Identifying Career Changing Skills by Barbara LaBier 

Identifying transferable skills is necessary when changing careers. These skills can be used to market yourself to employers during interviews as well as writing cover letters and resumes.  Transferable skills are universal and are used to describe experience in every occupation regardless of the type of work.  They are more important than job-related skills which are used to describe one type of work since transferable skills are unrelated to past employment or educational experience. 
Below you’ll see a list of transferable skills that you can use to create a self-inventory that can be adapted to evaluate and describe any working situation. Put a check mark next to each of 10 skills that match your background and review in your mind the tasks you’ve associated with this skill. 

Study a job description and the key words to determine the type of career that you want to apply for. Do a search on Monster.com or other job search engines to review job titles and match them against your background. Highlight keywords that you can use in a new context to describe your experience.  

Learn the jargon or buzz words of your potential career. When you review the Transferable Skills Sheet below notice that each list of skills has a heading. In the first column you’ll see Analytical and underneath the title are descriptive key words you can use to describe your tasks in your resume. The table and columns contain transferable skills as well as specific examples of how the skills have been used. Putting each keyword in the context where you have previously used it on the job or to highlight activities such as part-time work, internships, special projects, volunteer work, and education is a great help when it comes to writing your resume and cover letter. Transferable skills are also used  in statements to answers competency based questions for knowledge, skills and ability questions (KSA’a) that are part of  a Federal resume or other questionnaires that may be part of other applications.
	ANALYTICAL
	COMMUNICATION
	CREATIVE
	LEADERSHIP

	analyzed
	communicated
	illustrated
	assigned

	accessed
	conveyed
	improvised
	authorized

	compared
	debated
	performed
	chaired

	conceptualized
	defined
	produced
	directed

	critiqued

devised

diagnosed
	drafted

edited

explained
	promoted

acted

advertised
	delegated

enforced

facilitated

	estimated
	foreign language
	FINANCIAL
	founded

	evaluated
	read, wrote, spoke
	appraised
	initiated

	Inspected
	translated
	audited
	Hired

	interpreted
	interacted
	balanced
	implemented 

	investigated
	interviewed
	calculated

earned
	managed people

managed resources

	made decisions
	listened
	invested
	presided

	observed
	presented
	merchandised
	recommended

	predicted
	published
	raised funds
	supervised

	projected
	read
	purchased
	managed change

	proved
	reported
	HELPING
	ORGANIZATIONAL

	reflected
	responded
	advised
	Administered

	researched
	spoke in public
	assisted
	collected

	reviewed
	summarized
	coached
	compiled 

	screened
	authored
	collaborated
	coordinated

	solved problem
	
	counseled
	surveyed

	studied
	
	fostered

guided
	tested

	PERSUASION
	ADDED VALUE
	
	

	encouraged
	adapted
	
	

	influenced
	enhanced
	
	

	mediated
	improved
	
	

	motivated
	maximized 
	
	

	persuaded
	minimized
	
	

	negotiated
	shaped
	
	

	recruited
	streamlined
	
	

	sold
	strengthened
	
	

	TECHNICAL
	supplemented
	
	

	assembled
	updated
	
	

	constructed
	mentored
	
	

	compiled
	served
	
	

	engineered
	supported
	
	

	installed
	taught
	
	

	integrated
	tutored
	
	

	operated
	trained
	
	

	measured
	volunteer 
	
	

	programmed
	validated
	
	

	repaired
	monitored
	
	

	upgraded
	organized 
	
	

	designed
	planned
	
	

	created
	performed data entry
	
	

	developed
	prioritized
	
	

	displayed
	processed
	
	

	entertained
	recorded
	
	

	
	ran reports
	
	

	
	scheduled
	
	

	
	categorized
	
	


* List developed at the Career Center at the University of North Carolina.
	Transferable Skill
	Job Or Internship
	Projects
	Membership Activity
	Volunteer Work 

	IE.  Directed
	Directed staff of three Sales Associates, who created presentations for members of the community.
	Directed marketing for two real estate projects seeking out business support in the community and creating sales letters, flyers and newsletters.
	As board member for Global Net directed membership enrollment activities increasing group participation by 30%. 
	Planned fund raising events, directing 20 volunteers on how to raise funds for school scholarships. 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


