THE SKILFUL ME

Often we think of skills as being complicated special preserves of the highly trained.
However, we all have certain skills which will be useful to employers.
These are the skills which you use every day but which you don't think about.
It will be very useful to you if you can identify the particular skills you have now, or have the potential to develop, and can give examples of how you have successfully used that skill.
Such information will help when we are writing résumés or when we are answering questions in job interviews.
Some of these words listed are ideal "active words" for you to use often when describing yourself in your résumé and in the whole job application process.
For each skill contained in these lists, highlight using the nominated color:
- have that skill already (yellow)
- don't have it yet but have the potential to develop it (red)
- will never have that skill (blue)
ALSO, think of appropriate examples of occasions where you have used that skill successfully. Add more skills to the lists in the appropriate column if you have them.
	PEOPLE SKILLS
· guiding

· listening to

· negotiating with

· instructing

· supervising

· understanding

· persuading

· speaking to

· serving

· helping

· nursing

· encouraging

· leading

· motivating

· responding to

· healing conflict with

· making laugh

· disciplining

· aiding in emergencies

· meeting with

· organising

· assigning work to

· directing

· evaluating

· coaching

· counselling

· referring

· being polite to

	WORD SKILLS
· coordinating

· keeping confidential

· processing

· collating

· keeping record of

· organising

· classifying

· retrieving

· copying

· persuading

· planning

· typing

· proof reading

· editing

· composing

· teaching

· communicating

· writing

· reading

· imagining

· adapting

· analysing

· researching

· compiling

· comparing


	FIGURE SKILLS
· counting

· calculating

· timing

· recording

· bookkeeping

· compiling

· comparing

· problem solving

· correcting

· analysing

· financial planning

· graphing
	SKILLS WITH THINGS
· driving

· operating

· installing

· lifting

· making

· repairing

· adjusting

· producing

· imagining

· changing

· adapting

· creating

· classifying

· using

· improving

· collecting

· handling money

· cooking

· selling

· growing


We all have developed some skills for dealing with:
- information (words or figures),
- people, or
- things
or we might have the potential to develop some of these skills in the future.
PROOF, OR EXAMPLES OF, YOUR SKILLS

It is a good idea to keep some sort of proof of your achievements, participation in special events, or any items that you may have made, which would be useful in your job applications.
List 3 skills from the skill set above which could be proved by doing the following activities: 

· a sporting achievement- organising games, helping in emergencies, communicating with team-mates
· a garden which you helped establish

· an article published in a magazine

· your hand-made pottery

· taking part in a community organised forum

· a swimming trophy

· presidency of the local fellowship group

· making and modelling an article of clothing

· starring in a drama production

· helping the school librarian

· taking part in public speaking contests

· getting the prize for selling the most tickets in the school raffle.

Think of any of your own special achievements, and say how you could present proof of each achievement to an employer.

When applying for jobs, it will help you if you can produce some evidence of what you have done, or what you are good at.
Some jobs even require you to bring such information along with you to an interview.
What things might you need to take with you to gain a:
· place in an art course

· cadetship as a journalist

· sign writing position

· trainee dress designer's job

· place in a script-writing course

· typing position

· job as a cabinet maker

· employment as a gardener

Is there any need for caution when deciding what things to take to an interview?

Is there really anything wrong with showing off what you are good at? Why? Why not?

WHO ME ? INEXPERIENCED?
NEVER!!!!

Some of the many activities you might get involved in during your time at school are listed below.
Highlight the things that you have ACTIVELY been involved in.
If there are any other activities you get involved in, add them to the list as well.

	· paper boy/girl

· school canteen

· baby sitting

· organising social events
· cake/sweet days

· Scouts/Guides

· captain sporting team

· debating

· library assistant

· messenger

· public speaking

· gardening

· school assemblies
· care of family

· drama-acting

· drama-stage hand

· drama-refreshments

· drama-ticket sales

· pet ownership

· charity collections
	· school leader
· school committees
· distributing pamphlets

· essay competitions

· running raffles

· school band

· choir

· group leader

· fundraising
· performing
· part-time work
· student exchanges
· travelling
· selling raffle tickets

· maths competition

· science competition

· helping neighbours (provide examples)

· helping parent's business or interests

· church/community groups.


When you have finished, try to identify which skills that you have learnt by being involved in that activity - use the following list as a suggestion (but there WILL be other skills not on the list):

· Money Skills





· Organising People Skills

· Helping People Skills

· Creative Skills

· Communication Skills

· Number Skills

· Organising Paperwork Skills

· Technical Skills

· Physical Skills

For example, a young person doing a paper run develops certain:

Physical skills - up and down hills, pushing barrow
Money skills - handling money and giving change
Number skills - counting papers/counting change
Technical skills - maybe, when the wheel falls off the bike and needs to be fixed???
Communication skills - talking to customers - you don't just say "Waddayawant?"
Organisation skills - getting to work on time, completing run on time, organising papers in barrow, etc 

and probably a lot of other skills as well!
Choose one of the activities you have chosen from above and identify the skills you have learnt by undertaking that activity. If you didn’t identify any of the activities, choose one anyway.

Activity-

Skills-

Now try to summarise (in the list below) the special skills you may have learnt so that you can include them in your résumé. Remember HOW you learnt those skills so that you can provide PROOF to a future employer!
MY TEN BEST SKILLS
1. ..........................................................................................................

2. ..........................................................................................................

3. ..........................................................................................................

4. ..........................................................................................................

5. ..........................................................................................................

6. ..........................................................................................................

7. ..........................................................................................................

8. ..........................................................................................................

9. ..........................................................................................................

10..........................................................................................................

