


TRANSFERABLE SKILLS 
PART-TIME JOBS 

TEMPORARY JOBS 
INTERNSHIPS 

RELATED EDUCATION, PROJECTS 
AND/OR RESEARCH 

COMMUNITY ACTIVITIES 
VOLUNTEER WORK 
CHURCH ACTIVITIES 

E.g. Delegated Team leader at chain restaurant. 

Oversaw 10 other servers per 

shift. 

Marketing Team Project: 





PERSONAL QUALITIES 

This exercise is designed to help you identify qualities and traits you possess. This task will be useful for describing yourself to employers 

in interviews and cover letters. 

INSTRUCTIONS 

 Place a check mark next to each word you feel describes you. 

 Review the items you have checked and narrow your list to the 10 words that best describe you. 

 Review these 10 items and prioritize them (1 as most descriptive, 10 as least descriptive). 

accommodating 

accurate 

adaptable 

adventurous 

ambitious 

analytical 

appreciate diversity 

appreciate feedback 

approachable 

articulate 

assertive


