
SKILLS INVENTORY

(The information below is grouped into 16 major professional categories.)

ADMINISTRATION

Skills
❚ Organization ❚ Document production ❚ Calendar planning ❚ Reception
❚ Meeting coordination ❚ Needs identification ❚ Deadline management ❚ Telephone
❚ Information management ❚ Word processing ❚ Multitasking ❚ Filing
❚ Business administration ❚ Process-building ❚ Records management ❚ Planning

Personal Traits
❚ Resourceful ❚ Task-oriented ❚ Flexible ❚ Supportive
❚ Reliable ❚ Consistent ❚ Swift ❚ Decisive
❚ Efficient ❚ Team-oriented ❚ Proficient ❚ Thorough
❚ Precise ❚ Conscientious ❚ Detail-oriented ❚ Focused

Phrases That Describe These Skills and Traits
• Managed high-traffic, 13-line communications system for a multifaceted, 80-employee firm.
• Successfully handled over 500 business transactions daily in fast-paced environment. 
• Adept at developing and controlling annual sales and marketing reports and budgets.
• Fielded up to 90 incoming calls daily, resolving problems and addressing diverse matters.
• Demonstrated highly effective telephone skills and resourceful research capabilities.
• Displayed an outstanding ability to comprehend and assimilate detailed data/information.
• Possess crucial needs-identification skills vital to providing strong administrative support. 
• Demonstrated ability to creatively reorganize existing systems to improve operational efficiency.
• Highly effective in a detail-oriented atmosphere that involves efficient records management.
• Self-directed individual who has demonstrated an ability to effectively perform in fast-paced settings. 
• Exceptional organizational and prioritization skills regarding all facets of administration.
• Outstanding data-entry skills enhanced through intensive training and practical job applications.

CONSULTING

Skills
❚ Needs assessment ❚ Process improvement ❚ Project coordination ❚ Financial
❚ Procedural development ❚ Cost control ❚ Deadline management ❚ Retraining 
❚ Leadership ❚ Problem solving ❚ Solutions-building ❚ Organizational
❚ Business development ❚ Marketing ❚ Staff motivation ❚ Client relations

Personal Traits
❚ Efficiency-minded ❚ Quality-focused ❚ Analytical ❚ Detail-oriented
❚ Technically astute ❚ Meticulous ❚ Accuracy-driven ❚ Organized
❚ Finesse ❚ Forward-thinking ❚ Insightful ❚ Diplomatic
❚ Resourceful ❚ Persuasive ❚ Investigative ❚ Communicative

2


	Title Page
	Contents
	Acknowledgments
	Introduction
	Step 1 -- Identifying Your Marketable Skills And Characteristics
	Skills Inventory
	Administration
	Consulting
	Counseling / Social Work
	Creative
	Customer Service
	Engineering
	Finance / Accounting
	Human Resources
	Information Systems
	Legal / Paralegal
	Management
	Marketing / Advertising
	Medical / Nursing
	Sales
	Teaching / Training
	Writing


	Step 2 -- Choosing Your Resume Format
	Pros and Cons of Each Resume Format
	Sample of Chronological Resume
	Sample of Functional Resume
	Sample of Combination Resume

	Step 3 -- Writing Your Objective, Mission, or Career Summary
	Sample Objectives / Missions / Career Summaries
	Administration
	Consulting
	Counseling / Social Work
	Creative
	Customer Service
	Engineering
	Finance / Accounting
	Human Resources
	Information Systems
	Legal / Paralegal
	Management
	Marketing / Advertising
	Medical / Nursing
	Sales
	Teaching / Training
	Writing
	General / All Purpose


	Step 4 -- Choosing Key Phrases For Your Job Description
	Key Phrases For Job Descriptions

	Step 5 -- Identifying Your Responsibilities And Accomplishments
	Step 6 -- Putting Power In Your Words
	Verbs
	Adjectives
	Adverds

	Step 7 -- Choosing Your Job Description Format
	Job Description Library 
	Administration
	Consulting
	Counseling / Social Work
	Creative
	Custome Service
	Engineering
	Finance / Accouting
	Human Resources
	Information Systems
	Legal / Paralegal
	Management
	Marketing / Advertising
	Medical / Nursing
	Sales / Sales Management
	Teaching / Training
	Writing


	Step 8 -- Choosing What To Include In Your Employment Histroy
	Before
	After

	Step 9 -- Quick Resume-Writing Tips
	Step 10 -- Presenting Your Educational Background In The Best Light
	Step 11-- Planning Your Categories
	Step 12 -- Determining The Right Length For Your Resume
	Step 13 -- Making Your Resume Visually Appealing
	Step 14 -- Proofing Your Resume
	Step 15 -- Composing Your Cover Letter
	Standard Cover Letter
	How To Personalize A Cover Letter

	Step 16 -- Deciding What Salary Information to Disclose
	Step 17 -- Preparing A Reference List
	Step 18 -- Writing Thank You Notes
	Sample Thank You Letter

	Worksheets
	Worksheet One -- My Job History And Skills I've Acquired
	Worksheet Two -- New Careers I'm Considering And The Skills They Require
	Worksheet Three (A) -- Chronological Resume Worksheet
	Worksheet Three (B) -- Functional Resume Worksheet
	Worksheet Three (C) -- Combination Resume Worksheet
	Worksheet Three (D) -- Recent Graduate Resume Worksheet
	Worksheet Four -- An Objective, Mission, Or A Career Summary
	Worksheet Five -- Developing The Key Phrases For Your Job Descriptions
	Worksheet Six -- Work History Questionnaire
	Worksheet Seven -- Power Words Worksheet
	Worksheet Eight -- My Educational Background
	Worksheet Nine -- Category Planning Questionnaire
	Worksheet Ten -- Cover Letter Worksheet

	Closing Comments
	About the Author



