SKILLS CHECKLIST
Print this checklist and highlight or mark those skills that: 

1) You believe you have = yellow or H  

  

     
2) Would like to use in your daily work = pink or LU
Information Management Skills 

Sorting data and objects 
Compiling and ranking information 
Applying information creatively to specific problems or tasks 
Synthesizing facts, concept, and principles 
Understanding and use organizing principles 
Evaluating information based on appropriate standards 

Design and Planning Skills 
Identifying alternative courses of action 
Setting realistic goals 
Following through with a plan or decision
Managing time effectively 
Predicting future trends and patterns 
Accommodating multiple demands for commitment of time, energy, and resources 
Assessing needs 
Making and keeping a schedule 
Setting priorities 

Research and Investigation Skills 

Using a variety of sources of information 
Applying a variety of methods to test the validity of data 
Identifying Problems and Needs 
Designing an experiment, plan or model that systematically defines a problem 
Identifying information sources appropriate to special needs or problems
Formulating questions relevant to clarifying a particular problem, topic, or issue 

Communication Skills 

Listening with objectivity and paraphrasing the content of a message 
Using various forms and styles of written communication 
Speaking effectively to individuals and groups 
Using various media to present ideas imaginatively 
Expressing one's need, wants, opinions and preferences without offending the sensitivities of other 
Identifying and communicating value judgments effectively
Describing objects or events with few errors 
Conveying a positive self image to others 

Management and Administration Skills 

Analyzing tasks 
Identifying people who can contribute to the solution of a problem or task
Identifying resource materials useful in the solution of a problem 
Delegating responsibility for completion of a task 
Motivating and leading people 
Organizing people and tasks to achieve specific goals 

Human Relations and Interpersonal Skills 

Keeping a group "on track" and moving toward the achievement of a goal
Maintaining group cooperation and support 
Delegating tasks and responsibilities 
Interacting effectively with peers, superiors, and subordinates 
Expressing one's feelings appropriately 
Understanding the feelings of others 
Using argumentation techniques to persuade others 
Making commitments to people 
Being willing to take risks 
Teaching a skill, concept, or principle to others 
Analyzing behavior of self and others in group situations 
Demonstrating effective social behavior in a variety of settings and under different circumstances 
Working under time and environmental pressures 

Critical Thinking Skills 
Identifying quickly and accurately the critical issues when making a decision or solving a problem 
Identifying a general principle that explains interrelated experiences of factual data 
Defining the parameters of a problem 
Identifying reasonable criteria for assessing the value or appropriateness of an action or behavior 
Adapting one's concepts and behavior to changing conventions and norms 
Applying appropriate criteria to strategies and action plans 
Taking given premises and reason to their conclusion 
Creating innovative solutions to complex problems 
Analyzing the interrelationships of events and ideas from several perspectives 

Valuing Skills 

Assessing a course of action in terms of its long-range effects on the general human welfare 
Making decisions that will maximize both individual and collective good 
Appreciating the contributions of art, literature, science and technology to contemporary society 
Identifying one's own values 
Assessing one's values in relation to important life decisions 

Oral and Written Communication Skills 
Organizing and presenting ideas effectively for formal and spontaneous speeches
Effectively participating in group discussions 
Preparing concise and logically written materials 
Listening carefully and responding to verbal and nonverbal message 
Effectively utilizing campus resources for public relations 
Responding appropriately to positive and negative feedback 
Debating issues without being abrasive to others 
Possessing courteous telephone skills 

Consider these questions:

Which skills do you have already that are most important to you? 

Which skills do you wish to develop? How might you begin to acquire them?

 

Think about careers you are considering. Which skills are needed for these careers? 

 

What kinds of work activities would demonstrate these skills? 

 

Can you name other careers that would utilize skills on your list?

Make an appointment to discuss the results of this activity with your Career Counselor.

Southeastern Hall room 113, 
985/549-3981

