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Developing rapport

Being sensitive e
Listening

Conveying feelings

Proyiding Support for others
Motivating

Sharing credit
Counse!ing/memonng
Cooperaiing

Deiegating with respect
Representmg others
Perceiving feelings, situations
Asserting

Team playing
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Comm!lnilcatinn Skills: the skillful expression,
transmission and interpretation of knowledge and
ideas

Speaking effectively

Writing concisely

Listening attentively
Expressing ideas

Facilitating group discussions
Providing appropriate feedback
Negotiating and persuading
Perceiving nonverbal messages
Reporting information
Describing feelings
Interviewing

Editing
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generic descriptions or providing irrelevant details.

BEFORE: Duties focused

d in most jobs, internship or volunteer settings
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R rching and Plannin; the senr(‘h.for
specific knowledge and ability to conceptualize
future needs and solutions for meeting those needs

o Creating ideas
« Identifying and solving problems
« Imagining alternatives

» Forecasting

« Attending to detail

« Identifying resources

« Gathering information

e Setting goals

« Defining and analyzing needs

Organization, Management and Leadership
Skills: the ability to supervise, direct and guide
individuals and groups in completing tasks and
fulfilling goals

Initiating new ideas
Setting and meeting goals/deadiines
Handling details
Coordinating tasks

Managing groups

Delegating responsibilities
Teaching/coaching and counseling
Promoting change

Selling ideas or products

Decision making with others
Managing conflict

Planning events

Enforcing policies

Budgeting

be and quantify accomplishments and show the goal/purpose of your actions. Avoid writing

AFTER: Accomplishments focused

< Tutored children

. ]?eveloped patience and active listening skills by tutoring two
middle school children in English and math

- planned and executed lessons

+ Planned and executed 4 original lessons for 30 high school
students from diverse socioeconomic backgrounds

e Led presenutions

* Delivered pre§en!ation on research to faculty and classmates;
professor described project as “innovative and enlightening”
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dministrative Skills

Mmmunication Skills

Creative Skills

Demonstrating
Accomplishments

Financial Skills

Helping Skills

Management Skills

Research Skills

Teaching SKills

Technical SIS

Approved
Arranged
Catalogued
Classified
Collected

Addressed
Arbitrated
Arranged
Authored
Collaborated
Communicated

Acted
Conceptualized
Created
Coordinated
Customized

Achieved
Expanded

Administered
Allocated
Analyzed

Assessed
Assisted
Clarified

Administered
Analyzed
Assigned
Attained
Chaired
Consolidated

Analyzed
Assessed
Clarified

Collected

Adapted
Advised
Clarified
Coached

Assembled
Built
Ca]culated
Comput
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Compiled

Dispatched
Executed

Generated

Implemented

Convinced

Corresponded

Developed
Directed
Drafted
Edited

Designed
Developed
Directed
Established
Fashioned

Founded
Improved

Appraised
Audited
Balanced

Coached
Counseled
Demonstrated

Contracted
Coordinated
Delegated
Developed
Directed
Evaluated

Critiqued

Diagnosed
Evaluated
Examined

Communicated
Coordinated
Developed
Educated

Designed
Developed
Devised
Engineered

Inspected
Monitored
Operated
Organized
Prepared

Educated
Enlisted
Formulated
Informed
Influenced
Interpreted

Founded
Illustrated

- Initiated

Inspired
Instituted

Pioneered
Reduced

Budgeted
Calculated
Computed

Diagnosed
Educated
Expedited

Executed
Improved
Increased *
Managed
Monitored
Organized

Extracted
Identified
Inspected
Interpreted

Enabled
Encouraged
Evaluated
Explained

Experimented
Fabricated
Maintained
Operated

Processed
Purchased
Recorded
Retrieved
Screened

Mediated
Moderated
Motivated
Negotiated
Persuaded
Promoted

Integrated
Introduced
Invented
Originated
Performed

Resolved
Restored

Developed
Forecasted
Marketed

Facilitated
Familiarized
Guided

Oversaw
Planned
Prioritized
Produced
Recommended
Reviewed

Interviewed
Investigated
Organized
Reviewed

Facilitated
Guided
Informed
Inspired

Overhauled
Programmed
Remodeled
Repaired

Specified
Systematized
Tabulated
Validated

Publicized
Reconciled
Recruited
Taught
Translated
Wrote

Planned
Revitalized
Shaped

Spearheaded
Transformed

Planned
Projected
Researched

Referred
Rehabilitated
Represented

Scheduled
Strengthened
Supervised

Summarized
Surveyed
Systematized

Instructed
Motivated
Persuaded
Trained

Solved
Tested
Trained
Upgraded
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