Self-Management Skills
Self-Management skills are sometimes called "personality traits".   The skills you use day-by-day to get along with others and to survive are self management skills. They're the skills that make you unique. Sincerity, reliability, tactfulness, patience, flexibility, timeliness and tolerance are examples of self-management skills. Employers look for these skills in employees as evidence of how they will fit into their company. How a prospective employee will fit in is an important consideration to employers.

Duties
Duties are the basic functions of an activity. Skills are tools to accomplish those functions. Duties or functions are a part of any organized activity, whether it's employment, volunteer work or hobbies. An example is a child’s lemonade stand. The basic duties of a lemonade stand owner might be to manage lemonade operations including production, marketing, distribution and finances. There are many skills needed to accomplish these functions including: mixing, measuring, planning, sales, customer service, writing, cash handling, record keeping, maintenance, timeliness, dependability, accuracy and motivation. 
Transferable Skills
These are skills that can transfer from one job or occupation to another. They may be either self-management or job content skills, and may or may not have been developed through previous employment. For most job seekers it's very unlikely that they'll find a job that is identical to their previous employment. For many today, that new job will be totally different from their past experience. Therefore, it's critical for a successful job seeker to carefully evaluate how their skills transfer into other work situations and opportunities. 

What Are Transferable Skills? According to Dawn Rosenberg McKay
Transferable skills are the skills you've gathered through various jobs, volunteer work, hobbies, sports, or other life experiences that can be used in your next job or new career. In addition to being useful to career changers, transferable skills are also important to those who are facing a layoff, new graduates who are looking for their first jobs, and to those re-entering the workforce after an extended absence.
These skills can be transferred from one job to another.  Inventory your own functional skills.  Include things that you do at home, school, community and in clubs and organizations. 
Below are some transferable skills for different categories. 

Hand skills – Manual dexterity

Assembling model kits

Building things

Operating machinery

Fixing or repairing things

Sewing

Handle cash

Body Skills 

Skiing – (muscular coordination)

Skating boarding

Gymnastics

Hiking - (physical endurance)

Running

Dancing
Riding Bikes

Playing organized sports
Word Skills

Reading with comprehension
Reading difficult books
Writing to communicate
Emailing with correct grammar

Holding an interesting conversation

Teaching or training others

Tutoring

Editing other people’s work

Remembering names

Expanding your vocabulary
Winning spelling competitions

Text messaging –correct grammar

Instant messaging – correct grammar
Number skills

Taking inventory

Doing math in your head

Managing money

Keeping financial records

Developing a budget

Remembering telephone numbers

Calculating

Computing figures

Senses Skills

Bird watching (observing)

Umpiring a game

Cooking (testing, diagnosing)

Where to cut a board or fabric (diagnostic)

Knowing when a cake is done

Checking a pet for problems
Intuitive Skills

Planning (showing foresight)
Setting goals
Understanding something (insight)

Drawing (visualizing

Decision making on instinct
Finding your way when you are lost

Playing golf (judging distances)
Analytical Skills

Researching (doing a paper)
Test taking skills
Analyzing (as in science class)
Drawing conclusions
Sorting laundry (classifying)

Comparing and contrasting

Perceiving similarities

Critical thinking activities

Solving problems

Creative Skills

Writing poems

Writing stories

Writing songs

Acting

Performing

Designing

Inventing things

Adapting things

Improving things

Drawing

Painting 

People Dealing Skills

Sensitivity to feelings of others
Giving advice
Listening
Being tolerate

Showing patience
Conveying concern to others

Drawing people out

Counseling

Guiding others

Working with customers

Evaluating others

Leadership Skills

Beginning tasks alone
Being a good role model
Organizing groups

Leading groups

Holding an office in club

Being elected as homeroom representative
Self Management Skills

Being on time

Dependable

Independent

Flexible

Ambitious

Communication: the skillful expression, transmission and interpretation of knowledge and ideas. 

· Speaking effectively 

· Writing concisely 

· Listening attentively 

· Expressing ideas 

· Facilitating group discussion 

· Providing appropriate feedback 

· Negotiating 

· Perceiving nonverbal messages 

· Persuading 

· Reporting information 

· Describing feelings 

· Interviewing 

· Editing 

Research and Planning: the search for specific knowledge and the ability to conceptualize future needs and solutions for meeting those needs. 

· Forecasting, predicting 

· Creating ideas 

· Identifying problems 

· Imagining alternatives 

· Identifying resources 

· Gathering information 

· Solving problems 

· Setting goals 

· Extracting important information 

· Defining needs 

· Analyzing 

· Developing evaluation strategies 

Human Relations: the use of interpersonal skills for resolving conflict, relating to and helping people. 

· Developing rapport 

· Being Sensitive 

· Listening 

· Conveying feelings 

· Providing support for others 

· Motivating 

· Sharing credit 

· Counseling 

· Cooperating 

· Delegating with respect 

· Representing others 

· Perceiving feelings, situations 

· Asserting 

Organization, Management and Leadership: the ability to supervise, direct and guide individuals and groups in the completion of tasks and fulfillment of goals. 

· Initiating new ideas 

· Handling details 

· Coordinating tasks 

· Managing groups 

· Delegating responsibility 

· Teaching 

· Coaching 

· Counseling 

· Promoting change 

· Selling ideas or products 

· Decision making with others 

· Managing conflict 

Work Survival: the day-to-day skills that assist in promoting effective production and work satisfaction. 

· Implementing decisions 

· Cooperating 

· Enforcing policies 

· Being punctual 

· Managing time 

· Attending to detail 

· Meeting goals 

· Enlisting help 

· Accepting responsibility 

· Setting and meeting deadlines 

· Organizing 

· Making decisions

Sample list of skills used on particular jobs that are transferable

·  Plan and arrange events and activities 

· Delegate responsibility 

· Motivate others 

· Attend to visual detail 

· Assess and evaluate my own work 

· Assess and evaluate others' work 

· Deal with obstacles and crises 

· Multi-task 

· Present written material 

· Present material orally 

· Manage time 

· Repair equipment or machinery 

· Keep records 

· Handle complaints 

· Coordinate fundraising activities 

· Coach 

· Research 

· Build or construct 

· Design buildings, furniture, etc. 

· Manage finances 

· Speak a foreign language (specify language) 

· Use sign language 

· Utilize computer software (specify programs) 

· Train or teach others 

· Identify and manage ethical issues 
· Typing
Sample list of skills used on particular jobs that are transferable – continued 
· Word processing
· Filing 
· Answering telephones 
· Answering company correspondence
· Calculating accounts receivable and accounts payable
· Preparing taxes 
· Using computer accounting programs 
· Customer service 
· Record keeping 
· Order processing
· Inventory management 
· Billing  
· Product displays
A combination of skills is used to accomplish a task. We accomplish many tasks each day. Tasks are part of our recreation, hobbies and volunteer work. Some tasks are related to employment. Make a list of the skills you use in your daily tasks, chores, clubs/organization, at school and/or as a part of a team.
Assessment:
What type of job skills are transferable when changing careers and should be emphasized on a resume? Here is a sample of what I’m expecting.  You must list at least 20 skills and explain.
· Delegated responsibility – indicates prior leadership experience. 

· Assessed and evaluated other’s work – indicates prior leadership experience. 

· Used computer software programs (list types) – indicates computer skills. 

· Gathered information – indicates the ability to conduct research. 

· Worked on group projects – indicates the ability to work with others. 

· Dealt with obstacles and crises – indicates a quick thinking problem solver. 

· Multitasked – indicates ability to work on more than one project at a time. 

· Trained and taught others – knowledgeable of specific skills and communication skills. 

· Speak a foreign language (list) – indicates important multilingual abilities 

How to Acquire Additional Skills

Often people discover they need additional job skills for changing to a new career. This is where maintaining list of current job skills and education comes in handy. Once these gaps in job skills have been identified it is time to solve the problem.

· Volunteer for training for skills that are transferable in current job. 

· Attend non-credit community education courses or classes that offer certificates of completion. 

· Attend continuing education courses at local college. 

· Complete online distance education courses. 

· Enroll in a course at a local technical institute or business school.

MSCM8-3:  Students will examine and demonstrate an understanding of employability skills to enhance career success.

b.  Recognize the importance of and demonstrate the following employability/soft skills, such as, but not limited to: honesty, motivation, creativity, leadership, critical thinking, risk-taking, flexibility, questioning, and problem-solving.

c.  Demonstrate the importance of positive work ethics in relation to educational and career success (appearance, attendance, attitude, character, communication, cooperation, organizational skills, productivity, respect, and teamwork).
