
Job Skills

Discovery Activity 3
Will help you:

· Explore careers and assist in career planning.

· Determine if you need to improve your skills.

· List the skills you have that you can use on your next job.
· Record your skills so you can complete an application or resume.
· Explain your skills to an employer during a job interview.
                       



               Name _________________________________
Discovery Activity 3
Job Skills

DIRECTIONS:  Read each skill description and mark “YES” if you have this skill or “NO” if you do not have this skill.  Next, under “EXPLAIN” give examples of how you have demonstrated that skill or why that skill may be a challenge for you.  Please also explain any accommodations that you are using that could be helpful.  For further information on how these skills apply to your career interest or job goal, complete the Skills Search on the O*NET website:  http://online.onetcenter.org.
SKILLS PROFILER
Basic Skills:  Developed capacities that facilitate learning or the more rapid  
                       acquisition of skill knowledge
	YES
	NO
	Skill
	Skill Descriptions

	
	
	Learning
	Understanding/comprehending new information.

	
	
	Listening
	Listening to what is said.

	
	
	Critical Thinking/Problem Solving
	Using ideas and information to analyze and problem solve.

	
	
	Learning Strategies
	Using strategies and accommodations to learn new things.

	
	
	Mathematics
	Using math to solve problems.

	
	
	Monitoring
	Evaluating your performance and others for improvement or change.

	
	
	Reading Comprehension
	Understanding what you read.

	
	
	Science
	Using science to solve problems.

	
	
	Speaking
	Talking to others to give information.

	
	
	Writing
	Communicate ideas and information in writing.


Explain: _______________________________________________________________
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
______________________________________________________________________
Social  Skills:  Developed capacities used to work with people to achieve goals.  

	YES
	NO
	Skill
	Skill Descriptions

	
	
	Coordination
	Planning an activity with others.

	
	
	Instructing
	Teaching others how to do something

	
	
	Negotiation
	Bring others together to compromise.

	
	
	Persuasion
	Persuading others to change their minds or behavior.

	
	
	Service Orientation
	Actively looking for ways to help people.

	
	
	Social Perceptiveness
	Being sensitive to others actions and differences.


Explain: _______________________________________________________________

______________________________________________________________________

Complex Problem Solving Skills:  Developed capacities used to solve problems in 
                                                          complex real-world setting.
	YES
	NO
	Skills:
	Skill Descriptions:

	
	
	Complex Problem Solving
	Identifying complex problems and researching and evaluating options and solutions.


Explain: _______________________________________________________________

______________________________________________________________________

Technical Skills:  Developed capacities used to design, set-up, operate, and correct 

                              malfunctions involving application of machines or technological 

                              systems.

	YES
	NO
	Skill
	Skill Descriptions

	
	
	Equipment Maintenance
	Performing routine maintenance on equipment.

	
	
	Equipment Selection
	Determining the kind of tools and equipment needed to do a job.

	
	
	Installation
	Installing equipment, machines, wiring , or programs to meet specifications.

	
	
	Operation Monitoring
	Watching gauges, dials, or other indicators to make sure a machine is working properly

	
	
	Operation and Control
	Controlling operations of equipment or systems.

	
	
	Operations Analysis
	Analyzing needs and product requirements to create a design.

	
	
	Programming
	Writing computer programs for various purposes.

	
	
	Quality Control Analysis
	Conducting tests and inspections of products, services to evaluate quality or performance.

	
	
	Repairing
	Repairing machines or systems using the needed tools.

	
	
	Technology Design
	Adapting equipment and technology to serve user needs.

	
	
	Troubleshooting
	Determining causes of operating errors and deciding what to do about it.


Explain: _______________________________________________________________

______________________________________________________________________

Systems Skills:  Developed capacities used to understand, monitor, and improve    

                            socio-technical systems.
	YES
	NO
	Skill
	Skill Descriptions

	
	
	Judgment and 

Decision Making
	Comparing the costs and benefits of future actions to choose the most appropriate one.

	
	
	Systems Analysis
	Determining how a system should work and how changes will affect outcomes.

	
	
	Systems Evaluation
	Identifying measures of system performance and the actions needed to improve or correct the system.


Explain: _______________________________________________________________

______________________________________________________________________

Resource Management Skills:  Developed capacities used to allocate resources 
                                                     efficiently.

	YES
	NO
	Skill
	Skill Descriptions

	
	
	Management of Financial Resources
	Determining how money will be spent to get the work done, and accounting for these expenditures.

	
	
	Management of Material Resources
	Obtaining and using the appropriate equipment, work facilities, and materials needed to do certain work.

	
	
	Management of Personnel Resources
	Motivating, developing, and directing people as they work, identify the best people for the job.

	
	
	Time Management
	Managing one’s own time and the time of others.


Explain: _______________________________________________________________

______________________________________________________________________

Desktop Computer Skills:  Using a computer for file management and input, manip-   

                                              ulation, and effective communication of information.

	YES
	NO
	Skills:
	Skill Descriptions:

	
	
	Navigation
	Using scroll bars, a mouse, and dialog boxes to work within the computer’s operating system.  Using applications.

	
	
	Internet
	Navigating the Internet to find information and send and retrieve e-mail.

	
	
	Word Processing
	Using a program to type text, insert pictures, format, edit, print, save and retrieve documents.

	
	
	Spreadsheets
	Using a program to enter numerical data and create and save worksheets, charts, and graphs.

	
	
	Presentations
	Using a program to create, manipulate, edit and show virtual slide presentations.

	
	
	Databases
	Using a program to manage large amounts of information and creating reports to communicate that information.

	
	
	Graphics
	Working with pictures in graphic programs to create, manipulate the appearance, and insert graphics into other programs.


Explain: _______________________________________________________________

______________________________________________________________________

Note:  The Desktop Computer Skills are not linked to occupations.  However, they can be useful in career exploration or writing your resume.
WORKER QUALITIES

DIRECTIONS:  Read each skill description and choose “YES” if you have this skill or “NO” if you do not have this skill.  Next, under “EXPLAIN” give examples of how you have demonstrated that skill or why that skill may be a challenge for you.  
SKILL

                SKILL DESCRIPTION
                DO YOU HAVE THIS SKILL?
ATTENDANCE
Do you have consistent attendance?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   




(i.e. school, home, work)
EXPLAIN:______________________________________________________________

______________________________________________________________________

ATTITUDE

Are you friendly and upbeat?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________

FLEXIBILITY
Do you adapt to change and are you

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    



open to new ideas?
EXPLAIN:______________________________________________________________
______________________________________________________________________
CONSTRUCTIVE
Do you handle criticism?



 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
CRITICISM


EXPLAIN:______________________________________________________________  

______________________________________________________________________     

TIME


Do you know how to prioritize your  

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
MANAGEMENT
tasks?  

Will you use your time on the job wisely? 
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________

SELF-ADVOCACY
Do you know how to explain your 

          FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    



disability?  

Do you know how to ask for 

          FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
accommodations?

EXPLAIN:______________________________________________________________
______________________________________________________________________

WORK ETHIC
Are you motivated to work?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    



Do you start work without being told?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________

TEAM PLAYER
Do you work well in groups or teams?

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    


Do  you cooperate with others?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________
SELF-CONFIDENCE
Do you truly feel you can do the job?
  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________

PERSONAL

Are you neat and clean and appropriately 
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
APPEARANCE/
dressed for the job?

DRESS








Do you know how to dress for an interview?
 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________

WORKING WELL 
Can you handle deadlines and crisis

 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
UNDER 

 situations?
PRESSURE

Can you control your emotions?


 FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No    
EXPLAIN:______________________________________________________________
______________________________________________________________________
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