
Skills, Strengths & Experience
Step 1
If you don't have a resume (even an old one) write a list of all the jobs you have had,
starting with the ones you loved the most or at least really enjoyed. Perhaps there were
parts of the role you loved and parts you didn't but let's write that job down anyway. Go
back about 10 years in work history.
If you do have a resume, start a list of each role, starting from the most recent you had
and again, going back about 10 years.

Step 2
For each role, write out the key tasks you found yourself doing regularly. Who were you
working with? What was the outcome? To jog your memory, try and remember the job
title.

Step 3
Now that you have the tasks, let's start to draw out the skills you had to use in each on
of these tasks.
For example, if the task was "client account management" the skills will be things like,
administrative reporting of client communications to all relevant stakeholders,
stakeholder engagement skills of communication, managing expectations, delivering
results and influencing other parties to deliver on requirements.

Step 4
Skills can be divided into functional skills ("I know excel really well and know how to
create macros with my eyes closed") and behavioural ("I know how to influence those
around me to get a result even when they don't report to me"). So as you are listing
those skills, consider whether they are functional or behavioural. (eg. Functional -
Excel, Behavioural - Influencing).
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Step 5
Now that you have identified a whole range of skills, go back to that list and highlight,
circle, underline, whatever works for you, all those skills that you loved doing! Time
would just fly because you were so engrossed in what you were doing. People often
praised you for doing this. Sometimes you got promoted because of it. Maybe you got a
bonus for it? But regardless of how much praise you received, you felt  energised doing
it. These are strengths you want to be able to use in your next role.

Step 6
Now go back to the original list and identify those things you were capable of doing but
they drained you. Time would drag...You often procrastinated and made them the
bottom of the 'to do list'...these are also strengths perhaps but they drain you and de-
energise. It's important to know what these are so you don't go chasing them in your
next role! No point in rushing back to a role you don't enjoy doing...

Step 7
Experience. Now that you have had the chance to pull apart previous roles and
responsibilities by looking at them through the lens of tasks, skills & strengths now is
the time to reflect on the role as a whole. From a high level, what was the point of your
role? What purpose did it serve? What was the experience you gained from it?
eg. "I was employed to professionalise the back end systems and processes of a small
business. This gave me visibility of each core function across the business so I could
integrate and coordinate a strategic approach to running the business for the
directors. The sorts of skills I used were 1. stakeholder engagement and management,
2. supplier negotiation, selection, management and coordination 3. reporting and
analysis of depart requirements and potential efficiencies...."
This is where you can start to bring it all back together to b able to talk about yourself
(and write about yourself) with greater clarity...all the skills and knowledge are there,
you just need to remember them!
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