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YOU HAVE MORE SKILLS THAN YOU THINK!

Your Skills



Skills and abilities can be tasks that you naturally do well. You may have 
always been good at certain things like communication, persuasion or 
decision making. 

Skills and abilities can also be tasks that you have acquired through life, 
work experience or training. 

All skills are transferable!

Your skills & abilities are  
building blocks for success! 



Fact- Employers use job applications to eliminate 
applicants whose skills do not match the skills and 
qualities they are looking for. That’s why it is very 
important to tell employers about as many skills as 
possible.  

Always expand- Instead of saying you can use 
PowerPoint, talk about what PowerPoint tools 
you’ve mastered or that you are good at. 

Example: PowerPoint – including tables, animation, 
sounds and video clips.

Employers Don’t Know You



People don’t realize or give themselves enough credit for the skills 
they have.

Example: “I don’t know how to use a computer.”

Do you know how to:

• ‘Surf the web’? That’s researching via the internet. 

• Send, receive or read email or chat?

• Play solitaire or other computer games?

• Use Microsoft Word?

If you can do any of these things, then you are able to use a 
‘mouse’ and that does give you personal computer experience… 
so, you do know how to use a computer! That’s really all you need 
to know about computers for most employers to train you on their 
system. 
So, how can you figure out all the skills you do have? 

Figuring Out Your Skills 



A Skills Bubble is a way to see how many skills you 
DO have… even if you have never had a ‘paying’ job, 
you still have skills. 

Remember, you do not have to have been paid 
money for something in order to use that 
experience and those skills on an application.  

Start with one center job/experience ‘bubble’ like 
mowing a yard (landscaping)… 

Skills Bubble



Self Starter

Can Use 
Backhoe & 

Bobcat

Organization  

Focus on 
Quality Work 

Work 
Quickly but 

Safely 

Clean Up & 
Disposal 

Can safely use 
landscaping 
chemicals

Can Work in All 
Types of Weather

Can Stand 
for 8-12 

Hour Shift

Safety of 
Others 

Excellent 
Safety Record

Personal 
Safety 

Upkeep and 
Inspection of 
equipment

Maintenance 

Landscaping

Skills Bubble
Landscaping



Skills Bubble
Lotto 

Tickets/Machine

Reports

Debit/Credit 
Card Machine

Paper & Ink

Register 
Maintenance

Gas Pumps & 
Reports

Can 
Identify 

Cash Scams

Customer 
Service

Hot Box Food-
Cooking & Safety 

Register Reports-
Opening & ClosingDeposits 

and Drops

Inventory 
ControlCleaning

Cashier



Skills Bubble
Kitchen

Self Starter

Teamwork but 
work well 

individually 

Maintenance 
Can Use 

Commercial 
Dishwasher

Sanitize
Work well in 

stressful 
environment

Work well in 
fast paced 

environment

Able to stand for 
8+ hour shift

Organization

Cleaning

Able to Cook 
From Scratch or 
Follow Recipe

Food 
Safety 

Inventory

Kitchen



Your continuous success requires continuous 
improvement. The more skills you have, the more 
valuable you are to employers!

Continuous Success

Always be strengthening your current skills
and learning new skills! 



www.edu.gcfglobal.org

Learn and develop the skills needed to advance in work and life.

More than 200 topics including:

• Technology

• Work

• Core Skills

• Reading & Math

www.myskillsmyfuture.org

Provides:

• Skills Assessments

• Careers to Explore

• Where to Find Training

• Job Search

Skills Resources

http://www.edu.gcfglobal.org/
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