Marketable job skills can be broken down into five basic categories -- transferable skills sets -- that job-seekers can use in
showing applicable skills from one job/career to the next.

Not sure how to use transferable skills? Make sure you read Strategic Portrayal of Transferable Skills is a Vital Job-search
Technique so you know how to best use transferable skills in your job-search.

Below is a list of five broad skill areas, which are divided into more specific job skills:
Communication Skills: 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 Skills: 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 Skills: 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 Skills: 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 Skills: 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



Luckily, there are some skills that are necessary no matter what you do. These are known as
transferable skills, and it's important to know what they are and use them to your advantage.

Communication No matter what position you are seeking, communication is crucial. Whether you are
speaking with clients, your co-workers, your superiors or writing documents, communication skills can
contribute significantly to your success. Some useful communication skills include:

Writing Concisely. Be sure that your writing makes sense and is easily understood by others.

Interviewing. Ask the right questions to get the answers you need.

Listening Attentively. Don't just hear - LISTEN.

Facilitating Group Discussion. Don't be shy. Toss out your ideas to the group so everyone can give
you feedback.

Negotiating. It's important to discuss ideas with others to reach an agreement.

Persuasion. Use reasoning to get your point across.

Research and Planning The ability to research and plan is very important regardless of what career
path you choose. Being able to conceive ideas, identify problems and develop alternative solutions is
useful in both career situations and everyday life. Problem solving skills are also a great asset to your
job. Other research and planning skills are:

Setting Goals. Always proceed forward with a final purpose.

Defining Needs. Be able to know what your necessities are for a project.
Analyzing. Be able to understand the parts of a project, without

losing sight of the big picture.

Gathering Information. Know how to research for information.

Management and Leadership basic skills and decision-making abilities can help you to become a
great manager. Some other management skills include:

Managing Conflict. Be a conscious mediator when conflict arises.

Teaching. Help to train others. Help them to help themselves.

Counseling. Be a good listener and provide positive feedback to others.

Delegating Responsibilities. A leader is only as good as the team supporting him/her. Remember to
give important responsibilities to your teammates and follow-up to see if they need help.

Coordinating Tasks. Take the time to make sure that time is allotted to certain tasks and that those
tasks are delegated to the right people.

Human Relations How you interact with others (clients, co-workers and superiors) defines you and
can ultimately make or break your career. It is important to understand the nuances of human
interaction.

Develop Rapport. Work to gain the trust of the people around you.

Being Sensitive. Work to recognize the attitudes, feelings, or circumstances of others.

Listening. Pay attention to others and hear what they are saying.

Motivating. Provide others with an incentive to achieve their goals.

Sharing Credit. Be sure to include all teammates when accepting kudos for a job well done.
Work Survival Know what to do and what not to do in order to make your work experience as
pleasant as possible.

Setting and Meeting Deadlines. Be sure to know your timeframe and set deadlines in order to keep
your projects under control.

Accepting Responsibilities. You are responsible for your actions.

Cooperating. You and your co-workers are ultimately part of a team. The team cannot be successful
unless everyone respects everyone else.

Managing Time. Time is precious. Be sure to plan and use it wisely.



