Transferable Skills Self-Assessment
1

Strong Work Ethic
1. Do you get satisfaction from doing a job well, even if you don’t get praised for doing it?
a. Yes

b. No

c. Sometimes

2. Do you complete important tasks even if you do not enjoy them?
a. Yes

b. No

c. Sometimes

3. Do you keep working on a task until it is completed, even if you run into problems while doing it?

a. Yes

b. No

c. Sometimes

4. If you answered “yes” to most of these questions, you probably have a strong work ethic.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
satisfaction - feel good 

tasks – things you need to do
praised – when someone says you did a good job

run into problems – experience problems you didn’t expect
Communication Skills

5. Do you take the time to explain something in a clear, logical way?
a. Yes

b. No

c. Sometimes

6. Do you listen to others carefully and let them know that you understand them?

a. Yes

b. No

c. Sometimes

7. Can you say something in more than one way in case the first way doesn’t get your points across?

a. Yes

b. No

c. Sometimes

8. If you answered “yes” to most of these questions, you probably have good communication skills.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
get your point across – communicate an idea 
Time Management Skills

9. Do you plan ahead so you don’t run out of time you need for a task or show up late for an appointment?

a. Yes

b. No

c. Sometimes

10. Can you decide which tasks are most important to do first; and if time is short, can you work on more than one at the same time?

a. Yes

b. No

c. Sometimes

11. Can you stay focused when doing a task rather than become distracted or waste time on something less important?

a. Yes

b. No

c. Sometimes

12. If you answered “yes” to most of these questions, you probably have good time management skills.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
run out of time – not have enough time to finish

show up – arrive

distracted – not able to concentrate

Problem-Solving Skills
13. When you run into problems with a task, do you figure out how to get around them?
a. Yes

b. No

c. Sometimes

14. Can you break tough problems into smaller, manageable pieces?

a. Yes

b. No

c. Sometimes

15. Can you ask others for guidance or information that you need to solve a problem?

a. Yes

b. No

c. Sometimes

16. If you answered “yes” to most of these questions, you probably have good problem-solving skills.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

figure out – understand a solution to a problem

get around a problem –get past any problems by doing something differently

tough – difficult
guidance - help

Collaboration Skills
17. Do you treat other members of a team as contributors rather than competitors?

a. Yes

b. No

c. Sometimes

18. Do you give credit to other team members when the tasks go well and avoid talking down other members who might not be contributing as much as you?

a. Yes

b. No

c. Sometimes

19. Do you allow team members to lead with their talents, and can you step in to lead when your abilities will make an important difference?

a. Yes
b. No

c. Sometimes
20. If you answered “yes” to most of these questions, you probably have good collaboration skills.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

treat someone – act or behave toward someone

avoid – stop yourself from
contributor – someone who adds something

allow - let
competitor – someone who tries to do better than another person

give credit – say that someone did a good job

Self-Directed

21. When doing a task, are you able to take action without waiting for directions?
a. Yes

b. No

c. Sometimes
22. When doing a task, do you repeatedly ask yourself, “What needs to be done next?”

a. Yes

b. No

c. Sometimes
23. Do you periodically look ahead into your future and think of smart steps to take to move toward your goals?

a. Yes

b. No

c. Sometimes
24. If you answered “yes” to most of these questions, you are probably self-directed.  Please write about an example of this from your life.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

periodically – regularly
smart – intelligent, logical
