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RÉSUMÉ WRITING ACTIVITY 

 

Transferable Skills 

1. In the space below, list the qualifications and skills you expect from someone in the position 
for which you are applying.   

2. Secondly, think as a manager.  What qualifications and skills do you think the employer 
wants?  Look at the job announcement for which you are applying.  Many times, you can 
find this information either stated or “hidden” in the description of the company. For 
example, “looking for an energetic individual to work for a rapidly growing, fast paced company.”  You 
would want to emphasize to the employer you have energy, may be flexible and willing to 
move if necessary, as the company grows and able to multitask to keep up with the fast pace.   

Example:  I expect the person at the desk to be welcoming and knowledgeable, willing to assist.  

1. Your expectations as a customer:  
 

 

 

2. Your expectations as the manager: 
 

 
 
 

1. Now write down every job or volunteer experience you have had, leaving space to write 
relevant skills under each.  Match your experience/skills which would demonstrate to the 
potential employer that you have the skills and qualification you listed in number 1. 

Examples:   

• Provided a welcoming environment, acknowledging each customer as they entered the office.   

• Listened to customers’ requests, provided information or accompanied them to the 
appropriate person to obtain needed information. 

 



Résumé Worksheet page 2 
 

Full Name: ___________________________________________________ 
Mailing Address (optional) ______________________________________ 
City, State Zip (optional) _______________________________________ 
Telephone & Email____________________________________________ 
 

Objective: Most employers do you look at the objective so it just takes up space on your resume.  

 
Professional Statement:  If a cover letter is not required, write a short 2-3 sentences summarizing who you 
are in relation to the desired position. 

 
Summary of Qualifications:  list the summary of the relevant skills you identified in sheet 1, 
number 2 that relate to the desired position. 

• __________________________________________________________________ 

• __________________________________________________________________ 

• __________________________________________________________________ 
 

Education: 
Year of completion or anticipated completion, school name, city/state, and the degree received 
List courses or activities that would interest the hiring manager. 
Example:  
  College of Southern Idaho, Twin Falls, ID, 

Drafting Technology Associate of Applied Science  May 2020 

  Add special certifications or abilities received such as AutoCAD, etc. 
 

________________________________________________________________________ 
________________________________________________________________________ 
________________________________________________________________________ 
 

Work Experience: 
Job Title, Employment Dates, Company’s Name, City, State 

List your important accomplishments, duties and responsibilities which relate to the job for 
which you are applying.  Keep sentences brief, under 12 words, use bullets at the beginning 
of a list.  Use power words and quantifiable information. For Example:  “Coordinated a 4 
member team to collect research data.  Prepared itemized report and proposal for management.  Recommended 
changes saved the company $15,000 annually in operational expenses.” 

Example: 
Drafter, Jake’s Drafting and Design, Twin Falls, ID   June 2018 – Present   
   Assist architectural engineer plan and design 20 one-of-a-kind projects. 

 
Other: list accomplishments or tools used that would be specific to the job for which you are 
applying. 
___________________________________________________________________ 
____________________________________________________________________ 
Volunteer Work (optional) Mention any services you provided and the outcomes of your work. 
 


