
The Transition Career Exploration Workshop is a product of the Maine Department of 
Labor.  The ND Division of Vocational Rehabilitation has permission to add the ND 
DVR brand to all information.  
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Facilitator Notes:  
 
LEARNING OBJECTIVE:  Participants will learn about the three types of skills and how 
to use them to select future employment goals. 
 
 
In this section, we will focus on identifying all of the skills that you have already 
accumulated so far.  These skills can come from a variety of experiences – mowing 
lawns, delivering newspapers, babysitting, hobbies, sports.  Let’s look at how to 
inventory these skills so you can name them.   
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Facilitator Notes: 
As we are learning, skills come in a variety of forms. We all have them.  And each of 
us has a different combination of skills.   
 
Skills are abilities you do well that are important to employers as you pursue 
employment.  They want to know “what you can do for them.” 
 
We recommend learning how to identify your skills—honestly and quickly—so that 
when you are asked these questions during an interview,  you will be able to back up 
your claims with examples of when you used them to accomplish something 
meaningful. 
 
Understanding what a skill is and learning to inventory your skills will be helpful to 
doing a resume and for interviewing.   
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Facilitator Notes:   
 
The challenge here is to help participants realize that they have learned all sorts of 
skills, especially if they look at all areas of their lives; i.e., home, school, leisure life, 
volunteer/work, hobbies, etc.  
 
Remind participants that we are not just focusing on their work life, but every part of 
their life. 
 
To help you to understand and organize your skills, next we are going to talk about 
three types of skills.   
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Facilitator Notes: 
 
We will focus on the three types of skills and inventory your skills in each area. 
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Facilitator Notes: 
 
Here, we are focusing on the job-specific or “technical” skills that distinguish one job 
from another. 
 
Sometimes, we call them “knowledge” because they are skills we have learned on a 
particular job or they’re something we know something about from experience.  
 
These are skills that usually cannot be transferred from one job to another. 
 
Have them brainstorm some examples of skills that cannot be transferred from one 
job to any other. 
 
Then, have them each indicate something they have learned about over the last year. 
 
 
Ask participants to record these skills on the SODA handout located at the beginning 
of the workbook under - Skills: Job Specific Section.   
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Facilitator Notes: 
 
Here, we’re focusing on “how” you work.  These are typically adjectives that people 
would use to describe you in the workplace. 
 
These are the skills that could describe your “work ethic” or your work “personality.” 
 
 
What do you think co-workers would say about you?  What would you say about 
yourself?  There is an activity to help with vocabulary to describe or inventory self 
management skills after the next slide.   
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Facilitator Notes:    Projected Time – 20 minutes 
 
Self Management Skills: Certain personality traits, developed through experience and 
rooted in your temperament, are those you use to manage yourself.  These traits 
affect your work habits and are usually expressed as adjectives.  Remember, you need 
to be able to describe a situation when you have used these skills if you claim to have 
them. 
 
Participants will complete the one-page self-management skills inventory.  There is a 
copy in the Participant Workbook and the Facilitator Manual. 
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Facilitator Notes:  
Activity:  You could do this as a class activity and relate some of this to the Story 
Circle information they got from sharing their experiences. They could add to this list 
from that exercise.   
 
Ask participants about what it was like to do this exercise.  Did they find skills that 
surprised them?  You could ask them how many skills they checked, and could they 
discuss how they used these skills in a real life situation.  Also remember that some 
of these skills began to develop early in life.  Maybe they were always a good dancer, 
or basketball player, reader or math person, or musician or singer.   
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Facilitator Notes: 
 
Now that you can identify your skills from the inventory you can take the time to 
record the results on the SODA in the Participant Workbook. 
 
How would you talk about your skills with an employer?  Talking with an employer is 
different than talking with a friend or a parent or a guidance counselor.  So, how 
would you describe your skill and a situation where you used that skill?   
 
Examples -  
Knowing how to use tools to build something – 
 maybe you helped to build a doghouse or a deck. 
 
Knowing how to use software to create flyers or other documents –  
 maybe you designed the layout for the school newsletter 
 
Knowing how to develop a website using HTML or other software – 
 maybe you created a website for a friend’s business 
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Facilitator Notes: 
 
The third kind of skills we referred to were transferable skills.   
 
Go over the slide. 
 
Quite simply, transferable skills are skills that you developed in one situation and can 
use them in another situation; i.e., like knowing how to use tools, computer software, 
drive a vehicle, communication skills, problem-solving skills, and planning skills.  
[adapted from Nelson Bolles (1996)] 
 
Everyone has transferable skills, and they are acquired all through a person’s life from 
infant to grade school through to college via formal courses, informal education, 
personal reading, social activities, professional activities and life in general. Once you 
have identified the set of essential skills that you can take with you and apply 
anywhere you go, you can embark on a dedicated mission to cultivate these skills 
further and add to their inventory. 
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Facilitator Notes: 
 
The instructions and the one-page inventory are in the Participant Workbook and the 
Facilitator Manual.   
 
After the inventory, the following slides discuss each of the 6 different groups of 
transferable skills.   
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Facilitator Notes: 
 
Go over the six groups with the participants to help them to understand and identify 
the skills that fit for them.   
 
The first group is the Manual and Technical – how does this relate to the kind of 
learner a person is and what their temperament is with the Holland and the WOWi.  
Help them to make connections between all the different forms of learning they have 
been doing.  
 
Did any of them check off any of these skills?  How do they use them?  
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Facilitator Notes: 
 
The skill area is Analytical/Problem-solving skills. 
 
Go over the words to make sure that everyone understands what is being described 
and how that relates to job search and work.   
 
Did any of them check off any of these skills?  How do they use them? 
 
Do they use any of these skills in their daily lives – at home or at school? 
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Facilitator Notes: 
 
This skill set is referred to as Innovative/Original Skills.  
 
Again, go over the words to make sure that everyone understands what is being 
described and how these relate to work and all the activities they have been doing? 
 
Did any of them check off any of these skills?  How do they use them? 
 
Can they think of anything they did at school where they used these skills? 
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Facilitator Notes: 
 
This set of transferable skills is known as the Social/Interpersonal Skills.  
 
Go over the words to make sure that everyone understands what is being described. 
 
Did any of them check off any of these skills?  How do they use them? 
 
How important do you think these skills are in school, work and life in general? 
 



17 17 

Facilitator Notes: 
 
This set of transferable skills – managing/influencing skills are learned over time. 
 
Go over the words to make sure that everyone understands what is being described. 
 
Did any of them check off any of these skills?  How do they use them? 
 
Do they have any of these skills?  How could they use them in the workplace? 
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Facilitator Notes:  
 
Make sure you go back and review with the group the choices and the number of 
choices that they made under each category and have a class discussion about this. 
 
Go over the words to make sure that everyone understands what is being described. 
 
Did any of them check off any of these skills?  How do they use them? 
 
How important are these skills in everyday life, in school, at work? 
 
 
 
 
The above was taken from the National Corporation for Community Service and Serve AmeriCorps Act. 

 
 



19 19 

Facilitator Notes: 
 
Activity for the Discussion of Transferable Skills 
 
This is an exercise you could do with participants to help them to relate these skills to 
their experience.  Relate to hobbies, interests, volunteer work,  etc.  
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Facilitator Notes: 
 
Have participants record the appropriate information in their Participant Workbook in 
the SODA Grid. 
 
During the next activity, participants are going to talk about their achievements as 
these skills relate to what they achieve.  Help them to bring these three types of skills 
into the Achievement Story Circles.   
 
 

20 



21 

Facilitator Notes: 
 
Listed on the left are the six types/groups of Transferable Skills. 
 
Looking at their transferable skills inventory, have participants designate in which of 
the 6 skill area(s) they checked the most Transferable Skills.  
 
Have them look at the related Holland Type in the right-hand column. 
 
Do any of their preferred Transferable Skill types match their Holland Type? 
 
There may be a connection between what you like to do (interest) and what you can 
do (Transferable Skill). 
 
 


