
t{hat skills wilt Help Me

Become That Person?
In Section 1 you looked at who you are' In Section 2 you
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who you think you will become' If the future
-iunu" 

fixes cars, then you're going to have to develop

J"'d;;**il';i;; futurJ"vo-"'" op"1' a store' vou'Il

n"ed a.c-ou.,ting and other business skills'

But you. dieam of who you rvill become is broader

than just the rvork you will be doing' There are

important general skills that will help you become

*L.. ,.,..Jrsful, no matter who you become' These

includecommunicationandtimemanagementskills.
it.y ur" called transferable skills because they will

be usefui in all aspects of vour life'

In this section, You will:

. look closely at some transferable skills

. decide which transferable skills you will need

. learn how to develop' those transferable skills

Transterable skills

1. Brainstorm what skills you think would be

transferable to any life or work situation (e.9.,

using a school planner, organizing your clothes,

being adaptable to new people or situations,

managing stress).Then create a class list of

transferable skills.

2. Create a chart (like the orre below) on which to

list your own transferable skills' Copy the class

list of skills into the first column, then complete

the chart. Rate your skill levelfrom I (low) to 5

(high). Leave space in each category (or use a

computer), because you will be adding to your

list. 'j

Skills Do I Have This Skill? How Much Do I Want
to Improve This Skill?

What Can I Do to
Develop This Skill?

e.9.,

using a planner

keeping my clothes

organized

being adaptable
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Ttansferable Skills

Profile: Andrea Peters

Andrea Peters has been hired as an administrative assistant for a large

government project' il;;irtrcialized knorvledge she has is of several

common software programs' 
within weeks' everyone on the project-

re- includingthe director-knoy**:'1"]l-Tt^illi

"il.tpt"tifrility 
keeps grorving' This is. summed up

i; ;d"ry rvay rvhen someone puts a sign over her

;k ;;;. It says, "Andrea Peters' President'"

Andrea's an actress, doing this job to pay the

rent. She has a university degree in French and

-,.rri., and a three-year musical theatre diploma

fro* Sfr.tlaanCollege' "It's a tough jobi'she says'

"but I like the atmosphere and the flexibility' I can

take time off for auditions and pertormances'

The job involves the usual admir-ristrative duties:

*orJ pro..rsing, photocopying and faxing' taking

*irrrrt", at meetings, scheduling events' meetings

and teleconferences, and general troubleshooting of

all kinds. Andrea has to drarv on her strong

o.gorrirutlo.ral skilis to keep all the details together'

But it's her interpersonal skills that really shine'

and this is rvhere her training in drama becomes

useful. "I clon't have a problem talking to people'

or with public speaking. I'm confident-that comes

from acting and going to auditions. I'* ,roi afraid of nerv situations. I'm a social

;;"; to 6.gir, ,i'i,t,,'u.tt my drama training gives me an awareness of character

and persona I itY t1'Pes."

The company picnic is an example of how Andrea's responsibilities have

gro*r,. Andrea t]ui to plan a fu1l afternoon of activities for 200 people on the

last y.arm day of ,rr*-"r. Her employers rvanted the picnic to be a "team

building" event.
"t tii.cl to keep the atrnosphere as light as possible' I organized

entertaining gu*., that would get peopie invoh'ed' I brought my own

personality and sense of humoJr to the job, and that's wirat made it rvork. The

picnic rvas a huge success."

Atrdrea auditions lvirenever she can, but she has also discovered a new

interest in the business rvorld. "I like deaiing rvith people and organizing

things. I coulcl be interested in an administrative or n-ranaSement career' I

haven,t changed ,11y ai,..tion-I,m still going for acting*but I,m considering

a career shift."
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Employability Skills

Transferable skills are like a "tool kit" for life and n'ork' From every experience

in 1,su. life, you will be coirstantly adding to this tool kit'

Take Meredith, for example. Her homework is aiways incredibly neat'

Sometimes people call her a 
i'neat freak," but she doesn't care. She likes to be

organized ufo.,i her ciothes ald jewelry, too. In fact, her room is the tidiest in

thJ housel Her abiiity to keep things orderly was a skiil that helped her build

up a summer lawn-mowing tusiness. Her clients liked how neat she left their

yr.ds. Meredith's organizing skills are part of her tool kit'
Do you have u rllt tlt 

"lirat? 
Something that helps you at school, and also

giyes you an "edge" somewhere else? The Conference Board of Canada calls these

iki1s employabilify skills, and has organized them into these three categories:

The chart on page 66 lists these skills in detaii.

Links
The Conference Board of Canada is a nationally respected "think tank" that helps its

members anticipate and respond to the global economy. Its members are Canadian

business, government and public sector organizations.

You can find out more about the Conference Board of Canada by writlng to them at

255 Smyth Road, Qttawa, 0N KlH 8M7, calling them, or visiting their website. Go to

<www.careers.nelson.com> for a direct link to up{o-date information.
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EmptoyabilitY Skills

Academic Skills

Canadian emPloYers need a

person who can:

Communicate
. understand and sPeak the

languages in which
business is conducted

. listefl, understand and learn

' read, comprehend and use

graphs, charts and disPlaYs

' rvrite effectively in the
languages in which
business is conducted

Think
. think criticallY and act

logically to solve Problems
and make decisions

' understand and soh'e

problems involving
mathematics, and use the
results

. use technology,
instruments, tools and
information systems
effectiveiy

. access and apply sPecialized
knowledge from various
fie1ds (skilled trades,
technology, ph1'sical

sciences, arts and social
sciences)

Learn
. continue to learn

throughout life

Reflection
Go back to the balanced

decisron-making model

on page 9" Choose

three employability skills

that are most useful for
makrng decisions, and

explain your choice.

Personal Management Skills

Canadian emPloYers need a

person rvho can demonstrate:

Positive Axitudes and

Behaviours
. self-esteem and confidence
. honesty, integritY and

personal ethics
. i positive attitude toward

learning, grou'th and

personal health
. initiative, energy and

persistence to get the job

done

Responsibility
. the ability to set goals and

priorities in work and
personal life

. the ability to Plan and

manage time, mohry and
other resources

. accountability for actions

Adaptability
. a positive attitude toward

change
. respect for diversity and

indir.idual differences
. the ability to identifi, and

suggest new ideas-
creativity

Teamwork Skills

Canadian emPioYers need a

person who can:

\\rork with Others
. understand and contribute

to an organizations goals

. understand and work
within the culture of a
group

. plan and make decisions

rvith others, and suPPort

the outcomes
. respect the thoughts and

opinions of others in a
group

. exercise "give and take" to
achieve grouP results

. lead when appropriate,
mobilizing the grouP for
high performance
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List your skills

Does the list of employability skills feel overwhelming?
Go back to )'our orvn transferable skills list (page 53). How

many emplol.ability skills do you already have on your list? Add
any that are not already there. Complete columns two, three and
four on the chart for these skilis also.

Remember the creclentiais we talked about in Unit I ? Yourr transferable skills

are also irnportant credentialsl
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