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Transferable Skills
• Definition

• Aptitude and knowledge acquired through personal and professional 
experience, including education, employment, volunteerism, community 
activities, hobbies, etc. 

• Basically, any talent developed and able to be used in future employment 
situations, even if developed outside the traditional work setting.  

• Why Do Transferable Skills Matter?
• Being able to identify and clearly communicate examples of your 

transferable skills can increase your chances of landing a future job or 
entering a new career. They provide solid evidence of your readiness and 
qualifications for a certain position.

• The creative use of transferable skills should be a major part of your job 
search and a key factor in your resume/CV, cover letter, and interview 
strategies.  

•Determine Next Steps in Your Career Path 
• First Time Job Seeker - Recent Grad/Entering Workforce
• Positions Within Your Field or Industry - Lateral Move or Promotion/Step 

Up the Ladder
• Positions With Same Employer but Different Division or Department
• Complete Career Transition 

•Create a Transferable Skills List
• Make a list of your transferable skills as they relate to the position you are 

seeking next in your career path. 
• Be specific about each skill that you acquired, how you acquired it, and 

how it will transfer back to the specific position at hand. Identifying the 
skills is one thing, but applying them to specific employment situations is 
even better.
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• Remember that you are always accumulating new skills through every 
personal and professional experience. Keep adding to your Transferable 
Skills list and updating it throughout your career.  

•Feature Your Transferable Skills
• Cover Letter

• Don’t avoid the elephant in the room! If the position you are seeking is 
one outside your area of expertise, field, industry, etc., mention why 
you are seeking it, how you are qualified for it, and any transferable 
skills that you bring to the table. The point is to get them to review your 
CV/resume and not throw it in the slush pile!

• CV/Resume
• You can feature some of your transferable skills in the Summary or 

Objective section at the top of your resume, and/or within the actual 
descriptions of your previous positions and experiences.

• Job Interviews
• Be prepared to point out your transferable skills. Find ways to bring 

them up in the interview and to creatively answer questions with your 
transferable skills in mind.  

• Skills vs. Talents vs. Abilities
• Skills are often acquired through work and education. They can be 

knowledge skills or functional skills. They are often referred to as learned 
behaviors or competencies.

• Talents are often with us from birth. They are referred to as natural born or 
innate skills, or gifts.

• Abilities are often referred to as personal traits and areas of self discipline. 
Abilities can develop into full fledged knowledge or functional skills even if 
they originally stem from natural born talents. 

• Regardless of the term used, skills, talents and abilities are all relevant 
when it comes to the broader topic of Transferable Skills in the Workplace.  

• KSA = Knowledge, Skills, and Abilities (term used in many government 
settings)

• Think of them all as the “art” that runs through everything that you do. The 
“through line” or “archetype” of your life and career. 

• Competency + Passion = Highest Level Transferable Skills 

Job Interview Skills Checklist 
• Employment Experience

• Relevance to position, gained skills transferable to position
• Educational Background

• Relevance to position, intellectual capacity and curiosity 
• Leadership
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• Decision making, delegating, team building, managing, supervising, 
inspiring and motivating others

• Emotional Intelligence
• Awareness, control and expression of relevant emotions, ability to handle 

interpersonal relationships judiciously and empathetically
• Interpersonal Skills

• Ability to interact with others, ability to establish cooperative relationships, 
strong listening skills, tact, diplomacy

• Sensitivity to Diversity & Cultural Differences
• Awareness of differences among people in workplace, respect for diversity

• Communication Skills
• Ability to read, write, and speak clearly and intelligently

• Analytical Abilities
• Logical thinking, advanced problem solving skills

• Creativity
• Ability to think and act outside the box, brainstorm and implement unique 

ideas, change management skills
• Drive and Focus

• Hard working, motivated, energetic, demonstrated leadership ability
• Personality

• Personable, likable, courteous, warm, humorous, friendly, serious minded, 
passionate, enthusiastic  

• Professional Image, Maturity & Poise
• Confident, polished, knowledge of acceptable professional behavior, 

executive presence, demeanor, attire, good match to represent 
organization’s brand

• Organizational and Productivity Skills
• Physical organizing skills, time management, project management, goal 

setting and follow through, delegation to team members, meeting 
deadlines

• Technical Skills
• Familiarity and proficiency with software, applications and technology used 

in particular field, industry or organization
• Interest in Position and Organization

• Demonstrated interest through research, talking to members, 
informational interviews, visiting location, networking and community 
groups, social media connections, volunteer work in field, writing or 
speaking on relevant topics 

Finding Out What Skills Your Next Position Requires
• Job Postings
• Organization’s Website
• Glass Door and other job sites
• LinkedIn and other Social Media
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• Networking 
• Informational Interviews
• Other Ways: Be Creative!  

Personal & Professional Branding
• Your UBP (Unique Brilliance Proposition)
• 5 Words Branding Exercise
• Personality Profile Assessments
• Personal Manifesto
• Career Mission Statement 

About Your Presenter 

Lisa Montanaro traveled the path of a performer who 
didn't want to be a "starving actress" so she said no to 
Broadway, worked as an instructor and interpreter of 
deaf students to put herself through law school, and 
became a lawyer specializing in employment and 
education law. She then "defected" from the practice of 
law and started her own business on the heels of the 9-11 
tragedy. Lisa has very much created her purpose, lives 
her passion, and now makes it her mission to help others 
do the same in their careers and lives.  

Lisa earned a Bachelors degree in Psychology, Speech 
and Political Science from Hofstra University and a Juris 
Doctor Degree, magna cum laude, from Pace University 
School of Law. Her psychology background combined 
with savvy business experience gives Lisa unique insight 
into the lives of working professionals.  

A born and bred New Yorker now living in sunny California with her veterinarian 
husband and two spoiled rescue mutts, Lisa is a professed community theater 
performer, an avid runner and cyclist, a world traveler, a voracious reader, a creative 
writer, and a lover of languages! To find out more about Lisa's speaking, coaching and 
consulting programs, as well as her books and multi-media products, 
visit www.LisaMontanaro.com. 

Let’s Connect!  
www.Facebook.com/LisaMontanaroBiz 
www.Linkedin.com/in/LisaMontanaro  

www.Twitter.com/LisaMontanaro 
www.YouTube.com/LisaMontanaro  
www.Pinterest.com/LisaMontanaro  

www.Instagram.com/Lisa.Montanaro 
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