Professional Inventory Worksheet

This professional inventory is designed to get you to think about your own “evidence” of skills, abilities, and understandings on your current résumé. While many people claim to have good “people skills,” what does that mean? And, better still how can you “prove” it to a potential employer who looks at hundreds or even thousands of résumés for one position? 

This worksheet takes you through a sorting, evaluating, and goal setting process and hopes to get you thinking about such evidence. Really take your time to move through that process carefully and thoughtfully. This sheet, otherwise, might seem like busy work, but when in your career will you get the time to look seriously at your current standing so that you can better yourself in the future? Take the time now! Plus, this inventory is a substantial part of your course grade. 

As always, if you have any questions, please just let me know. Keep in mind that this inventory might be quite different in emphasis, and should be, depending upon your selected major.

Step One: Sorting & Gathering Evidence

In column one, type phrases that denote skills, concepts, and descriptions directly from your job advertisements. Yes, type in sentences and ideas that come from the ads! Directly list all requested skills from “works well with others” to “Microsoft Excel.” Any request that appears on the job ad, not just in the educational requirements section, should appear in the first column of this inventory. Also, read between the lines in terms of potential people skills and other competencies that are implied and include that information as well.

In column two, take experiences directly from your résumé that prove your abilities in relationship to those skills, concepts, and descriptions. 

For example, in column one you might have “excellent communications skills” and in column two you might be able to input “facilitator of quality improvement team during internship” and “leader of campus orientation seminar for entering students.” 

Important Notes: 

1) You need not necessarily have a corresponding entry in the second column for   

     all of your entries in column one. 

2) You need not include every single experience from your résumé in this table.

3) You can include more than one source of “evidence of ability” in column two.

4) You can add or delete rows as necessary.
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Step Two: Initial Evaluation of Evidence 

Comparing the information in the two columns of this table, what skills, concepts, and descriptions from your job advertisements yielded little or no evidence on your scannable résumé?

What skills, concepts, and descriptions from your job advertisements yielded quite a bit of evidence from your scannable résumé?

Besides the information in your job advertisements, what other skills, concepts, and descriptions of the role(s) of a professional in your field are important to you and your future development? 

Step Three: Accessing & Prioritizing your Skills 

Using your résumé and your responses in steps one and two of this sheet, answer the following questions.

Based upon evidence from your scannable résumé, what are two of your strengths as a member of your field?

What would you consider some of your weaker areas as a professional in your field? 

What are some areas in need of improvement? (Be specific! List (at least) twenty items. What are the names of software packages you need to learn? What kinds of documents you will need to write? What procedure will you need to know? What people skills do you need to have? What awareness of organizational situations and politics must you acquire? Etc.)

How would you prioritize the above list of specific improvements? (Literally, rank those items from 1 to X with 1 being your top choice in terms of your professional development.)

Through which specific courses, seminars, internships, volunteer opportunities, and other means will you acquire some of these skills and abilities? (Conduct some preliminary research to locate these resources and list those specific ideas here.)

