
Skills and Strengths Inventory
This document enables you to create a comprehensive list of skills and strengths that you would like to leverage as you advance professionally. By recording these 
traits, you are better able to reference them and draw from examples for résumés, cover letters, LinkedIn profiles and interviews. You may also assess for any gaps 
that could prevent you from attaining your ideal position.

Instructions
The pages below contain editable fields. Document the particular Skills and Strengths you have exhibited and include specific instances when you have used them to 
generate positive results. Under Opportunities, note areas that you would like to further develop and create a plan to do so. See the Skills and Strengths lists on each 
page for examples as you brainstorm. 

Note: Employers look for more than just technical skills from candidates, so it is important to identify and articulate both your “soft” and “hard” skills.

•	 Hard skills are the specific, teachable abilities and knowledge required for a job; they are fact-based and can be defined and measured.

•	 Soft skills include the personal, relational and behavioral attributes that allow you to thrive in the workplace; they are subjective and often times situational.
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Skills

Skill
Training/Education/
Experience
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(e.g. projects, daily use, etc.)

Benefits or results of 
usage

Story



Accountability Communication Intellectual Personality Precision Relational Situational
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Accountability – Strengths related to holding yourself accountable to completion of the task

Communication – Strengths related to how you communicate with others

Intellectual – Strengths related to how you think or react to new information

Personality – Strengths drawn from character traits

Precision – Strengths related to ensuring that tasks are completed with precision 

Relational – Strengths connected to relating with people and building relationships

Situational – Strengths related to managing difficult or challenging situations
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Strengths

Strength
Training/Education/
Experience

Application 
(e.g. projects, daily use, etc.)

Benefits or results of 
usage

Story



Opportunities

Desired Skill or Strength Benefits of skill/strength Priority ranking (1-10)
Training/Education/
Experience needed

Timeline for Acquisition
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