
 

 

 

 

 

 When filling out forms and applications, the section on skills and 
qualifications is crucial as it highlights your competencies and areas of 
expertise.  

 This information helps potential employers or institutions understand 
what you can bring to the role or program. 

Key Features of Skills and Qualifications 

1. Technical Skills: 

 These are specific abilities related to the job or field you are applying 
for.  

 They often require specialized knowledge and are typically acquired 
through training or education.  

 Examples include programming languages, software proficiency, and 
technical writing. 

Example: 

 

 

 

 

 

 

 

Skills and Qualifications Notes 

Proficiency in Java and Python, expertise in using 

Adobe Creative Suite, or experience with data 

analysis tools like SQL and Tableau. 



 

 

 

2. Soft Skills: 

 These are personal attributes that enable you to interact effectively and 
harmoniously with others.  

 They are often transferable between different roles and industries. 

Example:  

 

 

 

3. Certifications and Licenses: 

 These are formal recognitions of your skills and knowledge in a 
particular area, often required for specific professions. 

Example: 

 

 

 

4. Education and Training: 

 This section includes your academic background and any additional 
training or courses you have completed that are relevant to the role. 

 

 

 

Communication, teamwork, leadership, problem-

solving, and time management. 

Certified Public Accountant (CPA), Project 

Management Professional (PMP), or a certification 

in Six Sigma. 



 

 

 

Example: 

 

 

 

5. Languages: 

Proficiency in multiple languages can be a significant advantage, especially in 

roles requiring communication with a diverse client or international 

operations. 

Example: 

 

 

6. Professional Development: 

This includes any workshops, seminars, or conferences attended that have 

contributed to your professional growth. 

Example: 

 

 

 

Bachelor's degree in Computer Science, Master’s in 

Business Administration, or a course in advanced 

data analytics. 

Fluency in Spanish and French, or basic proficiency 

in Mandarin. 

Attending an annual marketing conference, 

completing a leadership development program, or 

participating in a coding bootcamp. 



 

 

 

 

 Demonstrates Competence:  

Highlighting your skills and qualifications shows that you have the necessary 

abilities and knowledge to perform the job effectively. 

 Enhances Employability:  

A well-rounded set of skills and qualifications can make you more attractive to 

potential employers, setting you apart from other candidates. 

 Indicates Commitment to Professional Growth:  

Showcasing your ongoing education and professional development 

demonstrates a commitment to improving and staying current in your field. 

 Aligns with Job Requirements:  

Matching your skills and qualifications with the job requirements shows that 

you are a good fit for the role and can meet the employer’s needs. 

 Builds Confidence:  

A comprehensive list of skills and qualifications can help build confidence in 

your ability to perform the job and contribute positively to the organization. 

 

 

 

 

 

Importance of Skills and Qualifications 



 

 

 

 

1. Be Specific:  

Clearly state the skills and qualifications that are most relevant to the job or 

program you are applying for. 

Example:  

 

 

 

2. Use Keywords:  

Incorporate keywords from the job description to ensure your application gets 

noticed by applicant tracking systems (ATS). 

Example:  

 

 

 

 

 

 

 

 

 

Tips for Describing Skills and Qualifications 

Instead of saying “good with computers,” specify 

“proficient in Microsoft Office Suite, including Excel 

and PowerPoint”. 

If the job description mentions “project 

management,” ensure that phrase is included in 

your list of skills. 



 

 

 

3. Provide Evidence:  

Whenever possible, provide examples of how you have used your skills and the 

outcomes of your efforts. 

Example:  

 

 

4. Quantify Achievements:  

Use numbers to demonstrate the impact of your skills and qualifications. 

Example:  

 

 

5. Tailor to the Role:  

Customize your skills and qualifications to match the specific requirements of 

the job or program you are applying for. 

Example:  

 

 

 

 

“Led a team of five in developing a new software 

application, resulting in a 30% increase in efficiency”. 

“Increased sales by 15% through targeted marketing 

strategies”. 

If applying for a managerial position, emphasize 

leadership and team management skills. 



 

 

 

 

 

 

 

 Technical Skills: 

 

 

 

 

 Soft Skills: 

 

 

 

 

 Certifications: 

 

 

 

 

Example Entry for Skills and Qualifications 

on a Form 

Proficient in Java, Python, and C++ 

Experienced with SQL and database management 

Skilled in Adobe Photoshop and Illustrator 

Excellent communication and interpersonal skills 

Strong leadership and team management abilities 

Effective problem-solving and critical thinking skills 

Project Management Professional (PMP) 

Certified Scrum Master (CSM) 

Google Analytics Certified 



 

 

 

 Education: 

 

 

 

 

 

 Languages: 

 

 

 

 Professional Development: 

 

 

 

 

Bachelor’s Degree in Computer Science from XYZ 

University 

Master’s Degree in Business Administration from ABC 

University 

Fluent in Spanish and French 

Basic proficiency in Mandarin 

Attended the Annual Marketing Conference 2023 

Completed a leadership development program 

through XYZ Training Institute 


