
Recognising your
skills: thinking about 
applying for a job



Introduction

When you apply for a job, the application
will usually include something called a
person specifi cation.

A person specifi cation is what the organisation is
looking for in a person. 

It usually includes an ‘essential’ list of things
that are very important to do to the job.

It usually also includes a ‘desirable’ list. These 
are extra things that the organisation wants and 
would make you stand out as a candidate.

A person specifi cation will also include things like:

Your
experiences

Your
education

Details of any
courses you've done

Your 
qualifi cations

Your
skills

Your
knowledge
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What are you good at?

Your skills:

When thinking about applying for a job,
it is a good idea to think about:

When applying for jobs, you have to write a
statement which matches your skills and 
experiences to the job specifi cation.

What can you do well?

What have you been doing for a long time?

What have you achieved?

Your skillsIntroduction

The
job Me

1.

What can you do well?

Achievements!



My skills

My achievements:

I’m good at:



What do you know a lot about?

(Try to write about how your knowledge could
help you in a work situation).

What did you learn during your education?

Your knowledge
and education

What do you know about the job you are
applying for and the organisation you would be 
working for?

You will need to write down what grade you
got in which subjects and the date you got them.

Other questions to think about:

Your knowledge and education Your knowledge and education

2.

Things I learned



At school, I was good at:

Things I know a lot about:

Your knowledge and education
My knowledge and education



How can you use your experiences in a
work situation?

Why you would be good at the job.

What have you learned in your life?

Your experiences

Why do you want to do the job.Think about jobs you have done before, any work 
experience or volunteering you have done.

To help you write your ‘supporting statement’ you 
should also think about the following things:

3.

Your experiencesYour experiences

You should include some of these in your
supporting statement.



My previous work experiences

Things I have learnt that would be useful for the jobMy experiences



Your transferable skills4.

These skills can be gained from previous jobs, 
charity or voluntary work, your hobbies or even 
just at home.

Transferable skills are skills and which can be
used in lots of diff erent jobs and industries.

Think about your hobbies. 

What do you enjoy doing in your spare time?

What skills are needed for you to do these?

How could these skills benefi t a job role?

Ideas can
solve problems!

Great at
typing quickly

Ability to
think fast!

Good at
solving problems

Your transferable skills

Ideas can
solve problems!

Skills

Transferable

Your transferable skills



My transferable skills:

My transferable skills



Working in partnership:

For more information about the project:

e-mail: info@suff olkordinarylives.co.uk

Online: suff olkordinarylives.co.uk
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