Essential skills are used in nearly all occupations and throughout daily life.  They are transferable from school to work, job to job and sector to sector. Focusing on your transferable skills will help you show an employer you have the skills for the job even though you may not have done this type of work before.

Essential skills and work habits have been highlighted in the sample job ad shown below.

SAMPLE JOB AD

	PART-TIME RETAIL SALESPERSON WANTED

Looking for an enthusiastic Retail Salesperson with excellent communication and money math skills. Good understanding of customer service and tasks relating to inventory, promotions, and displays is needed. Must be a team player with strong decision-making skills. Send résumé to Fashion Forward One (attention: Manager) at fashionforwardone@email.com


Now think of examples that show you have used these skills or work habits at home, in school, in the community or in the workplace.  These examples will help you communicate your strengths and abilities in your résumé, cover letter and during an interview. 

	TIP: The OSP Transfer Your Skills and Work Habits activity can help you communicate your skills and work habits to an employer.


