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ANALYSIS OF SKILLS 

Getting in Touch with Accomplishments 
 

Name_____________________________________ 
 
Date______________________________________ 
 
In order for you to most clearly picture the future and make choices in the present, it is important 
to inventory the past.  Many persons neglect to draw from their immediate past experiences and 
accomplishments in order to determine how they are already in some very significant ways 
prepared for future career options. 
 
A helpful way to view the past: 
 
                   INVENTORYING PICTURING 
 
    
                                         P  
             R 

              PAST         E         FUTURE     
          S 
          E 
          N 
           T 
 
  

An unhelpful way to view the past: 
 
 
      P 
      R 
                     PAST   E                  FUTURE 
      S 
      E 
      N 
      T 
 
  
These worksheets are designed to help you to get in touch with past accomplishments and gain an 
overview of your life in terms of significant achievements.  As you list your accomplishments, 
choose those where you were active and exercised some initiative.  They are not to be things that 
you passively received, but achievements that you actively brought about through effort on your 
own part.  Proceed with one page at a time.  It will probably be best if you do not anticipate what 
is coming next and thus mentally short-cut the process. 
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As rapidly as possible, list past accomplishments that come to mind.  Use only a brief phrase to 
recall the accomplishment.  In the (  ) to the left, record the approximate age you were at the time.  
Try to use all 25 spaces. 
 
 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 

(    )____________________________________________________________________ 
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Arrange your list of 25 accomplishments in the categories below.  Enter additional 
accomplishments as they come to mind. 
 
Family Life and Personal                                Avocational and Recreational 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________ 

________________________________           __________________________________  

 

Job/Profession                                                    Academic 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

________________________________            __________________________________ 

 

Community Activities 

_______________________________              __________________________________ 

_______________________________              __________________________________ 

_______________________________              __________________________________ 

_______________________________              __________________________________ 

_______________________________              __________________________________ 
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As you begin your skill analysis, your task will be to choose significant achievements in which 
you were active and accomplished something satisfying.  You will need to write specifically what 
you did and how you did it. 
 
From your list of significant accomplishments, choose the five most important ones – those that 
will be most helpful to you in analyzing your skills.  If you find it difficult to identify significant 
accomplishments, think in terms of things you have done that you very much enjoyed. 
 

 
TOP FIVE ACCOMPLISHMENTS 

 
 
1.______________________________________________________________________ 
 
 
2.______________________________________________________________________ 
 
 
3.______________________________________________________________________ 
 
 
4.______________________________________________________________________ 
 
 
5.______________________________________________________________________ 
 
 
Use the attached sheets to describe specifically what you did and how you did it.  Continue on the 
back side of each sheet, if necessary.  As you write, keep in mind what skills and strengths you 
used.  (On the last page, you will be asked to list these skills and strengths according to the 
definition provided). 
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Significant Achievement #_____         Title____________________________________ 
 
 
 
 
 
 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Describe the achievements as concretely and specifically as possible so that you can 
see clearly what it was you really did.  Use back of sheet if necessary. 
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Significant Achievement #_____       Title_____________________________________ 
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Significant Achievement #_____      Title_____________________________________ 
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Significant Achievement #_____      Title_____________________________________ 
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Significant Achievement #_____      Title_____________________________________ 
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For each of the five achievements on page 4, list the skills involved, the personal strengths or 
traits enacted, and how specific learning goals or refinements of them might make the contents 
of these achievements translate more effectively into your desired vocational setting.  Use the 
following definitions as a guide.  Use back of page if needed. 
 
Personal Skills:  These are based on aptitudes.  They are acquired as natural-born talent and 
refined by experience and education.  They are related to people, data, or things.  Some of them 
are transferable abilities from one job or profession to another.  Some are more general, while 
others are highly specialized, and may be related to performing a specific job in a particular field 
or profession.  These may be less transferable.  Note the differences between these two sub-
categories as you list all the skills you can think of for each achievement (examples – listening, 
planning, managing). 
 
Personal Strengths:  These are based on your character.  They include your attitudes, values, and 
temperament.  They comprise your “style” of interacting with the world.  They are related to self-
management in terms of space, time, authority, impulse control, dress, and even your preferred 
work environment (examples – confidence, sensitivity, insightful). 
 
Future Learning Goals:  These are the things you need to find out about and at which you need 
to gain more expertise.  Since you may be heading into an important time of transition, these 
goals can help you in your personal and professional development.  They should also address 
personal deficits and vulnerable or weak dimensions of yourself (examples – better decision-
making, sense of authority, increased openness). 
 
     Personal Skills  Personal Strengths  Future Learning Goals 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
 
____________________     _________________________     __________________________ 
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