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Soft Skills Checklist
Put an X in the column that best matches your opinion of each statement.

Strongly
Agree

Somewhat
Agree

Somewhat
Disagree

Strongly
Disagree

I often spend more time trying to think of ways to get out of 
things than it would take me to do them.

Asking for help on the job is a sign of being weak.

I think it’s okay to take off time from work for personal reasons, 
even if I don’t have vacation or personal leave available.

I usually try to avoid doing job tasks that I dislike doing.

I have held a couple of jobs for less than 3 months.

If my child was sick my only option would be not to go to work.

I’d rather quit a job than do something I don’t think I should 
have to do.

When someone makes me angry I get even.

I find it difficult to take criticism without feeling hurt.

I seem to be late more than I am on time for things.

To cover a three month gap in employment it is okay to extend 
the end date of my last job.

Success in life is a matter of luck.

When I fail, it is usually someone else’s fault.

Being 5 or 10 minutes late for work is no big deal.

My appearance does not affect my chances of getting a job, 
what I wear is an expression of who I am.

It’s okay to not call my supervisor when I’m sick and can’t come 
to work.

It is okay to ignore my co-workers.

Texting or talking to my friends during work time is totally 
acceptable.

Add up the number of Xs in each column
A B C D

If you have two or more Xs in columns A or B, you could 

benefit from some additional soft skills training.
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SKILLS WORKSHEET
INSTRUCTIONS

This worksheet will help you use the SKILLS assessment. Before you use the computer program, you need 
to identify the skills you now have and decide which ones you would most enjoy using in your work. n

STEP 1
At the top of the next page, list at least three Accomplishments. (You may list up to seven.) An
Accomplishment is an activity or a project that has made you feel positive about yourself and 
your capabilities. Be specific; for example, use “built a dog house” instead of “carpentry” or 
“wrote report on Julius Caesar” instead of “writing.” Include different types of activities, such
as work, leisure, community service, and school. 

STEP 2
Read all 72 skill words and their definitions. There are seven columns numbered for your 
accomplishments. Put a check under each accomplishment that used that skill. This will show
you which skills you have used in the past and help you decide if you want to use them in the
future. 

STEP 3
When you have finished Step 2, look over the list of skills once more. Identify the skills you
want to use in the future by putting a check in the last column headed ‘S’ for Satisfying Skillsr .
You may select skills that you have not used if you intend to develop them.

STEP 4
The final step is prioritizing your Satisfying Skills. From the skills checked as Satisfying
Skills, choose the 5 skills that you most enjoy and list them in the n SKILLS Summary on the
back page as Very Satisfying skills. Then choose 10 more skills and list them as Moderately 
Satisfying skills. List the last 20 as Somewhat Satisfying skills. List each skill only once. 

STEP 5
You are now ready to use the SKILLS program on the computer.

Worksheet may be reprinted by licensed sites for use with the CIS SKILLS component.ee

S K I L L S W O R K S H E E T 1
S K I L L S A S S E S S M E N T

2007 Georgia Career Information Center, Georgia State University. 
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O No vehicle 
O No license 
O Suspended license 
O Vehicle not working or needs repairs 
O No available public transportation or alternative transportation 
O Other transportation issues ______________________________________________________ 

O No child care 
O  
O Have special needs child 
O Parenting skills 
O  Other child care issues___________________________________________________________ 

O Disability 
O Addiction 
O Limitations on physical activities (i.e. lifting, sitting or standing for long periods) 
O Insurance issues 
O Dental care 
O Eye care 
O Physical or emotional abuse 
O Other health issues _____________________________________________________________ 

O Bankruptcy 
O Credit problems 
O Food 
O Housing 
 O Inadequate 
 O  
 O Homeless 
 O Need help with utilities 

O Need interpretation services 
O Clothing 
O Family care (parents/siblings etc.) 
O Legal issues 
O Relocation needs 
O Other needs   

__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 
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