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Jennifer Kutch – Training Specialist 
County of Santa Clara 

Learning & Employee Development 

 
Resources 

Resume Writing Skills 
- https://www.internships.com/student/resources/prep/resume/examples  
- https://www.mass.edu/gearup/documents/WritingaResume.pdf  
- https://www.thebalancecareers.com/high-school-resume-examples-and-writing-tips-

2063554 
 

English Language/Math Skills 
- A variety of topic areas: https://www.khanacademy.org/ 
- Basic math skills – Learning: http://www.ixl.com/ 
- English language basics: http://www.talkenglish.com/ 
- English language skills: http://www.learnamericanenglishonline.com/index.html 
- English language: http://www.englishforeveryone.org/ 
- English language: http://www.grammarbook.com/english_rules.asp 
- Math practice: http://hoodamath.com/ 
- Parts of speech: http://grammar.ccc.commnet.edu/grammar/definitions.htm 
- Punctuation: http://www.oxforddictionaries.com/words/punctuation 
- Writing resources: https://owl.purdue.edu/owl/purdue_owl.html 
-  

Test Taking / Clerical Skills 
- Computer skills assessments: http://www.skills-assessment.net 
- County Job Search Tool Kit – Job Applicant Guide, Preparing for Written or Oral 

Exams 
- Sample clerical skills test: http://amby.com/tests/clerical/pract_a.html 
- Test taking tips & study skills: http://www.testtakingtips.com    
- Typing speed: http://www.typeonline.co.uk/typingspeed.php 

 
 
 
 

The future depends on what you do today.   Mahatma Gandhi 
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What attributes set you apart from other qualified candidates? 
 

Personal & Transferable Skills 
The following words describe work-related characteristics. Identify those that describe you best. Add your own.  
 
� Accurate: Careful, precise, and free from error. 
� Adaptable: Able to adapt oneself to new surroundings; to make suitable change to fit new conditions. 
� Ambitious: Full of ambition, strong desire "to do" something. 
� Analytical: Break a problem down to see what is really going on; separating things into their parts of elements. 
� Articulate: Able to express oneself clearly, do not mumble. 
� Attentive: To notice, pay attention to, careful attention. 
� Broad-minded: Being tolerant or liberal in thought or opinion. 
� Capable: Having the skills/ability or fitness for. 
� Careful: Watchful, cautious, and concerned for. 
� Competent: Adequately qualified, ability. 
� Confident: Trusting, fully assured, belief, trust in yourself. 
� Considerate: Think about how others may feel, especially before you say or do things that my affect them. 
� Consistent: Constant to same principles, not changing. 
� Cooperative: Work well with others. 
� Creativity: Use your imagination to come up with new ideas or to solve problems. 
� Customer Service: Be friendly, patient and polite with customers and try your best to serve their need/want. 
� Dependable: Can be counted on to do what you said you would do (i.e. show up for work on time, etc.). 
� Determined: To do, resolve, on a course of action. 
� Efficient: Competent, capable, and able to get results. Perform tasks in the fastest and simplest ways. 
� Energetic: Active, full of life, vigorous, an energetic worker. 
� Enterprising: Strong interest, great eagerness. 
� Flexible: Manageable, adaptable, and versatile. 
� Handle Complaints: Deal effectively with complaints made by customers or constructive criticism. 
� Hardworking: Done with energy, industrious, diligent. 
� Independent: Ability to work on your own without being constantly supervised. 
� Innovative: Make changes, introduction of something new. 
� Interpret: Look at things and make sense of them, figure out what makes things work, what the problem is 
� Learn Quickly: Perform new things and responsibilities easily by following instructions or observing others. 
� Motivate Others: Help keep others' spirits up and encourage them to do their best. 
� Organize: Arrange people/plan events/put things in order so that they run smoothly. 
� People-oriented: Enjoy working/being with people. 
� Persevering: Steadfast pursuit to an aim, refusal to give up; continued effort. 
� Pleasant: Nice person for others to talk to and be with. 
� Practical: Inclined or suited to useful action, rather than speculation. 
� Precise: Make sure that things are done accurately, correctly and exactly. 
� Realistic: Practical views/policy, truth/detail, presenting people/scenes as they are. 
� Resourceful: Think of new, creative, or different ways to do things when no obvious solutions are available. 
� Responsible: Capable of rational conduct, trustworthy. 
� Self-assured: Feel very confident and positive about yourself and your abilities. 
� Set Goals: Set goals for yourself to achieve and plan ways to achieve them. 
� Trouble-shoot: Figure out what the problem is, why there is a problem, or prevent one before it happens. 
� Trustworthy: Can be trusted to get the job done, to look after things or keep secrets that are very important to other 

people.   
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Your Hidden Skills 
If you think you are too... Then say this to an employer... 

Argumentative: You always tell people exactly 
what you think and feel - even if it's about them? 

I'm very confident and deal with issues directly. I 
enjoy taking on a challenge. 

Compulsive: Your friends think you're nuts 
because everything in your locker is in 
alphabetical order. 

I have strong organization skills and an ability to 
plan. I always do a thorough job. 

Extreme: You often overreact - every event in 
your life seems to be out of a soap opera. 

I'm imaginative. My creativity leads to good 
ideas. 

Indifferent: You never seem to have a strong 
opinion and can't get excited about anything. 

I'm adaptable and can be counted on to stay 
calm in stressful situations. 

Lazy: You always start projects right before 
they're due. If there's a reason not to do 
something, you'll find it. 

I can work with short deadlines and under 
pressure. 

Loud: When you talk, people can't help but hear 
you - you love being the center of attention! 

I'm enthusiastic and outgoing. I interact easily 
with groups. 

Sensitive: You take everything to heart. I'm a caring, perceptive person with strong 
people skills and a desire to please others. 

Serious: Everything is important. You never seem 
to relax. 

I'm a careful and reliable person. I'm good at 
considering all the options. 

Shy: Meeting new people makes you nervous - 
you end up doing most things alone. 

I'm self-motivated. I work well independently 
and need little supervision. 

Stubborn: You hate to back down and don't like 
to admit when you're wrong. 

I'm persistent. I always carry a project through to 
the end. 

Talkative: No one can get a word in when you're 
in the conversation - you are the conversation! 

I'm articulate and enjoy public speaking. I'm 
persuasive and present my ideas well. 

Weird: You dance to a different beat and do 
things your own way. 

I'm innovative and can always offer a fresh 
perspective. I enjoy taking the initiative. 
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Resume Content Do's and Don'ts 

Do ... 

♦ View yourself as a marketable product and
. service to be presented to the reader of your
resume.

♦ Present yourself accurately and positively.

♦ Lead the reader through your points with
headings, bullets, bold type (or caps).
Leave white space for maximum
readability.

♦ Be succinct. Use only necessary words
needed to convey your �essage.

♦ Include only enough information to
. encourage the reader to want to find out

more. 

♦ Focus on positive statements.

♦ Match your skills and interests to the 
position.

♦ List your most recent positions or areas of 
expertise first, and work backwards (15 yrs).

♦ Stress accomplishments. Include figures to 
substantiate claims when possible.

♦ Use a brief summary statement of about 
five lines that states your overall 
qualifications.

♦ Show evidence of your qualifications, hard 
work, dedication, etc. by giving examples.

♦ Leave out data that might result in 
discrimination (i.e. age, race, marital status, 
religion, etc.)

Don't ... 

♦ Have someone else write your resume. You
can ask for advice, but you know yourself
best and will have to defend its contents.

♦ Lie or exaggerate.

♦ Use conjunctions such as but, for or
because, after, before, when, where, while,
though, until, although, as if, since, etc.

♦ Over use the conjunction and.

♦ Include references. Reference requests are
made when there is actual hiring interest
not before.

♦ Use long words, sentences and paragraphs.

♦ Use pronouns such as "I", "they", "them",
"we", etc.

♦ List your broader life goals and
philosophies in your resume.

♦ Assume the reader has time to absorb more
than the essential.

♦ Merely state that you are hard working or
dedicated, leaving the to ask, "So what?"

♦ Mention skills or interests that the job
would never demand.

♦ State salary requirements. You may under
price or overprice yourself at the start.

♦ Oversell yourself. Be prepared to back up
everything stated on your resume with
examples of how, when and where.

♦ Include your photograph.
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