
how to write skills on resume
How to write skills on resume is a crucial aspect of crafting an effective
job application that stands out to hiring managers. Your resume serves as a
marketing tool, showcasing your professional attributes and qualifications in
a concise format. Among the many sections of your resume, the skills section
is vital because it allows you to highlight your capabilities quickly and
effectively. In this article, we will explore how to identify, articulate,
and present your skills in a way that resonates with potential employers.

Understanding the Importance of Skills on a
Resume

When applying for a job, employers often sift through numerous resumes. The
skills section is one of the first places they look to determine if a
candidate is a good fit for the role. Here are some reasons why including a
well-crafted skills section is essential:

First Impressions Matter: The skills section can create a strong first
impression by immediately showcasing your relevant abilities.

Keywords for Applicant Tracking Systems (ATS): Many companies use ATS to
filter resumes based on specific keywords. Including the right skills
can help your resume pass through these systems.

Highlighting Relevant Experience: Skills can help demonstrate your
qualifications for the job, making it easier for employers to see how
you can contribute to their team.

Types of Skills to Include

When writing skills on your resume, it’s essential to differentiate between
hard skills and soft skills:

Hard Skills

Hard skills are specific, teachable abilities or knowledge sets that can be
quantified. These skills are often gained through formal education, training
programs, or hands-on experience. Examples include:



Programming languages (e.g., Python, Java)

Data analysis and statistical software (e.g., Excel, SPSS)

Graphic design tools (e.g., Adobe Photoshop, Illustrator)

Foreign languages

Certifications (e.g., Project Management Professional, Certified Public
Accountant)

Soft Skills

Soft skills, on the other hand, are interpersonal attributes that describe
how you work and interact with others. These skills are often harder to
quantify but are equally important for many roles. Examples include:

Communication skills

Teamwork and collaboration

Problem-solving abilities

Time management

Adaptability

How to Identify Your Skills

Identifying the skills you possess is the first step to effectively writing
them on your resume. Here are some strategies to help you uncover your
skills:

1. Analyze Job Descriptions

Read through job postings that interest you and take note of the required and
preferred skills listed. This can give you insight into what employers are
looking for and help you align your skills accordingly.



2. Reflect on Your Professional Experiences

Consider the roles you’ve held in the past and think about the skills you
utilized in each position. Ask yourself questions like:

What tasks did I complete regularly?

What challenges did I overcome?

What feedback have I received from colleagues or supervisors?

3. Seek Feedback from Others

Sometimes, it can be challenging to recognize your skills. Ask friends,
family, or colleagues for their input. They might identify skills that you
may have overlooked.

Writing Skills on Your Resume

Once you’ve identified your skills, the next step is to present them
effectively on your resume. Here’s how to do it:

1. Create a Dedicated Skills Section

Dedicate a specific section of your resume to your skills. Label it clearly
as “Skills” or “Core Competencies.” This makes it easy for employers to find
this information.

2. Use Bullet Points for Clarity

Listing your skills in bullet points enhances readability. Keep the list
concise and focused on the most relevant skills for the job you’re applying
for. For example:

Skills

Project Management

Data Analysis



Creative Problem Solving

Effective Communication

Leadership and Team Building

3. Tailor Your Skills to the Job

Customizing your skills section for each job application is crucial.
Highlight skills that are most relevant to the specific role, emphasizing
those mentioned in the job description. This not only demonstrates your
suitability for the position but also shows that you’ve done your homework.

4. Provide Context When Necessary

In some cases, it may be beneficial to provide context for your skills,
especially if they are not self-explanatory. You can do this by incorporating
them into your work experience section. For example:

Work Experience

Project Coordinator, XYZ Company (2018-Present)

Utilized project management skills to lead a team of 10 in
successfully completing projects on time and within budget.

Leveraged data analysis skills to track project progress and
present findings to stakeholders.

Common Mistakes to Avoid

While writing your skills on your resume, it’s essential to avoid certain
pitfalls that can undermine your application. Here are some common mistakes
to watch out for:

1. Being Vague

Avoid using vague terms like “excellent communication skills” without



context. Instead, provide specific examples of how you’ve used these skills
effectively in previous roles.

2. Overloading the Skills Section

While it’s important to showcase your abilities, overwhelming the reader with
too many skills can dilute your message. Focus on the most relevant skills
for the job you want.

3. Including Irrelevant Skills

Tailor your skills to the job description. Including skills that are not
relevant to the position can distract from your qualifications.

Conclusion

In conclusion, understanding how to write skills on your resume is vital for
making a strong impression on potential employers. By identifying your hard
and soft skills, tailoring them to the job, and presenting them clearly, you
can create an effective skills section that enhances your overall resume.
Remember, your resume is not just a list of experiences; it’s a strategic
tool to showcase your value and fit for the role. Take the time to craft this
section thoughtfully, and you’ll be one step closer to landing your desired
job.

Frequently Asked Questions

What types of skills should I include on my resume?
Include both hard skills, which are specific, teachable abilities like
software proficiency or technical knowledge, and soft skills, like
communication, teamwork, and problem-solving abilities.

How can I effectively present my skills on a resume?
Use bullet points in a dedicated skills section, categorize them into hard
and soft skills, and tailor them to match the job description to highlight
your relevant qualifications.

Should I quantify my skills on my resume?
Yes, whenever possible, quantify your skills by providing specific examples



or metrics, such as ‘improved sales by 20%’ or ‘managed a team of 5,’ to
demonstrate the impact of your abilities.

How do I identify which skills to highlight for a
specific job?
Review the job description for required skills, research industry standards,
and compare your experiences to identify the most relevant skills to
emphasize on your resume.

Is it beneficial to include keywords related to
skills on my resume?
Absolutely! Including keywords from the job listing can help your resume pass
through applicant tracking systems (ATS) and catch the attention of hiring
managers.
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