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In the competitive
landscape of modern
job hunting, your
resume is often the
first and only
impression you get to
make on a potential
employer. While your
work history tells the
story of where you
have been, it is the
good skills and
abilities for a

resume that truly
paint a picture of what
you can do for the
company. Recruiters
spend mere seconds
scanning each
application, and they
are specifically hunting
for keywords that
match the job
description.
Understanding which
skills to include, how to
categorize them, and
how to present them
effectively can be the
difference between
landing an interview
and being lost in the
digital pile.

This guide will walk you
through everything you


https://template-dev.mobaptist.org/

need to know about
selecting and
showcasing your best
attributes. We will
cover the difference
between hard and soft
skills, provide curated
lists for wvarious
industries, and explain
how to tailor your
abilities to catch a
hiring manager’s eye.
By the end, you will
have a clear,
actionable strategy for
building a skills section
that works as hard as
you do.

Why Your
Skills
Section
Matters

More
Than You
Think

The skills section of
your resume serves a
dual purpose. First, it
provides a quick,
scannable summary of
your qualifications for
busy recruiters.
Second, it acts as a
keyword repository for
Applicant Tracking
Systems (ATS). These
automated systems
scan resumes for
specific terms before a
human ever sees them.
If your resume lacks
the right good skills
and abilities for a
resume, it may be
automatically rejected,
even if you are the
perfect candidate.
Therefore, your list of
abilities is not just a
formality; it is a crucial
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strategic element of
your job application
toolkit.

Beyond ATS
optimization, your skills
tell a story of your
professional growth
and potential. They
demonstrate that you
have invested time in
developing

competencies that are
directly relevant to the
role. Whether you are a
seasoned executive or
a recent graduate,

highlighting your
strengths shows
confidence and self-
awareness.

HARD SKILLS VS.
SOFT SKILLS:
STRIKING THE
RIGHT BALANCE

Before diving into
specific examples, it is
essential to understand
the two primary
categories of good
skills and abilities

for a resume. A well-
rounded candidate
possesses both, and a
truly effective resume
showcases them in
harmony.

What Are
Hard
Skills?

Hard skills are
teachable, technical
abilities that are often
quantifiable. These are

the specific
proficiencies you have
learned through

education, training, or
hands-on experience.
They are typically easy
to define and measure.
Common examples
include:

e Programming
languages
(Python, Java,
JavaScript)

e Software



proficiency
(Salesforce,
Adobe Suite,
Microsoft Excel)
e Foreign
languages
(Spanish,
Mandarin,
French)
e Data analysis
¢ Project
management
methodologies
(Agile, Scrum)
e Graphic design
e SEO and SEM

Hard skills are often
the first filter recruiters
use. If a job requires
knowledge of a specific
software or technical
process, your resume
must prove you have
it

What Are
Soft

Skills?

Soft skills are
interpersonal and
behavioral traits that
define how you work
and interact with
others. They are less
tangible but equally
critical to your success
in any role. While hard
skills get you the
interview, soft skills
often get you the job
offer. These are often
harder to teach and
are highly valued by
employers. Important
soft skills include:

e Communication
(written and
verbal)

e Teamwork and
collaboration

e Problem-solving

e Adaptability and
flexibility

e Leadership

e Time
management

e Emotional
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intelligence
e Active listening

A resume that lists only
hard skills can seem
cold and mechanical. A
resume that only lists
soft skills can appear
vague and unqualified.
The key to showcasing
good skills and
abilities for a
resume lies in mixing
both categories
strategically.

HOW TO IDENTIFY
THE BEST SKILLS
FOR YOUR RESUME

Choosing the right
skills is not about
listing everything you
have ever done. It is
about selecting the
most relevant abilities
for the specific job you
are targeting. Here is a
step-by-step process to
identify your best
options.

1.
Analyze
the Job
Descripti
on
Thorough

ly

The job description is
your roadmap.
Highlight every
required and preferred
skill mentioned in the
listing. Look for
repeated words or
phrases, as these are
likely high-priority
keywords for both the
recruiter and the ATS.
If the job emphasizes
“cross-functional
teamwork,” make sure
that phrase appears in



your soft skills section.

2. Match
Your
Experienc
e to Their
Needs

For each skill
mentioned in the job
description, ask
yourself whether you
have experience or
training in that area.
Be honest but
thorough. Even if you
have only used a skill
in a minor capacity, it
can still be listed if you
are comfortable
discussing it in an
interview.

Consider
Your Own
Standout
Abilities
Everyone has unique
strengths. Maybe you
are exceptionally good
at de-escalating
conflicts, or perhaps
you have a knack for
simplifying complex
data. These unique
abilities can set you
apart from other
candidates with similar
technical backgrounds.
Do not overlook them
when compiling your
list of good skills and

abilities for a
resume.

TOP HARD SKILLS
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IN HIGH DEMAfNIDud

INDUSTRIES

While the best skills for
your resume will
depend on your field,
some hard skills are
universally sought
after. Including these
when applicable can
boost your resume’s
appeal.

Digital
and
Technical
Skills

e Data Science
and Analytics:
The ability to
interpret data
and make data-
driven decisions
is valuable in
nearly every
industry.

Computing:
Proficiency in
platforms like
AWS, Azure, or
Google Cloud is
increasingly
essential.
Digital
Marketing:
Skills in SEO,
content
marketing, and
social media
management are
crucial for
modern
businesses.
Cybersecurity:
As threats grow,
companies need
professionals
who can protect
sensitive
information.
Microsoft
Office Suite:
Excel,
PowerPoint, and
Word remain
foundational for
most office roles.



Industry-
Specific
Hard
Skills

Tailoring your hard
skills to your industry is
critical. For example:

¢ Healthcare:
Patient care,
medical coding,
electronic health
records (EHR)

management
systems (LMS).

e Engineering:
CAD software,
project
management,
technical writing.

Always prioritize the
skills that are most
relevant to the role you
are applying for.

TOP SOFT SKILLS
EMPLOYERS ARE
LOOKING FOR

Soft skills are often the
deciding factor when
two candidates have

man ment. . ;
.a ageme similar hard skill sets.
* Finance:
. ) Here are some of the
Financial
modeling, risk most valued good
' skills and abilities
assessment, .
. for a resume in terms
accounting . .
) of interpersonal traits.
software like
QuickBooks. C :
¢ Education: O“““unl
Curriculum
development,
classroom
management,
learning
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cation

Collabora

tion

Employers want team
members who can
express ideas clearly,
listen actively, and
work well with others.
In a world of remote
and hybrid work,
strong written
communication is more
important than ever.
Highlighting your
ability to collaborate
across departments or
with global teams can
be a major asset.

Adaptabil

ity and
Learning
Agility
Change is constant in
modern workplaces.
Candidates who
demonstrate a
willingness to learn
new tools, adapt to
shifting priorities, and
accept constructive
feedback are highly
prized. Use phrases
like “quick learner” or

“embraces change” to
convey this trait.

Problem-
Solving
and



Critical
Thinking

Every role involves
challenges. Showing
that you can analyze a

situation, identify
solutions, and
implement them
effectively is a

powerful differentiator.
Consider including a
brief example in your
work history that
demonstrates this skill
in action.

HOW TO LIST
SKILLS ON YOUR
RESUME
EFFECTIVELY

Having identified your
best skills, the next
step is presenting
them in a clear,
professional manner.
Here are some best
practices for formatting
and placement.

10

Create a
Dedicate

d Skills
Section

Most resumes include a
skills section separate
from work experience.
This allows recruiters
to quickly scan your
qualifications. Use
bullet points in two or
three columns for an
easy-to-read layout.
Group related skills
together, such as
“Technical Skills” and
“Soft Skills.”

Integrate
Skills into
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Your

Work

History

While a dedicated skills
section is important, it
is even more powerful
to show how you have
used those skills in
your previous roles. For
example, instead of
simply listing “Project
Management” as a
skill, you might write:
“Led a cross-functional
team of 12 to deliver a
software upgrade on
time and under budget
using Agile
methodology.” This
provides concrete
evidence of your
abilities.

Use
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Action
Verbs

and
Quantifier
S

When describing your
skills within your work
experience bullet
points, use strong
action verbs like
“spearheaded,”
“optimized,”
“implemented,” and
“managed.” Whenever

possible, include
numbers or
percentages to add
credibility. For
instance, “Improved
sales by 20% through
targeted email
campaigns” is more
impactful than
“Handled email
marketing.”
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EXAMPLES OF work, and part-time

GOOD SKILLS AND Jobs. Good choices

ABILITIES FOR A include:

RESUME BY e Academic

CAREER LEVEL research and
analysis

The right skills for your
resume will also
depend on your
professional level. A
recent graduate will
emphasize different
abilities than a senior
executive.

e Team projects
and collaboration

e Proficiency in
popular software
tools (Microsoft
Office, Google
Workspace)

e Strong written

E ntry_ and verbgl .

communication
e Enthusiasm for

Level a n d learning and

professional

Recent growth

Graduate Mid-
S Career

When you have limited PI"OfESSlO

work experience, focus
on transferable skills
from internships,
coursework, volunteer
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nals

At this stage, you have
accumulated practical
experience. Your skills
should reflect
increasing
responsibility and
specialization. Consider
including:

e Advanced
technical
proficiencies
related to your
field

e Project and team
leadership

e Budget
management

* Process
improvement

e Mentoring and
training junior
staff

Senior-

13

Level and
Executive

Candidat
es

For executive roles,
strategic thinking and
leadership are
paramount. Your skills
section should
emphasize high-level
abilities:

* Strategic
planning and
vision setting

e Change
management

e Executive
communication
and board
presentations

e Talent
development and
organizational
culture

e Financial acumen
and P&L



oversight

AVOID THESE
COMMON SKILL
SECTION
MISTAKES

Even the most
impressive good skills
and abilities for a
resume can be
undermined by
presentation errors.
Avoid these common
pitfalls.

Listing
too Many
Skills

Quality over quantity is
the rule. Listing 30
skills can make you
look like a generalist or
even dishonest. Focus
on 10 to 15 highly
relevant skills and be
prepared to discuss
each one in detail
during an interview.
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Irrelevant
or
Outdated
Skills

If you are applying for
a job in graphic design,
including  “Proficiency
in Microsoft Word”
takes up valuable
space without adding
value. Similarly, avoid
listing skills that are no
longer in demand
unless they are
specifically requested.

Lying or
Exaggera
ting

It can be tempting to

pad your resume with
skills you do not fully
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possess. Remember
that interviews and job
tests often verify these
claims. Getting caught
in a lie can ruin your
credibility and cost you

the job.

HOW TO KEEP
YOUR SKILLS
SECTION UPDATED

Your resume should be
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