
Resume Skills Worksheet 

T h i s worksh e e t is meant to help you identi f y a nd quanti f y those sorts of skills that should 
appear on your resume . While being as truthful as you can, you also need to comb 
through your past experien c e s and see what re levant things you might include. Then you 
can add those skills where th ey fit into your resume . The categor i e s below corresp o n d to 
norma l resume sub-s e c t i o n s . 

Objective 
C o me up wi th a one-sen t e n c e objecti v e that capture s your in teres t in civil 
engineer i n g , especial l y in te rms of prospe c t i v e emplo y me n t . 

Education 

Coursework:  
L i s t unusual or advance d courses (cours es that require special skills, such 
as using m o deling or design software). 

 Projects: 
L i s t any course projec t s that might re late to your major or to a job in your 
field (a field study or feas ibil i t y report on a real engineering issue, etc.) 

Work Experience 

Achievements:  
I n order of import a n c e , list tho se thing s you accomp l i s h e d in your work 
and try to do that in qua nt i fi a b l e terms . Inclu d e any special equipme n t or 
proce d u r e s that you emplo y e d in these accompl i s h me n t s . 

 Responsibilities: 
L i s t any supervi s o r y or trainin g resp on s i b i l i t i e s . Be specifi c about the 
scope of your respons i b i l i t y and th e number of people you supervised. 
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Technical Skills 
 
 Equipment/Procedures/Software/Certifications  

L i s t testin g or laborat o r y equipme n t with which you have a high degree of 
knowledge. Include field or laboratory procedur e s that you have mastered 
(for example , an ASTM testing proc ed u r e ) . List softwar e that you can 
employ (with version no.), and explai n what sorts of tasks you have done 
with it. List any certifi c a t i o n s (first respond e r , CP R, flying or commerc i a l 
drivin g permit s , inspec t i o n licens e , et c). Include the dates and certify i n g 
organiz a t i o n . 

 
 
 
 
 
 
 
Personal/Leadership Skills 
 
 Foreign Language or Study Abroad/Student or Service Organizations or  

Activities/Awards 
List those languages you can speak or  write and explain your level of 
profici e n c y . Includ e any study abroad or  relevant foreign travel. List your 
me mbers h i p s in student organiz a t i o n s or service organiz a t i o n s and include 
any offi c e r or leade r s hi p posit i o ns (for examp l e , capta i n of the Concr e t e 
Canoe Team or an officer in SWE). Li st any awards or certificates of 

 


