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Know Thyself- My Profile

The purpose of a Profile is to help you get clear about your skills and abilities. When we are clear about what skills we bring to the employer, we know where to search, we write better resumes & cover letters, we interview better etc. Profiling yourself is the first step when you decide it is time for a career transition. Taking the time to create a profile of yourself facilitates and clarifies the entire process.

My Background and Experience 

	Education
	entry level
	  1 to 3 years
	5 plus years

	Industry experience  
	high school/GED
	  college level   
	advanced degree


Describe your education and experience here.

     
Knowledge/Skills

Describe Knowledge or Skills that you possess either through past training or experience. 

Check all that apply:

	 FORMCHECKBOX 
 Customer service
	 FORMCHECKBOX 
  Scheduling
	 FORMCHECKBOX 
  Accounting

	 FORMCHECKBOX 
  Telephone Etiquette
	 FORMCHECKBOX 
  Written Communication
	 FORMCHECKBOX 
  Oral Communication

	 FORMCHECKBOX 
  Presentation Skills
	 FORMCHECKBOX 
  Auditing
	 FORMCHECKBOX 
  Event Coordination

	 FORMCHECKBOX 
  Organization
	 FORMCHECKBOX 
  Research
	 FORMCHECKBOX 
  Contact Management

	 FORMCHECKBOX 
  Outside Sales
	 FORMCHECKBOX 
  Inside Sales
	 FORMCHECKBOX 
  Marketing

	 FORMCHECKBOX 
  Prospecting
	 FORMCHECKBOX 
  Interpret Documents
	 FORMCHECKBOX 
  Finance Mathematics

	 FORMCHECKBOX 
  Analyze Documents
	 FORMCHECKBOX 
  Multi-line Phone System
	 FORMCHECKBOX 
  10-key

	Computer Skills:

 FORMCHECKBOX 
  Word

 FORMCHECKBOX 
  Excel

 FORMCHECKBOX 
  Outlook

 FORMCHECKBOX 
  Peachtree

 FORMCHECKBOX 
  QuickBooks

 FORMCHECKBOX 
  Database __________

 FORMCHECKBOX 
  Other ___________

 FORMCHECKBOX 
  Data Entry

 FORMCHECKBOX 
  Graphic Design

 FORMCHECKBOX 
  Programming Language__________

 FORMCHECKBOX 
  Network Administration

 FORMCHECKBOX 
  System Administration

 FORMCHECKBOX 
  Website Design

 FORMCHECKBOX 
  Website Maintenance
	Human Resources:

 FORMCHECKBOX 
  Employee Benefits

 FORMCHECKBOX 
  Hiring

 FORMCHECKBOX 
  Training

 FORMCHECKBOX 
  Training Development

 FORMCHECKBOX 
  Employment Law

 FORMCHECKBOX 
  Compensation

 FORMCHECKBOX 
  Recruiting

 FORMCHECKBOX 
  New Employee Orientation

 FORMCHECKBOX 
  Background Checks

 FORMCHECKBOX 
  Records  Management

 FORMCHECKBOX 
  Employment Policy

 FORMCHECKBOX 
  Employee Counseling

 FORMCHECKBOX 
  Organization Development
	Management Skills:

 FORMCHECKBOX 
  Supervision

 FORMCHECKBOX 
  Budgeting

 FORMCHECKBOX 
  Business Planning

 FORMCHECKBOX 
  Project Management

 FORMCHECKBOX 
  Training

 FORMCHECKBOX 
  Time Management

 FORMCHECKBOX 
  Employee Review

 FORMCHECKBOX 
  Compliance

Other Knowledge/Skills:

 FORMCHECKBOX 
  __________________

 FORMCHECKBOX 
  __________________

 FORMCHECKBOX 
  __________________

 FORMCHECKBOX 
  __________________

 FORMCHECKBOX 
  __________________


My Abilities

Ability refers to whether you are (with knowledge and experience) able to perform. Check your Abilities. Be honest, for example most people are not detail oriented and a fast learner. 

	Abilities
	How will I know I possess this ability? 

	 FORMCHECKBOX 
  Systematic
	I describe ideas in logical flow; I am process or procedure oriented.

	 FORMCHECKBOX 
  Multi Tasking
	I prefer an interrupt-driven environment. With a lot to do each day.

	 FORMCHECKBOX 
  Problem Solver
	I speak in terms of solutions rather than problems. I am creative, and always present options.

	 FORMCHECKBOX 
  Attention to Detail
	I am focused, interested in “how” things get done.

	 FORMCHECKBOX 
  Perform under tight schedule
	I have experience with schedule-driven responsibilities and do well with it.

	 FORMCHECKBOX 
  Organized
	I am Prepared, I am always on time, I keep a neat and orderly desk. 

	 FORMCHECKBOX 
 Open to communication


	People can say anything to me, and they do. I can take correction and use it positively; I am never defensive or blameful. 

	 FORMCHECKBOX 
  I am a fast learner and can “wing it” 
	I can think on my feet, always have a response and usually learn ideas and concepts quickly. I don’t need to process what to say. 


DISC Profile –Behavior
If you have taken a behavior assessment, circle the letters below that apply to you.

	D
	Direct, Dominant, Driving, Assertive, Results-Focused, Decisive, Competitive, Risk Taker 

	I
	Sociable, People-focused, Optimistic, Enthusiastic, Persuasive, Extraverted, Inquisitive and Indirect

	S
	Calm, Patient, Tolerant, Consistent, Loyal, Methodical, Friendly, Warm, Paced, Stable   

	C
	Conformity, Accurate, Critical, Diplomatic, Structure, Compliant, Detailed, Task-oriented


Putting it all together, now with the help of a coach or mentor, assess your profile to the types of jobs you might be a fit for. Are you missing any needed skills or education? Are you missing experience? Are your abilities a fit for what you want in your next role?

Summarize here:      
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