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HOW TO CREATE A PERSONAL SKILLS AND INTERESTS PROFILE

Two criteria are particularly important for job satisfaction and success in the world of work: on the one hand, a clear understanding
of your own (hard and soft) skills and, on the other, an awareness for your personal interests and values. Thorough self-reflection
and putting your experiences, convictions and wishes into writing can be useful and may help decisively with subsequent
applications. As a first step for your professional (re)orientation, create two simple lists:

1. Skill profile

A good start for taking stock and visualising all your (positive, practical) experiences may be the creation of a table. This may yield
valuable insights and allow for more targeted career-related decisions in the future. Examples of guiding questions when creating
the table could be:

¢ What activities, topics, and work environment do you feel drawn to?

¢ In which situations did you feel particularly comfortable and "in the right place"?
e What sort of activities did you find particularly easy?

e What have you received positive feedback on?

Hint: Focus your thoughts primarily on challenging situations and difficult tasks from the past. How and by what means did you
manage to overcome these challenges (see column 4 of the table below)?

If possible, try to express your achievements by using "action verbs" (e.g.: initiated, optimised, elaborated, reduced, etc. - if
required, the Alumni & Career Service Office can provide a longer list divided into areas of competence).
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Time frame

(be as precise as
possible using
months and years)

Job role / Position

Task

(What did | actually
do? What tools and
methods did | use?)

Personal
Accomplishment /
(positive) outcome

What did |
particularly like?
(label with ,,+“)
What didn't |

like? (label with
u'“)

What did | learn
about myself?

Example:

2/2006 - 4/2008

Example:

Quality Management

Example:

Patient surveys;

Example:

Questionnaires

Example:

g small team size

Example:

statistics is my

health clinic redesigned or (5 people) and thing;
Monitoring of medication | adapted to specific set work hours
testing target group; Strong in
= regular describing facts -
Analysed evaluations | "check-up but poor at dealing
and recommended meetings" with subtle conflicts
action items

Example: Example: Example: Example: Example: Example:

Since 6/2003 ,Wiss. Mitarbeiter* Supervision of lab work, | Designed knowledge |4 Draft concepts | Good at giving
deliverance of tutorials, transfer didactically in and work in processes/teams
research work an easy-to-grasp way; | teams; love to a meaningful

structured (scientific) | ,enlighten” structure;

projects in subsections | people

and ensured that Strong (written)

deadlines were met = endless lab communication
work; skills; not the type
uncontrollable for lengthy
dependencies processes without

visible successes
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You can easily derive your greatest skills from your past accomplishments. As you see fit in future job application processes, you
can filter out those skills that best fit a specific set of job requirements. As a kind of "marathon CV" or particularly long version of
your CV, the extension and updating of the above table ahould be an ongoing task.

2. Personal interest profile
It is not a given that a person will love a job or a task simply because it matches his or her skills. Differences between
corporate cultures, likewise, can also be considerable, even within any one industry or between departments of the same
employer. Ideally, when choosing a job and/or employer, you should look for the best possible fit not only with your own skills,
but also with your own interests and values.

The following guiding questions might help you with your self-reflection:

¢ What tasks have you found fulfilling and helpful so far?
e What are you most passionate about?
¢ What sort of experience has made you particularly happy so far?

The following are examples of words that express values:

Variation Freedom Curiosity

Recognition Joy Openess

Open-Mindedness Politeness Self-determination

Challenge Justice Fun

Exchange Health Spontaneity

Gratitude Cooperation Independence

Persistence Creativity Trust

Honesty (Life-long) Learning Growth

Family Charity Development
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You could now work with the table below and write down the ten most important incidents in your life over the past ten years. Then
ask yourself why you acted the way you did at the time. Finally, you can try to assign one of the terms on page 3 (or another term

that better describes your values)

to the event and your action.

Please note: Every one of us changes over the course of time and through new experiences. Your personal values might change
accordingly. If you really enjoy your first job for a while, you may realise at a certain point that you need to reorientate yourself.
Don't be afraid of this! Rather, follow your gut feeling and listen to your real needs.

Situation / Framework

Personal action

Reason for action

Associated value

Example:

Shared kitchen in student '

dorm was always messy and
filthy.

Example: l
Brought the topic up during a

dinner with my flat-mates and
offered solution (weekly schedule
with clearly defined, alternating
chores)

Example:

The same people always had to
take care of things, which created a
bad vibes;

Lack of cleanliness led to additional
costs

(spoilt food, plugged up drain)

l Example:
Justice;

Thriftiness

Page 4 of 4

Last update: May 2025




