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I have excellent time management skills. In my 
current role as a… I use these skills when I…

My excellent communication skills are reflected in 
my ability to…

I often use a computer in my current role to…

My ability to adapt and be flexible to meet the 
needs of my current employer means that I can 
achieve…

I regularly organise… in my own time which 
enables me to…

What are they and why are they important?

Sentence starters you can use in your CV,
cover letter or application form…

1 Teamwork

Communication (verbal and written)

Listening

Time Management

Organisational

Computer Skills

Numeracy 

Personal Development

Commitment

Flexibility

Transferable skills are skills and abilities that are relevant 
and helpful across different areas of life: socially, 
professionally and whilst in education. They are ‘portable 
skills’. They are important as employers will be looking at 
your potential as well as your ability to do a job. 
Employers will recognise transferable skills across all 
roles and you should incorporate these into your 
application forms and CV.  

Transferable Skills

Futures Top 10 Transferable Skills
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