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What can SKILLS do for you? 
 

SKILLS can help you to identify the skills you like to use and match these 
with occupations.  It allows you to explore occupations that require those 
skills.  If you are considering a career change, SKILLS also will help you 
discover how your skills transfer into other occupations. 
 

SKILLS Selection Window 

 
 

 

Select and Rate 
Your Skills 

 

Important: Create My Career 
Planning Portfolio to save your 
results.  On the homepage, click 
SKILLS in the Assessments Tools list. 

To see previously saved SKILLS 
Assessment results or to complete a 
saved assessment click Restore. 

1. Make a list of your 
accomplishments and 
achievements. 

2. Select your preferred skills by 
printing and completing the 
SKILLS worksheet or card sort.   

4. Click Select SKILLS, to input your 
skill choices based on the results 
of your worksheet or card sort.  
Use the Skill Definitions button to 
learn skill word definitions.  Click 
skills to highlight 5 very satisfying 
skills.  Click Very to post these 
skill(s) in the column.  Fill the 
other columns.   

The more skills you select, the better 
your results will be. 

Remove a skill from the columns 
by highlighting the skill and click 
Remove under the list screen. 

5. Click Rate Skills to see your 
reports. 

 

Reviewing Specific Occupations:  Select an occupation to compare its skills to other occupations. 
 

1. Click Occ Select.  You can toggle between an alphabetical and cluster list. 
2. Click the title of an occupation, and click OK in the pop-up message to select the occupation’s skills. 
3. If you are using the skills of the occupation to help you select skills you prefer, review the skills in the Satisfying 

columns.  Remove those you do not want to use; add skills you like that are not on the list.  This process helps you 
identify “transferable skills” you would like to use. 

4. Click Rate Skills.  Proceed to page 2 of this QuickStart. 
 

Hint:  You can use Occupation Select to compare the skills of two occupations.  First select one occupation using Occ 
Select.  Then use View to compare the skills of this occupation with any other occupation in the system. 

CIS– SKILLS  

QUICKSTART  
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SKILLS – QUICKSTART  

Explore Your Results SKILLS Rating Windows 
SKILLS results provide five reports.  You can 
Change Skills or see your Summary.  The 
window links you to five reports (click on each 
for results) that rate your skills.  

Note:  SKILLS materials and handouts are 
available in Spanish and English.  All support 
materials are located on the Tools web pages. 

Important:  Print the Interpreting Results of 
SKILLS handout for more detailed information 
about your ratings and reports. 

A. Top 30 Occupations report.  Notice that 
the occupations are organized by CIS 
cluster.  Every occupation on this list is a 
good match; the higher the number the 
better the match. 

B. Click the  View icon.  This feature 
compares your preferred skills to the skills 
required by the occupation.  The white 
bars represent your skills and the blue 
bars represent the occupation’s skill 
requirements. 

The * means that the occupation is one of 
your 30 best matches.  Click the 
occupation title to see a description. 

Look for the matches (equal number of 
white and blue bars) on the View Skills 
screen. A match indicates that the skill you 
like is also important to the occupation. 

Find the mismatches.  The greatest 
mismatch is when the occupation 
demands a skill that you do not like or are 
not interested in using.  Consider the 
mismatches carefully. 

C. Use the Back button to return to the 
SKILLS Rating window.  

Note: If you want to complete the assessment 
multiple times you will need to 
save the results using the save 
as new link on the title bar: 

Your results will be saved in your portfolio 
under My Sorts and Assessments. 

 

 


