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BIS300 – PA8: Skills Identification & Evidence
A.1. 
Hard Skills

Typing – I initially learned to type when I was in 8th grade. I have been typing both on typewriters, word processors, and computers for 20 years either for school or in various jobs. Most of my experience is from working clerical or administrative positions that require frequent or regular typing of correspondence including letters, memos, reports, advertisements, meeting minutes, and emails, or from typing multi-page papers for school. In eighth grade my timed typing speed was 85 words per minute and has maintained more or less throughout the 20 years.
Handwriting – I was first inspired as a child by my uncle who had perfect handwriting. He was a very patient person who took his time whether writing a small note, a grocery list, or official letters and invitations. I took interest in practicing calligraphy, penmanship, printing, and even creating unique lettering. Currently, I try to practice patience to write nicely whenever possible and am regularly complimented on my handwriting. It has been suggested that I start a business handwriting official items for people such as invitations, etc. 
Writing/Written Communication – My writing has improved over the past few years as a result of regular paper-writing and sensitivity to grammatical rules. I have been attending undergraduate courses for the past four years which requires written communication. I am also in regular contact with professional individuals with which I correspond via email, letters, memos, and other various written communication. 
Microsoft Word – Most of my written communication utilizes the Microsoft Word program. As a result, I have extensive experience using the features of the program to produce written memos, letters, reports, papers, advertisements, graphic posters and announcements, edit documents, track changes, make corrections, and produce documents. I am regularly called upon and asked for technical assistance to perform certain tasks and features in the MSWord program by other employees, relatives, and classmates.
Soft Skills
Creativity – My love for art is portrayed in my creativity designing graphic posters and announcements. I love to handwrite things so I try to be creative by changing my printing and penmanship occasionally. One of my hobbies is to do scrapbooking so I try to expand my creativity in carefully designing pages, selecting color schemes and themes. I like planning and organizing themed parties which also gives me the opportunity to use creativity. Through the years I try to find different (creative) ways of doing things or solutions to problems.
Organization – Organization is part of my lifestyle. I use a planner on a daily basis to itemize, prioritize, and complete tasks for work and for my personal responsibilities. I use my calendar to project important dates and deadlines. I clean and arrange my workspace to be most effective and look nice. I label and file items so that they can be easily identified and placed in appropriate locations, both physically and electronically. 
Planning – I have implemented a useful system of utilizing a planner to keep track of important dates and deadlines to project as far in advance as possible. I keep in regular contact with individuals and groups to follow up on assigned responsibilities. This system has proven effective for me as I am usually on top of activities and rarely miss deadlines. I am able to prioritize better and delegate if necessary.
Teamwork – I have worked on several organized and casual teams. Most projects have been successful because of our ability to work together. I was able to effectively cooperate with competing egos, opposite sex, and a variety of ages and levels of employees. I was willing to listen to ideas and implement them based upon consensus rather than majority rule. I am agreeable to compromise and able to identify when people need more encouragement and support and when individuals are capable of taking on leadership.
Memorization – I am capable of keeping up in a fast-paced environment by remembering important information. I have been providing customer service which requires me to remember names, phone numbers, locations, things that people are calling about, where to find information and files, who to contact in my network as well as important deadlines, activities, and responsibilities.
A.2.
Hard Skills
Computer Literacy – I have been working constantly with computers for the past 10 years or more. With the changing times, I have had to learn new programs and operating systems and used different ones simultaneously. There are many programs that require word-processing key strokes that I know more proficiently than some people which allow me to work faster than using a mouse. I have attended basic to intermediate courses in Microsoft Office programs that provided me with the knowledge to produce documents and results required for various positions. There are a few technical problems that I am able to troubleshoot without having to contact an IT specialist.

Education – Although it is taking me longer than expected, I am pursing a higher education by completing undergraduate courses. I have taken a majority of the classes required to graduate with a degree. All of the classes that I have taken provide me with extensive knowledge applicable to my current position and/or future career options. I believe that every course has information that is useful for a successful organization and my performance in them.
Dispensing Information – I use my knowledge of my current organization and past experience to dispense information to valuable clients and customers whom we serve. I have gained knowledge of procedures, policies, business practices, and regulations which allow me to provide service to our customers rather than having to ask others. This knowledge allows me to address issues pertinent to my job before they have to contact others. Additionally, my supervisors and co-workers trust my knowledge of the organization to provide the customer with adequate, detailed information for efficient administrative support.
Operating Equipment – Each of my jobs required the daily use of some type of equipment operation. I know how to operate personal computers, fax machines, printers, Xerox and copy machines, label-making machines, binding machines, adding machines, postal machines, and telephones.
Presentation – Most of my presentation is evident in the work that I produce. Most of my experience is preparing documents and reports. I also occasionally make presentations via Microsoft PowerPoint program. It is important that my professionalism is evident not only in what I present but in how I present verbally and present myself physically. I try to be consistent and do my best work in everything I do. It is important that what I present and how I present it, professionally represents the organization for who I work.
Screening Telephone Calls – My knowledge of the organizations that I work for allows me to address phone calls from customers and clients before they have to be referred to our Educators or other personnel. This allows them to address important issues that require their professional expertise.
Administering Programs – I gain as much knowledge as possible about the programs that I work in so my supervisors and other personnel trust me to an extent that I am able to help administer programs without their supervision. They trust me to make decisions, screen calls, provide information, and answer questions on behalf of our program. I am also placed on teams to assist with important program projects and travel with other personnel to administer conference support onsite at various locations and for various continuing education activities.
Research/Finding Information – As a result of regular undergraduate course work, I have been required to do research for papers and on various topics. This practice has provided me with avenues for obtaining not just information pertinent to coursework but also for job-related projects. I have experience and knowledge about how to get information from sources such as books, libraries, virtual libraries, individuals, websites, etc. and have been able to identify their credibility.

Delegating Work – My current organization is very limited on manpower. As a result there are few of us who are responsible for a large amount of work. I have worked for this organization for approximately three years and have refined business practices and procedures to improve efficiency in light of our limited resources. Prioritizing tasks is a very important aspect of what each of us does and so when times necessitate, I have had to identify competing responsibilities that other individuals are able to take on for me so as to not jeopardize a relationship with a client or our services to reflect negatively on others.
Knowledge of Govt. Policies/Procedures/Regulations – I have attended many and repeated courses on government policies, procedures, and regulations so that I am knowledgeable of such laws to accurately and legally perform my duties as a public servant.
Reporting Information – All of my experience requires regular or periodic reporting of information. Such information consists of meeting minutes, personal workload and accomplishments, information needing immediate attention, updates on projects and team developments, treasury or account information, or general program knowledge. Reports are usually due on monthly basis if not sooner or more frequent and sometimes on-the-spot.

Maintaining Records – Every organization maintains records. It is important that I learn the process and procedure for maintaining records for each organization that I have worked for. In the government entity, there are laws that mandate how records are maintained in each office as well as throughout the hierarchy. I have been through repeated training to learn such procedures and policies governing how our records are maintained and when they should be sent to a national archive center and when they can be destroyed. At the office, there are certain locations of particular records and major security issues that have to be highly regarded to maintain strict confidentiality. 
Soft Skills





Influence/Credibility – My periodic participation on teams, my relationships with co-workers, my supervisor, and management have provided me with opportunities to build rapport with important people. Likewise, my persistent willingness to learn the organization’s operations has given me extensive insight to how our business is run. As a result, I am able to influence others on various improvements to our processes and my suggestions are seriously taken into consideration.

Integrity – I frequently prioritize and set adequate deadlines that have allowed me to follow through with providing end products and finalize projects accordingly. Because I have successfully produced satisfactory or better results on a majority of projects, my co-workers and organization are confident in me and trust me.
Decision-making – Because I work independently, my supervisor often depends upon me to make decisions regarding our processes, decisions that address the needs of our customers, and on behalf of our Educators should they not be immediately available. My participation on teams and workgroups give me opportunity to decide with the team regarding projects. As a program assistant, a majority of my workload calls for making daily decisions based upon processes and program success.
Willingness to learn – I am constantly learning. I have been educating myself since I started school as a small child. I have completed required post-secondary education with honors and high grade-point averages. I continued to take undergraduate courses at community colleges and currently at ASU with outstanding grades and recognition. In addition to official educational courses, I take technical courses for computer software programs, govt. policy/procedure/regulations, and various work-related courses and executive leadership conferences to continually obtain as much knowledge as possible. If there is something that I need to do that I am unable to perform because of my lack of knowledge, I will ask questions from experts and learn how to perform on my own.
Perseverance/Motivation – Through many personal and technical obstacles, I have persisted and found motivation to continue to strive for success. I use my failures to learn new information or build upon them to improve a situation or process. As a teen mother I never thought that my status would hinder my ability to be educated or succeed. Although small steps have taken me from one level to the next, I am still moving forward and accomplishing many things along the way. The obstacles in life may slow me down a bit but they never stop me from moving forward.
Initiative – My office has existed for many years. There is much improvement that has yet to be accomplished. I have recently taken the initiative to update program policy and procedures and our manual so that it provides the most up-to-date information for our improved service. People start projects that are not finished so I take initiative in developing teams and workgroups to help move the progress along. It may be a slow process but at least we are making improvements. Initiative is developed from within.
Handling Details – There are a significant amount of details involved with performing jobs. We have so much to process from the start of requesting for continuing education until the final documents are received and evaluated. In order for the process to run smoothly and efficiently it is important that I provide adequate details regarding our process and the standards by which we are held accountable by our accrediting agencies. In any government position, ethical and legal considerations are pertinent details that must be carefully considered in all operations. Regular and constant attention to these activities has sharpened my sensitivity to the process.
Customer Service – I have been providing customer service in all the jobs that I have held over the last 15 years. I have been interacting with the public selling products, answering phone calls, setting appointments, building relationships, and responding to questions and even complaints under controlled, calm, and kind demeanor. I received several customer service awards from clients who have made extra effort to call or write to my organization to say thank you or acknowledge my customer service to them personally. The past few years many of our field educators have reported on surveys that our customer service is excellent.
A.3. Skills I Want to Build & How
Time Management

· Stick to plans for completing important tasks

· Celebrate accomplishments after a project is complete rather than putting it off

Public Speaking
· Take advantage of any and every opportunity to speak in front of groups – small or large.

· Volunteer to lead meetings more often

· Participate in small (or large) organized groups

· Join a Toastmaster club 
Leadership

· Use small group settings to take leadership positions or opportunities

· Volunteer to lead projects

Problem Solving

· Be confident suggesting solutions to problems

· Carefully discuss issues with co-workers to resolve problems

· Research effective and ineffective historical solutions to common problems
Microsoft Office Programs

· Take advanced classes to increase knowledge in all MS Office programs

· Utilize what I learn to retain the information

Statistics

· Take more classes to improve comprehension of statistics

· Recognize where statistics is evident in everyday use
Analytical Thinking

· Read more to utilize comprehension skills and observe how others analyze information
Procrastination

· Utilize my time wisely
· Get enough rest at night so that I am not tired during the day when I should be working

· Prioritize projects and stick to the plans for completion

· Start projects as early as possible to allow for adequate, thorough, and quality products

Negotiation

· Try to be more assertive
· Listen carefully

· Be willing to compromise and come to a consensus rather than dominating or closed to others’ perspectives

Networking

· Develop relationships with and among people in all aspects and levels of organizations
· Get to know what people do and how they can assist me personally

Self-Confidence

· Use opportunities to develop skills

· Ask for feedback on projects and skills

· Use feedback constructively and not personally

· Do not dwell on mistakes; move on and make things better next time

· Believe in myself

· Believe what others see in me
Self-Awareness

· Recognize and utilize skills whenever possible

· Volunteer and offer services that will benefit others
Maintaining Emotional Control

·  Do not take things personally

· Refocus before responding irrationally

· Identify issues and address them appropriately

Stress Management

· Take time for myself – doing fun things that I want to do and not always things I have to do
· Work out to relieve some stress

· Relax and get enough rest

· Eat right

· Take frequent breaks – do not over-work myself

· Treat myself to something nice once in a while

· Reward myself on big accomplishments

Supervising Employees

· Look for jobs/positions that supervise employees

· Ask questions to individuals in a supervisory position to get ideas and insight
Resolving Conflicts

· Listen to all perspectives

· Be willing to compromise

· Take ownership on personal flaws

· Be willing to apologize and swallow pride

· Make meaningful and effective suggestions and solutions
· Be open
B.1. The skills that I like to use the most are organization, written communication, computer literacy, personal responsibility, credibility, integrity, planning, handling details, creativity, and presentation. A lot of the skills that I listed as having possessed are ones in which I have had to build proficiency because of my daily use of the particular skill or the necessity of my organization to develop the skill in one or more of their employees. I am very satisfied with as much knowledge that I can obtain whether chosen to pursue or directed to learn because I value all kinds of information.

The skills identified above give me much satisfaction in my job. I interact with people every day either in person, with co-workers, or on the phone and via email with customers. I constantly write correspondence back and forth with people regarding our services. The ability to effectively communicate our procedures for obtaining continuing education credit for our healthcare providers gives me satisfaction that I am able to take personal responsibility to address their needs independently. Our office receives positive feedback regarding our customer service and I know that there are a few of us who are first-handedly responsible for receiving such commendation on our services. My extensive workload requires me to be very organized, to plan ahead, and to be sensitive to details. As I mentioned earlier in the assignment, there are very few of us employees who coordinate and fulfill a majority of the workload so it is important that we know the processes of our business to remain on top of our continuing education activities. In addition to the office work that I perform daily, I occasionally travel to coordinate onsite conference support. This requires that I plan ahead to ensure adequate coverage in my absence, prioritize tasks so that my office continues to operate smoothly, and that I pay special attention to details in all aspects of my job so I do not get behind. To successfully, adequately, and efficiently accomplish these important duties gives me great satisfaction that I am continuing to provide service to our people and that my hard work is furthering and upholding the mission, values and foundation of our organization. All of the things that I do in performing my job are to ensure that our Native people are healthy. This small contribution that my office carries out is just a portion of what our entire agency does to accomplish its overall goal.
It is my belief in my organization’s mission that gives me the motivation to work hard, utilize all my skills whether I like to use them or not, and continue to gain knowledge of new skills or improve ones that need to be refined. I believe that there is always room for a person to grow; that there is always something new to learn or experience.
B.2.
Dependability

Flexibility

Efficiency

Independent Work

Impact of Responsibility

Competitiveness
Social Perception

Active Learning

Coordinating

Using Knowledge

Instructing

Conventional

Realistic

Adaptation

Listening

Relating to the public

Personal Responsibility

Interacting with people

Prioritizing Work

Tolerating Interruptions/Setting Boundaries

Serving Others

Thoroughness
Self-Management
