
143Self-Inventory, Part 2

We will deal with the first kind of skills, Transferable Skills, and the 
third, Self-Management Skills, during this Petal #3. We will save the sec-
ond kind of skills,  Special Knowledges Skills, for Petal #5. So, let’s begin 
with the Functional or Transferable Skills. 

There is a trend these days toward breaking down your functional 
skills into categories like “action verbs,” or “communication or people 
skills,” “soft skills,” “technical skills,” “research and analytical skills,” “man-
agement, supervision, and leadership skills,” “clerical and administrative 
skills,” “problem-solving and development skills,” “financial skills,” etc. 

Maybe that’s helpful to you. If so, use it. But for most of us I rec-
ommend breaking down transferable skills into just three simple 
categories:

Functional 
(Transferable) 

Skills

Special  
Knowledges

Self-Management 
Skills or Traits

WHAT YOU CAN DO
and Love to Do  

with Data/Statistics or  
People or Things

WHAT YOU KNOW
and Love to Use

HOW YOU CONDUCT  
YOURSELF

Alone or  
with Others

Usually These  
Are Verbs

Usually These  
Are Nouns

Usually These Are  
Adjectives or Adverbs

constructing 
creating 
researching 
painting 
analyzing 
supervising 
teaching 
illustrating 
organizing 
counseling 
repairing 
healing 
initiating

graphic design 
physics 
mathematics 
warehouse procedures 
bookkeeping 
religion 
data analysis 
auto repair 
CATIA 
Spanish 
music 
principles of  
  conference planning

adaptable 
self-confident 
cooperative 
dependable 
enthusiastic 
disciplined 
flexible 
innovative 
outgoing 
supportive 
persistent 
resourceful 
tactful

SIDNEY FINE’S THREE KINDS OF SKILLS
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