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MASTERING THE ART OF LISTING
SKILLS ON YOUR RESUME

In today’s competitive job market, your
resume is often the first and only chance
you get to make a strong impression on
a hiring manager. Among all the sections
on a resume, the skills  section carries
exceptional weight. It is the part where
you directly answer the question every
recruiter asks: “Can this person do the
job?” Learning how to put skills on a

resume effectively can be the difference
between landing an interview and being
passed  over .  Many  job  seekers
understand that they need to list skills,
but  few  know  how  to  present  them
strategically  to  maximize  impact.  This
guide will walk you through every step of
the process—from identifying your most
relevant abilities to formatting them in a
way that passes both applicant tracking
systems (ATS) and human scrutiny.

https://web1.enteraskincare.com/


2

2 How To Put Skills On Resume 2022-10-29

Why the Skills
Section Matters

More Than Ever
The modern hiring process relies heavily
on  automation.  Most  companies  use
Applicant  Tracking  Systems  (ATS)  to
scan  resumes  for  specific  keywords
before  any  human ever  sees  them.  If
your  resume  lacks  the  right  skills  or
presents  them  poorly,  it  may  never
reach  a  recruiter’s  desk.  Beyond  ATS,
hiring  managers  skim  resumes  for
approximately six to ten seconds. In that
brief glance, they are primarily scanning
for  credentials  and  key  competencies.
The skills section is the most scannable

part of your resume, making it a prime
spot  to  grab  attention.  Therefore,
understanding how to put skills on a
resume in a way that stands out is not
just a nice-to-have—it is a necessity for
modern job seekers.

Step 1: Identify
the Right Skills
for Your Target
Role
The biggest mistake candidates make is
listing  every  skil l  they  have  ever
acquired, regardless of relevance. A one-
size-fits-all  skills  list  dilutes  your
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message. Instead, you must tailor your
skills  to  each  specific  job  application.
Start  by  analyzing  the  job  description
carefully.  Look  for  both  explicit  and
implicit skill requirements. Explicit skills
are  those  mentioned  directly,  such  as
“proficient  in  Python”  or  “experience
with Salesforce.” Implicit skills are those
that are suggested by the nature of the
role, such as “ability to manage multiple
p r o j e c t s ”  o r  “ s t r o n g  c l i e n t
communication.” Make a list of the top
five  to  ten  skills  that  appear  most
frequently  or  are  emphasized  as
“required”  or  “preferred.”
Next, consider your own background. Do
you  have  the  hard  skills  (technical,
measurable  abilities)  and  soft  skills
(interpersonal,  character  traits)  that
match? For example, if you are applying

for a marketing manager role, you might
need  skills  like  SEO,  content  strategy,
Google Analytics, team leadership, and
data analysis. If you have them, great. If
you  lack  some,  consider  whether  you
can  honestly  claim  proficiency  or
whether  you  need  to  upskill  before
a p p l y i n g .  A l w a y s  b e
truthful—exaggerating skills can backfire
during interviews or on the job.
Finally, think about transferable skills. If
you are changing careers, you may not
have  direct  experience  with  every
technical  requirement.  However,  skills
like  project  management,  problem
solving, and communication are valuable
across industries. Learning how to put
skills on a resume for a career change
involves  framing  these  transferable
abilities  in  the  language  of  your  new
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field.  For  instance,  instead  of  simply
saying  “led  teams,”  you  could  say
“managed cross-functional project teams
to deliver milestones on time.”

Step 2:
Categorize Your
Skills for Clarity
Once  you  have  identified  the  skills  you
want to feature, organize them in a way
that is  easy for  recruiters to digest.  A
common  best  practice  is  to  separate
skills into two or three categories:

Hard Skills – These are technical,
teachable abilities that are often
quantifiable. Examples include

programming languages, software
proficiency, foreign languages,
data analysis, machine operation,
or accounting principles.
Soft Skills – These are
interpersonal and character-driven
traits such as communication,
leadership, adaptability,
teamwork, and time management.
Soft skills are harder to prove but
essential for most roles.
Technical Tools – If you work in
IT, design, or engineering, you
may also want a specific list of
tools, platforms, or certificates you
hold. For example, “AWS Certified
Solutions Architect,” “Adobe
Creative Suite,” or “HubSpot
Marketing Software.”
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You can either present these as separate
bulleted  l ists  under  appropriate
subheadings or mix them together under
a single “Skills” heading. The key is to
keep  the  formatting  clean.  Use  bullet
points with consistent punctuation. Avoid
using long paragraphs—recruiters scan,
not  read.  Also,  consider  placing  your
skills  section  near  the  top  of  your
resume, especially if you are applying for
a  role  where  technical  expertise  is
critical. For instance, if you are a nurse,
list your clinical skills prominently. If you
are  a  sales  professional,  l ist  CRM
platforms  and  negotiation  skills.

Step 3: Choose

the Right Format
for Your Skills
There  are  several  effective  ways  to
format skills  on a resume.  The format
you  choose  should  depend  on  your
industry,  career  level,  and  the  specific
job  you  are  targeting.  Here  are  three
popular approaches:

OPTION 1: THE BULLETED LIST

This is the most straightforward format.
Create  a  list  of  skills  separated  by
commas or bullet points. It is simple and
scannable. For example:

Project Management, Agile
Methodology, Scrum, JIRA,
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Confluence
Microsoft Office Suite (Excel,
PowerPoint, Word), Google
Workspace
Spanish (Native), English (Fluent),
French (Intermediate)

OPTION 2: THE CATEGORIZED LIST

Use subheadings to group similar skills.
This format works well for technical roles
where you need to differentiate between
programming  languages,  frameworks,
databases,  and  tools.  Example:

Programming Languages:
Python, Java, C++, SQL
Frameworks: Django, Spring
Boot, React
Databases: MySQL, PostgreSQL,
MongoDB

OPTION 3: THE INTEGRATED
APPROACH (SKILLS IN WORK
EXPERIENCE)
Rather  than  having  a  separate  skills
section, you can weave your skills into
your work experience bullet points. This
is often more powerful because it shows
skills in context. For example: “Managed
a  team  of  10  sales  representatives,
achieving 20% revenue growth through
strategic  coaching  and  CRM  data
analysis.”  This  approach  demonstrates
how to  put  skills  on a  resume  by
proving  your  abilities  with  results,  not
just listing them.
Most  experts  recommend  a  hybrid
approach: a dedicated skills summary at
the top of your resume plus skill-focused
bullet points in your experience section.
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This  gives  recruiters  both  a  quick
overview  and  detailed  proof.

Step 4: Use
Action Verbs and
Quantify When
Possible
When describing skills within your work
history, always use strong action verbs
such  as  “developed,”  “managed,”
“implemented,”  “optimized,”  “led,”  or
“designed.” Additionally,  whenever you
can, add numbers to show the impact.
For  example,  instead  of  say ing
“Improved  customer  service,”  say

“Improved customer satisfaction scores
b y  3 0 %  w i t h i n  s i x  m o n t h s  b y
implementing a new feedback system.”
Quantified  achievements  not  only
validate your skills but also make your
resume more memorable.
Even if you are listing skills separately,
you  can  add  a  l i ne  o r  two  tha t
contextualizes  each  skill.  For  instance,
instead  of  just  wr i t ing  “Pro ject
Management,” you could write “Project
Management – successfully delivered 15
projects on time and under budget over
three  years.”  This  tactic  is  part  of
mastering  how  to  put  skills  on  a
resume in a way that proves value.
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Step 5: Tailor
Your Skills for
ATS and Human

Readers
ATS software scans for exact keywords.
Therefore,  i f  the  job  description
mentions  “SEO  copywriting,”  use  that
exact  phrase  rather  than  “writing
content for search engines.” Review the
job  posting  and  incorporate  the  same
terminology. However, do not overdo it.
Use synonyms naturally for variety—ATS
systems have become smarter and can
recognize  related  terms.  For  human

readers,  avoid  cluttering  the  skills
section  with  too  many  buzzwords.
Choose quality over quantity. A list of 25
skills that are all tangentially related will
appear  unfocused,  whereas  a  targeted
list of 10 core competencies will appear
strategic.
Another important aspect of how to put
skills on a resume is to consider the
order. List the skills that are most critical
to the job first. If the role requires “data
analysis” as a key function, place that
skill near the top of your list. Recruiters
often  stop  reading  once  they  see  the
first  few  items,  so  front-load  the  most
impressive  and  relevant  abilities.
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Step 6: Avoid
Common

Mistakes
Even  experienced  professionals  make
errors when listing skills. Here are some
pitfalls to avoid:

Overloading with generic
skills: “Hardworking,”
“dedicated,” “team player” are
overused and add little value.
Show these qualities through
examples instead.
Listing outdated skills: Don’t
include technologies you haven’t
used in years unless they are still

relevant. For instance, listing
“Windows 98” is not helpful.
Using vague language: “Basic
knowledge of Python” can be
perceived as weak. Either commit
to a proficiency level or leave it
off.
Neglecting soft skills: Many job
seekers focus only on technical
skills, but soft skills like
communication and problem-
solving are equally important to
most employers. Include them, but
back them up with examples.
Formatting inconsistently: If
you use bullet points for one
section, use them for all. Keep font
sizes and styles uniform.
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Special
Considerations
for Different
Career Stages
Entry-level  job  seekers  often  have
limited professional  experience.  In  this
case,  you  can  lean  heavily  on  skills
gained from internships, volunteer work,
academic  projects,  and  extracurricular
activities.  For  example,  if  you  led  a
campus organization, you can list “event
planning” and “team coordination.” Also,
include  technical  skills  learned  in
coursework  or  certifications,  such  as

“Microsoft Excel,” “public speaking,” or
“research methodology.”
Experienced  professionals  should
focus  on  high-level  skills  that  reflect
leadership  and  strategic  thinking.
Instead of listing basic tasks, emphasize
skills  like  “budget  management,”
“strategic planning,” or “cross-functional
team leadership.”  You  can  also  group
skills  by relevance to different roles you
are targeting. For a senior manager, soft
skills  like  “stakeholder  management”
and  “change  management”  are  likely
more  valuable  than  specific  software
knowledge.
Career  changers  have  a  unique
challenge:  they  may  not  have  direct
experience  in  the  new  field.  However,
they  possess  transferable  skills.  For
instance,  a  teacher  moving  into
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corporate  training  can  highlight
“curriculum  development,”  “public
speaking,”  and  “assessment  design.”
When learning how to put skills on a
resume during a career pivot, create a
hybrid skills  section that  combines old
and  new terminology.  This  helps  both
ATS and recruiters see the connection.

Bonus: Using a
Skills Summary
at the Top of
Your Resume
Many  recruiters  appreciate  a  brief
“Professional  Summary”  or  “Core

Competencies” section right at the top of
the  resume,  above  your  work  history.
This section should contain three to six
of  your  strongest,  most  relevant  skills
written as short phrases. For example:
Senior  Marketing  Professional  with
expertise  in  digital  strategy,  content
marketing,  SEO,  and  data-driven
campaign  optimization.  Proficient  in
Google  Analytics,  HubSpot,  and  Adobe
Creative Suite.
This summary immediately signals your
value proposition. It is an excellent way
to implement how to put skills on a
resume  effectively  without  relying
solely  on  a  bulleted  list  later  on.
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Conclusion
Knowing  how  to  put  skills  on  a
resume  is  a  critical  skill  in  itself.  It
requires  careful  selection,  strategic
formatting,  and  thoughtful  integration
into  your  overall  career  narrative.  By
identifying the right skills for your target
role,  categorizing  them  clearly,  using
action  verbs  and  quantifiable  results,
and tailoring your resume for both ATS

and  human  readers,  you  can  greatly
increase  your  chances  of  landing  an
interview.  Remember  that  your  skills
section is  not  just  a static  list—it  is  a
dynamic tool that should be updated for
every job application. Take the time to
refine it, and you will present yourself as
a precise and compelling candidate. The
job  market  is  competitive,  but  with  a
well-crafted  skills  section,  you  can
ensure your  resume stands out  for  all
the right reasons.


