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HOW TO WORD
SKILLS ON A
RESUME: A
COMPLETE GUIDE
TO MAKING YOUR
EXPERTISE STAND
ouT

Your resume is often
the first impression you
make on a hiring
manager. It is your
ticket to an interview,
your professional story
in a single page, and
your chance to show
why you are the best
fit for the job. Among
all the sections of a
resume, the skills

section is one of the
most critical. Yet, many
job seekers struggle
with exactly how to
word skills on a resume
in a way that captures
attention and passes
through applicant
tracking systems.

If you have ever asked
yourself, "How do |
describe my skills
without sounding
generic?" or "What is
the best way to format
my abilities?" you are
not alone. The way you
present your
capabilities can make
the difference between
landing an interview
and getting
overlooked. This article
will teach you how to
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word skills on a resume
effectively, using
proven strategies and
real-world examples
that hiring managers
actually want to see.

Why the
Right

Wording
Matters
for Your

Resume
Skills

Before diving into the
specifics of how to
word skills on a
resume, it is important
to understand why
wording matters in the
first place. Many
applicants list skills as
a simple bullet list:

"Microsoft Excel,"
"Customer Service,"
"Project Management."
While this provides
basic information, it
does little to
demonstrate the depth
of your expertise or the
value you bring.

Effective wording does
three things:

It shows
context. Simply
listing a skill
does not tell an
employer how
you used it. For
example,
"Microsoft Excel"
becomes much
more powerful
when worded as
"Advanced data
analysis using
Microsoft Excel
pivot tables and
VLOOKUP
functions."

e It helps you
pass ATS
filters. Applicant
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tracking systems
scan for specific
phrasing and
keywords. Using
the right wording
ensures your
resume gets
ranked higher in
their results.

e It
communicates
proficiency
level. Not all
skills are equal.
Some you are an
expert in, while
others you are
still developing.
The right
wording conveys
where you stand
so employers can
accurately
assess your fit.

Now that

you
understand the
importance of

thoughtful wording, let
us explore the specific
techniques you can use
to word your skills
effectively.

STEP 1:
CATEGORIZE YOUR
SKILLS BEFORE
YOU WRITE A
SINGLE WORD

One of the best ways
to improve how you
word skills on a resume
is to organize them
into clear categories.
This not only makes
your resume easier to
read but also helps you
choose more precise
language for each type
of skill.

Hard
Skills vs.
Soft Skills

Most professionals
group abilities into two
broad categories:

Hard skills are
technical, teachable
abilities that are

specific to a job. These



include things like
programming

languages, software
proficiency, data
analysis, foreign
languages, and
certifications. When

learning how to word
skills on a resume,
hard skills benefit from
concrete, measurable

language.
Soft skills are
interpersonal and

behavioral traits like
communication,
leadership, problem-
solving, and teamwork.
These are harder to
gquantify but just as
important. The best
way to word soft skills
is to pair them with a
specific example or
outcome.

Create

Three
Sub-
Categorie
s for
Better
Organizat
lon

section to the nex

level, consider creating
three sub-categories:

e Technical
Skills: Software,
tools,
programming
languages,
machinery, and
other job-specific
hard skills.

e Core
Competencies:
The blend of

4 How To Word Skills On A

2024-01-20

Resume



How To Word Skills On A Resume 5

STEPh2rdU8# soft
skills that are
central to your
profession, such
as "Strategic
Planning" or
"Client
Relationship
Management."

e Transferable
Skills: Abilities
you can apply
across different
roles and
industries, like
"“Critical
Thinking,"
"Written
Communication,"
or "Time
Management."

By organizing your
skills this way, you can
tailor the wording for
each group, making it
easier for hiring
managers to quickly
understand your
strengths.

ACTION-ORIENTED
LANGUAGE THAT
SHOWS IMPACT

One of the most
common mistakes
people make when
they try to figure out
how to word skills on a
resume is using
passive, generic
phrases. Words like
"knowledgeable in" or
"familiar with" do not
inspire confidence.
Instead, choose strong,
active verbs that
demonstrate vyour
ability to use the skill
in a real-world setting.

Examples

of Weak
VS.



Strong
Wording

Let us look at a few
comparisons:

* Weak:
"Knowledgeable
in social media
marketing."
Strong:
"Developed and
executed social
media strategies
that increased
engagement by
40 percent."

* Weak: "Good at
customer
service."
Strong:
"Resolved
customer
concerns with
empathy and

e Weak: "Knows
Java."
Strong: "Built
scalable backend
systems using
Java and Spring
Boot, supporting
over 10,000
concurrent
users."

Notice how the strong
versions describe the
skill in action. They
give the hiring
manager a clear
picture of what you
have accomplished and
what you can do for
their organization.

Power
Verbs to

Upgrade

efficiency, .
maintaining a 95 You I Sk| | |
percent
satisfaction
rating."
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Wording

To help you get
started, here is a list of
power verbs you can
use when wording
skills on your resume:

e Spearheaded
e Optimized
Engineered
Facilitated
Streamlined
Mentored

e Architected
e Negotiated

e Automated

e Accelerated

Choose verbs that
accurately represent
the level of
responsibility you had.
Using strong language
without overstating
your experience is one
of the most important
aspects of how to word
skills on a resume
honestly and
effectively.

STEP 3: TAILOR
YOUR SKILLS
LANGUAGE TO THE
JOB DESCRIPTION

No two jobs are exactly
the same, so your skills
wording should not be
the same for every
application. Tailoring
your resume to each
position is one of the
most effective SEO and
hiring best practices
you can follow. When
you align your wording
with the language used
in the job description,
you signal to both the
ATS and the hiring
manager that you are a
strong match.

How to
ldentify
the Right



Keywords

Start by reading the
job description
carefully. Look for
specific skills that are
mentioned multiple
times or that appear in
the "Requirements" or
"Qualifications"
section. These are the
terms your resume
must include.

For example, if the job
description says
"Proven ability to
manage Cross-
functional teams," you
can word your skill as

"Managed cross-
functional teams to
deliver product

launches on time and
under budget."

Mirror the

Company
'S
Language

Pay attention to the
specific phrasing the
company uses. If they
refer to "agile project
management" instead
of just "project
management," use
their terminology. This
small adjustment in
how you word skills on
a resume can have a
big impact on how your
application is received.

Be careful not to copy
phrases word-for-word,
as that can feel

inauthentic. Instead,
rephrase them
naturally while

preserving the key
terms.

STEP 4: QUANTIFY

8 How To Word Skills On A

2024-01-20

Resume



WHENEVER

How To Word Skills On A Resume

POSSIBLE

Numbers make your
skills more concrete
and credible. When you
include metrics,
percentages, or
timeframes, you give
hiring managers a
tangible sense of your
impact. This s
especially important
when learning how to
word skills on a resume
for competitive
industries like sales,
marketing,

engineering, or
management.

Quantifia
ble Skill
Wording

YOUR SKIEg(ampleS

¢ Instead of:

"Skilled at
budget
management."
Try: "Managed a
department
budget of
$500,000,
reducing
expenses by 15
percent through
vendor
renegotiation."
Instead of:
"Good at public
speaking."

Try: "Presented
quarterly results
to leadership
teams of up to
50 stakeholders,
consistently
receiving top
feedback
scores."
Instead of:
"Experienced in
content writing."
Try: "Wrote and
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edited over 200
SEO-optimized
articles that
drove 80,000
monthly organic
visitors."

If you do not have
exact numbers, you
can use estimates or
ranges. The key is to
make your skills as
specific and results-
oriented as possible.

STEP 5: HIGHLIGHT
YOUR
PROFICIENCY
LEVEL CLEARLY

Another important
aspect of how to word
skills on a resume is
communicating your
level of expertise.
Employers want to
know if you are a
beginner, intermediate,
or expert in a given
skill, especially for
technical roles.

Ways to
Indicate
Proficienc

y

You have several
options for showing
proficiency level in
your skills section:

* Use descriptive
labels: "Expert,"
"Advanced,"
"Proficient,"
"Intermediate,"
"Working
Knowledge."

¢ Include years
of experience:
"Five years of
experience in
Python
development.”

e Provide
context: "Led
training sessions
for junior team
members on
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Salesforce
administration."

Be honest about your
proficiency. Claiming
expertise in a skill you
have only used a few
times can backfire
during an interview
when you are asked
detailed questions.
Authenticity in how you
word skills on a resume
builds trust with
potential employers.

STEP 6:
INTEGRATE SKILLS
INTO YOUR WORK
EXPERIENCE
BULLET POINTS

While having a
dedicated skills section
is important, you can
make your resume
even stronger by
weaving your abilities
into your work
experience bullet
points. This gives each
skill real-world context
and shows how you
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applied it to achieve
results.

How to
Blend
Skills Into
Experienc
e

Here is an example of
a bullet point that
effectively words a skill
within an experience
description:

"Leveraged advanced
data analysis skills in
Python and Tableau to
identify customer
churn patterns, leading
to a retention strategy
that reduced churn by
18 percent in six
months."

Notice how the skills
(Python, Tableau, data
analysis) are



mentioned naturally as

part of a larger
achievement. This
approach

demonstrates not just
that you have the skill,
but that you know
exactly how to use it to
solve business
problems.

For best results, aim to
include at least one
relevant skill in each
bullet point for your
most recent roles. This
reinforces your
expertise throughout
the document.

COMMON
MISTAKES TO
AVOID WHEN
WORDING SKILLS
ON A RESUME

Even with the best
intentions, it is easy to
make mistakes. Here
are some pitfalls to
watch out for as you
refine how to word
skills on a resume:
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Mistake
1: Listing
Too Many
Skills

Including every skill
you have ever learned
can make your resume
look unfocused.
Instead, select 10 to 15
skills that are most
relevant to the job you
are applying for.
Quality always beats
quantity.

Mistake
2: Using
Clichéd
Phrases

Terms like "team
player," "hard worker,"
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and "people person"
are overused and do
not provide specific
value. Replace them
with more precise
wording that shows
how you collaborate or
contribute.

Mistake
3
Neglectin
g Soft
Skills

Some job seekers focus
exclusively on hard
skills, forgetting that
soft skills are equally
important. The best
approach to how to
word skills on a resume
includes a balanced
mix of both types.
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Mistake
4: Being
Vague

Phrases like "good with
computers" or "some
experience in
marketing" do not tell
the employer anything
useful. Always be
specific and concrete.

SAMPLE SKILLS
SECTION WORDING
FOR DIFFERENT
INDUSTRIES

To give you a clearer
picture of how to word
skills on a resume in
practice, here are a
few sample sections
tailored to different
fields.

Informati
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on Marketing

TEC h No | ()Managed SEO

strategy that

grew organic
gy traffic by 120
percent year-

e Designed and over-year.
deployed cloud o Created data-
infrastructure on driven email
AWS, reducing campaigns with a
server costs by 22 percent
30 percent. average open

* Developed rate and 4
RESTful APIs percent click-
using Node.js through rate.
and Express, e Led cross-
supporting functional teams
enterprise-level to launch
applications. integrated

e Implemented campaigns
CI/CD pipelines across social
with Jenkins and media, paid ads,
Docker, and content
accelerating marketing.
release cycles by
50 percent.

Healthcar
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e Coordinated
patient care
plans using
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