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IDENTIFYING YOUR
TRANSFERABLE
SKILLS
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The Career Strategy Group



IDENTIFY YOUR
TRANSFERABLE SKILLS

Soft Skills:
Communication,
leadership, time

management, 
critical thinking.

Tools/Tech:
CRM systems, Excel,
Salesforce, Tableau,

etc.

Hard Skills:
Data analysis, project

management,
budgeting,

copywriting, etc.

These are abilities that are useful across different roles and industries.



NOT SURE?

Identify skills in similar jobs
Use O*NET (onetonline.org) to look

up descriptions comparable to your

previous roles and select skills

relevant to you. 

EXAMPLE

This entry for Marketing Managers

outlines 40+ tasks, technology

skills, work activities, and more.

https://www.onetonline.org/


GOOD PROMPT:

“I currently work as a [Your Job Title] in [Industry]. My main
responsibilities include [list 3–5 core tasks or duties]. I’m
exploring new career options and want to find roles that
use similar skills but may exist in other industries or offer
better growth or flexibility. Can you list 5–10 job titles that
are similar in function or skill set, and briefly explain how
they relate?”

USE AI TO
IDENTIFY 
ROLES WITH
SIMILAR
SKILLS

EXAMPLE PROMPT:

“I’m a marketing manager in the nonprofit sector. I
manage campaigns, write content, analyze engagement
data, and coordinate with designers. I want to explore
similar roles in other industries that use these same skills.
Can you suggest 5–10 related job titles and explain the
similarities?”



ANALYZE THE
JOB TARGET 
AND INDUSTRY

Read job descriptions

Talk to people in the role
(informational interviews)

Research industry trends



CURRENT SKILL TRANSFERABLE AS

Led team 
meetings

Cross-functional
collaboration

Wrote client 
reports

Clear written
communication

Tracked 
project budgets

Financial or resource
management

Managed calendars 
and logistics

Strong 
organizational Skills

Coordinated internal
meetings

Stakeholder engagement
and coordination

MAP SKILLS
FROM OLD
ROLE TO
NEW ROLE

Draw clear connections
between your existing skills
and what the new role
requires.



FILL IN ANY GAPS

If you're missing a key skill or tool:

Take a quick online course (e.g.,

LinkedIn Learning, Coursera)

Volunteer or freelance to gain experience

Shadow someone or take on stretch

assignments



Tailor your professional documents to the new role:

UPDATE YOUR RESUME
AND LINKEDIN PROFILE

Use the language of the new industry

Highlight transferable accomplishments, not

just responsibilities 

Add a career summary at the top of your

resume that connects your past experience to

future goals (missing a career summary is like

looking at a book without a front or back cover)



HOW TO
DETERMINE 
WHO IS HIRING

Laura M. Labovich
The Career Strategy Group



Job seekers spend >80% of their total
job search time applying to open
positions.

Most jobs go to the one who knew
someone inside the company BEFORE
the job was open!

Up to 70% of people get hired through
networking!

WHAT IS THE GATED JOB MARKET
AND WHY DOES IT MATTER?

Applicant referrals have a much higher
chance of getting an interview!

Out of 250 applicants, only 4-6 are
interviewed (FlexJobs.com)

Online job search only = high risk, low
reward. “I'm unqualified. They don't want
me!” (Nope! They've likely never seen your
resume.)



Adapted from “What Color Is Your Parachute?” (Bolles, 2009)
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How Most Job Seekers Look vs. 
How Employers Prefer to Hire



“
“

“When you reach out to a networking contact for career

advice but you are not yet actively job-seeking, the pressure

on that contact is much lower, and you are more likely to get

good advice,” Krasna says. “If you are actively job-seeking,

there is an added pressure on your network; and many people

who are happy to meet and provide advice may not be as open

to referring someone for a job whom they've only just met.”

US News and World Report: 8 Ways to Network While You're in College

WHEN TO NETWORK: THE SECRET 
TO ANY SUCCESSFUL JOB SEARCH



DON’T BELIEVE
EVERYTHING YOU READ!

IN THE WSJ TODAY...
“Kenneth Corn, who stepped down in January as

the Agriculture Department's Oklahoma state

director for rural development, said about 200

recent job applications have yielded just two

interviews. "I get rejection letters for almost

everything," said Corn, 48 years old.”

This strategy never worked. Not just now. Never! 
So be sure to take these messages with a grain of salt.



“Hey, can you get my resume to anyone you

think wouId be a good prospect for me?”

AVOID THE RESUME
“DROP AND RUN”

“Can you give my resume to someone at

your company?”



CLARIFY YOUR
JOB TARGET

Marketing

Function

Entry-level, Associate, Assistant, Analyst, Intern

Level

Washington D.C. area

Location

Industry



IDENTIFY A LIST OF
TARGET COMPANIES

What industries excite you?

Where do they hire for roles like yours?

Do you have any company crushes?



Design your 
job search 

around getting
meetings!



HOW TO GET A MEETING
BEFORE THE JOB IS OPEN

Complete your Linkedln profile to 100%

Make sure you have a professional photo!

Use Linked In to look up people in your

target companies.

If you want to reach someone who is not

active on Linkedln, you can use Hunter.io

or mailscoop.io to get email addresses.

Send a personalized message asking for

an informational interview.



HOW TO ASK FOR A MEETING
(AND GET A YES!)

Find the person 1-2 levels above you (ideally)

Ask for “help”

Make it easy for them:

“I’d love to do a quick Zoom call or phone call

to hear your perspective on this industry and

what it’s like to work at your company.”

Personalize it



HOW TO ASK FOR A MEETING
(AND GET A YES!)

Personalize it: Demonstrate why you really want to
meet with this person. 

Do you admire their career path? 
Do you want to know what they do on a day-to-day basis? 
How did they get to where they are today?

Respect their time

Send a personalized message asking for an
informational interview.

Ask for Advice, Insight, Recommendations,
Referrals (AIRR). Don't ask for a JOB!

“I can only imagine how busy you must get, so even

15-20 minutes would be so appreciated.”



Hello, Laura,

As an environmental attorney in private practice for 15

years, I found your profile in the Michigan State University

alumni database and think your career path and work in/at

______ is fascinating. I am hoping to work in a similar capacity

in the future. 

I would like to know if you'd be open to a 20-minute

informational interview in the next few weeks, as I would like

to get some advice on how to launch my career in _____ .

Please let me know if you have availability in the next few

weeks. I'm grateful for your time! 

I look forward to hearing back from you.

Warm regards, 

[Your Name]



Person

CATEGORIES TO DISCUSS

Industry Company Position
of interest



QUESTIONS TO ASK!

What does a typical day look like for you? (Person)

What education or experience helped you to land this job? (Person)

How long have you worked for this organization/ been doing this
kind of work? (Person)

What do you love the most about this job? (Person)

What would you do if you were in my shoes, trying to get work in
your field? (you might want to add, if relevant for you: “with little
or no experience in the field”)

What's one unexpected lesson you've learned from working at
________ ? (Person)

What advice would you give to a person coming into a company
like yours? (Person)

Person



QUESTIONS TO ASK!

What are the major frustrations of this job?
(POI, Company)

How do you stay on top of trends? Do you
attend conferences? Which ones?
(Industry/Company)

Are you a member of any industry associations?
If so, which ones have been the most
beneficial? (Industry)

What is it like to work here? What is the culture
like? (Company)

Industry Company Position
of interest



QUESTIONS? CONTACT

Laura M. Labovich

thecareerstrategygroup.com



HOW TO REBUILD
A RESUME FOR A
CAREER CHANGE 
A Practical Guide for Transforming
Your Professional Narrative 

Diana Gardner
TorchLight Hire 

 

 



WHY RESHAPING YOUR RESUME IS ESSENTIAL 



MEET SUZY SAMPLE – SENIOR
CONTENT STRATEGIST

Profile: Suzy Sample, VP of Content Strategy 

Areas of Expertise: Senior content marketer with

progressive leadership and planning experience,

overseeing teams of editors, designers, and social

media teams. 

Years of Experience: 10+ 

Industry Experience: Nonprofit, Association, and

Corporate 

Passions: Writing, organizing, planning get-togethers

with friends 



Craft a Clear Career
Executive Summary



Showcase Your
Transferable Skills



Tailor Your Resume
for Each Job



Navigate a Career
Gap or Transition



Leverage Professional
Development &
Certifications



SUZY
SAMPLE’S
NEW
RESUME



ANALYZE THE
JOB TARGET 
AND INDUSTRY

Read job descriptions

Talk to people in the role
(informational interviews)

Research industry trends



FINAL “DEEP”
THOUGHTS



QUESTIONS? CONTACT

 diana@torchlighthire.com

linkedin.com/in/digardner11

mailto:diana@torchlighthire.com
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fshared.outlook.inky.com%2Flink%3Fdomain%3Dwww.linkedin.com%26t%3Dh.eJxtjEsOgyAUAK9iWLc-UPShK6-C8hT8YIO0pml694Zuuul2JjMvdg8razNmY7wdLcB5nvnq_ELG-XzYN3AejJt0MJ6CEMAuGVtSMJvhSg_y8YB5PyhG6n7oW5pRKhQcR132vS5UzQtCRVoIWWJZcRBYcYGNbFTeSF4XqNKd0l1vzy7uYbCrm2y0LlBaJm2S_qPeH9bYP8c.MEYCIQCLKybRufpx87UBc-dl16irHYG5Mnk5MO2YnXlRYV7KBQIhAPSJ5fJ0MswV-oGNSVbESnIYGdu-SY2jho66CLhcpUY0&data=05%7C02%7Cjosette%40jdc-events.com%7Ce2bb2d6f830042d162bf08ddadc02a2f%7C2574f3d1bb114c8080610a6d312417d8%7C0%7C0%7C638857763061999540%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=mIMzXJuBxpfKoE8su5CHTcKouFMXVZya0NGVutU9Lrc%3D&reserved=0


HOW TO REBUILD A
RESUME FOR AI/ATS
OPTIMIZATION  
A Practical Guide to Breaking Through
the Resume Black Hole 

Amy Tsuchitani
TorchLight Hire 

 

 



SIMPLE BEST PRACTICES FOR
AN AI/ATS OPTIMIZED RESUME 

Stick to Standard Headings: Use
common titles like “Work
Experience” and “Skills” — not
creative ones.

Include clear, measurable results:
Bullet points are preferred over
long paragraphs.

Keep it Simple: No fancy templates,
columns, or graphics — clean
format only.

Use Keywords from the Job
Posting: Mirror the language
exactly — especially job titles, skills,
tools, and certifications.



SIMPLE BEST PRACTICES FOR
AN AI/ATS OPTIMIZED RESUME 

Save as .docx or PDF: (text-based only) Make
sure the file is readable by copying/pasting
into Notepad.

Customize for Each Job: Update your
summary and skills to match the job
description.

Proofread: Take 5 minutes to read over the
optimized resume to make sure it’s accurate.

Keep each bullet simple: One
achievement per bullet, including a
metric or impact if possible.

No Photos, Charts, or Text Boxes: AI
can't read them — keep visuals minimal.

Keep things succinct: A resume should
be contained to two pages.



AI TOOLS THAT CAN HELP
OPTIMIZE A RESUME

ChatGPT
Create a project in ChatGPT: ‘AI Resume Optimization’ 

PROMPT: Act as if you are my personal resume advisor,

helping me optimize my resume for every job to which I

apply. Here's my resume, and I'd first like for you to

optimize it for any online submission that may use an AI

Screener or go through an ATS screener as a first step.

Try Using an AI-Driven Job Search PM Tool
www.callings.ai

https://www.callings.ai/


Create Project (gpt4) or new chat

Use Prompts

Take optimized version and customize

with job descriptions

CHAT GPT EXAMPLE



CHAT GPT EXAMPLE



Chatgpt will first walk through the steps
and explain the suggested optimizations

CHAT GPT EXAMPLE



AI PM TOOL EXAMPLE

www.callings.ai 

End-to-end AI-driven job search

management tool

Enter resume for optimization

Use that version for every job application

with reference to the job descriptions 



AI PM TOOL EXAMPLE



Keep a copy of a best practices list

Create one master ai-optimized resume

Use tools like Chat GPT or an ai-enabled job search tool to

manage your individual job optimizations

Take time to proofread every new version of your resume

SUMMARY



QUESTIONS? CONNECT
amy@torchlighthire.com 

linkedin.com/in/amy-tsuchitani

Post Webinar reference tools,
including free month with callings.ai

coming your way!



Thank You!


