Transferable Skills Checklist
For Project Managers — Assess, Evidence, and Articulate Your Value


How to use this checklist: Check each skill you possess. In the right column, note a specific project, role, or situation that proves it — even one sentence. The goal is to turn abstract competencies into concrete evidence you can deploy in interviews, resumes, and conversations.
1. PROJECT DELIVERY & EXECUTION
Core skills for managing scope, schedule, cost, and quality from initiation to close.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Define project scope and objectives
	Example project where you wrote/owned the charter or SOW

	☐
	Build and maintain a WBS (Work Breakdown Structure)
	Project where you decomposed deliverables into tasks

	☐
	Create and manage project schedules
	Tool used (e.g., MS Project, Smartsheet) and project type

	☐
	Track and control budget / cost variance
	Budget size managed; how you caught or prevented overrun

	☐
	Manage project risks and issues (RAID log)
	Risk you identified early and how you mitigated it

	☐
	Manage change requests and scope creep
	Situation where you held the line or managed a change

	☐
	Drive projects to closure and capture lessons learned
	Project you formally closed with documentation

	☐
	Manage multiple projects simultaneously
	Number of concurrent projects and how you prioritized


2. STAKEHOLDER MANAGEMENT & COMMUNICATION
Skills for building alignment, managing expectations, and communicating up, down, and across.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Identify and map stakeholders
	Project with complex stakeholder landscape

	☐
	Facilitate executive status reporting
	Format used (steering committee, dashboard, exec brief)

	☐
	Run effective project meetings and standups
	Cadence you owned and team/org size

	☐
	Negotiate competing priorities across teams
	Situation where you brokered a conflict between groups

	☐
	Communicate bad news / project issues proactively
	Time you surfaced a problem before it escalated

	☐
	Build trust with cross-functional teams
	Example of a team you brought together under pressure

	☐
	Manage vendor or third-party relationships
	Vendor type and how you held them accountable

	☐
	Translate technical complexity for non-technical audiences
	Audience and how you simplified the message


3. LEADERSHIP & TEAM DEVELOPMENT
Skills that demonstrate your impact on people, not just projects.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Lead without formal authority
	Project where team members didn't report to you

	☐
	Coach or mentor team members
	Person or group you developed; outcome

	☐
	Resolve team conflict
	Conflict type and how you resolved it

	☐
	Build team culture and psychological safety
	Specific action you took to foster team cohesion

	☐
	Delegate effectively
	Example of delegating ownership, not just tasks

	☐
	Give and receive constructive feedback
	Feedback conversation that led to a real change

	☐
	Motivate teams through ambiguity or change
	Organizational change you helped your team navigate

	☐
	Hire, onboard, or grow a team
	Role you hired for or person you onboarded


4. STRATEGIC THINKING & BUSINESS ACUMEN
Skills that show you think beyond task completion to organizational value.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Align projects to business goals / OKRs
	How you tied a project to a strategic objective

	☐
	Build a business case for a project or initiative
	Proposal you wrote or contributed to; outcome

	☐
	Prioritize work based on value and impact
	Framework or approach you used (e.g., MoSCoW, WSJF)

	☐
	Identify and eliminate process inefficiencies
	Process you improved and measurable result

	☐
	Contribute to roadmap or portfolio planning
	Planning cycle you participated in

	☐
	Measure and report on business outcomes (not just outputs)
	KPI or metric you tracked post-delivery

	☐
	Think like a product or operations owner
	Time you went beyond PM role to drive business outcomes

	☐
	Present recommendations to senior leadership
	Decision you influenced through a presentation or memo


5. METHODOLOGY & TOOLS
Technical fluency across frameworks and platforms that PM roles require.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Lead Agile / Scrum ceremonies
	Sprint review, retrospective, planning — team size

	☐
	Work in Waterfall or hybrid environments
	Project type and phase gates managed

	☐
	Manage a product or project backlog
	Tool used; how you prioritized and groomed it

	☐
	Use project tracking tools (Jira, Asana, etc.)
	Specific tools and how you configured/used them

	☐
	Build and maintain dashboards / reporting
	Stakeholder audience and reporting cadence

	☐
	Apply change management principles
	Change initiative and adoption outcome

	☐
	Run retrospectives and implement improvements
	Process change that came out of a retro you led

	☐
	Apply PMI / PMBOK or PRINCE2 frameworks
	Certification held or framework applied in a project


6. SOFT SKILLS & INTANGIBLES
Often overlooked, always evaluated. These are the skills hiring managers test for in behavioral interviews.

	✓
	Skill
	Your Evidence / Example (fill in)

	☐
	Stay calm and decisive under pressure
	High-stakes situation you navigated without panicking

	☐
	Adapt quickly to change or ambiguity
	Project or org change that required fast pivoting

	☐
	Influence without authority
	Time you moved work forward without direct control

	☐
	Think analytically and solve problems
	Complex problem you broke down and resolved

	☐
	Manage your own time and energy across priorities
	Period of competing deadlines you handled well

	☐
	Show empathy and emotional intelligence
	Difficult interpersonal situation handled with care

	☐
	Drive accountability — in yourself and others
	How you follow through and hold teams to commitments

	☐
	Learn new domains or industries quickly
	Time you came up to speed in an unfamiliar area


SELF-ASSESSMENT: CONFIDENCE BY COMPETENCY AREA
Rate your current confidence in each area from 1 (developing) to 5 (expert). Use this to prioritize interview prep, resume emphasis, and skill development.
	Competency Area
	1
	2
	3
	4
	5

	Project Delivery & Execution
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐

	Stakeholder Management & Communication
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐

	Leadership & Team Development
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐

	Strategic Thinking & Business Acumen
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐

	Methodology & Tools
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐

	Soft Skills & Adaptability
	1 ☐
	2 ☐
	3 ☐
	4 ☐
	5 ☐



Next Steps
1.  Identify your top 3 skills by evidence quality — these anchor your interview stories and resume bullets.
2.  Identify 2–3 gaps (unchecked or low-confidence) — these become your development focus or honest framing in interviews.
3.  Use your evidence notes to build STAR stories — see the PM Interview Playbook for full guidance.
4.  Translate your top skills into LinkedIn headline, summary, and job description language — see the Personal Branding Guide.
