
Referring to the “Build Relevant Experience” 
handout in the DePaul Career Library, students 
will use this inventory to identify experiences 
(and map skills to those experiences) that 
they might use on their resume or CV.LINCOLN PARK: (773) 325-7431 | LOOP: (312) 362-8437
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How do you build new skills in a current role?
Many employers are open-minded about staff taking on new skill-based projects, shadowing another team within the organization, or providing assistance with tasks outside of their current role’s function. Building new skills in an existing role can be a time-efficient way to get relevant experience. Plus, it builds your 

brand at work!

A part-time office assistant who is responsible for helping connect volunteers 
to service opportunities at a nonprofit (hello, volunteer management skills!) might also take on an event planning function or social media management function related to a fundraising event! 

for  example...

Here are some examples of the kinds of projects you might 

consider proposing to an employer:

Ask for opportunity to take on visual merchandising or contribute to the store’s social media presence.

Sales Associate
Offer to help your manager with scheduling shifts or training new staff.

Food Service
Suggest a customer-focused user experience audit of your office oroffer to research a specific customer challenge.

Office Assistant

Create and execute a lesson plan focused on a developmentally appropriate topic and design activities that help the child practicea skill or learn a subject.

Nanny
Ask your manager for the opportunity to assist with a fundraising or community event so you can build skills in scheduling and project management.

Volunteer
Propose alternative ways to reach students—like pop-up tutoring, and build a marketing campaign for these new services. 

Tutor
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For some students who are working during their 
education, it can be challenging or even impossible 
to do a traditional internship. When this is your 
reality, keep in mind that almost any job can provide 
you with skills and responsibilities that strengthen 
your resume and professional capabilities. It starts with identifying the skills you would like 
to acquire and then seeking opportunities to practice those skills within your current job.

Whether you’re already in a full-time 
job in your intended career field—or 
you’re making ends meet in a seemingly 
unrelated role—any job can provide 
resume-worthy skills and experience.  

build  relevant
experience  in  any  job

Transferable skills are skills that you 
acquire in a particular experience (class 
project, job, volunteer role, etc.) that can 
“transfer” to a different role. These include 
skills like communication, critical thinking, 
multi-tasking, teamwork and others.

Why are transferable 
skills important? 

See our transferable skills 
handout for more detail.

If you have worked in retail sales, you likely 
have transferable skills in customer service, 
merchandising and teamwork! These skills 
stay with you as you transition into new 
and different roles. It’s your responsibility to 
inventory your transferable skills and make 
sure you highlight or provide evidence of 
the relevant ones in any job or internship 
application. 

for  example...

career  experience  
inventory

Share the Build Relevant Experience handout with your students in advance
of this activity.

Pass out the Career Experiences Inventory Worksheet and have students complete 
Step 1 “List it.” Allow 10 – 15 minutes.

Ask students (in a large or smaller groups) to discuss/share what kinds of 
experiences they have identifi ed. Ask students if they are currently featuring any of 
these non-job experiences on their resume, and transition to Step 2 “Translate it,” by 
explaining that these experiences have value and can provide evidence of skills.

Allow 10 – 15 minutes for students to complete Step 2.

Ask students to share how they identifi ed their roles in Step 2. Discuss the 
outcomes and skills and solicit at least 2 – 3 examples from the group.

Introduce the “Formatting Samples” and lead students to Step 3: 
“Practice it.” Complete Part Three.

Allow students 5 – 10 minutes to complete Step 3 and then invite students to share 
some fi nal products.

Facilitator Guide
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While jobs and internships take center stage on a resume, there are other kinds of 
experiences that can be mapped into your resume—to fully capture the skills you have built 
inside and outside the classroom. These other kinds of career experiences include: research, 
volunteering, student involvement, and even class projects. 

For this activity, you will inventory some of the most impactful or meaningful experiences 
you have had outside of a job or internship. For each experience you will begin the process 
of “translating” this project or role into a resume-style format. You will also identify skills you 
acquired during this experience. 

class  projects

In the groupings below, list as many relevant career experiences as you can recall.1 List it
volunteer  experiences

involvement other

career  experience  inventory
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Select three of the most interesting or relevant experiences 
from this list and answer these questions.2 Translate it

experi ence  #1

What role did you play in this experience/project? 

What was the fi nal outcome of this experience?

What steps did you take to achieve this fi nal outcome?

What skills did you build or practice during this experience?

experi ence  #2

What role did you play in this experience/project? 

What was the fi nal outcome of this experience?

What steps did you take to achieve this fi nal outcome?

What skills did you build or practice during this experience?
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Using answers to the above questions, format one of these experiences for a resume.
See the formatting samples below:

experi ence  #3

What role did you play in this experience/project? 

What was the fi nal outcome of this experience?

What steps did you take to achieve this fi nal outcome?

What skills did you build or practice during this experience?

Designer | The Wong Kids (theatrical poster) | DePaul University   October 2019

• Used Adobe InDesign and Illustrator to create a set of 3 theatrical posters 
for a student production of Lloyd Suh’s play about family and loss. 

Event Planner | “Ride For The Cure” (200 mile charity ride) | Hart Foundation   July 2019

• Led a team of 4 volunteers to promote and plan a 200 mile charity ride that 
raised $22,300 for research focused on fi nding the cure for Therl’s Disease.  
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Community Health in Pilsen | Active Citizens   May 2019

• Designed a health awareness survey and collected 200 responses that were entered 
into a database that included demographic information for the Pilsen community.

CarTron (mobile racing game)    April 2019

• Used GameMaker to design a ‘90s arcade style dune buggy racing game, 
featuring button turns and gas-pedal-only controls and obstacle courses.  



While specifi c types of projects or assignments should be formatted differently, you can use this 
template to practice formatting your experience(s) to fi t into skill-focused resume experience sections.

3 Practice it
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for  design  or  creative  projects:

•

Your Role Title (descriptor) Client (or spec client) Date
| |

for , resulting in
action purpose consequence

.

for  research  projects:

•

Title of Project Name of Class Date
|

for , resulting in
action purpose consequence

.

for  event  or  volunteer  roles:

•

Your Role Title (descriptor) Client (or spec client) Date
| |

for , resulting in
action purpose consequence

.


