Participant Skills-Documentation Template
A free template from AdaptiveResume (for workforce boards & job centers)
Help participants document skills they already have — accurately, with the participant as the author.
Participant
· Name / ID: ____________________
· Most recent role(s): ____________________
· Industry / setting: ____________________
· Goal role or field: ____________________
Find existing skills (ask — don’t assume)
Prompt by role; record only what the participant confirms: - Tasks performed regularly: ____________________ - Tools / equipment / systems: ____________________ - Standards / safety / training worked under: ____________________ - People led / coordinated / trained: ____________________
Credentials
	Credential
	Held or worked-under?
	Confirmed? (Y/N)

	
	
	


Caseworker sign-off
· Participant confirmed every item recorded
· Worked-under vs certified marked correctly
· No employment outcome promised
· Record is clean/auditable for program reporting

Document existing skills at program scale, honestly. See AdaptiveResume for organizations · /business
