PERSONAL SKILLS TO PUT ON A RESUME

PERSONAL SKILLS TO PUT ON A RESUME ARE ESSENTIAL COMPONENTS THAT CAN SIGNIFICANTLY ENHANCE YOUR CANDIDACY IN
TODAY’S COMPETITIVE JOB MARKET. W/HILE TECHNICAL SKILLS AND QUALIFICATIONS ARE CRITICAL, PERSONAL SKILLS—OFTEN
REFERRED TO AS SOFT SKILLS—™PLAY A VITAL ROLE IN DETERMINING HOW WELL YOU CAN PERFORM IN A \W ORK ENVIRONMENT,
INTERACT WITH OTHERS, AND ADAPT TO VARIOUS SITUATIONS. THIS ARTICLE DELVES INTO THE IMPORTANCE OF PERSONAL
SKILLS, CATEGORIZES THEM, PROVIDES EXAMPLES, AND OFFERS TIPS ON HOW TO EFFECTIVELY INCORPORATE THEM INTO YOUR
RESUME.

UNDERSTANDING PERSONAL SKILLS

PERSONAL SKILLS ENCOMPASS A RANGE OF ABILITIES AND TRAITS THAT DICTATE HOW INDIVIDUALS APPROACH TASKS AND
INTERACT WITH OTHERS. UNLIKE HARD SKILLS, WHICH CAN BE QUANTIFIED AND MEASURED, PERSONAL SKILLS ARE OFTEN
SUBJECTIVE AND RELATE TO A PERSON’S EMOTIONAL INTELLIGENCE, INTERPERSONAL ABILITIES, AND ADAPTABILITY. THESE SKILLS
ARE INCREASINGLY SOUGHT AFTER BY EMPLOYERS, AS THEY CAN ENHANCE TEAMWORK, COMMUNICATION, AND OVERALL

W ORKPLACE CULTURE.

THE IMPORTANCE OF PERSONAL SKILLS

EMPLOYERS VALUE PERSONAL SKILLS FOR SEVERAL REASONS:

1. COLLABORATION: MOST JOBS REQUIRE SOME LEVEL OF TEAMWORK. PERSONAL SKILLS FACILITATE EFFECTIVE
COLLABORATION AMONG TEAM MEMBERS.

2. PROBLEM-SOLVING: PERSONAL SKILLS OFTEN EQUIP INDIVIDUALS WITH THE ABILITY TO APPROACH CHALLENGES AND THINK
CRITICALLY.

3. ADAPTABILITY: IN A RAPIDLY CHANGING \WORK ENVIRONMENT, PERSONAL SKILLS ENABLE EMPLOYEES TO ADAPT TO NEW
ROLES, TECHNOLOGIES, AND PROCESSES.

4. COMMUNICATION: STRONG PERSONAL SKILLS IMPROVE VERBAL AND WRITTEN COMMUNICATION, WHICH IS ESSENTIAL FOR
CONVEYING IDEAS AND FEEDBACK.

5. LEADERSHIP: PERSONAL SKILLS ARE CRUCIAL FOR THOSE IN OR ASPIRING TO LEADERSHIP ROLES, AS THEY HELP INSPIRE AND
MOTIVATE OTHERS.

TyPES OF PERSONAL SKILLS

PERSONAL SKILLS CAN BE BROADLY CATEGORIZED INTO SEVERAL GROUPS. BELOW ARE SOME OF THE MOST VALUABLE PERSONAL
SKILLS TO CONSIDER WHEN CRAFTING YOUR RESUME:

1. COMMUNICATION SKILLS

EFFECTIVE COMMUNICATION IS FUNDAMENTAL IN ALMOST ANY WORKPLACE. THIS INCLUDES BOTH VERBAL AND WRITTEN
COMMUNICATION. KEY ATTRIBUTES INCLUDE:

- ACTIVE LISTENING

- CLARITY AND CONCISENESS

- EMPATHY

- NON-VERBAL COMMUNICATION



2. INTERPERSONAL SKILLS

INTERPERSONAL SKILLS PERTAIN TO HOW YOU INTERACT WITH OTHERS. THEY INCLUDE:

- TEAMWORK AND COLLABORATION
- CONFLICT RESOLUTION

- BUILDING RAPPORT

- NEGOTIATION SKILLS

3. PROBLEM-SOLVING SKILLS

THE ABILITY TO ANALYZE SITUATIONS AND DEVELOP SOLUTIONS IS HIGHLY SOUGHT AFTER. PROBLEM-SOLVING SKILLS
ENCOMPASS:

- CRITICAL THINKING
- CREATIVITY

- ANALYTICAL SKILLS
- DECISION-MAKING

4. ADAPTABILITY AND FLEXIBILITY

IN A FAST-PACED WORK ENVIRONMENT, THE ABILITY TO ADAPT IS INVALUABLE. KEY ASPECTS INCLUDE:

- OPEN-MINDEDNESS

- WILLINGNESS TO LEARN NEW SKILLS
- STRESS MANAGEMENT

- RESILIENCE

5. LEADERSHIP SKILLS

EVEN IF YOU ARE NOT IN A FORMAL LEADERSHIP POSITION, DEMONSTRATING LEADERSHIP QUALITIES CAN SET YOU APART.
IMPORTANT SKILLS INCLUDE:

- MOTIVATION AND INSPIRATION
- DELEGATION

- CONFLICT MANAGEMENT

- STRATEGIC THINKING

6. TIME MANAGEMENT SKILLS

THE ABILITY TO PRIORITIZE TASKS AND MANAGE TIME EFFECTIVELY IS CRUCIAL, ESPECIALLY IN BUSY WORK ENVIRONMENTS. Key
ATTRIBUTES INCLUDE:

- PLANNING AND ORGANIZATION

- SETTING GOALS AND DEADLINES
- MULTITASKING

- ATTENTION TO DETAIL



How To IDENTIFY YOUR PERSONAL SKILLS

RECOGNIZING YOUR PERSONAL SKILLS CAN BE CHALLENGING. HERE ARE SOME METHODS TO HELP YOU IDENTIFY THEM:

1. SELF-REFLECTION: T AKE THE TIME TO REFLECT ON PAST EXPERIENCES, BOTH PROFESSIONAL AND PERSONAL. CONSIDER THE
SKILLS THAT HELPED YOU SUCCEED.

2. FEeDBACK FROM OTHERS: ASK COLLEAGUES, FRIENDS, OR MENTORS FOR FEEDBACK ON YOUR STRENGTHS AND AREAS FOR
IMPROVEMENT.

3. PERSONALITY ASSESSMENTS: TOOLS LIKE THE MYERS-BRIGGS TYPE INDIcATOR (MBTI) or THE DISC ASSESSMENT CAN
PROVIDE INSIGHTS INTO YOUR PERSONAL SKILLS.

4. REVIE\X/JOB DESCRIPTIONS: ANALYZE JOB POSTINGS IN YOUR FIELD TO IDENTIFY THE PERSONAL SKILLS THAT EMPLOYERS
PRIORITIZE.

INCORPORATING PERSONAL SKILLS INTO YOUR RESUME

ONCE YOU'VE IDENTIFIED YOUR PERSONAL SKILLS, THE NEXT STEP IS TO EFFECTIVELY INCORPORATE THEM INTO YOUR RESUME.
HERE ARE SOME TIPS:

1. TAILOR YOUR RESUME

CUSTOMIZING YOUR RESUME FOR EACH APPLICATION IS CRUCIAL. HIGHLIGHT PERSONAL SKILLS THAT ARE MOST RELEVANT TO
THE SPECIFIC JOB DESCRIPTION.

2. Use AcTION VERBS

INCORPORATE ACTION VERBS THAT CONVEY YOUR PERSONAL SKILLS EFFECTIVELY. FOR EXAMPLE:

- Lep

- COLLABORATED
- ResoLVED

- DEVELOPED

3. PrRoOVIDE EXAMPLES

DON’T JUST LIST PERSONAL SKILLS; PROVIDE CONTEXT BY INCLUDING EXAMPLES OF HOW YOU’VE DEMONSTRATED THESE SKILLS
IN PREVIOUS ROLES. USE THE STAR MeTHOD (SITUATION, TASK, ACTION, RESULT) TO STRUCTURE YOUR EXAMPLES.

4. INCLUDE A SKILLS SECTION

CREATE A DEDICATED SECTION IN YOUR RESUME FOR SKILLS. THIS CAN BE A SIMPLE BULLET-POINT LIST THAT HIGHLIGHTS BOTH
PERSONAL AND HARD SKILLS.

5. INTEGRATE SKILLS INTO YOUR W ORK EXPERIENCE

W/HEN DETAILING YOUR \WORK EXPERIENCE, INCORPORATE PERSONAL SKILLS WITHIN THE BULLET POINTS FOR EACH ROLE. For



EXAMPLE:

- "COLLABORATED WITH A TEAM OF 10 TO SUCCESSFULLY LAUNCH A NEW PRODUCT , DEMONSTRATING EFFECTIVE
COMMUNICATION AND TEAMWORK SKILLS.”
- "RESOLVED CUSTOMER COMPLAINTS EFFICIENTLY, SHOWCASING STRONG PROBLEM-SOLVING AND INTERPERSONAL SKILLS."

!

ExXAMPLES OF PERSONAL SKILLS TO INCLUDE IN YOUR RESUME

HERE’S A LIST OF PERSONAL SKILLS THAT YOU MIGHT CONSIDER INCLUDING IN YOUR RESUME:

- COMMUNICATION

- TEAMWORK

- ADAPTABILITY

- ProOBLEM-SOLVING

- LEADERSHIP

- TIME MANAGEMENT

- EMOTIONAL INTELLIGENCE
- CONFLICT RESOLUTION

- CREATIVITY

- W ORK ETHIC

CoNcCLUSION

IN SUMMARY, PERSONAL SKILLS ARE A CRUCIAL COMPONENT OF A \WELL-ROUNDED RESUME. THEY NOT ONLY ENHANCE YOUR
EMPLOYABILITY BUT ALSO PROVIDE INSIGHT INTO YOUR ABILITY TO THRIVE IN DIVERSE WORK ENVIRONMENTS. BY
UNDERSTANDING THE DIFFERENT TYPES OF PERSONAL SKILLS, IDENTIFYING YOUR STRENGTHS, AND EFFECTIVELY INCORPORATING
THEM INTO YOUR RESUME, YOU CAN SIGNIFICANTLY IMPROVE YOUR CHANCES OF SECURING THE JOB YOU DESIRE. REMEMBER THAT
PERSONAL SKILLS OFTEN REFLECT YOUR CHARACTER AND WORK ETHIC, MAKING THEM INVALUABLE ASSETS IN ANY PROFESSIONAL
SETTING. WHETHER YOU ARE A SEASONED PROFESSIONAL OR JUST STARTING YOUR CAREER, SHOWCASING YOUR PERSONAL
SKILLS CAN SET YOU APART FROM THE COMPETITION AND LEAD TO GREATER SUCCESS IN YOUR PROFESSIONAL JOURNEY.

FREQUENTLY AskeD QUESTIONS

\WHAT ARE PERSONAL SKILLS AND WHY ARE THEY IMPORTANT ON A RESUME?

PERSONAL SKILLS, ALSO KNOWN AS SOFT SKILLS, ARE INTERPERSONAL ABILITIES THAT DICTATE HOW YOU INTERACT WITH
OTHERS. THEY ARE IMPORTANT ON A RESUME BECAUSE THEY SHOWCASE YOUR ABILITY TO WORK IN TEAMS, COMMUNICATE
EFFECTIVELY, AND ADAPT TO CHANGING ENVIRONMENTS, WHICH ARE HIGHLY VALUED BY EMPLOYERS.

\Y/HICH PERSONAL SKILLS SHOULD | PRIORITIZE ON MY RESUME?

Y OU SHOULD PRIORITIZE SKILLS SUCH AS COMMUNICATION, TEAMWORK, PROBLEM~SOLVING, ADAPTABILITY, LEADERSHIP, AND
TIME MANAGEMENT, AS THESE ARE OFTEN SOUGHT AFTER BY EMPLOYERS IN VARIOUS INDUSTRIES.

How CAN | EFFECTIVELY DEMONSTRATE MY PERSONAL SKILLS ON A RESUMEP

YOU CAN EFFECTIVELY DEMONSTRATE YOUR PERSONAL SKILLS BY PROVIDING SPECIFIC EXAMPLES FROM PAST EXPERIENCES, SUCH
AS PROJECTS, VOLUNTEER WORK, OR JOB ROLES WHERE YOU SUCCESSFULLY UTILIZED THESE SKILLS, RATHER THAN JUST LISTING
THEM.



SHOULD | TAILOR MY PERSONAL SKILLS FOR EACH JOB APPLICATION?

YES, YOU SHOULD TAILOR YOUR PERSONAL SKILLS FOR EACH JOB APPLICATION BY REVIEWING THE JOB DESCRIPTION AND
EMPHASIZING THE SKILLS THAT ALIGN MOST CLOSELY WITH THE ROLE AND THE COMPANY'S VALUES.

How DO EMPLOYERS ASSESS PERSONAL SKILLS DURING THE HIRING PROCESS?

EMPLOYERS OFTEN ASSESS PERSONAL SKILLS THROUGH BEHAVIORAL INTERVIEW QUESTIONS, SITUATIONAL ASSESSMENTS, AND
REFERENCE CHECKS, LOOKING FOR EVIDENCE OF HOW CANDIDATES HAVE USED THESE SKILLS IN REAL-LIFE SITUATIONS.

CAN PERSONAL SKILLS BE LEARNED OR IMPROVED OVER TIME?

YES, PERSONAL SKILLS CAN BE LEARNED AND IMPROVED OVER TIME THROUGH PRACTICE, SELF-REFLECTION, TRAINING, AND SEEKING
FEEDBACK, WHICH CAN ENHANCE YOUR EFFECTIVENESS IN BOTH PERSONAL AND PROFESSIONAL INTERACTIONS.
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