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Problem Solving/Decision making Skills 
 Flexible worker 
 Creative and innovative 
 Good judgement/decision making skills 
 Ability to adapt to change 
 Plan and organize work 
 Able to anticipate problems and deal with 

them to the best of my abilities 
 Ability to work under pressure 

Interpersonal Communication Skills 
 Good communication skills 
 Co-operative team member 
 Tactful and decisive 
 Demonstrated leadership capabilities 
 Friendly and out-going 
 Pleasant personality 
 Respectful of others and the working 

environment 
 Willing to accept authority 
 Respect constructive criticism 
 Caring, sensitive and people oriented 
 Enthusiastic worker 
 Ability to motivate others 
 Good listening skills 
 Strong negotiating skills  

Personal Values 
 Honesty 
 Strive for personal / career goals 
 Positive self-image 
 Positive attitude 
 Strive to do my best 
 Positive self-esteem; ability to take pride in 

my work 

Task-related Skills 
 Complete work on time 
 Work neatly and accurately 
 Ability to follow directions 
 Perseverance; ability to keep on task 
 Always willing to learn 
 Quick learner, able to understand 

concepts easily 
 Resourceful; skills adaptable and/or 

transferable to a variety of work 
environments 

 Positive work ethic 
 Thrive in a challenging work 

environment 
 Conscientious worker; dedicated to 

task at hand 
 Strong commitment to the overall of 

effectiveness of my work 
environment 

Maturity 
 Reliable and dependable 
 Willing to accept responsibility 
 Hard, dedicated worker 
 Committed; willing to work overtime 
 Work well independently  
 Work well with minimal supervision 
 Willing to take the initiative 
 Confident in working abilities 
 Strong organizational / time management skills 

Technical Skills 
 Ability to understand / follow instruction 
 Natural ability to figure out things 
 Knowledge of computer technology 
 Knowledge of operating / maintaining 

equipment 
 Ability to assess / analyze a situation /problem 
 Mechanically inclined 
 Natural troubleshooting abilities 


