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Communication Skills (Written and Verbal):
-Listen objectively and paraphrase content

-Use various forms and styles of written communication.
-Speak effectively to individuals and groups.

-Use media formats to present ideas imaginatively.
-Describe objects or events with a minimum of factual errors.

-Express one’s needs, wants, opinions and preferences without offending the
sensitivity of others.

Honesty and Integrity:

-Accepts the consequences of your own actions.
-Accepts responsibility/accountable.
-Adhere to a moral and ethical code.
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Interpersonal skills (relates well to others)

-Express feelings appropriately

-Understand the feelings of others

-Interact effectively with peers, superiors and subordinates

-Make commitments to people

-Teach or convey information to others.

-Analyze behavior of self and others in group situations

-Work under time and environmental pressure.

-Demonstrate effective social behavior in a variety of settings and under
different circumstances.

Strong work ethic:

-Demonstrate a willingness to go above and beyond the call of duty.
-Persist with a project when faced with challenges or failure.

-Exert high level of effort and perseverance toward goal attainment.
-Display high standards of attendance and punctuality.

-Display enthusiasm, vitality and optimism in approaching and completing
tasks.

-Follow through with plans or decisions.

Teamwork Skills:

-Generates trust and confidence in others.

-Maintains group cooperation and support.

-Interacts effectively with peers, superiors and subordinates.
-Analyzes behavior of self and others in groups.

Analytical Skills:

-Define the parameters of a problem.

-Identify critical issues when making a decision or solving a problem.
-ldentify a general principle that explains interrelated experiences or factual
data.

-ldentify reasonable criteria for assessing the value or appropriateness of an
action or behavior.

-Analyze the interrelationships of events and ideas from several perspectives

Motivation/Initiative:

-Initiate projects or new ideas.

-Makes suggestions to modify or improve services or procedures.
-Develops new or alternative systems or ways of doing things.
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Flexibility/Adaptability:

-Adapt one’s concepts and behavior to changing conventions and norms
-Analyze and learn from life experiences.

-Recognize when a project cannot be carried out or your approach needs to
change.

-Take risks.

Computer Skills:

-Uses computer resources to acquire information.

-Uses computer to organize or manage data.

-Employs electronic resources to communicate or convey information.
-Learns and utilizes new software with ease.

-Prevents, identifies or solves computer problems.

Detail-Oriented:

-Careful and precise in carrying out projects.
-Check for errors in written communications.
-Carefully attends to all aspects of work.

Leadership Skills:

-Delegate responsibility

-ldentify people who can contribute to the solution of a problem or task.
-Motivate, persuade, encourage and convince people towards a common
goal.

-Organize people ad tasks to achieve specific goals.

-Responsibly challenge existing procedures, policies or authority.

Organizational Skills:

-Bringing together people, resources and events.

-Manage time effectively.

-Predict future trends and patterns.

-Accommodate multiple demands for commitment of time, energy and
resources.

-Make and keep a schedule.

-Prioritize.
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A: Start with college and work forward, outlining your employment history, key accomplishments and transitions. You need to be
able to do this in about two minutes, but be prepared to go into much greater depth in response to questioning.

& * %—

A:  Depending upon when this question appears, you'll need to vary your approach. If this is the first question, then use the "run
me through your résumé" response. If you have already explained your background, focus on strengths. If these are used,
bring up some other skills or personaility traits that may be useful to the employer. Whenever possible customize your
skills/experience to the targeted position.
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A: Thisis a good place to play up strengths and personality traits important to the job.

4 " 5"
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A:  Approach this from the perspective of what's in it for them. You are intferested because you could make a contribution
in and because your skills of are a good fit with the job.
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A:  You need to do your homework. Go beyond the surface reasons such as good reputation, industry leader etc.) How do your
skills and interests relate to specifics of this company?
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A: Thisis asking about your values and approach to problem solving.

& ) ) ) =% "% ) : B

A: Again, this question is asking about your values and goals. Also to check the rationale between your past experience and
present goals. Is there a logical connection?
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A:  Successes illustrate strengths. Select examples that highlight skills that would contribute to the position you are discussing.
Failures are probed to understand how you handle adversity, so it is important to show how you handled the situation and
what you learned. Again, limit failures to one.
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A: Thisis to determine whether you plan to stick with the organization. Your answer may be, "my interest is to grow with the
company".
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