Definition:

+¢ Skills are the abilities and expertise that enable an
individual to perform tasks and roles effectively.

% They are typically divided into two main categories: hard
skills and soft skills.

Categories of Skills
1. Hard Skills
Definition:

** These are specific, teachable abilities that can be defined
and measured, such as writing, reading, math, or the
ability to use computer programs.
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Example:

Programming languages (e.g., Python, Java), technical
certifications (e.g., Microsoft Certified Systems
Engineer), data analysis, foreign language proficiency,
and machinery operation.
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2. Soft Skills
Definition:

% These are interpersonal and behavioral skills that help you
interact effectively with others.

% They are less tangible and harder to quantify than hard
skills.
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Example:

Communication, leadership, teamwork, problem-
solving, time management, adaptability, and creativity.
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1. Communication Skills
Meaning:

¢ The ability to convey information effectively and
efficiently, both verbally and in writing.

Examples:
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Verbal Communication:

Presenting ideas clearly during meetings.

Written Communication:

Crafting concise and informative emails or reports.

Importance:

¢ Essential for almost every job, as clear communication
improves teamwork, customer relations, and overall

efficiency.




2. Leadership Skills
Meaning:

* The ability to guide, motivate, and manage a team
towards achieving a common goal.

Examples:
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Project Management:

Overseeing a project from inception to completion.

Decision Making:

Making strategic decisions that benefit the

organization.
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Importance:

** Crucial for managerial positions and roles that require

oversight of teams or projects.




3. Problem-Solving Skills
Meaning:
¢ The ability to find solutions to difficult or complex issues.

Examples:

Critical Thinking:

Analyzing data to make informed decisions.

Troubleshooting:

Identifying and fixing issues with software or processes.
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Importance:

% Valued in all fields, as every job encounters challenges that

require effective solutions.




4. Teamwork Skills
Meaning:

* The ability to work collaboratively with others to achieve a
common goal.

Examples:
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Collaboration:

Working with colleagues on a group project.

Conflict Resolution:

Addressing and resolving disagreements within a team.

Importance:

** Promotes a harmonious work environment and enhances

productivity through combined efforts.




5. Time Management Skills
Meaning:
¢ The ability to use one's time effectively or productively.

Examples:
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Prioritizing Tasks:

|dentifying and focusing on the most important tasks.

Meeting Deadlines:

Completing projects within the set time frame.
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Importance:

“* Helps in achieving goals efficiently and reduces stress by
managing workload effectively.




6. Adaptability
Meaning:
% The ability to adjust to new conditions or changes.

Examples:
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Learning New Skills:

Quickly learning to use new software or tools.

Flexibility:

Handling sudden changes in project scope or deadlines.
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Importance:

% Vital in dynamic work environments where change is

constant.




7. Technical Skills
Meaning:

¢ The ability to perform specific tasks related to a particular
field or profession.

Examples:
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Programming:

Writing and testing code in various languages.

Data Analysis:

Using software to interpret complex data sets.
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Importance:

% Essential for roles that require specialized knowledge and

capabilities.




8. Creativity
Meaning:
* The ability to generate new ideas and concepts.

Examples:
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Innovative Thinking:

Developing unique marketing strategies.

Design Skills:

Creating visually appealing graphics or products.
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Importance:

¢ Encourages innovation and keeps businesses competitive.




9. Analytical Skills
Meaning:

The ability to analyze information and make decisions based on

it.

Example:

c D
Data Interpretation:
Evaluating data trends to make business decisions.
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Research Skills:
Conducting thorough research to support project
development.
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Importance:

% Helps in making informed decisions and solving complex
problems.




10. Interpersonal Skills
Meaning:
¢ The ability to interact effectively with others.

Examples:
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Networking:

Building relationships with industry contacts.

( )
Empathy:
Understanding and addressing the needs of colleagues
and clients.
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Importance:

Facilitates effective communication and collaboration,

enhancing workplace relationships.




1. Identify Relevant Skills:
Tailor your skills to match the job description.
2. Use Specific Examples:

Provide concrete examples of how you have used these
skills in previous roles.

3. Quantify Achievements:

Where possible, quantify your accomplishments (e.g.,
"Increased sales by 20% through effective

communication and leadership").




1. Enhances Employability:

Skills make you a more attractive candidate to potential
employers.

2. Improves Performance:
Strong skills contribute to better job performance.
3. Facilitates Career Growth:

Developing new skills can lead to promotions and new
opportunities.

4. Builds Confidence:

Being skilled in your job increases your confidence in

performing tasks.




