SOFT SKILLS
Read the list of personal qualities below. Check  FIVE of your best personal qualities.
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Read the employees statements below. Write the personal qualities that match the employees’ statements.
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O attentive to details
careful

dependable or reliable
energetic

flexible

friendly

a good listener

good at following instructions
a team player
hardworking

honest
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organized

patient
persistent

a
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O punctual
O responsible
[m]

sensitive to the feelings of others
like working with people
ask questions when | don’t understand

take initiative

[m]
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O like to learn new things
[m]

O work well under pressure
O

work well independently
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. I'don’t mind doing different things at work. | can change easily.

I enjoy working with people and | get along with everyone. I'm ready to help my co-workers
when they need it.

If | see something that needs to be done, | don't wait for someone to tell me to do it.
I do it right away.

I'am careful with my work. | check it twice to be sure that everything is complete and correct.

I work well alone, and | am not afraid to make decisions.

I always complete my work, and I'm never late.

I do the most important tasks first, and | keep my things in order so that I can find
what I need quickly.





