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Personal and Interpersonal Qualities

How do you work with others? How do you get things done?
· self-motivated; have a positive attitude

· worked well with a team
· motivated others to do things

· goal-oriented (can set goals and achieve them)
· responsible

· dependable

· punctual (arrive on time)

· organized
· managed time well
· enjoyed working (or helping) people
· detail-oriented (i.e. plays close attention to detail)
· problem-solved
· handled stress

· met deadlines

· worked under pressure
· dealt with high volume
· fast worker

· thorough (did not miss details; covers all details)
· friendly
· helpful
· patient
· persuaded

Communication Skills

How have you communicated with people?

· provided customer service
· greeted (i.e. customers, guests)
· answered the phone
· translated
· interpreted
· shared ideas
· booked appointments

· scheduled meetings or appointments
· did telemarketing (contacting customers by telephone)
Leadership
Have you directed people to do things?

· planned (projects, activities, events)
· coordinated (projects, activities, events)
· delegated (gave others tasks to do)

· organized
· taught

· trained
· managed
· made decisions

· provided childcare

Administrative Skills

Have you done office work?
· operated equipment (i.e. photocopier, computer, fax machine, phone system)
· filed (documents)
· made a budget

Manufacturing

Have you worked for a company? Have you made things or put them together?
· assembled (created or put something together)
· designed (created own design)

Retail/Sales

Have dealt with customers? Have you sold things?
· cashier
· sales representative
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