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Advise people

Analyze data

Audit financial records
Budget expenses
Compile statistics
Coordinate events
Correspond with others
Create new ideas
Delegate responsibility
Design data systems
Edit publications

SAMPLE FUNCTIONAL SKILLS

Handle complaints
Interpret languages
Interview people
Investigate problems
Listen to others
Manage projects
Mediate between people
Motivate others
Negotiate contracts
Organize people & tasks
Persuade others

Plan agendas
Program computers
Promote events
Recruit people
Review programs
Run meetings

Sell products & services
Speak in public
Supervise others
Teach classes

Write for publication
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SAMPLE PERSONAL QUALITIES

Assertive Expressive Persistent

Attention to detail Firm Perform well under stress
Authentic Flexible Poised

Candid Generous Resourceful

Committed to growth Hard working Respectful

Cooperative Honest Sense of Humor

Curious Loyal Sincere

Dynamic Open-minded Spontaneous

Empathic Optimistic Tolerant

Enthusiastic Patient Versatile
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Best words to use:

Achieved Resolved

Improved Created

Trained/Mentored  Influenced

Managed Increased/Decreased

Worst words/
phrases to use:

Glalall iguui
ljusllg

Bottom line Thought leadership cug.n /duln dald ,_.,ja‘eil 53>

Go-getter Go-to person : auc 3-D-|-°-f £SP
lgg:.l.lanJl 2/ jaan
: RJlill iagal
: £3g w>ln /anlein

of the box
Team player

E Think outside Results-driven
E Synergy
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