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APPENDIX 

Examples of Hard Skills 

Technical Skills 

Computer programming  Python, Java, C++ 

Data analysis and visualization  Excel, Tableau, Power BI 

Web development HTML, CSS, JavaScript 

Cybersecurity and information security  

Cloud computing  AWS, Azure, Google Cloud 

Software engineering  

Database management  SQL, MongoDB 

Mobile app development  

IT networking and troubleshooting  

Business and Management Skills 

Financial modelling and forecasting  

Market research and analysis  

Business strategy development  

Project management  Agile, Scrum, PMP certification 

Budgeting and cost control  

Supply chain management  

Risk assessment and management  

Marketing and Sales Skills 

Search engine optimization (SEO)  

Social media marketing and management  

Digital advertising  Google Ads, Facebook Ads 

Content marketing and copywriting  

Email marketing  Mailchimp, Constant Contact 

CRM management  Salesforce, HubSpot, Zoho 

Analytics tools  Google Analytics 

Sales negotiation and closing techniques  

Design and Creative Skills 

Graphic design  Adobe Photoshop, Illustrator 

Video editing  Adobe Premiere, Final Cut Pro 

UX/UI design  Figma, Sketch 

Photography and photo editing  

3D modelling and animation  Blender, Maya 

Game design and development  

Language and Communication Skills 

Proficiency in multiple languages  Spanish, French, Mandarin 

Technical writing and documentation  

Public speaking and presentation skills  

Academic writing  

Editing and proofreading  
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Engineering and Manufacturing Skills 

CAD software AutoCAD, SolidWorks 

Robotics programming and operation  

Lean manufacturing principles  

Welding and fabrication  

Electrical circuit design and troubleshooting  

Healthcare and Medical Skills 

Electronic health records  (EHR) management 

Patient care techniques  

Laboratory testing and analysis  

Medical coding and billing  ICD-10, CPT 

Pharmaceutical knowledge  

Analytical and Research Skills 

Statistical analysis  SPSS, R, SAS 

Survey design and implementation  

Experimental design  

Predictive modelling and machine learning  

Market trend forecasting  

Administrative and Clerical Skills 

Typing and data entry  

Calendar and schedule management  

Office software proficiency  Microsoft Office Suite 

Recordkeeping and filing systems  

Travel planning and coordination  

Education and Training Skills 

Curriculum development  

Classroom management  

E-learning) Moodle, Blackboard 

Instructional design  

Test preparation and grading  

Trades and Skilled Labor  

Plumbing and HVAC repair  

Carpentry and woodworking  

Heavy equipment operation  

Automotive repair and diagnostics  

Electrical installations  
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Examples of Soft Skills 

Soft skills are personal and interpersonal abilities that enhance communication, 

collaboration, and adaptability in the workplace. 

Personal Skills 

Self-Awareness Understanding your emotions, strengths, and weaknesses. 

Self-Management  Managing emotions, staying calm under pressure, and 
maintaining focus. 

Adaptability  Adjusting to new environments, tasks, or challenges. 

Resilience  Recovering quickly from setbacks or difficulties. 

Time Management – Using your time effectively to balance tasks and 
responsibilities. 

Creativity  Thinking outside the box and generating innovative ideas. 

Initiative  Taking action without being prompted. 

Work Ethic  Demonstrating dedication, responsibility, and dependability 

Interpersonal Skills 

Communication  Conveying ideas clearly and listening effectively. 

Empathy  Understanding and sharing the feelings of others. 

Conflict Resolution  Addressing and resolving disputes constructively. 

Collaboration  Working effectively with others toward a common goal. 

Teamwork. Contributing to team success by cooperating and 
respecting others. 

Cultural Competence  Understanding and respecting diverse perspectives and 
backgrounds. 

Negotiation  Finding mutually beneficial solutions in discussions or 
conflicts. 

Leadership Skills 

Emotional Intelligence  Recognizing and managing emotions in yourself and 
others. 

Motivation  Inspiring yourself and others to achieve goals. 

Decision-Making. Evaluating information to make sound judgments. 

Delegation  Assigning tasks effectively while maintaining accountability. 

Mentorship  Guiding and supporting others in their professional 
development. 

Professional Skills  

Problem-Solving  Identifying issues and finding effective solutions. 

Critical Thinking  Analyzing information and evaluating options objectively. 

Attention to Detail  Ensuring accuracy and thoroughness in tasks. 

Professionalism  Demonstrating courtesy, respect, and a positive attitude in 
all interactions. 

Flexibility  Willingness to adapt to new roles, responsibilities, or 
circumstances. 
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