




Soft Skills for your resume
1. Adaptability 
2. Attention to detail 
3. Collaboration 
4. Verbal and written 

communication 
5. Creativity 
6. Customer service 
7. Decision making 
8. Empathy 
9. Leadership 
10.Multitasking 
11.Positivity 
12.Problem solving 
13.Self-motivation 
14.Time management 
15.Work ethic 

• Honesty
• Punctuality
• responsibility 
• reliability

Hard Skills for your resume
1. Bilingual
2. Data entry and/or analysis
3. Accounting or bookkeeping
4. Marketing
5. Sales
6. Project management
7. Research skills
8. Software & computer proficiency
9. Typing skills
10.Writing and editing
11.Web design
12.Search engine optimization
13.Human resources
14.Recruiting
15.Training
16.Mathematics, budgeting
17.Phone etiquette & customer 

service
18.Office machines

Be creative in sharing skills
• Customer service or Dedication to every client’s success
• Creativity or Innovation that matters
• Team Player or Trust and responsibility in all relationships
• Leadership or Leadership by Example
• Trustworthy or Ethics First
• Flexible or Open to New Ideas
• Hard worker or Dedication to Excellence



Action Words for your resume


