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Biology

Chemistry

Mathematics

Physics

Computers / Electronics

Building / Construction

Engineering / Technology

Mechanics

Agriculture / Environment

Production / Manufacturing

Fine Arts

Design

Communications Media

Education / Training

English Language

Foreign Language

Community and Social Studies 

History / Archaeology

Geography 

Law / Government

Public Safety and Security

Transport 

Medicine / Dentistry

Psychology

Therapy and Counselling

Childcare

Philosophy / Religion

Administration / Management

Sales and Marketing

Personnel and Human Resources

Customer Care

Economics and Accounting

Clerical

Hair & Beauty

Sports and Leisure

Hotel, Catering & Tourism
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Sensitivity  to  others  

Insight  into  others  

Openness  to  others

Respect

Speaking  /  Presenting

Active  listening

Conversation  

Persuasion

Team  membership  

Team  participation

Leadership        

        

Planning  /  Organising

Time  management

Practical  skills

Computer  skills

Problem  solving

Business  awareness

Customer  focus       

             

Learning  skills

Adaptability

Goal  setting  

Initiative

Independence

Motivation

Dependability

Professionalism

PEOPLE SKILLS

TASK SKILLS

PERSONAL SKILLS

Shows  an  understanding  of  what  makes  people  do  what  they  do,  and  tolerance  of  the  
actions  of  others.  Good  at  reading  the  moods  of  others.  

Shows  ability  to  maintain  a  deep  interest  in  the  concerns  and  feeling  of  others.  Inclined  to  

Is  open  to,  and  communicates  with  people  at  all  levels.  Inclined  to  share  personal  
experiences  and  trust  people.
Shows  consideration  for  the  feelings,  needs,  thoughts,  wishes  and  preferences  of  others  
(including  other  cultures  and  races).

good  eye  contact  and  keeps  the  attention  of  an  audience  or  individual.
Pays  full  attention  to  what  other  people  are  saying,  takes  time  to  understand  the  points  being  
made,  asks  questions  as  needed,  and  does  not  interrupt  inappropriately.
Speaks  clearly  and  listens  attentively.  Attends  to  other  people,  not  to  themselves.  Seeks  

operation  and  support  for  ideas  or  activities.

Openly  expresses  views  and  opinions  within  a  group.  Shows  willingness  to  take  on  tasks  

Shows  the  ability  to  communicate  a  vision  or  goal  to  others  and  lead  them  towards  
achieving  it.  Pushes  for  action  and  results,  and  wins  the  support  and  help  of  others.

needed  to  achieve  them,  and  schedules  tasks  so  that  work  is  completed  on  time.

diary/planner  to  ensure  tasks  are  undertaken.

willingness  to  use  whatever  tools  or  technology  is  required.  

and  takes  the  necessary  action  to  resolve  them.
Shows  understanding  of  the  main  business  activities  of  the  company/organisation.  Has  a  
good  sense  of  the  business  opportunities  available,  and  the  primary  competitors.

and  deals  effectively  with  any  questions  or  complaints  they  may  have.

Seeks  and  willingly  takes  opportunities  to  learn.  Shows  interest  in  personal  learning  and  
development.  Looks  for  feedback  to  improve  understanding.
Adapts  easily  to  new  challenges  and  shows  openness  to  new  ways  of  doing  things.  

Shows  the  ability  to  make  a  decision  about  what  is  wanted,  and  determine  when  it  is  to  be  
achieved.  Stays  committed  to  the  goal,  and  deals  with  setbacks  realistically.  

Able  to  perform  tasks  effectively  with  minimum  help  or  approval,  or  without  direct  
supervision.  

to  succeed  at  all  tasks  agreed  on.

ensure  all  details  have  been  considered.

interests  of  the  organisation  at  all  times,  and  maintains  appropriate  dress  code.
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