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When seeking new recruits or considering internal promotions, its crucial to identify the specific skills required for each role. Some of these skills are innate, while others may require formal training.For L&D and HR professionals, its essential to outline hard skills in the role specification, detailing the necessary technical competencies.Equally
important are the soft skills, which include interpersonal and emotional intelligence, to be included in the person specification.Employees can also benefit greatly from this guide. By reading it, you will learn how to clearly distinguish between hard and soft skills. This knowledge will be invaluable for enhancing your resumes and effectively
showcasing your top skills.Discover: What are hard skills?Hard skills are the specific competencies, knowledge, and abilities required to perform particular tasks or roles. These skills can be acquired through education, training, and professional development. Hard skills are typically technical in nature (though not always) and are easily measurable
and objectively assessed.Evidence of hard skills can be found in educational certificates or demonstrated through practical applications.For instance, software development necessitates proficiency in programming languages, which is essential for writing computer programs.The level of expertise in this area is quantifiable through various metrics and
assessments.Similarly, consider the design field. Whether its interior design or web design, each specialty requires a unique skill set tailored to specific tasks. Mastery of design principles and tools is crucial and can be distinctly evaluated.Another example is proficiency in the Microsoft Office Suite. Skills in using tools like Microsoft Word and Excel
are often indispensable for many job functions and can be demonstrated through both certification and practical usage.Thus, each role demands a unique combination of hard skills essential for effective performance. Understanding and developing these skills are fundamental to achieving success in any professional setting. Soft skills are personality
traits, social competencies, and abilities essential for performing interpersonal activities and unique tasks. Sometimes referred to as human skills, they are vital for effective interaction and collaboration.Often rooted in inherent personality traits and social abilities, soft skills can also be refined through practice and professional development.Unlike
hard skills, measuring soft skills can be challenging, particularly during the hiring process, due to limited observable information. Personal interactions are key to truly understanding a persons soft skills.While various techniques and tests exist to assess these skills, their accuracy can be limited and may not always reflect a persons true abilities.Real-
life situations are the ultimate test of how effectively someone applies their soft skills.Certain soft skills are universally desirable for all team members, such as punctuality and effective collaboration. Other skills, such as leadership, communication, strategic thinking, and problem-solving, are crucial for specific roles.Though soft skills are not
accompanied by certifications, they become evident through daily interactions and work experiences.Natural leaders instinctively take charge and guide others, while reliable team members consistently demonstrate punctuality and proactive communication.By recognizing and nurturing soft skills, organizations can enhance team dynamics and
overall performance, creating a more cohesive and productive work environment.Whats the difference between hard skills and soft skills?The primary difference lies in their nature: soft skills are closely tied to an individuals personality and arent always teachable, while hard skills are learned and task-specific.Soft skills, such as leadership and
communication, can be enhanced through training, but theres often an innate element. Some individuals naturally exhibit strong leadership qualities more than others.In contrast, hard skills are acquired through education and training. These skills are specific to tasks and easier to teach. Employees can attend courses to learn new hard skills or
improve existing ones.As careers progress, individuals need to adapt and expand their skill sets, especially when moving into leadership roles. They require both the technical knowledge specific to their positions and the interpersonal skills to excel.lts important to recognize that your best employees may not excel in both soft and hard skills. While
versatility is advantageous, not all roles require proficiency in both areas. List of hard and soft skillsThere are many hard and soft skills, so that we will list only a few.Hard skillsSoft skillsWeb developmentCommunication skillsMicrosoft officeTimekeepingInterpreting dataPersuasionFinancial planningl.eadership
skillsCopywritingMotivationTroubleshootingAmbitionProject managementNegotiatingProgramming skillsCritical thinkingSocial Media MarketingCreative thinkingBookkeepingWork ethicSpoken languagesCollaborationAdobe Creative CloudActive listeningCRM platformsPositive attitudeResearchEnergyData
engineeringEnthusiasmDesignFriendlinessDiagnosticsHonestyGoogle analyticsConfidenceSales funnel managementProblem-solvingCoding languagesAdaptabilityConstructionConflict resolutionContent creationlnspire peopleStorytellingMentoringPresentation skillsEmpathyLogisticsPatienceBusiness
developmentCleanlinessEngineeringCooperationMarket researchEmotional IntelligenceQuality assurancelnfluenceTechnical writingSelf-awarenessAffiliate marketingNetworkingEditingMultitaskingProposal writingCompetitivenessVideo productionRespectfulnessAuditingIndependenceCarpentryPerseverancePlumbingDependableBusiness
etiquetteSelf-awarenessForecastingWitData presentationPersistencePrototypingTrainableSystems administrationPublic speakingSearch Engine OptimisationUnderstanding body languageMarketing strategyFlexibilityFacebook marketingSupervisory skillsGoogle AdsDelegationLead generationCourtesyOnline advertisingShowmanshipConversion
optimizationDiversity and disability awarenessLink buildingAccountabilityDevOpsSelf-confidenceUser Interface DesignCustomer serviceAccessibilityTeam ManagementNow that you know the difference between soft and hard skills, its time to analyze which ones need to be added to your organization. And what to do next?How to develop hard and
soft skills?How to develop hard skills For HR and L&D professionals (If you are the one responsible for developing employees HARD skills):Identify skill gaps: Conduct skill gap analyses to determine the hard skills necessary for various roles within the organization. Use assessments and performance reviews to pinpoint areas for development.Design
training programs: Develop and implement targeted training programs within your LMS and workshops tailored to the specific needs of your team. Utilize both internal and external resources.Encourage certifications: Promote and facilitate access to professional certification programs relevant to your industry. Support employees in obtaining these
credentials.On-the-job training: Create opportunities for employees to gain practical experience through job rotations, special projects, and cross-training.Continuous learning culture: Foster a culture of continuous learning by providing access to educational resources, including online courses and industry conferences.For employees (if you are the
one developing your own HARD skills):Self-assessment: Identify the hard skills required for your current role or desired career path. Use self-assessment tools and seek feedback from supervisors.Enroll in courses: Take advantage of courses offered by universities, community colleges, or online platforms like Valamis, Coursera, Udemy, or LinkedIn
Learning to gain new skills or enhance existing ones.Professional training: Attend workshops and seminars to gain hands-on experience and learn from industry experts.Certifications: Pursue relevant certifications to validate your expertise and enhance your professional credibility.Practical application: Regularly practice new skills in real-world
scenarios to build proficiency and confidence.How to develop soft skillsFor HR and L&D professionals (If you are the one responsible for developing employees SOFT skills):Identify key soft skills: Determine the essential soft skills required for various roles within the organization. Focus on skills such as leadership, communication, teamwork, and
emotional intelligence.Create development programs: Design and implement development programs that include workshops, mentoring, and coaching to enhance employees soft skills. Download the career development plan template and use it as a starting point.Foster a feedback culture: Encourage a culture of continuous feedback where employees
can receive constructive input on their soft skills from peers and supervisors.Role-playing and simulations: Incorporate role-playing exercises and simulations into training programs to allow employees to practice and refine their soft skills in a safe environment.Networking opportunities: Facilitate networking events and collaborative projects to help
employees build and improve their interpersonal skills.For employees (If you are the one developing your own SOFT skills):Self-assessment and feedback: Reflect on your current soft skills and identify areas for improvement. Seek regular feedback from peers, mentors, and supervisors to guide your development.Enroll in soft skills courses:
Participate in courses and workshops focused on developing soft skills such as communication, leadership, and teamwork. Utilize online platforms, your companys LMS and local training providers.Mentorship and coaching: Engage with a mentor or coach who can provide guidance, model effective soft skills, and offer constructive feedback.Practice in
real scenarios: Use role-playing exercises and simulations to practice soft skills in a controlled environment, building confidence and improving techniques.Networking and collaboration: Actively participate in networking events and collaborative projects to enhance your interpersonal and communication skills.Read and learn: Read books, articles,
and blogs, listen podcasts on personal development and effective interpersonal skills. Authors like Dale Carnegie and Stephen Covey offer valuable insights.Mindfulness and emotional intelligence: Practice mindfulness techniques to improve self-awareness and emotional regulation. Developing emotional intelligence is crucial for effective
interpersonal interactions.Continuous improvement: Make a conscious effort to improve your soft skills by seeking feedback, reflecting on interactions, and adapting based on the input received.By consistently working on both hard and soft skills, HR professionals can create a more capable and adaptable workforce, and employees can enhance their
overall competence and career prospects.Further reading:You can check our article about employee development methods, we have mentioned what methods work best for different skills sets and particular skills.Regarding leadership skills check our leadership development plan guide because it is a unique skill set and it requires specific
training.One way to map, manage, and track the required skills and skill gaps of your employees is to use a skills matrix. As you apply for a new job, you may be asked to talk about your soft skills and hard skills. A successful candidate should be able to highlight both of these skill sets to get the job they want. In order to do that effectively its
important to understand the difference between hard skills vs soft skills and be able to provide relevant examples of each. Whats the difference between hard skills vs soft skills? When reading through a job description, you may come across qualities that are listed under soft skills and hard skills. And, when composing your resume, you may also need
to classify your skills as soft and hard. Fortunately, the difference between hard skills vs soft skills is quite clear and very easy to define. Hard skills are skills that are easy to measure. They are typically specific to a particular job and can be acquired through training: like the ability to code or translate text from one language to another. Soft skills, on
the other hand, are a bit harder to pin down and measure. These may include your personal qualities that may be helpful in a specific profession (like sociability) or more specific attributes (like negotiation skills) that may you have spent some time developing. When listing these skills on a resume, hard skills typically take their place in the areas
where you hold specific certifications. Soft skills, on the other hand, can be described under personal qualities or illustrated in how you handled specific work situations. What are hard skills? As weve mentioned above, hard skills are skills that are quantifiable and measurable. These are skills that you can train and your abilities can be certified. Here
are just a few hard skills examples AccountingKnowledge of a foreign languageBusiness analysisComputer programming and codingMarketing and salesCloud computingAbility to perform medical proceduresKnowledge of the legal systemCopywritingSEO and so on. This list can be very long as almost every profession comes with a list of its own hard
skills. If you are just starting out in a new career that requires specific hard skills, you may be tested on them during the application process. For instance, your employer may ask you to do a trial assignment, which will be later evaluated. Why are hard skills important to train for? Hard skills serve as the backbone of any profession. They are the
reason we go to colleges and universities and spend years training to better very specific abilities. Hard skills may take a long time to acquire. But, once you do, they will serve as a solid base for getting your first job and furthering your career. So, what is the best way to acquire new hard skills? This, of course, depends on the skills themselves and
why you need to acquire them. If you plan to use these hard skills to seek formal employment, then it may be best to go the traditional way and apply to a college or university that specializes in teaching the skills you require. With a lot of modern professions, you can also take online courses to learn new skills or better existing ones. This mostly
applies to digital professions like web development, IT, coding and more. What are soft skills? Soft skills, as weve mentioned above, are much harder to measure compared to hard skills. And while soft skills can definitely be developed and even trained, there are very few options for proving your level in a specific soft skill with a test or certificate. On
the other hand, a study by Wonderlic mentions that 93% of employers find soft skills essential or very important when hiring new employees. Here are soft skills examples that may better illustrate this concept Social skillsCreativityNegotiation skillsCollaboration skillsAdaptabilityEmotional intelligenceTeamwork abilityL.eadership
skillsListeningAttention to detailPunctualityFlexibilityPatienceAbility to multitaskDecision makingConflict resolutionCultural awareness and sensitivityLikeabilityProblem solvingOrganization and more Some of the skills above are often referred to by HR managers as people skills. While soft skills are not easy to evaluate, they are often listed in job
descriptions and important requirements for various positions. Why are soft skills important to train for? Soft skills are not as easy to measure as hard skills. Whats more, for the majority of soft skills, you wont be able to present a certificate or diploma to prove your proficiency. With that, soft skills are listed as important requirements for a lot of jobs
and may have a direct effect on your success in a specific profession. In fact, according to the 2019 Global Talent Trends report by LinkedIn, 89% of hiring managers say that when a new hire doesnt work out, its the soft skills that are to blame. Developing soft skills is not as straightforward as learning new hard skills. In a lot of instances, soft skills
are something that comes with experience like negotiation skills or the ability to work in a team. Or, they may simply be part of your personality like sociability, patience, creativity and more. What skills employers look for What hard skills an employer is looking for depends on the position you are applying for. Hiring managers may also require that
you possess a certain level of specific hard skills, which can be proven with a degree, certificate or performing a test. Employers are also increasingly interested in a variety of soft skills. In some cases, certain soft skills may actually be valued more than certain hard skills. For instance, a specific hard skill can be learned on the job, while some soft
skills (like patience or dependability) may be much harder to develop. Some of the top soft skills for resumes include: Work ethicsDependabilityTime managementTeamworkMotivationProblem solvingVerbal communicationLeadership and so on For most jobs, you will need both hard skills and soft skills to succeed. In fact, employers are increasingly
interested in what is referred to as hybrid skills. Hybrid skills are a combination of technical and non-technical abilities. What hybrid skills employers are interested in depends on the job itself. For instance, a company may be looking for a web developer with hard skills like software testing and debugging. But with that, they may also want the right
candidate to potentially lead a team, which will require them to have leadership and communication skills. How to include hard and soft skills on a resume? When composing your resume, you may want to consider including a skills section to highlight both hard and soft skills you possess that are relevant to the job you are applying for. You can put
the skills section at the top of the resume and use bullet points to make sure they are easily noticeable to the hiring manager. Heres a bit more on how many bullet points per job on a resume. To decide what to include, go back to the job description and check what skills the employer has highlighted as the most valued. You may find this information
under required skills or requirements or another similar title. Learn more here: what skills to put on a resume. How to highlight your skills through the interview process? You can also highlight some skills, especially soft skills, during the interview process. There are many different ways to do that. For instance: You can show that you are punctual
and dependable by showing up for the interview on time.You can carefully listen to what the interviewer is saying and ask return questions to demonstrate active listening and attention to detail.You can give clear and thorough answers to show that you are an effective communicator.You can honestly talk about your weak points, career plans or
mistakes in your previous position to demonstrate integrity. One of the best ways to demonstrate your skills (both technical and non-technical) is by sharing experiences from your previous jobs. You can do this by presenting a previous work situation, work tasks and related challenges and explain how you handled them. Tips: what skills not to include
on your resume The skills you highlight on your resume should be relevant to the job you are applying for. As weve mentioned above, the best strategy here would be look over the job description one more time and see what skills the employer would like to see on your resume. This can also give you a hint as to what skills not to list. For instance, if
you are applying for a managerial position, you will probably want to emphasize leadership, motivation and other similar soft skills in your application. On the other hand, other skills may not be relevant for the position or win you any extra points. Hard skills vs soft skills: a summary Both hard skills and soft skills are important when applying for a
job.Hard skills are defined and measurable abilities like the knowledge of foreign languages, coding, etc.Soft skills are a bit harder to define and often have to do with personal qualities and people skills like communicability, reliability and so on.To make your resume more effective, include a skills section. Go over the job description one more time
and list hard skills and soft skills that would be the most valued by your new employer.Avoid mentioning skills that are not relevant to the job. Keep in mind that your resume shouldnt be over a page long.A job interview is a good way to demonstrate your soft skills. You can do that by being punctual, listening actively, offering ideas, providing
examples from previous employment and more. We hope that you have found the examples useful and now have a better idea about hard skills vs soft skills and how you can highlight each of these in your resume and during the job interview. Learn more about how to best present yourself to an employer in our post on What makes you stand out from
other candidates. Build your perfect resume inasnap Use templates created by HR pros to make your resume and cover letter catch the recruiter's eye. Create your resume Striking the right balance between hard and soft skills is the key to excelling in your professional journey. While both types of skills are important, understanding the difference
between hard skills and soft skills can help job seekers and employers to identify and develop the right skill set for success in their respective fields. 1. Communication: The ability to express ideas and information clearly and effectively to others, both verbally and in writing.2. Active Listening: Attentively and empathetically listening to others to
understand their perspectives and needs.3. Empathy: Understanding and being sensitive to the feelings and experiences of others.4. Conflict Resolution: The skill to address and resolve conflicts or disagreements in a constructive manner.5. Teamwork: Working collaboratively with others towards a common goal and contributing positively to group
dynamics.6. Adaptability: Being open to change and able to adjust to new circumstances and challenges.7. Time Management: Effectively managing ones time and prioritizing tasks to meet deadlines and goals.8. Leadership: Inspiring and guiding others to achieve their best and lead by example.9. Problem-Solving: The ability to analyze situations,
identify challenges, and find creative solutions.10. Critical Thinking: Thinking logically and critically to make informed decisions and solve complex problems.11. Stress Management: Handling and coping with stress and pressure in a healthy way.12. Resilience: Bouncing back from setbacks and adversity with a positive attitude.13. Networking:
Building and maintaining professional relationships to facilitate collaboration and career development.14. Negotiation: Skill in reaching mutually beneficial agreements in various situations.15. Conflict Management: Managing conflicts and disputes among team members or stakeholders.16. Decision Making: Making sound decisions by considering
available information and potential outcomes.17. Creativity: Thinking outside the box and generating innovative ideas and solutions.18. Interpersonal Skills: Building and maintaining positive relationships with others.19. Presentation Skills: Effectively delivering information or ideas to an audience with confidence.20. Cultural Sensitivity: Being aware
of and respectful toward diverse cultural backgrounds and perspectives. 1. Programming Languages: Proficiency in programming languages like Python, Java, C++, or Ruby.2. Data Analysis: Skills in using data analysis tools such as Excel, SQL, or data visualization tools like Tableau.3. Graphic Design: Proficiency in using design software like Adobe
Photoshop, llustrator, or InDesign.4. Accounting: Knowledge of accounting principles and software like QuickBooks or SAP.5. Foreign Languages: The ability to speak, read, and write in different languages, for example Spanish, French, or Mandarin.6. Mathematics: Strong mathematical skills, including algebra, calculus, or statistics.7. Project
Management: Expertise in project management methodologies such as Agile, Scrum, or PMP.8. Digital Marketing: Skills in using digital marketing tools like Google Analytics, SEO optimization, or social media advertising platforms.9. Mechanical Engineering: Proficiency in using CAD software like AutoCAD or SolidWorks.10. Electrical Wiring:
Knowledge of electrical systems and the ability to perform wiring and electrical installations.11. Medical Procedures: Skills in performing medical procedures like suturing, administering injections, or CPR.12. Carpentry: Proficiency in woodworking techniques and using carpentry tools.13. Auto Repair: Knowledge of automotive mechanics, including
engine repair, brake replacement, and diagnostics.14. Network Administration: Expertise in configuring and managing computer networks using tools like Cisco or Juniper.15. Welding: Proficiency in various welding techniques, such as MIG, TIG, or arc welding.16. Machine Operation: Skills in operating heavy machinery or industrial equipment.17.
Legal Research: Ability to conduct legal research using databases like Westlaw or LexisNexis.18. Chemistry Lab Techniques: Proficiency in conducting chemical experiments and using lab equipment.19. Web Development: Knowledge of web development languages and frameworks like HTML, CSS, JavaScript, and React.20. Aircraft Piloting: Skills in
flying different types of aircraft, including commercial or private planes. When it comes to hard skills, these are specific, teachable abilities that can be easily measured. They span a wide range of categories and are typically gained through education, training, and hands-on experience. Some examples of hard skills include:Technical skills: These
could be anything from operating heavy machinery to assembling microchips.Computer programming and coding: Skills like Python, Java, and other programming languages are highly sought after in todays technology-driven world.Engineering: This covers a broad area, including civil, mechanical, electrical, and more. All forms of engineering
require a strong foundation in math and science.Excel: Mastery of spreadsheets and data manipulation using Microsoft Excel is crucial in various industries, including finance and business.Data analysis: The ability to collect, interpret, and draw conclusions from large sets of data is an invaluable skill across many sectors.Bookkeeping: Maintaining
accurate financial records is essential for all businesses, and having a solid understanding of bookkeeping principles is crucial.Graphic design: This involves creating visually appealing designs for various mediums, ranging from print to digital. Foreign language: Proficiency in a second language can open up opportunities for you in todays globalized
workforce.Video production: Skills in this area include filming, editing, and producing high-quality video content for marketing and communication purposes. 150 Example Phrases: Top Transferable Skills Every Company WantsHard skills, such as computer programming, engineering, and Excel, are often measurable and quantifiable. Your knowledge
in these areas is typically obtained through formal education or professional experience. Management and business skills are also considered hard skills and can be developed by attending courses or gaining experience in the relevant field.In summary, hard skills are specific abilities that are hone by education, training, and experience. They cover a
wide range of areas, from technical skills to computer programming and data analysis. When it comes to soft skills, these are abilities that you might not necessarily learn in a formal educational setting but are still essential to your success in the workplace. Lets explore a few key soft skills that can have a significant impact on your professional
life.Communication is a core soft skill that involves conveying your thoughts, ideas, and needs effectively, be it through verbal or written means. Active listening and empathy also play a huge role in effective communication, as they enable you to understand and connect with others on a deeper level. Teamwork and interpersonal skills are closely
connected. Collaborating with colleagues and building positive relationships requires you to navigate different personalities, offer support, and maintain a harmonious environment.Organizational and time management skills ensure that you stay productive and complete tasks efficiently. By setting priorities, breaking down tasks into smaller steps,
and staying focused, you can manage your workload effectively.Work ethic and dependability are traits that employers highly value. This means consistently delivering quality work, meeting deadlines, and showing dedication to your tasks.Strategic thinking abilities allows you to anticipate future trends, generate creative solutions, and make informed
decisions that propel your career forward.Persuasion skills come in handy when you need to sell an idea, negotiate deals, or inspire others to embrace a new project or direction.Patience is a highly sought-after soft skill because it fosters a positive environment that encourages learning, growth, and open-mindedness.Creativity and critical thinking go
hand in hand, enabling you to think out of the box and approach challenges from various angles.Emotional intelligence empowers you to recognize and manage your own emotions, as well as empathize with others, improving your relationships and collaborations. When youre applying for a job, your resume is often the first impression an employer
gets of your abilities. Employers look for hard skills that demonstrate your proficiency in specific tasks related to the job description. Hard skills are crucial because they can be easily measured and are often required to perform the essential duties in the workplace.For example, if youre applying for a software development role, youll need specific
programming languages and other technical abilities. Showcasing your hard skills on your resume is important, because this can help you stand out from other candidates and potentially lead to a job offer.Certification, like a degree or a relevant certificate, can often serve as evidence of your hard skills. They not only demonstrate your commitment to
continual learning but also provide a tangible way for employers to verify your abilities. Ensure that you include any relevant certifications on your resume and consider obtaining new ones to expand your skill set. Related: How To List Certifications on a Resume (Examples) As you advance in your career, youll notice that soft skills play an important
role in creating a positive impact in the workplace. Balancing hard skills and soft skills makes you a well-rounded professional, capable of navigating various situations and challenges.Interpersonal relationships are at the core of successful teams and work environments. Developing your communication, listening, and persuasion skills will enable you
to effectively connect with others.Cultivating your human skills, such as empathy and understanding, enhances your ability to work with diverse individuals and maintain strong connections. Networking becomes more natural and enjoyable, paving the way for opportunities, collaborations, and career growth.Developing soft skills will help you thrive
in any situation, foster strong relationships, and contribute to a positive workplace culture. Technical roles demand deep expertise in programming languages, software, and hardware. As a software developer, youre expected to know multiple coding languages, such as Python, Java, or C++. A network engineer should be familiar with networking
concepts and protocols like TCP/IP.Design professionals use hard skills like graphic design software (Adobe Suite, Sketch), UI/UX principles, and color theory. Your expertise in these areas will help you create visually appealing and user-friendly products or marketing materials.In sales and marketing, proficiency in Customer Relationship
Management (CRM) software, data analysis, and market research are valuable hard skills. As a marketer, your ability to strategize and execute campaigns using Google Ads or social media platforms is crucial. Sales professionals should be well-versed in sales techniques, negotiation, and closing deals.When it comes to editing, youll need excellent
command of grammar, punctuation, and style guidelines. Being proficient in editing software such as Microsoft Word or Google Docs is also essential. Your expertise in proofreading and formatting will help you refine written content, ensuring its clear and error-free.If youre in analytics, you should be skilled in using tools like Excel, SQL, and
visualization software such as Tableau. Strong data analysis and statistical skills are necessary to interpret and draw insights from complex data sets. Opportunities for Growth: Propel Your Career When it comes to professional roles, soft skills are just as important as hard skills. For example, effective communication plays a vital role in building
relationships with your colleagues, clients, and superiors. Being able to convey information clearly and listen actively will make you more efficient and help prevent misunderstandings.Adaptability is a much sought-after soft skill in todays fast-paced work environment. Being adaptable means you can adjust to changing circumstances, learning new
skills and techniques when needed. This resilience ensures both you and your organization are always prepared for unexpected challenges.Organization and time management skills go hand in hand, helping you accomplish tasks efficiently. By planning and prioritizing, you can meet deadlines and avoid unnecessary stress. A strong work ethic, aligned
with these organizational skills, results in completing tasks with diligence and conscientiousness.Critical thinking is a valuable skill that enables you to assess situations objectively and make well-thought-out decisions. By being analytical, you can interpret complex information and foresee potential risks, contributing to your workplaces long-term
success.Interpersonal skills are crucial in any professional role. They ensure positive relationships with coworkers, clients, and superiors, as well as the ability to work collaboratively in a team setting. Developing empathy, active listening, and conflict resolution techniques will help you navigate the complex social dynamics of the workplace.
Developing a balance between your hard skills and soft skills is vital for your employability. Hard skills, like programming, data analysis, or financial management, are crucial to performing specific tasks. To advance in your career, its essential to continually hone these technical skills through ongoing education, practice, and experience.At the same
time, soft skills are equally important in the workplace. These skills, such as problem-solving, collaboration, and interpersonal skills, allow you to work more effectively with your team and adapt to different situations. Nurturing your soft skills can be done by seeking out opportunities to practice communication, exercising active listening, and
engaging in team-building activities.Moreover, knowing when to use your hard skills and when to employ your soft skills during various work situations is paramount. In some instances, you might need to rely more on your technical expertise to troubleshoot an issue. In others, you may need to lean on your soft skills to navigate conflicts or motivate
team members towards a common goal. When applying for a job, showcasing your hard skills is crucial to making a strong impression. You can effectively display these skills on your resume and cover letter to catch the eye of potential employers.On Your Resume: Your resumes skills section is perfect for listing your hard skills. Be strategic by
including relevant skills that match the job description. For example, if youre applying for an accounting position, you might list skills like financial analysis or QuickBooks proficiency. Dont forget to back up these skills with examples in your work experience section, such as projects youve completed or certifications youve earned.In Your Cover
Letter: While your resume is a great place to list your hard skills, your cover letter offers an opportunity to explain how youve used those skills effectively. Mention specific achievements or experiences where your hard skills contributed to your success. For example, you could describe a time when your programming skills helped solve a complex
problem or your design skills led to a successful marketing campaign.Tailoring Your Job Application: To make your job application stand out, customize your resume and cover letter to the specific position youre applying for. Read the job description carefully and identify the hard skills the employer is seeking. Then, ensure these skills are prominently
featured on your materials. When going for an interview, its important to exhibit your soft skills along with your technical or hard skills. Soft skills include your personality traits, interpersonal abilities, and communication skills. During an interview, you can demonstrate these qualities in various ways to help secure a job.First, active listening is key.
Pay attention to what the interviewer says, and take a moment to think before responding. By doing this, you convey that you are genuinely interested in the conversation and have good comprehension skills. Maintain eye contact and nod your head occasionally to show you are engaged and attentive in the discussion. Related: Active Listening
(Techniques, Examples, Tips)Showcase your strong communication skills: be articulate in your responses, and clarify any questions you may have both during and at the end of the interview. Related: 26 Examples of Smart Questions to Ask in an InterviewAnother essential soft skill is flexibility. For example, if you are asked about a challenging work
scenario, describe how you were able to navigate it with a positive attitude and adapt your approach accordingly. This illustrates your ability to be resourceful and resilient. Related: Smart Answers to What Challenges Have You Overcome?You can show off your positive personality traits such as enthusiasm, patience, and empathy. Demonstrate that
you are a charismatic team player by discussing your previous collaborative projects and how you contributed to the teams success. This reassures the interviewer that you are a strong fit for the companys culture. Related: What Sets You Apart: 5 Smart Answers and Difficult to Work With Someone (Best Answers)More: 36 Smart Answers to What
Makes You Unique?Best Answers to How Would You Describe Your Work Style?Best Answers to What Are You Passionate About?How to Make a Great Impression in a Job Interview "What Is Your Greatest Achievement?" Top Sample Answers Training and education play a key role in gaining hard skills. You can enroll in relevant courses, workshops, or
degree programs to acquire the necessary knowledge. For example, if you want to become a proficient plumber, you can enroll in a technical school to learn various plumbing techniques.Certification is another way to prove your expertise in a particular hard skill. Many organizations offer recognized certification programs across various fields. So if
you are looking to improve your UX design skills, you can pursue specific certifications to validate your knowledge and make your resume stand out.Practice and hands-on experience are vital in mastering hard skills. The more you apply your skills, the more proficient you become. (Take on projects, internships, or work experiences related to your
area of interest.)Research and self-learning can supplement your formal training. Its important to stay informed about the latest trends and developments in your field. Read articles, books, attend seminars or webinars, and engage in online forums or communities where you can discuss topics related to your desired skill. Dont forget, when developing
your hard skills, quantifying your progress is essential. Track your growth using various metrics. For example, if youre studying a foreign language, you could keep a record of how many new words and phrases you learn each week.Related: List of 21 Important Technical Skills (with Examples) and How To List Certifications on a Resume (Examples)
To enhance your soft skills, start by focusing on areas like training, emotional intelligence, and building relationships. These skills are crucial for both professional and personal growth. Here are a few approaches to help you cultivate your soft skills:1. Training: Attend workshops, seminars, and online courses that are catered towards improving soft
skills. These educational resources will provide you with the essential tools and techniques that you can use to hone your skills.2. Emotional Intelligence: Work on strengthening your emotional intelligence by becoming more aware of your own emotions and those of others. This can be achieved through self-reflection, mindfulness practices, and
empathy exercises. Related: Emotional Intelligence (EQ) [Examples, Tips]3. Active Listening: Enhance your communication skills by practicing active listening. Pay close attention to what others are saying, and make an effort to understand their perspective. This will not only help in maintaining healthy relationships but also in resolving conflicts
effectively. Related: Active Listening (Techniques, Examples, Tips)4. Patience & Support: Learn to be patient and offer support to your colleagues or peers. Encouraging and supporting others fosters a positive and collaborative environment, which benefits everyone involved.5. Forecasting & Strategy: Developing your strategic thinking and
forecasting skills will make you a valuable asset in any organization. Try to analyze situations and make sound predictions about future outcomes and plan your actions accordingly. Q & AWhat are some common examples of hard and soft skills?Hard skills are specific, teachable abilities that include technical or specialized knowledge. Examples of
hard skills include proficiency in a foreign language, coding languages, financial analysis, or graphic design.Soft skills are related to personal traits and interpersonal skills. Examples include effective communication, problem-solving, teamwork, and time management.How do hard skills differ from soft skills in the workplace?Hard skills are more
focused on specific, quantifiable abilities and knowledge. These skills can be easily measured and are typically acquired through formal education, training, or certifications. In the workplace, hard skills help you complete tasks and projects efficiently.Soft skills, however, are more about how you interact with others and handle situations. They are
harder to quantify but are crucial in building relationships, resolving conflicts, and adapting to change. In the workplace, soft skills help you collaborate, lead, and innovate.Why are both hard and soft skills important for career success?A well-rounded skillset, including both hard and soft skills, is essential for career success. Hard skills help you
perform job-specific tasks and demonstrate technical expertise, while soft skills help you navigate interpersonal challenges and adapt to changing work environments.Employers seek professionals who possess a balance of both hard and soft skills, as they understand that technical abilities alone cannot guarantee success. A combination of the two
skill types contributes to a supportive, productive, and growth-oriented workplace.How can one effectively showcase their hard and soft skills on a resume?To showcase hard skills, include a list under a Skills or Technical Skills section on your resume. Customize the list for each job application, highlighting the most relevant skills specific to each
position.To highlight soft skills on your resume, weave them into your experience, achievements, and accomplishments. Use action verbs and real-life examples, showcasing how your soft skills positively impacted your work. You may also consider including a brief section for Personal Attributes, where you can list soft skills valued by employers.What
are the top 20 most desirable hard skills?Coding and programmingData analysis and visualizationDigital marketingGraphic designForeign language proficiencyProject managementSocial media managementSearch engine optimizationCybersecuritySales and negotiationCloud computingArtificial intelligence and machine learningVideo editing and
productionUX/UI designMobile app developmentContent creation and copyrightingAutomation and roboticsCertified public accounting (CPA)Virtual reality and augmented reality designBlockchain technologyAre you a foreign national applying for your first job in the US? If so, did you know that the standard US resume format often differs from
requirements in other countries? Therefore, you'll want to use the appropriate US resume format to increase your chances of landing a job.Or maybe youre a US citizen, searching for your first or next work opportunity. In that case, ensuring your resume is up to par with current US resume formatting requirements is worth the effort.Regardless of
which scenario represents you, weve got you covered. In this article, we'll go over the information you need to include on a resume in the US, information you should never include, and best practices to present your information in the best possible light. Tips on how to write your resume, with a sample resume template, are also included to help
increase your chances of getting a job in the United States.What are the different US resume format options?There arethree primary types of US resume formats:The traditional reverse chronological formatThe strategic functional layoutThe best-of-both worlds hybrid resumeAll of these options include similar information, but with a different layout.
This piece will focus on thereverse chronological resume format, which is the most common and familiar format used in the US.What to include on a US resumeHeres the basic information a hiring manager or employer in the US is looking for on your resume:Name and contact informationSkillsWork experienceQualificationsGenerally, the work
experience section will make up the majority of your resume when using a reverse chronological format, unless you have little to no work experience. In that case, your education section will take center stage.You can optimize your resume with keywords tailored to the job position youre applying for. For more information on what your resume needs
to include, check out these resources:How Long Your Resume Should Be?Good Skills to Put On Your ResumeWhat Does Relevant Experience on a Resume Mean?What not to include on a US resumeThere are several types of information you should exclude from your resume if you want to be a competitive applicant in the US. Don't include any of the
following, unless specifically directed otherwise by the employer:Personal details. These include your date of birth, gender, religion, country of origin, ethnicity, marital status, or identification numbers, such as your social security number. US employers dont need or want to see this information during the application stage, since it can lead to
discrimination and confidentiality concerns.A headshot. Including a photo raises another discrimination issue by identifying your sex, and potentially your age and ethnicity. It also takes up valuable room on your resume thats better used to describe your suitability. Only provide a headshot or photo if asked to do so, or if you're in a profession that
requires it, like entertainment or the performing arts.Your full address. Stick to the city or location of where you live, plus the state. Street names or numbers provide too much information and take up space unnecessarily.Country prefix. You should include a phone number on your resume, though only if its a 10-digit US number. Include your area
code but not the country prefix. Example: (555) 555-5555.References. Only include references if the job posting specifically instructs you to provide them. Most employers will ask for references later in the hiring process if they want them.Exam scores. Including your ACT, SAT, GMAT, TOEFL, or other test scores on your resume is not standard
practice. Hiring managers are more interested in your experience and education.Resume best practices for US applicationsNow that you know the basics of what to include and what not to include for US employers, it's time to dive into some US resume formatting best practices.Layout flowThe standard US resume begins with your name and contact
information at the top. From there, you'll include your headline, professional profile, core competencies / skills, work experience, education, and certifications, typically in that order. Depending on your circumstances, you may add specialized content, like volunteer experience, awards, publications, and organizational affiliations.Formatting
standardsMargins, line spacing, font size, font type, and resume length are all considerations to ensure you meet US resume formatting guidelines.Margins should be set at minimum of a half-inch at the top and bottom and three quarters of an inch on the sides, with the maximum being one inch all around.Use between 1.15 and 1.5-point line spacing
between text and double lines after headings.The font you choose should be easy to read. Georgia, Arial, Lato, Helvetica, Cambria, and Calibri are all good resume font options.Make the text easy to read. Use a font size of 10 to 12 point for the content that falls under each section of your resume. Titles and headers should be around 14 to 16 point
font.Use a resume template that already has the formatting set up.Regarding length, your resume should beone to two pages in length,maximum. If you're early in your career, stick to one page. If you're an experienced professional, two pages is acceptable. Only in rare instances should your resume ever be longer than two pages. You might be able
to get away with three pages if you're applying for a high-level senior or executive role, have been asked to list all your past work experience in detail, or are applying for jobs where longer resumes are expected, like academic positions or US federal government jobs.Template selectionThe template you choose should be modern and ATS-friendly.
Simple is best when it comes to the style of your resume. Black and white is standard and it's best to use bullet points with plenty of white space. Resumes with dense sections of content can frustrate the reader, reducing your chances of landing an interview. Avoid using graphics on your resume unless you're in an industry that warrants it, like
fashion or graphic design. Even then, be mindful of an employer'sapplicant tracking system (ATS) scans.Employers use applicant tracking systems to streamline the hiring process. One capability of an ATS is rank job applicant resumes. If you want to get your resume to rank highly:Avoid using designs, images, tables, charts, and fancy designs - clean,
simple, and concise is bestAvoid acronyms and spell out abbreviations, so that you maximize the number of keywords in your resumeSend your resume file as a Word or PDF document with standard 8.5 X 11 sizingUse an ATS-friendly resume template, like one of the 200 examples ofdownable ATS-compatible templatesavailable on ZipJobOnly include
information thats relevant to the job you're applying forOptimize your resume with keywords relevant to your target roleKeyword inclusionKeywords not only help your resume to rank highly if its scanned by an ATS, but also grab the reader's attention to show you're a viable candidate for the job. Identify keywords to incorporate by reviewing the job
posting and looking for the skills and phrases that align with your competencies and past achievements. Dont keyword stuff. Keywords should be included so theyre part of the natural flow of your resume.Content developmentUS hiring managers are looking for the potential value you can add to the organization. Regardless of your titles or positions,
you must show what you bring to the table. You want the reader to be able to easily and quickly view your abilities and accomplishments that represent your potential to succeed.When developing content for your resume:Focus on experience and achievements that directly relate to the position you're seeking.Use numbers to quantify achievements.
Quantifiable data is a way to show, rather than tell the hiring manager what you're capable of. It allows them to visualize your potential in the role. For example, "Developed new process to collect customer satisfaction data, increasing customer response rates by 15% is more informative and intriguing than "Developed process to collect customer
satisfaction data."Use American English with zero spelling or grammatical errors.Be honest and accurate. Getting caught in a lie can mean losing out on the opportunity or even having an offer rescinded.Omit details that don't support or add to the narrative.How to write a resume for US employersNow it's time to create the perfect US resume to land
an interview. Below are five steps with examples to help you along the way. Theres also a full resume template to refer to at the end, so you can see the correct US resume format and flow discussed in each section.1. Provide your contact informationThe first thing recruiters and hiring managers should see on your resume is your contact information,
which includes:First and last nameCity and statePhone numberEmail addressLinkedIn URLFor example:John SmithPhoenix, AZ | 555.555.5555 | name@email.com | linkedin.com/in/name/You can opt to leave off theLinkedIn URL. Alternatively, you can include a URL to your online portfolio or professional website. If you provide a URL, only choose one
(LinkedIn is most common) and be sure the page is current and represents you well.2. Include a compelling headline and professional profileThe next section of your resume will include your headline and professional profile, sometimes referred to as a summary statement or professional summary. The headline highlights your job title or focus. The
professional profile is a brief introduction that emphasizes your key accomplishments and skills and how you can add value to the organization. The goal of your profile is to grab the recruiter or hiring manager's attention and entice them to continue reading your resume.Here's an example:Senior Marketing DirectorDedicated and ambitious
marketing and communications leader with a keen understanding of market dynamics that impact regional, national, and international advertisers. Proven record of success in penetrating new market segments and steering account development, with more than 20% revenue growth over two quarters and a 30% increase in accounts in one year. In-
depth knowledge of integration best practices across content types and mediums. Expert in creating successful brand strategies for organizations ranging from start-ups to Fortune 500s.3. Highlight your skills and core competenciesAdding acore competencies sectionto your resume is another way to emphasize that you have the knowledge base to
get the job done right. A list of core competencies can grab the attention of hiring managers and also help your resume to rank highly with an ATS.As a staple of any good resume, there are two types of skills you can highlight in this section:Hard skills are the technical skills you possess and can be specific to particular jobs. Microsoft 365, typing, and
AutoCAD are examples of hard skills.Soft skills are the personal skills you have. Theyre necessary to succeed at most jobs and can be transferred between roles and sectors Interpersonal skills, effective communication, and creativity are examples of soft skills.Some choose to include a core competencies or skills section at the bottom of their resume.
However, its best to include your list of skills below your profile summary and above your work section so its one of the first things the reader sees. Additionally:Tailor your core competencies list for each job posting. Be sure to include the ones you possess that are outlined in the job description.Keep your list short and focused, with about 8 to 10
skills included.As an example, an Accounting Specialist might include the following core competencies on their resume:Certified Public Accountant | QuickBooks | Accounts Receivable | Research | Team Leadership | Accounts Payable | Collections | Customer Service | Tax Accounting | Risk Assessment4. Showcase your work experienceUnless you
have little to no work experience, the work experience section of your resume is most important. In this section, you tell your story and highlight your achievements. The typical US resume format includes the following work details:Job title. The job title is listed first, allowing the reader to quickly see the positions you've held and how they're relevant
to the job.Company name and location. List the company name and location below the job title. It's also an option to include a brief one-line summary of what the company does below the company name, if it isn't a well-known organization.Dates you held the position. Include the years you held the position to the right of the job title.Remit. Include a
brief overview of the remit of the role.Accomplishments. The core part of each job entry you include is the list of accomplishments and achievements. List about five to seven accomplishments for each position held.Here are some pointers for completing the work section of your resume:Tailor your resume to align with the job description. Review the
job description carefully and ensure that any skills and accomplishments you have that meet the job requirements are included on your resume.Use powerful action verbs at the beginning of each achievement listed and use different verbs throughout. Led, developed, created, managed, stewarded, designed, built, devised and modeled are examples of
strong action verbs.The standard is to include 10 to 15 years of work history. The employer is most concerned about recent work history and accomplishments, so theres no need to go back more than 15 years.5. Include your educationYour education follows the work experience section unless you're a recent graduate or have minimal work
experience. In that case, your education will come before the work section. Regardless, the essentials to include in the education section are:Degree titleUniversity nameGraduation yearYou might choose to include honors, like Magna Cum Laude, and any minors you achieved, as well. Heres an example:Master of Art in Film and Media ProductionNew
York State University, 2022Bachelor of Science in Business Administration, Minor in PsychologyWest Virginia University, Magna Cum Laude, 2020If you don't have a college degree, you'll include your high school diploma or GED, for example:High School DiplomaPhilippi Colts High School, 2015When listing a GED, list it as one of the
following:General Education Development DiplomaGED High School Equivalency DiplomaConsider these tips when completing your education section:If you have a college degree, don't mention your high school diploma or GEDList your most recent degree first when you have more than one degreeList relevant licenses and certifications below your
degreeUS resume format exampleCreate a US resume that sets you apartKnowing how to format a resume for ajob search in the USis half the battle. Now that you know the best practices and steps to create a resume based on US resume formatting guidelines, you can focus on producing a resume that sets you apart from other applicants.Want to
ensure you have a resume that will land you a job in the United States? Why not submit your resume for afree reviewtoday?Recommended reading:The Complete Guide to Listing Remote Work on Your ResumeWhat Does Relevant Experience on a Resume Mean? (+ Tips)Best Email Subject Lines When Sending a Resume (+ Examples) Corey Bleich 8
min. read While hard skills are important, savvy companies know that excellent employees have another skill set that may be harder to cultivate: soft skills. Turns out, hard skills vs soft skills isn't an either/or proposition. It's a both/and package worth cultivating in potential and long-term employees alike. Whats the difference between the two? Before
you can write a job description or a resume, mentor team members, or design a learning program, its crucial to thoroughly understand the difference between hard skills and soft skills. This guide will get you started, and will contain long lists of examples to structure your job searching, training, and more. Hard skills are easy to measure and define,
while soft skills are a bit more nebulous. Hard skills are those talents and abilities that can be measured. They are usually specific to a particular job, and they can be learned through schooling or on-the-job training. Soft skills are less defined skills that often apply not only to one specific job but are universal. Some recruiters or HR personnel might
define these vaguely as people skills. Think of empathy, creativity, adaptability, and collaboration. Hard skills are often those you list on a resum or the areas in which you hold certifications. Soft skills are those that help you build longer-lasting coworker and customer relationships. The importance of hard skills vs. soft skills should not be
underestimated. Hard skills and soft skills are both important in the workplace, but they represent different types of abilities that someone can bring the table. Some statistics and insights on the importance of both hard and soft skills in the workplace include: Soft skills are highly valued by employers, with 93% of employers stating that soft skills are
either an essential or very important factor in hiring decisions Employers are increasingly seeking employees with soft skills such as dependability, teamwork/collaboration, problem-solving, and flexibility According to LinkedIn's Most In-Demand Hard and Soft Skills, the top five hard skills in demand in 2023 were software development, SQL, finance,
Python, and Java The top five soft skills in demand were management, communication, customer service, leadership, and sales. While hard skills are important for performing specific responsibilities, soft skills are highly valued by employers and can have a significant impact on a person's ability to work effectively in a team, communicate with others,
and adapt to new situations. As well discuss later, its essential to develop and maintain a balance between the two types of skills to excel. Soft skills are skills and abilities that are much harder to measure and a bit fuzzier to define. In general, these are interpersonal skills that help people get along with each other and communicate and collaborate
effectively. They relate to how someone interacts with others, manages their time, and handles their emotions and actions. Challenging to train explicitly, soft skills include things like character, ability to work on a team, and overall understanding of and participation in your company culture. Employees just entering the workforce or transitioning to a
new career may struggle with soft skills, especially as they relate to fellow employees. Reviewing different examples of soft skills can help you better understand this concept, too. Watch on YouTube: "What are Soft Skills?" Soft skills are often interpersonal skills that can be difficult to train for. They can include the following examples: Empathy
Creativity Persuasion Collaboration Adaptability Emotional intelligence Communication Listening Punctuality Organization Teamwork Ability to read a room Flexibility Patience Time management Multitasking Attention to detail Responsibility Strategic thinking Problem solving Good decision making Conflict resolution Innovation Social skills Cultural
awareness Sensitivity Leadership Mentoring Networking Negotiation Positive attitude Open-mindedness Work ethic Critical thinking Customer service Why are soft skills important to train for? Of these skills, emotional intelligence is arguably the hardest to teach. This includes a persons ability to empathize with others, regulate their own behavior,
and develop self-awareness. Emotional intelligence also indicates a level of intrinsic motivation that contributes to a strong work ethic. However, developing soft skills matters. A Carnegie Mellon Foundation study found that 75% of long-term job success depends on the level of soft skills employees had. Another LinkedIn study found that 57% of
employers value soft skills more than hard skills when making new hire decisions. Put simply, you can be a certified expert in your field, but that wont matter much if you just cant work with your fellow employees, customers, leadership, and others. Learn more: Find our full guide on how to train employees on soft skills Hard skills are much easier to
quantify and measure. These are things that employees are specifically trained for, like a plumber who learns to fix a leaky faucet or a nurse learning to draw blood. Through specific instruction, on-the-job training, and trial-and-error, hard skills form the backbone of the job. Watch on YouTube: "What are Hard Skills?" For new employees with little
practical experience or track record, hard skills can be measured in terms of test scores and recent degrees or certifications. Hard skills examples include: Proficiency in a foreign language Inventory control Surgical proficiency Musical ability Blockchain Computer programming Plumbing Bookkeeping Financial forecasting Data analysis Graphic
design Data mining Carpentry Project management Database management Machine learning Artificial intelligence (AI) Virtual & Augmented reality (VR/AR) development Statistical analysis Digital marketing Electrical repair Mobile app development Data visualization Information security Product management UI/UX design Video production/editing
Game development IT troubleshooting CAD (computer-aided design) Mechanical engineering Public speaking Teaching/instruction Writing and editing Logistics management HVAC maintenance Event planning and coordination Medical billing and coding Painting techniques But truly, this list of hard skills examples is as long as the number of



different professions in the world! Why are hard skills important to train for? The importance of hard skills is that they establish the backbone of the services your business provides or the products it creates. You would not hire a heart surgeon without the hard skills to perform heart surgery, or someone to design a bridge who only had experience in
retail. Hard skills training ensures that your employees are equipped to do good work in their field. Whats the best approach to this type of training? The answer to that depends on your employees and what skills they need. Starting with a training needs analysis can help target specific hard skills, which can then help you decide which approach will
work best. You might consider eLearning options to train for some of these skills, especially mobile microlearning resources that are easy to reference back to. Some industries have also had great success with AR/VR learning, and others prefer to offer blended learning that includes both instructor-led and digital modules. The goal is to offer hard
skills training that is relevant, engaging, and supportive of the types of hard skills your employees need to do their job. Truly, the best way to train employees is not to pit soft skills vs. hard skills but to develop both in tandem. The good news is that many of the same tools used to train for hard skills can easily be modified to work on soft skills
development. This might be as simple as modifying training modules to be completed in teams, highlighting teambuilding and collaboration. You might also include time for reflection and refinement in each training session. This gives employees practice in analyzing what they did well and identifying their growing edges. In addition to modifying your
learning experiences to incorporate soft skills development, there are other ways to train employees for both hard and soft skills. One effective method is to use simulation-based training, which allows employees to practice both hard and soft skills in a safe and controlled environment. For example, if you're training employees in customer service, a
simulation-based training program can provide realistic scenarios that allow them to practice both technical skills like using the company's CRM software and soft skills like empathy and active listening. Another approach is to use coaching and mentoring to develop both hard and soft skills. Mentoring can provide employees with guidance and
support to develop their soft skills, while coaching can help them improve their hard skills by providing feedback and guidance on specific tasks or projects. Ultimately, the key to successfully training employees for both hard and soft skills is to take an integrated approach. By incorporating both hard and soft skills into your training program, you can
develop well-rounded employees who can effectively navigate any challenges they may encounter in their jobs. As you plan your training sessions for your new hires or long-term employees, dont think hard skills vs. soft skills. EdgePoint Learning can help you find a training approach to both that works for what your employees need right now. Get in
touch today to learn more. During the resume-building process, many job seekers struggle to identify the right hard and soft skills to include in their application. Although each organization will have unique needs and desired skill sets, its often advantageous to balance your technical expertise and leadership capabilities as you craft your bullet points.
Hiring managers are drawn to well-rounded candidates who possess hard qualifications but can also thrive in collaborative, team-based environments. Showcasing a mix of hard skills and your interpersonal skills can often make all the difference in whether a company brings you in for an interview. Throughout this guide, well compare and contrast
each type of skill and walk you through how to effectively incorporate them into your resume. What is a Hard Skill? A hard skill is traditionally categorized as any technical aptitude or activity you perform within your daily workflows. While all forms of technology, programming languages, and software fall under this banner, hard skills extend far
beyond just the tech space. Project management methodologies, industry regulations, and financial terminology are also considered hard skills. The key to identifying appropriate hard skills on your resume is to carefully evaluate the needs of the organization youre applying for and perform research on cutting-edge terms within your industry. Not
only will this align your resume with the Applicant Tracking System (ATS), but it will also help you to brand yourself as a thought leader within your space. What is a Soft Skill? Unlike hard skills, which are technical in nature, soft skills are intended to highlight your communication, leadership, and interpersonal skill sets. Although showcasing your
technical expertise is important, hiring managers also value candidates with a strong background in people management. That said, appropriate soft skills can sometimes be more difficult to identify. Many job seekers make the common mistake of including generic terms and empty cliches on their resumes. Most hiring managers will assume you have
problem-solving skills, but they will not know you have expertise in client relations unless you express this in your content. Below, youll find a list of examples of soft skills you can use on your resume:AdaptabilityClient RelationsChange ManagementCreativityCross-Functional CollaborationCommunicationCustomer ServiceDiversity, Equity, and
Inclusion (DEI)Emotional IntelligenceEmployee EngagementInterpersonal SkillsLeadershipOrganizational LeadershipPeople ManagementRelationship BuildingStaff DevelopmentTeam BuildingTeam Management Examples of Hard Skills for the Resume To help you better understand what qualifies as a hard skill, weve put together a list of key terms
you can incorporate into your resume. Its important to know that hard skills differ significantly depending on your industry, so youll need to analyze job descriptions and conduct further research on emerging trends within your industry to address any gaps in your document. To provide you with further guidance and insights, well be breaking down
hard skills into additional categories to cover more ground across different industries. Hard Skills for Technology ProfessionalsThe tech space constantly evolves as companies deliver new innovative technologies, program languages, and software. While this list is incomplete, it does cover many important industry terms employers will likely want to
see on your resume. To brand yourself as a thought leader within your field, you should always go the extra mile to incorporate deeper terminology when applicable. For example, instead of only mentioning machine learning and data science, you may want to include your expertise in deep learning, despite the term being less well known in some
circles. If the right hiring manager sees that skill, it may make all the difference in whether you receive the job interview.Active DirectoryAutomationBig DataC++C#Computer EngineeringComputer ScienceCybersecurityData AnalysisData ScienceDatabase DevelopmentEngineering ManagementMachine LearningMicrosoft AzureNetwork
AdministrationHardwareHTML 5Information ArchitectureIlnformation TechnologyJavaScriptLinuxOraclePythonSoftware Development Lifecycles (SDLC)Software EngineeringSystem AdministrationUX Design Hard Skills for Marketing & Finance ProfessionalsNow well examine a different list of skill sets beyond those of the technology space. Youll
notice that while many of these skills dont refer to software or data science, they are still technical in nature. As a financial analyst or accountant, understanding the nuances of specific financial regulations is essential for success in the position. As a marketing professional, understanding complex KPIs is important for measuring the success of social
media campaigns and brand marketing initiatives. Featuring the right hard skills and qualifications is the first step in optimizing your document for the job search:A/B TestingAccount-Based Marketing (ABM)AccountingAnalyticsBrand MarketingCampaign DevelopmentCost AccountingCRMDigital Marketing StrategyDigital MediaEmail
MarketingFinanceFinancial AnalysisFinancial Planning and Analysis (FP&A)GAAPGoogle AnalyticsKey Performance Indicators (KPIs)Lead GenerationMergers & Acquisitions (M&A)Marketing ResearchPaid Search CampaignsProduct MarketingProfit & Loss (P&L)Search Engine Optimization (SEO)Social Media Marketing Hard Skills for Project
Managers & Supply Chain ManagersProject management skills are complex because many of the qualifications needed to oversee the successful delivery of projects fall under both hard and soft skill categories. In addition to understanding the complexities of Agile development methodologies and resource allocation, a project manager must also be
able to lead cross-functional teams effectively. Achieving a balance between these two types of skill sets will maximize the resumes impact during your job search. Below, youll find a list of hard skills for project managers and supply chain management professionals:Agile MethodologyBudget ManagementBusiness Process ImprovementCategory
ManagementDemand ForecastingERP SystemsKanbanlLean ManufacturingLogisticsOperations ManagementProcurementProgram ManagementProject ManagementProject Management Office (PMO)Project RoadmapsQuality AssuranceRisk ManagementScrumSix SigmaStakeholder ManagementStrategic SourcingSupplier ManagementSupply Chain
ManagementSupply Chain Solutions How to Balance Hard Skills and Soft Skills on the Resume Now that weve explored a variety of hard skills across a broad range of industries, well examine how to balance them with soft skills to paint a complete picture of who you are as a professional. Having the proper technical knowledge for the job is an
important aspect of the application process. Still, you need to collaborate effectively with people to apply these skill sets effectively within an organizations work culture. For more examples, visit our resource page featuring the most important skill sets that employers love to see on resumes. Demonstrate Leadership QualificationsInterpersonal and
people management skills are applicable in almost any type of position you want to pursue, regardless of industry. In the example below, the job seeker uses both hard skills and soft skills to advantage to demonstrate their advanced technical knowledge while drawing attention to their ability to interface effectively with client stakeholders and
internal project teams: Managed 10+ enterprise-level projects for a technology solutions company, led cross-functional teams with over 25+ personnel, developed project roadmaps, and coordinated with client stakeholders to ensure alignment with business requirements. Brand Yourself as a Strong CommunicatorProspective employers value
candidates who communicate effectively with diverse customers and team members. In the example below, the candidate provides insights into how they were able to convey the technical benefits of products in accessible language for prospective customers to drive sales. This demonstrates their advanced technical knowledge and their ability to
communicate these concepts to non-technical audiences: Educated prospective clients on the benefits of the HR software products, conveyed high-level technical concepts in accessible language for non-technical audiences, and built long-term client relationships to generate $1.5M in revenue over four years Get 2x more interviews with Resume
Builder. Access Pro Plan features for a limited time!
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