
Hard and Soft Skills

When searching for a job, it is useful to be able to describe your skills. Job skills are often described in two
categories: hard skills and soft skills. 

Hard skills are those you learn through on-the-job or institutional training. These include skills specific to a
particular occupation, such as those involved in planning and teaching for teachers, or the ability to use specialized
tools for a dental technician. 

Soft skills are those that can be used in any occupation. These skills are often called transferable skills because
you can transfer them from one job to another. Often, these are the skills that you use and develop in everyday
situations, not necessarily in relation to work. Soft skills include organizational and team work skills, as well as
qualities such as initiative and attention to detail. 

1 Answer the questions below.

1. What are three examples of hard skills given in the text? List other examples of hard skills.

2. What are soft skills? Can you think of other soft skills?

3. Would research skills be considered soft skills or hard skills? Why?

2 Brainstorm a list of hard and soft skills you have. Think about your professional and everyday
experiences and give examples of how you demonstrate those skills in your day-to-day life. 
You can use the table below to organize your ideas.

1. Hard skills: Examples:

2. Soft skills: Examples:

3 Review your list of soft skills. Circle the ones you feel are relevant to the work you would like to do.

4� Search the Internet for clear descriptions of the differences between hard and soft skills. Search
for a listing of soft skills. Make a list of soft skills you think you have. 

Possible search terms: soft skills and hard skills; what are soft skills

408 Chapter 4 | Looking for a Job | Job Search Strategies L INC  5 /6


