
Do you have what it takes? 

Employers are looking for candidates with the following skills. 
Can you answer YES to each of these skills?

Professionalism

Do you hold yourself accountable? Can you 
get the job done and done well? 

Collaboration

Do you work well with your classmates 
and on teams? 

Oral Communications

Can you share your thoughts and opinions in 
class with clarity and confidence?

Ethics

Do you do what is right even when it is hard 
and when nobody is watching?

Written Communications

Are you able to share your opinions and 
thoughts clearly in written form?

Lifelong Learning

Are you able to admit when you don’t know 
something? Are you able to figure out how to 

find the information you need when you 
don’t know something?

Diversity

Are you open to learning and working with 
others who are different from you?

Creativity

Are you able to combine different ideas 
or actions to create a new way of 

accomplishing a task?

Leadership

Are you able to get others to work 
towards a common goal? 

Problem Solving

Can you analyze a situation to see what really 
is the problem? Can you use knowledge, facts 

and data to solve the problem?

Information Technology Application

Are you able to use technology to get 
your work done?

Source: https://files.eric.ed.gov/fulltext/ED519465.pdf
The Conference Board, Corporate Voices for Working Families, the Partnership for 21st Century 
Skills and the Society for Human Resource Management, Are They Really Ready to Work?, 2006 

(Questions developed from definitions on page 16) 



To accomplish your goals, 
make them S.M.A.R.T.

Specific

Measurable

Achievable

Source: 
https://www.mindtools.com/pages/article/smart-goals.htm

https://en.wikipedia.org/wiki/SMART_criteria 

Clearly define what you need to do to accomplish your goal.  

Ask yourself: 
. What do I want to accomplish?
. Why is it important to do?
. Who do I need to include?
. Where is it located?
. Which materials or resources are needed?

How will you know if you accomplish your goal? Being able to 
measure progress and success will help you stay on track to 
making your goal a reality.  

Ask yourself: 
. How will I know when my goal is accomplished?
. What will I make or show to prove I have done it?

Being achievable means that it can be accomplished but this 
does not mean it has to be easy.  Setting goals that stretch you 
and make you grow is important, but it is also valuable to set 
realistic goals so you don’t get overwhelmed or frustrated if you 
set unachievable goals. 

Ask yourself: 
. How can I accomplish this goal?
. Do you have the skills to accomplish this goal and if    
 not, how can you gain them?

Relevant
Relevant goals matter to you. They allow you to work on things 
that are important to you and also fit in with a larger idea or 
plan for what you want for yourself.  Relevant goals are also 
things that you have the power to accomplish. 

Ask yourself: 
. Does this match my interests and needs?

Time-Bound
Goals need to have deadlines in order to focus energy and 
accomplish them.

Ask yourself: 
. When do I want to accomplish this goal?
. How can I schedule time to devote to accomplishing this goal?


