Hard Skills, Soft Skills & The Difference Between The Two

Hard Skills

Hard skills are specific, teachable abilities that are based in fact.  Some examples include:

· Bi-lingual: English/Spanish
· Strong math skills
· CPR/First Aid
· Proficiency in computer programming
· 10 years of customer service experience
· Specific Machine operation 

· Arc Welding
· Public speaking experience (not to be confused with communication skills)

Soft Skills

Soft skills are subjective and may or may not be true.  They are often associated with personal attributes and character.  Some examples include:

· Motivated team player

· Strong communication skills

· Time management

· Organizational skills

· Good with children

· Reliable, responsible, committed

How would you take a soft skill, such as “Good with children”, and turn it into a hard skill? 
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      Resume Checklist

First Glance
· Does your resume have an original look versus template look?

· Are there clear sections and ample white space – easy to read?

· Does your resume look professional? 

· Is there a qualifications summary or a skills category?

· Is your resume the appropriate length, given your career level?

Appearance & Presentation
· Is there appropriate use of font, spacing and other design elements (bullets, bolding and lines)?

· Is there is balance between text and white space?

· Are margins one inch and is tab use is consistent?

· Are fonts, spacing, and bulleting consistent?

· Is your contact information on all pages? 

· Have you used appropriate page breaks when needed?

Resume Sections
· Have you made sure that all sections in your resume are clearly labeled?

· Did you strategically place your sections to highlight your strongest credentials?

· Is your work history is listed in reverse chronological order?

Career Goal
· Did you target your resume to a specific career goal (Job Title)?

· Are you preparing for a career change? If so, is the career goal clearly stated, with supportive details showing how past experience is relevant to the new goal?

Accomplishments
· Do you have a solid list of career accomplishments?

· Are accomplishments quantified by using numbers, percentages, dollar amounts or other concrete measures of success?

· Do your starting statements of accomplishment begin with strong, varied action verbs?

· Are your accomplishments separate from responsibilities?

Relevance
· Is the information on your resume relevant to hiring managers' needs?

· Does your resume's content support the career goal?

· Is your resume keyword-rich, packed with appropriate buzzwords and industry acronyms?

· Have you included applicable additional information such as awards and affiliations?

· Do not put personal information unrelated to the job target e.g., marital status, age and nationality?

Writing Style
· Do not use personal pronouns, such as I, me and my avoided (first-person voice is implied)

· Is the content flow logical and easy to understand?

· Be sure there are no careless typos or spelling, or grammar errors

