


The 17 Soft Skills Employers 
Are Looking for Right Now 
By Tina Donvito, Reader’s Digest  

Listen up, graduates! Forget your technical chops—here are the qualities you really need to 
succeed. 

You get where people are coming from 

Congrats! You’ve earned your diploma and think you’re ready to land your dream job—but first, 
you need soft skills. Although you might have the technical know-how, or “hard skills,” to do the 
job, your future employer might be looking for something more. One survey showed that job 
candidates rated themselves higher than employers did on whether they had the skills 
necessary to do the job. So what are soft skills? They’re people skills that can’t be quantified, 
like communication. But “communication” doesn’t mean just having a nice phone voice—it 
means being perceptive and understanding of others’ motives. “I always say, ‘The best way to 
get what you want is to figure out why someone else wants you to have it,’” says career expert 
Michelle Tillis Ledermen, founder of Executive Essentials and author of The 11 Laws of 
Likability. “In other words, seek to understand their motivation. When you do, you can present 
your ideas, request, or any communication through that lens.” Try these tips for writing a resume 
that will get you hired. 

You’re relatable 

This year’s survey by the National Association of Colleges and Employers (NACE) found that 78 
percent of employers seek candidates who can work in a team, making it the most desired skill. 
To do so, you’ll need your coworkers to find you open, available, empathetic, and relatable. If 
you’re closed off, you will put people on the defensive, which makes it harder to work together 
and have your ideas accepted. Lederman says one of the “pillars of trust” in a work environment 
is authenticity. “You can’t connect with and trust someone who isn’t being real,” she says. 
Another is vulnerability. “This is not about being weak, it is about being open and sharing 
imperfections for others to learn from,” she says. If your colleagues can relate to you and feel 
they can trust you, they’re likely to be amenable in turn. 

You’re good on your own 

Today’s pared-down workforce means your bosses might not have time to hold your hand and 
make sure you’re doing what you’re supposed to—they’ll just want you to get the job done. 
According to the NACE survey, 65 percent of employers look for initiative in a job candidate. 



“Without self-motivation you will not reach your full potential for success,” Lederman says. “It’s 
the highest level of self-mastery.” This internal drive means that you should be able, in effect, to 
be your own manager. “It’s useful to be predictably capable of handling tasks with little or no 
direct supervision,” says career consultant Miriam Salpeter, founder of Keppie Careers and 
author of 100 Conversations for Career Success.When you are looking for a job or trying to 
switch careers, you want to make sure that you have developed certain essential skills, such as 
a the ability to work with computers or communicate with others. You work on improving these 
essential skills through your interactions with other people, school classes, other jobs and 
practice. The more experience and skills you have, the better chance you have on landing a 
position in your field of choice. To get help creating a professional resume that highlights 
essential and specialized job skills, use LiveCareer’s Resume Builder.  

You’re curious 

Taking initiative doesn’t mean you shouldn’t ask questions—in fact, requesting clarification is 
actually proactive. It’s more efficient to make sure you’re moving in the right direction before 
completing a task rather than waste time on the wrong track. “Being able to ask for help when 
needed is an important skill that doesn’t get a lot of attention,” Salpeter says. “Most employers 
would prefer to hire someone who knows when it’s time to ask questions and request 
assistance than someone who thinks he or she already knows everything.” Although you might 
feel asking questions makes you look stupid, it actually displays an inquisitive mind. These are 

the worst mistakes first-time job hunters make. 

People look to you 

“Leadership” falls into the “sweet spot” on the soft skills list from The Bloomberg Job Skills 
Report. These are traits that are more desired but less common among job candidates. But 
what does being a leader really entail? It’s beyond telling people what to do. Instead, it means 
motivating others—even if you’re not actually the manager, by “providing positive feedback 
when an employee does well, collaborating with team members to set company goals so their 
opinion and ideas are valued, and creating an environment where employees are allowed and 

encouraged to be their best selves,” says career counselor Eileen Sharaga, who has a 
background in psychology and business. This fosters a positive feeling among the staff, which 
leads to better productivity. “The foundation of a good leader is the ability to build relationships 
with people,” Lederman says. “The number one reason employees disengage and quit is their 
relationship with their boss—people believe in the person, not the company.” 

You can be counted on 

If you don’t do what you’re supposed to do when you’re supposed to do it, you’re going to find 
yourself out on the street. NACE’s survey found that 72 percent of employers look for a strong 
work ethic on a candidate’s resume. Your colleagues as well as your boss need to be able to 
depend on you to turn in good work. “‘Accuracy’ and ‘consistency’ are probably two great words 
to describe a dependable worker,” Salpeter says. Ledermen says this soft skill also has to do 
with building trust among your team. “Trust is about the expectation of predictability,” she says. 

https://www.rd.com/advice/work-career/the-10-worst-mistakes-of-first-time-job-hunters/
https://www.bloomberg.com/graphics/2016-job-skills-report/
https://www.bloomberg.com/graphics/2016-job-skills-report/
https://eileensharaga.com/


“You won’t get that without consistency.” Here’s how to find your dream job, from people 
who actually did it. 

You’re a good listener 

According to a poll by the Graduate Management Admissions Council (GMAC, creator of the 
GMAT), the top skills that companies desire all have to do with communication. But this doesn’t 
just mean talking—the second most desired trait on the survey was listening. This is huge in 
conflict resolution. “Active listening provides all parties to feel heard and understood,” Sharaga 
says. This also can help you get to the root of a conflict, which Salpeter says isn’t always 
obvious. “Listening is an often forgotten skill,” she says. “Know and understand both sides and 
identify a way for each side to feel as if they ‘won.’ This takes maturity and an ability to see 
beyond the immediate outcome.” You must be able to take in and process what’s really going 
on before you can respond with your ideas, Sharaga says. 

You’re decisive 

In order to make solid decisions, you have to be assured of your ability to do so. “Our belief in 
our skill set and competence is essential in making choices for the betterment of the company,” 
Sharaga says. Your boss will be relying on you to have an opinion and voice it, so a wishy-
washy attitude will make you less valuable an employee. Making a bad decision in some 
instances might be better than not making one at all—although of course, it helps if you really 
do know what you’re talking about. “Perhaps it’s not confidence in your ability to make decisions 
that’s most important, but having the knowledge to be able to make them appropriately,” says 
Salpeter. 

You’re level-headed 

To be a true professional, you have to keep your emotions in check, because your emotional 
state will affect those around you. “Energy is contagious,” Lederman says. “If you are allowing 
your mood swings to impact your productivity, you can also expect it to impact those around 
you—and almost always negatively.” Being frustrated and impatient is not conducive to a 
positive work environment. But, if you can take a beat to calm yourself (try some deep 
breathing), you can step back and solve the problem you’re facing with a clear head. Try 

these tricks for looking for a new job when you already have one. 

You have grace under pressure 

Let’s face it—work can be stressful, no matter what job you have. A survey from the American 
Psychological Association found that one-third of Americans experience chronic workplace 
stress. But if you allow that pressure to consume you, you won’t be able to be productive. The 
first way to deal is to identify what sets it off for you—deadlines, speaking at meetings, criticism 
from your boss—and then you can find stress management strategies to head it off at the pass. 

https://www.rd.com/advice/work-career/how-to-find-your-dream-job/
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https://www.rd.com/advice/work-career/search-for-job-while-you-have-one/
https://www.apa.org/helpcenter/work-stress.aspx


“Understand your triggers and what grounds you, and seek to be responsive rather than 
reactive,” Lederman advises. 

You pay attention to the clock 

One of the ways you can better handle stress at work is time management and organization, 

which was ranked on one poll as the second most in-demand skill. Missed deadlines are not 
going to reflect well on you, so look for ways you can become more efficient. Learning how to 
focus your energy on one task at a time can help you move through all you have to do quicker. 
“Multitasking is a myth!” Lederman says. “Multitasking only works when the tasks are repetitive 
and don’t require mental input. When you are in high mental tasks, block out everything else 
and you will be more efficient.” Sometimes we waste time because of the way processes are set 
up in the company, so if you have a better idea, suggest it to your team. “Schedule regular team 
meetings to check workplace progress and productivity, and collaborate going forward on what 
needs improvement while also stating what’s going well,” Sharaga suggests. These are 

the insider tips career coaches won’t tell you for free. 

You go with the flow 

Today’s workplace moves fast, so you need an attitude that keeps you flexible and adaptable—
a skill 63 percent of employers look for, according to NACE. “Business process, strategy, 
technology, and goals are constantly changing,” Lederman says. So don’t get stuck in one way 
of doing things. Plus, you’re going to have to deal with various personalities and approaches to 
the tasks at hand. “We all work differently and if you can’t adapt to different communication 
styles you will have a harder time connecting, collaborating, and influencing,” she says. Of 
course, that doesn’t mean you shouldn’t speak up for what you think would work best. “Still 
question the reasons, seek to understand the vision, and then look for where you can contribute 

and have an impact,” Lederman says. Find out the smart tricks for jumping back into the 

workforce after a career break. 

You play well with others 

Remember the rules you learned in kindergarten—sharing, having manners, and taking turns all 

foster a more effective and efficient team. A study from Harvard found that social skills are 
actually rewarded by the labor market, as jobs that require these skills are growing. But if you’re 
always trying to one-up others or get ahead at the expense of your coworkers, the environment 
will quickly turn toxic. Be honest about your motivations and goals instead of being shady. 
“Transparency—providing information and reasoning—is essential to building trust,” Lederman 
says. “Without the information, people make up their own stories, which are not the ones you 
want being shared.” 

http://burning-glass.com/wp-content/uploads/Human_Factor_Baseline_Skills_FINAL.pdf
https://www.rd.com/advice/work-career/tips-career-coaches-wont-tell-you-for-free/
https://www.rd.com/advice/work-career/taking-a-career-break/1/
https://scholar.harvard.edu/files/ddeming/files/deming_socialskills_aug16.pdf


You express yourself 

Communication is multi-faceted, so along with listening and responding you need the verbal and 
written skills to state your position clearly—desired traits that are numbers one and three on 
GMAC’s survey. “No matter how skilled and talented you are, if you’re unable to effectively 
express yourself to your team and employer, your skills may be completely overlooked,” 
Sharaga says. In addition, you need to be adept at all forms of changing technology. “Workers 
accustomed to texting may need to improve their verbal communication so they can engage 
successfully via phone conversations,” Salpeter says. “Today’s job seekers may need to 
practice and improve their video communication skills to excel at a video interview.” These are 

the ten best careers to pursue right now. 

You’re sure of yourself 

If you have confidence in yourself, your ideas are going to be presented—and received—better. 
“You can’t get what you want if you are not able to communicate it clearly, concisely, and in a 
compelling way,” Lederman says. Whether you’re in a sales job or not, you need to be able to 
sell what you’re saying. “With confidence, a person has a more positive self-outlook which helps 
foster a more positive work environment and team,” Sharaga says. Plus, being able to self-
promote and network will help you advance. “Having confidence in networking is crucial 
because with it comes great self-awareness of what you can offer, and the ability to want to 
expand and connect with others,” she says. Not to mention having the courage to negotiate a 
higher salary or promotion. 

You want to grow 

All this confidence, though, does not mean thinking you can do no wrong. “Arrogance is a signal 
of insecurity, which can represent a lack of skill,” Sharaga says. “Being confident will allow you 
to openly accept constructive criticism and take what others offer in advice in stride.” This 
means taking responsibility for your actions and admitting mistakes instead of blaming others, 
and always looking for ways to improve. Also, the ability to accept that others’ suggestions 
might be better than yours will allow for true collaboration. 

You persist 

Whatever job you get is not always going to be smooth-sailing—there will be bumps along the 
way. What sets you apart as a strong and valued worker is your ability to bounce back when 
things don’t go in your (or your company’s) favor, which means having a positive outlook for the 
future as well as the problem-solving skills to make it happen. In fact, Bloomberg’s Job Skills 
Report lists strategic thinking as the number one desired trait that’s also less common among 
job applicants. This resilience is the kind a motivation that “enables us to overcome obstacles, 
persevere when things don’t go as planned, and is the drive we need to reach our goals,” 

Lederman says. Next, read about the signs that you’re in the wrong career. 

https://www.rd.com/advice/work-career/best-careers/
https://www.rd.com/advice/work-career/wrong-career/








3 Essential Skills in Today’s Job Market 
When you are looking for your first job or a new position or career, you need to market yourself by 

listing essential skills for which employers are looking. You can highlight these job skills in 

your resume or cover letter , but you want to make sure that the human resources or hiring 

managers don’t pass over you because you lack certain essential skills. Highlighting certain skills 

along with specialized training can help you to have a better chance of landing a position in a 

competitive job market. 

Essential Job Skills: Computer Skills 

To work in almost any setting, you need to have at least basic knowledge of how to use a computer. 
Having experience with word processing and spreadsheet programs can help you to have an even 
better chance of landing a job. Employers in certain environments, such as offices, expect you to 
have these types of essential skills because they help you to be better able to complete important 
tasks such as creating reports, putting together spreadsheets or drafting letters. 

Most employers want you to be able to do basic tasks such as searching for information and writing 
emails. In some contexts, such as marketing jobs, being able to use social media is among the 
essential skills that you need to be able to succeed at your job and eventually go for a higher 
position. 

On your resume, be specific about your experience. Listing your experience level with certain 
applications, such as Microsoft Word, Outlook or Excel, can let employers know whether you would 
be able to handle the tasks expected of you. 

If you go through a staffing agency, you may be asked to take a test to show your proficiency at 
using certain computer programs. 

Essential Job Skills: Communication Skills 

On your resume and during the interview process, you need to show employers that you know how 
to effectively communicate. In any position, you are going to have to use non-verbal and verbal 
forms of communication, computers and telephones to communicate with your superiors and 
coworkers. 

You may be working with people who don’t speak the same language or who have limited computer 
abilities. Finding ways to convey messages to them can be important to completing important tasks 
on time. Knowing how to communicate effectively with others can ensure that you get work 
completed faster and develop stronger relationships with your coworkers and superiors. 

Essential Job Skills: Problem Solving Skills 

To be a good employee, you need to know how to solve problems as they come along. Among other 
essential skills, you want to be able to list problem solving or critical thinking skills on your resume. 

https://www.livecareer.com/resume-templates
https://www.livecareer.com/career/advice/cover-letter


Employers often search for individuals who can learn multiple jobs. To be versatile in the workplace 
and handle issues as they come up, you need to have critical thinking skills. 

Problem solving skills allow you to understand how to look at tasks asked of you and find more 
efficient ways to complete the jobs. You could potentially use your essential skills to save a company 
money and time. You can also bring new ideas and positive changes to your workplace or contribute 
an idea, produce or service to the company. 

When you are looking for a job or trying to switch careers, you want to make sure that you have 
developed certain essential skills, such as a the ability to work with computers or communicate with 
others. You work on improving these essential skills through your interactions with other people, 
school classes, other jobs and practice. The more experience and skills you have, the better chance 
you have on landing a position in your field of choice. To get help creating a professional resume 
that highlights essential and specialized job skills, use LiveCareer’s Resume Builder.  



5 things to tell potential employers if 
you got fired at your last job  
Lauren McAdams  

Some of the best career experts out there claim everyone should get f ired at least 
once. There is some truth to this sentiment — while it can feel awful and terrifying, 
failure is the best way to learn. However, one of the hardest parts of the ordeal is 
explaining why you were fired to someone who may be your next boss.   

Still, there is a way to do it without ruining your chances of ever finding work again. 
As a matter of fact, the clear majority of people who have been fired find new jobs, 
so don’t panic if you have to explain why you lost a job. To help you get through 
the process, tell your potential employer these five things.  

1. The truth 

First things first — you do not have to reveal you were fired in your application. Your resume 
should simply contain your achievements and job duties, and your cover letter should explain 
why you’re a perfect fit for the job. Leave the truth for the interview — by revealing too early, 
you’ll make it too easy to throw your application into the trash.  

Optimally, you'll have the opportunity to explain what happened during an interview, which you'll 
want to do in case they call your previous employer. You don't want to look like you were hiding 
something.  

Also, never lie. Chances are they will find out about the fact you’ve been fired, and lying on an 
application or during an interview is much worse than any problems that come up in your work 
history. 

When discussing how you were fired, be professional. Take emotion out of the discussion. Tell 
them what happened, but only the most important details. Avoid getting bogged down, but also 
be forthcoming and clear about it.  

2. That getting fired was not the end of the world 

When discussing a time you were fired, do your best to put the situation in context. In other 
words, it’s your job to make it seem like it’s not as bad as it sounds. 

Essentially, you are trying to explain your getting fired as uncomfortable and unfortunate rather 
than catastrophic. Put the hiring manager at ease by being concise when explaining what 
happened and not speaking ill of your previous company. 

Mistakes happen (and sometimes you can keep your job when you've totally screwed up) so 
own it and shed light on how it benefitted you in the long run.  

https://resumecompanion.com/how-to-write-a-resume/
https://www.policygenius.com/blog/how-to-keep-your-job-when-youve-totally-screwed-up/


 

3. It was a learning experience 

Perhaps the most important thing you can do is convince a hiring manager getting fired was a 
learning experience. Show them you learned from the situation by discussing where you made 
mistakes and emphasize how you have grown by recognizing them. 

In being so up front about the situation, an interviewer might ask if you think it was all your fault, 
or your old boss’s fault, or to what degree concerned parties were responsible. If they do, say 
you share at least some of the blame and leave it at that. The implication is that it isn’t actually 
all your fault, but you are willing to take responsibility for your role and want to avoid speaking 
negatively about your previous employer.  

 

4. It was for the best 

Another angle to take, in addition to having learned so much, is that it actually worked out for 
the better. Talk about why it was time to move on — sometimes negative conditions accrue 
organically, and while you could have handled things better, your real mistake was not seeing 
the signs and leaving your old job sooner. 

Furthermore, this is a great opportunity to add a little flattery. Be subtle, but talk about how 
better opportunities seem to be opening up. You can mention you’ve had callbacks from a few 
other companies, but also mention the best opportunity seems to be with the company at which 
you are interviewing. 

 

5. A strong reason why it won’t happen again 

Finally, convince the interviewer getting fired was a one-time thing. The truth is, a lot of people 
have been fired and gone on to do wonderful work. It isn’t the end of the world — you’ve learned 
from your mistakes, and you’re looking forward and up. If the hiring manager sees this, that 
whole getting fired thing will hardly be an issue. 

Bottomline, avoid overthinking things and realize you’re going to make a great addition to 
another company, even if it’s not this one. Keep your head up and keep trying, and follow the 
above advice. If you do, you’ll land somewhere great. 

This article originally appeared on Policygenius and was syndicated by MediaFeed.org.  
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27 Most Common Job Interview 
Questions and Answers 
Jeff Haden, Contributing Editor, Inc.  

https://www.inc.com/jeff-haden/27-most-common-job-interview-questions-and-answers.html 

While some job interviewers take a fairly unusual approach to interview questions, 
most job interviews involve an exchange of common interview questions and answers. 
(Including some of the most often-asked behavioral interview questions.) Here are 
some of the most common interview questions, along with the best way to answer 
them: 

1. "Tell me a little about yourself." 

If you're the interviewer, there's a lot you should already know: The candidate's resume 
and cover letter should tell you plenty, and LinkedIn and Twitter and Facebook and 
Google can tell you more. 

The goal of an interview is to determine whether the candidate will be outstanding in 
the job, and that means evaluating the skills and attitude required for that job. Does 
she need to be an empathetic leader? Ask about that. Does she need to take your 
company public? Ask about that. 

If you're the candidate, talk about why you took certain jobs. Explain why you left. 
Explain why you chose a certain school. Share why you decided to go to grad school. 
Discuss why you took a year off to backpack through Europe, and what you got out of 
the experience. 

When you answer this question, connect the dots on your resume so the interviewer 
understands not just what you've done, but also why. 

2. "What are your biggest weaknesses?" 

Every candidate knows how to answer this question: Just pick a theoretical weakness 
and magically transform that flaw into a strength in disguise! 

https://www.inc.com/jeff-haden/14-revealing-interview-questions.html
https://www.inc.com/jessica-stillman/the-2-questions-you-need-to-ask-in-every-job-interview.html
https://www.inc.com/jeff-haden/9-most-common-behavioral-interview-questions-and-a.html
https://www.inc.com/geoffrey-james/the-1-smart-question-to-ask-in-every-job-interview.html


For example: "My biggest weakness is getting so absorbed in my work that I lose all 
track of time. Every day I look up and realize everyone has gone home! I know I should 
be more aware of the clock, but when I love what I'm doing I just can't think of anything 
else." 

So your "biggest weakness" is that you'll put in more hours than everyone else? Great... 

A better approach is to choose an actual weakness, but one you're working to improve. 
Share what you're doing to overcome that weakness. No one is perfect, but 
showing you're willing to honestly self-assess and then seek ways to improve comes 
pretty darned close. 

3. "What are your biggest strengths?" 

I'm not sure why interviewers ask this question; your resume and experience should 
make your strengths readily apparent. 

Even so, if you're asked, provide a sharp, on-point answer. Be clear and precise. If 
you're a great problem solver, don't just say that: Provide a few examples, pertinent to 
the opening, that prove you're a great problem solver. If you're an emotionally 
intelligent leader, don't just say that: Provide a few examples that prove you know how 
to answer the unasked question. 

In short, don't just claim to have certain attributes -- prove you have those attributes. 

4. "Where do you see yourself in five years?" 

Answers to this question go one of two basic ways. Candidates try to show their 
incredible ambition (because that's what they think you want) by providing an 
extremely optimistic answer: "I want your job!" Or they try to show their humility 
(because that's what they think you want) by providing a meek, self-deprecating 
answer: "There are so many talented people here. I just want to do a great job and see 
where my talents take me." 

https://www.inc.com/jeff-haden/be-incredibly-successful-8-steps-to-find-and-leverage-your-true-strengths.html
https://www.inc.com/jeff-haden/8-statements-that-transform-your-professional-and-personal-life.html
https://www.inc.com/jeff-haden/8-statements-that-transform-your-professional-and-personal-life.html


In either case you learn nothing, other than possibly how well candidates can sell 
themselves. 

For interviewers, here's a better question: "What business would you love to start?" 

That question applies to any organization, because every employee at every company 
should have an entrepreneurial mind-set. 

The business a candidate would love to start tells you about her hopes and dreams, 
her interests and passions, the work she likes to do, the people she likes to work with 
... so just sit back and listen. 

5. "Out of all the other candidates, why should we hire 

you?" 

Since a candidate cannot compare himself with people he doesn't know, all he can do 
is describe his incredible passion and desire and commitment and ... well, basically 
beg for the job. (Way too many interviewers ask the question and then sit back, arms 
folded, as if to say, "Go ahead. I'm listening. Try to convince me.") 

And you learn nothing of substance. 

Here's a better question: "What do you feel I need to know that we haven't discussed?" 
Or even "If you could get a do-over on one of my questions, how would you answer it 
now?" 

Rarely do candidates come to the end of an interview feeling they've done their best. 
Maybe the conversation went in an unexpected direction. Maybe the interviewer 
focused on one aspect of their skills and totally ignored other key attributes. Or maybe 
candidates started the interview nervous and hesitant, and now wish they could go 
back and better describe their qualifications and experience. 

Plus, think of it this way: Your goal as an interviewer is to learn as much as you 
possibly can about every candidate, so don't you want to give them the chance to 
ensure you do? 

https://www.inc.com/jeff-haden/be-incredibly-successful-8-steps-to-find-and-leverage-your-true-strengths.html


Just make sure to turn this part of the interview into a conversation, not a soliloquy. 
Don't just passively listen and then say, "Thanks. We'll be in touch." Ask follow-up 
questions. Ask for examples. 

And of course if you're asked this question ... use it as a chance to highlight things you 
haven't been able to touch on. 

6. "How did you learn about the opening?" 

Job boards, general postings, online listings, job fairs ... most people find their first few 
jobs that way, so that's certainly not a red flag. 

But a candidate who continues to find each successive job from general postings 
probably hasn't figured out what he or she wants to do -- and where he or she would 
like to do it. 

He or she is just looking for a job; often, any job. 

So don't just explain how you heard about the opening. Show that you heard about the 
job through a colleague, a current employer, by following the company ... show that 
you know about the job because you want to work there. 

Employers don't want to hire people who just want a job; they want to hire people who 
want a job with their company. 

7. "Why do you want this job?" 

Now go deeper. Don't just talk about why the company would be great to work for; talk 
about how the position is a perfect fit for what you hope to accomplish, both short-
term and long-term. 

And if you don't know why the position is a perfect fit ... look somewhere else. Life is 
too short. 



8. "What do you consider to be your biggest professional 

achievement?" 

Here's an interview question that definitely requires an answer relevant to the job. If 
you say your biggest achievement was improving throughput by 18 percent in six 
months but you're interviewing for a leadership role in human resources ... that answer 
is interesting but ultimately irrelevant. 

Instead, talk about an underperforming employee you "rescued," or how you overcame 
infighting between departments, or how so many of your direct reports have been 
promoted.... 

The goal is to share achievements that let the interviewer imagine you in the position -- 
and see you succeeding. 

9. "Tell me about the last time a co-worker or customer got 

angry with you. What happened?" 

Conflict is inevitable when a company works hard to get things done. Mistakes 
happen. Sure, strengths come to the fore, but weaknesses also rear their heads. And 
that's OK. No one is perfect. 

But a person who tends to push the blame -- and the responsibility for rectifying the 
situation -- onto someone else is a candidate to avoid. Hiring managers would much 
rather choose candidates who focus not on blame but on addressing and fixing the 
problem. 

Every business needs employees who willingly admit when they are wrong, step up to 
take ownership for fixing the problem, and, most important, learn from the experience. 

10. "Describe your dream job." 

Three words describe how you should answer this question: relevance, relevance, 
relevance. 



But that doesn't mean you have to make up an answer. You can learn something from 
every job. You can develop skills in every job. Work backward: Identify things about the 
job you're interviewing for that will help you if you do land your dream job someday, 
and then describe how those things apply to what you hope to someday do. 

And don't be afraid to admit that you might someday move on, whether to join another 
company or -- better -- to start your own business. Employers no longer expect 
"forever" employees. 

11. "Why do you want to leave your current job?" 

Let's start with what you shouldn't say (or, if you're the interviewer, what are definite 
red flags). 

Don't talk about how your boss is difficult. Don't talk about how you can't get along 
with other employees. Don't bad-mouth your company. 

Instead, focus on the positives a move will bring. Talk about what you want to achieve. 
Talk about what you want to learn. Talk about ways you want to grow, about things 
you want to accomplish; explain how a move will be great for you and for your new 
company. 

Complaining about your current employer is a little like people who gossip: If you're 
willing to speak badly of someone else, you'll probably do the same to me. 

12. "What kind of work environment do you like best?" 

Maybe you love working alone ... but if the job you're interviewing for is in a call center, 
that answer will do you no good. 

So take a step back and think about the job you're applying for and the company's 
culture (because every company has one, whether intentional or unintentional). If a 
flexible schedule is important to you, but the company doesn't offer one, focus on 
something else. If you like constant direction and support and the company expects 
employees to self-manage, focus on something else. 

https://www.inc.com/jeff-haden/10-steps-to-start-a-business-while-keeping-your-full-time-job.html
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Find ways to highlight how the company's environment will work well for you -- and if 
you can't find ways, don't take the job, because you'll be miserable. 

13. "Tell me about the toughest decision you had to make 

in the last six months." 

The goal of this question is to evaluate the candidate's reasoning ability, problem-
solving skills, judgment, and possibly even willingness to take intelligent risks. 

Having no answer is a definite warning sign. Everyone makes tough decisions, 
regardless of their position. My daughter worked part-time as a server at a local 
restaurant and made difficult decisions all the time -- like the best way to deal with a 
regular customer whose behavior constituted borderline harassment. 

A good answer proves you can make a difficult analytical or reasoning-based decision 
-- for example, wading through reams of data to determine the best solution to a 
problem. 

A great answer proves you can make a difficult interpersonal decision, or better yet a 
difficult data-driven decision that includes interpersonal considerations and 
ramifications. 

Making decisions based on data is important, but almost every decision has an impact 
on people as well. The best candidates naturally weigh all sides of an issue, not just 
the business or human side exclusively. 

14. "What is your leadership style?" 

This is a tough question to answer without dipping into platitudes. Try sharing 
leadership examples instead. Say, "The best way for me to answer that is to give you a 
few examples of leadership challenges I've faced," and then share situations where 
you dealt with a problem, motivated a team, worked through a crisis. Explain what you 
did and that will give the interviewer a great sense of how you lead. 

And, of course, it lets you highlight a few of your successes. 



15. "Tell me about a time you disagreed with a decision. 

What did you do?" 

No one agrees with every decision. Disagreements are fine; it's what you do when you 
disagree that matters. (We all know people who love to have the "meeting after the 
meeting," where they've supported a decision in the meeting but they then go out and 
undermine it.) 

Show that you were professional. Show that you raised your concerns in a productive 
way. If you have an example that proves you can effect change, great -- and if you 
don't, show that you can support a decision even though you think it's wrong (as long 
as it's not unethical, immoral, etc.). 

Every company wants employees willing to be honest and forthright, to share concerns 
and issues ... but to also get behind a decision and support it as if they agreed, even if 
they didn't. 

16. "Tell me how you think other people would describe 

you." 

I hate this question. It's a total throwaway. But I did ask it once, and got an answer I 
really liked. 

"I think people would say that what you see is what you get," the candidate said. "If I 
say I will do something, I do it. If I say I will help, I help. I'm not sure that everyone likes 
me, but they all know they can count on what I say and how hard I work." 

Can't beat that. 

17. "What can we expect from you in your first three 

months?" 

Ideally the answer to this should come from the employer: They should have plans and 
expectations for you. 



But if you're asked, use this general framework: 

• You'll work hard to determine how your job creates value -- you won't just stay busy, 

you'll stay busy doing the right things. 

• You'll learn how to serve all your constituents -- your boss, your employees, your peers, 

your customers, and your suppliers and vendors. 

• You'll focus on doing what you do best -- you'll be hired because you bring certain skills, 

and you'll apply those skills to make things happen. 

• You'll make a difference -- with customers, with other employees, to bring enthusiasm 

and focus and a sense of commitment and teamwork. 

Then just layer in specifics that are applicable to you and the job. 

18. "What do you like to do outside of work?" 

Many companies feel cultural fit is extremely important, and they use outside interests 
as a way to determine how you will fit into a team. 

Even so, don't be tempted to fib and claim to enjoy hobbies you don't. Focus on 
activities that indicate some sort of growth: skills you're trying to learn, goals you're 
trying to accomplish. Weave those in with personal details. For example, "I'm raising a 
family, so a lot of my time is focused on that, but I'm using my commute time to learn 
Spanish." 

19. "What was your salary in your last job?" 

This is a tough one. You want to be open and honest, but frankly, some companies ask 
the question as the opening move in salary negotiations. 

Try an approach recommended by Liz Ryan. When asked, say, "I'm focusing on jobs in 
the $50K range. Is this position in that range?" (Frankly, you should already know -- but 
this is a good way to deflect.) 

Maybe the interviewer will answer; maybe she won't. If she presses you for an answer, 
you'll have to decide whether you want to share or demur. Ultimately your answer 



won't matter too much, because you'll either accept the salary offered or you won't, 
depending on what you think is fair. 

20. "A snail is at the bottom of a 30-foot well. Each day he 

climbs up three feet, but at night he slips back two feet. 

How many days will it take him to climb out of the well?" 

Questions like these have become a lot more popular (thanks, Google) in recent years. 
The interviewer isn't necessarily looking for the right answer but instead a little insight 
into your reasoning abilities. 

All you can do is talk through your logic as you try to solve the problem. Don't be afraid 
to laugh at yourself if you get it wrong -- sometimes the interviewer is merely trying to 
assess how you deal with failure. 

21. "What questions do you have for me?" 

Don't waste this opportunity. Ask smart questions, not just as a way to show you're a 
great candidate but also to see if the company is a good fit for you -- after all, you're 
being interviewed, but you're also interviewing the company. 

Here goes: 

22. "What do you expect me to accomplish in the first 90 

days?" 

If you weren't asked this question, ask it yourself. Why? Great candidates want to hit 
the ground running. They don't want to spend weeks or months "getting to know the 
organization." They don't want to spend huge chunks of time in orientation, in training, 
or in the futile pursuit of getting their feet wet. 

They want to make a difference -- and they want to make that difference right now. 



23. "If you were to rank them, what are the three traits your 

top performers have in common?" 

Great candidates also want to be great employees. They know every organization is 
different -- and so are the key qualities of top performers in those organizations. 
Maybe your top performers work longer hours. Maybe creativity is more important 
than methodology. Maybe constantly landing new customers in new markets is more 
important than building long-term customer relationships. Maybe the key is a 
willingness to spend the same amount of time educating an entry-level customer as 
helping an enthusiast who wants high-end equipment. 

Great candidates want to know, because (1) they want to know if they will fit in, and (2) 
if they do fit in, they want to know how they can be a top performer. 

24. "What really drives results in this job?" 

Employees are investments, and you expect every employee to generate a positive 
return on his or her salary. (Otherwise why do you have them on the payroll?) 

In every job some activities make a bigger difference than others. You need your HR 
team to fill job openings, but what you really want is for them to find the right 
candidates, because that results in higher retention rates, lower training costs, and 
better overall productivity. 

You need your service techs to perform effective repairs, but what you really want is 
for those techs to identify ways to solve problems and provide other benefits -- in 
short, to build customer relationships and even generate additional sales. 

Great candidates want to know what truly makes a difference and drives results, 
because they know helping the company succeed means they will succeed as well. 

25. "What are the company's highest-priority goals this 

year, and how would my role contribute?" 

Is the job the candidate will fill important? Does that job matter? 



Great candidates want a job with meaning, with a larger purpose -- and they want to 
work with people who approach their jobs the same way. 

Otherwise a job is just a job. 

26. "What percentage of employees was brought in by 

current employees?" 

Employees who love their jobs naturally recommend their company to their friends and 
peers. The same is true for people in leadership positions -- people naturally try to 
bring on board talented people they previously worked with. They've built relationships, 
developed trust, and shown a level of competence that made someone go out of their 
way to follow them to a new organization. 

And all of that speaks incredibly well to the quality of the workplace and the culture. 

27. "What do you plan to do if...?" 

Every business faces a major challenge: technological changes, competitors entering 
the market, shifting economic trends. There's rarely one of Warren Buffett's moats 
protecting a small business. 

So while some candidates may see your company as a stepping-stone, they still hope 
for growth and advancement. If they do eventually leave, they want it to be on their 
terms, not because you were forced out of business. 

Say I'm interviewing for a position at your ski shop. Another store is opening less than 
a mile away: How do you plan to deal with the competition? Or you run a poultry farm 
(a huge industry in my area): What will you do to deal with rising feed costs? 

Great candidates don't just want to know what you think; they want to know what you 
plan to do -- and how they will fit into those plans. 

 



How to Pass an Employment 
Assessment Test – Part 1 
Employment assessment tests are becoming more popular as companies seek to filter 
out applicants in today’s crowded market. You may have experienced one of these 
employment personality tests yourself after filling out an online job application. After 
entering information relevant to the job, you were asked to answer between 50 and 200 
questions about yourself, many of which required you to agree or disagree with various 
statements that had little to do with the job you applied for. You may have been 
confused as to what some of these questions were actually trying to find out or why you 
were being asked to complete a personality test in the first place. 

Well, we’re here to give you the real scoop on how to pass an employment assessment 
questionnaire. You may have heard there are no “right” or “wrong” answers on an 
employment assessment test. This is not true. If this were the case, why would 
employers waste their time and yours giving you an assessment test as part of the 
screening process? There are right answers on an employment personality test—the 
ones that will help you get the job. There are also wrong answers—the ones that will 
remove you from the applicant pool. 

To understand what those answers are, we need to look at what most job personality 
tests are looking for. The company Psychometric Success, which sells books designed 
to help job seekers pass employment assessment tests, has identified these as traits 
employers find very undesirable: 

• Dishonesty 
• Lack of Integrity 
• Inability to Control Anger 
• Inability to Cope with Stress 

So, you need to answer employment assessment test questions in a way that makes it 
clear you lack the most serious undesirable traits. Psychometric Success offers advice 
for each trait. We’ll break it down section by section. 

Honesty and Integrity 
You want to communicate steadfast moral views on what is right and wrong. 

Always strongly agree with these types of statements: 

• Most people are honest by nature. 
• Employees who leave work early without permission are stealing. 
• Most people can be trusted. 

http://www.psychometric-success.com/personality-tests/personality-tests-negative-aspects.htm


• Very few people steal at work. 
• If someone is undercharged in a shop they should tell the cashier. 
• Teenagers who shoplift should always be punished. 
• Most people have never shoplifted as teenagers. 

Always strongly disagree with these kinds of statements: 

• Most people can not be trusted. 
• Nothing is wrong with taking home supplies from work now and then. 
• Teenagers often go through a shoplifting stage. 
• No one is the victim when you steal from your company. 
• It is human nature to steal from others. 
• I have taken merchandise from work. 
• The laws against shoplifting are too harsh. 

Ability to Control Anger 
You must not give any indication that you will become angry at work. You must also 
take a firm stance against vandalism, hacking, and other behavior considered anti-
social. 

Be sure to strongly agree with sentences like this: 

• I cannot remember the last time I lost my temper at work. 
• People who get angry at work should receive counseling. 
• I have almost never become angry at work. 
• People who know me would not say I had a temper. 

Always strongly disagree with these kinds of statements: 

• Sometimes my co-workers annoy me. 
• Computer Hackers are punished too harshly. 
• It’s normal to lose your temper at work occasionally. 
• When driving, I sometimes get angry with other road users. 

It is OK to disagree with the following kinds of statements: 

• I have never felt angry at a supervisor or manager. 
• I have never been annoyed with a co-worker. 
• I have always had the perfect job. 

That’s because the three issues above are pretty much universal to the human 
experience. If you’ve ever had a job, you’ve felt angry at a supervisor or annoyed with a 
co-worker at some point, and your job hasn’t always been perfect. Disagreeing with 



those questions can make it seem like you’re either trying to fake the employment 
assessment questionnaire by looking perfect or are very detached from reality. 

Now, what’s the difference between “Sometimes my co-workers annoy me” and “I have 
never been annoyed with a co-worker,” anyway? In general, questions that say “never” 
or “always” in regard to an emotion or extremely common problem should be disagreed 
with. Most people experience most emotions at one point or another and there is usually 
no social stigma associated with extremely common problems. The employment 
assessment tests just want to make sure you’re not annoyed often at work. 

Ability to Cope with Stress 
Ineffective stress management techniques can lead to health problems, which will cost 
your employer money, either when you use your employee health insurance, or when 
you take days off and build up tardies. 

Agree or strongly agree with these types of questions: 

• I rarely worry about how well I’m doing at my job. 
• I have confidence in my ability to handle my work responsibilities. 
• I never get upset if my work is criticized by my manager. 
• I have a positive relationship with my co-workers. 
• I have never suffered physical symptoms due to stress at work. 

Disagree or strongly disagree with questions similar to these: 

• Work is the most stressful thing in my life. 
• Sometimes I don’t feel able to handle all my work responsibilities. 
• I sometimes worry about losing my job because of office politics. 
• I have had counseling to help me cope with stress. 
• I have sometimes lost sleep worrying about work. 

Again, it’s OK to disagree with statements like these: 

• I have never failed to complete a work assignment on time. 
• I have never been tired at work. 
• I have never arrived at work late. 
• I have never made a mistake at work. 

Job assessment questionnaires don’t consider it acceptable to express negative 
emotions at work, but do consider it acceptable to experience them. So, rather than 
claiming you never have negative emotions or been in stressful work situations, claim 
you can handle them with a cool head. 



Now, you may argue that it’s possible to not be a perfectly honest, calm, level-headed 
person and still be a good employee. That’s probably true, but employers who use 
these personality assessment tests are thinking in terms of large numbers of people. It’s 
not uncommon these days for a job ad posted online to get hundreds or even thousands 
of responses. The average applicant will be rejected because of their resume or maybe 
even cover letter, but that’s still going to leave a lot potential hires to deal with. If you 
don’t have time to call or interview each one, how do you choose? Employment 
assessment testing gives employers an easy way to whittle down the number of 
applicants. So, while you may not agree with employment assessment testing, knowing 
which test responses to avoid can help keep you in the small pool of applicants that 
survive the first few elimination rounds. 

Now that you know which traits are considered undesirable, stay tuned — the Part 2 of 
this Article on employment assessment testing will tell you which attributes companies 
want to see on employment assessment tests. 
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How to Pass an Employment Assessment 

Test – Part 2 
Employment assessment testing was the topic of one of our previous blog articles. We discussed 

how to avoid completing employment assessment tests in ways that would send red flags to 

hiring managers. Today, we’re going to cover how to answer job assessment tests in a way that 

sends positive signals to employers. 

Again, if we want to understand how to answer employment assessment questionnaires in a way 

that emphasizes desirable qualities, we need to understand what those qualities are. According to 

Josh Bersin, CEO of California research company Bersin & Associates, in Oakland, California, 

these hiring tests are most often used in the retail, hospitality, and food service industries. So, 

what are some personality traits that would help a worker do well in these and similar fields? 

Psychometric Success, a firm that sells books aimed at helping job hunters pass employment 

personality tests, found that most employers look for the following traits in employees: 

• Motivation 

• Extroversion 

• Leadership 

Obviously, this list is not exhaustive, but these three traits are considered very important to most 

employers. 

Motivation 

The really crucial trait here is motivation. Motivation is required for success at any job. To 

succeed when taking employment assessment tests, you must portray yourself as a highly 

motivated individual. 

Always agree or strongly agree with questions like these: 

• Work is the most important thing in my life. 

• I am nearly always happy to work late or over a weekend if needed. 

• I almost never become bored with the work I do. 

• Employees should be expected to work extra hours to finish a job on time. 

• I admire people who work long hours. 

• People who know me say I work too hard. 

When you see questions like these, disagree or strongly disagree: 

• Work can be an addiction just like gambling. 

http://www.careertalkpro.com/employment-assessment-test-part-1/
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• I become frustrated with jobs when they no longer interest me. 

• I feel sorry for people who put in long hours at work. 

• My pay is more important to me than the contributions I make to the company. 

• I know many people who work themselves too hard. 

• If I’m unhappy with a job, the best thing for me to do is to quit as soon as possible. 

• Vacations are very important to me. 

Extroversion 

Extroversion is a trickier one. Obviously, this is very important in jobs where you’re expected to 

work as part of a team or deal with clients often. However, according to Psychometric Success, 

even in positions where you mostly work alone, people who are extroverts are favored virtually 

every time. The way companies see it, if you’re hired for a position without much interpersonal 

interaction and do well, you might be promoted to a position with more responsibility. At that 

point, you would probably be expected to manage people below you effectively. Extroverts 

could also be considered easier to get along with. 

So, you want to appear extroverted on employment assessment questionnaires. Don’t push this 

too far if you’re not actually an extrovert. You will still need to interview for the job, and if you 

appear introverted and quiet after presenting yourself as very outgoing on paper, this could raise 

eyebrows. 

If you’re naturally extroverted, you should agree or strongly agree with the next set of questions. 

Natural introverts may just want to agree: 

• I am usually described as an outgoing person. 

• Almost none of my friends are quiet and reserved. 

• In social settings I enjoy introducing myself to an unfamiliar person. 

• I almost never feel bored at parties. 

• It’s easy for people to see my moods. 

• I find it easy to keep a conversation going. 

Natural extroverts should disagree or strongly disagree with the following questions. Introverts 

might want to just disagree: 

• I avoid being the center of attention whenever possible. 

• I am usually quiet and reserved at social gatherings. 

• I do not enjoy chatting with strangers. 

• I sometimes try to avoid meeting new people. 

• In conversations I like to let the other person do most of the talking. 

• I find it more productive to work alone than as part of the group. 

It’s OK to disagree with questions like these, since they are pretty much universally untrue: 

• I’m happy to see people whatever the circumstances. 



• I have never met someone I didn’t like. 

• I have never felt alone. 

• I always tell people exactly what I think. 

The last set of questions are basically control questions to check if you’re trying to game the job 

personality test. Employment assessment tests don’t expect you to be perfect. 

It’s also important to note that, according to authors Curt Bartol and Anne Bartol, who specialize 

in criminal psychology, most people are not strictly introverts or extraverts. About 68% of the 

population have both prominent extrovert and introvert characteristics. These people are 

considered “ambiverts.” True extroverts and introverts account for about 16% of the population 

each. So, while people are most often classified as either extroverts or introverts for simplicity’s 

sake, extroversion and introversion actually exist on a continuum. If you’re an introvert, you 

don’t need to flip to the other side, but it will help if you can portray yourself as more 

extroverted on the continuum. 

Leadership 

The third big quality employers look for on personality assessment questionnaires is leadership. 

Again, even if the position you’re applying for requires no leadership, you may receive a 

promotion which requires you to take a leadership role. 

You should strongly agree or agree with these questions: 

• People can become more successful through the right motivation. 

• Every person has the potential to be creative at work. 

• The great figures in history always looked at least five or 10 years into the future. 

• I have a strong set of personal goals. 

• Many managers focus too much on details and not the big picture. 

You should strongly disagree or disagree with questions of this type: 

• The majority of people are already inspired to do their best work. 

• Supervisory responsibilities tend to bring out a person’s negative side. 

• Nothing motivates employees more than money or fear of losing their job. 

• What is good for the organization is the concern of supervisors, not employees. 

• I rarely have a strong set of personal goals. 

Of course, these are just a few examples of what employers look for on job assessment tests. If 

you think about what employers are looking for in a potential candidate, many of the “right” 

answers aren’t that difficult to figure out. Don’t second guess yourself too much when taking an 

employment personality test. Keep your answers consistent. It is OK to admit to having 

occasional negative emotions, as long as you make it clear that you do not become angry at work 

or stressed out about work. 



Remember, employment assessment tests have become popular as a means of filtering out 

undesirable applicants and drawing attention to favorable applicants without having to interview 

or call them. Now that you understand the typical employer’s preferences, you should be able to 

pass an employment assessment test. 

 



 

 

 

 

 

 

 

 

 

 

 

       


