
Common Soft Skills Needed by  
Every Employee in Every Industry 
 

1. Adaptability (Open to Change) 

2. Analysis/Solution Mindset (Problem Solver) 

3. Collaboration (Team Player) 

4. Communication (Exchanging Ideas, Information) 

5. Digital Fluency (Good with Technology) 

6. Empathy & Respect (Sensitivity to Others’ Feelings, Differences & Cultures) 

7. Confidence (Believing in Yourself and Your Abilities)



8. Time Management (Planning & Organization) 

9. Professionalism (Behaving Appropriately on the Job) 

10. Initiative (Motivating Yourself)  

11. Resilience (Planning for Success & Bouncing Back from Failure)  

12. Self-Awareness (Understanding Yourself) 

13. Conflict Resolution (Resolving Issues with Coworkers) 

14. Leadership (Taking Charge When Needed) 

15. Creativity and Imagination (Thinking Outside the Box)

16. Writing (Communicating through the Written Form) 

mation in written form. This includes emails, letters, reports, 

blogs or strategy plans. Good writing allows you to get your message across with clarity to your target audience. 
Strong and professional writing skills also include proper use of the language and avoiding grammatical mistakes.   
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