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ANALYSE PERSONAL SKILLS AND QUALITIES 

Lesson Two Activity One 

 

Skills are things you can ‘do’. 

 

Fill in the gaps in the next exercise. 

 

 

Hard skills are: 

 

M __________________________   There are two ways we can acquire skills. 

       What are these? 

and         

       1. _________________________________ 

V ___________________________    

       2. _________________________________ 

 

 

 

 

 

 

 

 

Referring to the two ways you have given above for acquiring skills – provide an example of each. 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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ANALYSE PERSONAL SKILLS AND QUALITIES 

Lesson Two Activity Two 

 

When we describe our skills on applications for work, we should use action words or VERBS  

Fill in the gaps with Verbs (action words) to describe these skills 

using the words below – (you can only use the listed verbs once!) 

 

1. ___________________ a language  

2. ___________________ a plane  

3. ___________________ a musical instrument 

4. ___________________ a truck 

5. ___________________ on a keyboard  

6. ___________________ a dog  

7. ___________________ the dishes  

8. ___________________ a football team 

9. ___________________ a database 

10. ___________________ a forklift  

11. ___________________ a report  

12. ___________________ a menu 

13. ___________________ a tree 

14. ___________________ documents 

15. ___________________ the tables  

16. ___________________ customers   

17. ___________________ the shelves 

18. ___________________ a brochure 

19. ___________________ a meeting 

20. ___________________ an event 

 

 

 

 

 

 

 

 

 

 

 

 

WRITE  SET    PRUNE  DESIGN 

SPEAK  TIDY    OPERATE  SCHEDULE 

TYPE,  WALK    COACH  ORGANISE 

COLLATE  PLAY    MANAGE CREATE 

DRIVE WASH   SERVE  FLY 
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ANALYSE PERSONAL SKILLS AND QUALITIES 

Lesson Two Activity Three 

 

Some skills need a specific qualification. If you don’t 

have this qualification you shouldn’t apply for the 

job.  

Describe one qualification that you might need, to do 

the work you want to do. 

How you might achieve this qualification?  

 

Job Title: ____________________________________ 

 

Qualification: _________________________________ 

How and where might I achieve this qualification? 

You may wish to refer to the career guide at www.gooduniversitiesguide.com.au/careers-guide 

____________________________________________________________________________________

____________________________________________________________________________________

______________________________________________________________________________ 

Is it possible to be overqualified? If so, provide an example. 

____________________________________________________________________________________

____________________________________________________________________________________

______________________________________________________________________________ 

What might you do if you are overqualified, but you want to be considered for a position anyway? 

____________________________________________________________________________________

________________________________________________________________________________ 

__________________________________________________________________________________ 
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ANALYSE PERSONAL SKILLS AND QUALITIES 

Lesson Two Activity One 

The words are Measurable and Visible. 

1. You can watch someone complete a skilled task in a series of actions or a process.  (Visible) 

2. There is a standard for that task related to the specific position. (Measurable) 

Lesson Two Activity Two 

1. Speak 

2. Fly  

3. Play  

4. Drive 

5. Type  

6. Walk  

7. Wash 

8. Coach 

9. Manage  

10. Operate 

11. Write  

12. Create  

13. Prune 

14. Collate 

15. Set 

16. Serve 

17. Tidy 

18. Design 

19. Schedule 

20. Organise 

Lesson Two Activity Three 

It is possible to be overqualified.  

If you still want to apply for a position, leave the qualification off your application and focus on the relevant 

skills and personal qualities you might have, that are directly related to the position. 

If an employer views you as overqualified, they may think you will get bored and leave when something better 

comes along.  

 


