the most

WANTED

professional skills

What’s going to help you get better work faster than anything else? I’ve spent years researching research and surveying
surveys to compile this lean-and-mean report on the most wanted professional skills.
This guide represents data on what people want to learn to improve career opportunities, the skills entrepreneurs need to run
successful businesses, and it also includes what business leaders and experts want in potential employees.
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Use this information to boost your career opportunities and be sure to share it with your friends.

PLAN, ORGANIZE, AND MANAGE YOUR TIME AND PROJECTS
 Always complete the most
difficult task first.

 Use Tasks and Calendar from
Google or Microsoft Outlook.
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 Ask What, Why and How to

 Cultivate flexibility/adaptability;

establish priorities, stimulate
motivation, and to initiate a
simple plan of action.

companies always say this is
one of the most desired traits
they want in employees.

USE CRITICAL THINKING FOR CREATIVE PROBLEM SOLVING
 Always ask What, Why, and

How questions to increase your
understanding + acumen.
 Be specific: A well-defined
problem is already half solved!

 Simply ask, “What is causing

 Assume nothing: ask the
this problem?” Too often, we fail
questions others are too lazy or
or forget or refuse to ask it!
too afraid to ask.
 Read more fiction. Think of
 Distrust social proof: don’t follow
fiction as “What may be!”
the herd over a cliff.

LEARN NEW SOFTWARE & TECHNOLOGY FAST
 Don’t buy a book or read it front-

 Use free, 30-day trials of software

to-back. Do Internet searches for
the specific task you’re trying to
learn. For example, search create
pivot table Microsoft excel.

and put yourself through your own
bootcamp to learn it in one month.
 Ask someone who already knows
how; this is fast and free!

LEAD, MANAGE, AND SUPERVISE PEOPLE
 Don’t ask anyone to do

 Understand what accountability

something you’re not willing to
do yourself.
 Make better decisions: slow
down, get advice, list risks &
rewards, commit to decisions.

is and figure out how to get
team members to embrace it.
 Learn to inspire and motivate
people by defining a goal or
vision.

COMMUNICATE CONFIDENTLY & CLEARLY
 Repeat back what the other

 Always have your purpose

person has said, but in your own
defined before speaking.
words.
 Use a simple story or personal
 Reflect the emotional aspects of
experience to make or reinforce
the information they share.
your main point.
 Read out loud 10 to 15 minutes  You sound better when you
each day.
smile.
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