
Packet

34



Analysis

Juan’s Employable Skills
Name.

Per. Date:

Juan enjoyed high school. He never missed a day of school and was never tardy. 
He also had a reputation for being hard working student. In school, he enjoyed 
taking computer courses and became very talented with technology. He learned 
how to build web pages and even won an award for designing the school’s web 
page. During his senior year, Juan volunteered with the school district’s technology 
department. He had many different assignments. He helped update software on 
the school’s computer, installed new computers, and fixed broken computers. In 
fact, Juan was really good at figuring out and diagnosing what was wrong with 
broken computers. Juan also belonged to the ASB club as was selected as the 
treasury. He was selected as treasury by the students because they trusted him 
and knew he was the most responsible.

Directions: After reading the passage above, identify Juan’s soft 
and hard skills and give evidence to support each skill.

Soft Skills Evidence

Hard Skills Evidence



Assessment
Employable Skills

Name_________

Per. Date:Select the best answer: ______

1. Skills can be defined as abilities that
a. you are naturally good at.
b. you learn over time.
c. you learn only at work.
d. All of the above.

2. Soft skills are
a. are easily learned.
b. are not desired by employers.
c. personal and people skills.
d. All of the above.

3. Hard skills are
a. always difficult to learn.
b. often referred to as transferable skills.
c. referred to as technical skills.
d. None of the above.

4. What type of skills are normally the most 
important to employers?

a. Hard skills are the most important.
b. Soft skills are the most important.
c. No skills are important.
d. All skills are important.

5. Transferable skills are
a. always soft skills.
b. always hard skills.
c. the worst type of skills to have.
d. All of the above.

6. Employers prefer soft skills over hard 
skills more often because

a. hard skills are not easily learned on 
the job.

b. soft skills are more easily learned on 
the job.

c. soft skills are not easily learned on the 
job.

d. None of the above.

7. List three soft skills:

1) ___________________

___________________

______________________

_____________________

__________________________________

______________________

2)

3)

8. List three hard skills:

1)

2)

3)



True or False
9 .  ______________

 ______________

 ______________

 ______________

________________

Soft skills are easily measured and observed.

10. Hard skills are more easily identify, observed
and, measured than soft skills.

11. A strong work ethic and communication skills
are considered hard skills.

12. Computer programing and driving are
considered soft skills.

13. The five most important skills that employers
look for in an employee are all soft skills.

14. Identify three important soft skills that you think you have and provide evidence for 
each skill.

Soft Skills Evidence

1)

2.

3.



Employable Skills
Vocabulary

Name________

_____Per. Date:

Soft skills
Transferable skills

Communication
Adaptable

Hard skills
Initiative

Strong work ethic
Employable

1. ___________________

 ____________________

___________________

 ____________________

 ____________________

 ____________________

____________________

 ____________________

Being able to handle change and adapt.

2 . Being able to share, send, and receive
information to others.

3. People and personal skills that help one
perform a task well and interact with others.

4 . When a person has skills that employers
desire.

5. Working on things without being asked or told.

6 . Skills that most jobs require or are easily
transferred from job to job.

7. Works hard and doesn’t complain.

8. Skills that are specific skills related to a type of
task, subject, or situation.
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