DIRECTIONS: Please check the column that most applies to you and your company.
	HOW IMPORTANT IS IT TO…
	VERY IMPORTANT
	IMPORTANT
	SOMEWHAT IMPORTANT
	NOT IMPORTANT

	Have good keyboarding/word processing skills?
	
	
	
	

	Have knowledge of computers and computer software?
	
	
	
	

	Have good grammar skills?
	
	
	
	

	Be able to speak more than one language?
	
	
	
	

	Possess high-level math skills?
	
	
	
	

	Have post-graduate education?
	
	
	
	

	Have prior work experience?
	
	
	
	

	Possess leadership skills?
	
	
	
	

	Be a decision-maker?
	
	
	
	

	Have good communication skills?
	
	
	
	

	Be able to work well with others—be a team worker?
	
	
	
	

	Be able to adapt and be able to accept change?
	
	
	
	

	Be self-motivated?
	
	
	
	

	Be able to accept criticism?
	
	
	
	

	Be able to do multiple tasks?
	
	
	
	

	Be able to follow directions?
	
	
	
	

	Have a professional appearance?
	
	
	
	

	Have proper telephone etiquette?
	
	
	
	

	Have good attendance?
	
	
	
	

	Be punctual?
	
	
	
	

	Have a strong work ethic?
	
	
	
	

	Have a positive attitude?
	
	
	
	

	Other


	
	
	
	


