
Below are definitions for different skills and behaviours that can be found in the 



Problem Solving
A person's ability to handle difficult or unexpected situations and find 

solutions to complex business challenges.

Emotional 

Intelligence



Analytical
An analytical person in the workplace focuses on making sense of the 

facts and figures and using logical thinking practices to identify a fix.

Communication

What we use to connect with others, whether we're speaking in a 

conversation with them or writing to them an email. In the workplace, 

communication helps you collaborate with team members, share 

information, and problem-solve efficiently.

Organisation Able to plan things carefully, keep things tidy, and work effectively

Attention to 

detail

The ability to accomplish/complete a task while demonstrating a 

thorough concern for all the areas involved, no matter how small. This 

means monitoring and checking work or information, while organising 

time and resources efficiently.

Self-awareness

To be self-aware means that one can learn and practice observing 

their reactions, thoughts and emotions in the office, which helps them 

better understand themselves and their colleagues.

Patience

Being patient means controlling your emotional responses to certain 

situations and accepting that sometimes things may not meet your 

expectations. Patient people understand that the more they accept 

the things they can't change, such as events they can't control, the 

more they can learn to react in a way that doesn't maximize stress or 

make the situation worse.

Conflict 

resolution

Quickly, respectfully, and effectively resolve conflict. Conflict resolution 

skills involve the use of various additional important skills such as 

assertiveness, active listening, problem-solving, empathy, and 

effective communication.

Empathy

The ability to be understanding towards colleagues and sensitive to 

their unique perspectives, work styles, and ideas. As a key component 

of emotional intelligence, empathy is the foundation of treating others 

with acceptance and compassion.

Improvisation 

When something unexpected occurs, having the ability to react and 

respond in the moment, doing something without knowing exactly 

what is going to happen.

Logical thinking

Analysing a situation or problem using reason and coming up with 

potential solutions. Logical thinkers gather all the information they can, 

assess the facts, and then methodically decide the best way to move 

forward.

Commitment

The level of enthusiasm an employee has towards his/her tasks 

assigned at a workplace. It is the feeling of responsibility that a person 

has toward the goals, mission, and vision of the organization he/she is 

associated with.

Oracy The ability to express oneself fluently and grammatically in speech.
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