
When you apply for a job, your personal qual-
ities are usually what set you apart from other 
candidates who have the same technical skills 
and industry experience. Here are the top char-
acteristics that employers are looking for. 

• Emotional intelligence. You’re self-aware. 
Your empathy makes you good at resolv-
ing confl icts, and you remain calm in high-
pressure situations.

• Creativity. You’re an avid problem-solver. 
You question assumptions, think outside the 
box and strive to fi nd innovative solutions.

• Growth mindset. You’re naturally curious. 
You embrace new challenges, welcome feed-
back and view setbacks as opportunities to 
learn.

• Adaptability. You face uncertainty head-on. 
You’re resourceful, willing to experiment and 
open-minded about change.

• Cultural intelligence. You treat everyone 
with respect. You understand that your per-
spective is diff erent from others, and you wel-

come diverse points of view. 
• Collaboration. You’re a team player. You like 

working with others toward a common goal, 
and you off er support and encouragement to 
those around you.

Contact job recruiters in your area to fi nd out 
about professional development programs that 
can help you hone your soft skills.

The soft skills employers 
are looking for in today’s job market

How to refer a friend 
for a position at 
your workplace

Do you know someone who has the right skills for an open 
position at the company you work for? While a referral could 
help both your friend and employer, you risk damaging your 
reputation within the company if the person you refer isn’t a 
good fi t. Here are some tips to help you manage the situation.

BE HONEST

If you know that your friend has strong principles, but you 
haven’t worked with them, you may not know what to say. 
However, you should be upfront with your employer and say 
that you can’t speak to the person’s technical skills, but you 
can certainly attest to their character. � is approach will help 
your friend get an interview without staking your reputation 
on secondhand information.

BE HELPFUL

If you decide to refer some one for a job, it’s in your best in-
terest that the person makes a good impression. Off er to look 
over your friend’s CV and help them prepare for the interview. 
Since you work for the company, you can provide insight on 
which of your friend’s skills and qualities will be most valued.

BE TACTFUL

If a friend asks for a referral but you don’t think they’re a 
good candidate, one option is to explain that you have a 
personal policy not to refer others because of the liability in-
volved. If you do recommend a friend, make it clear that it’s 
not guaranteed they’ll get the job because recruiters take a 
variety of factors into account.

Finally, before you refer a friend, refl ect on how you would 
feel about working with the person on a daily basis and, po-
tentially, being their subordinate or superior.

As part of their overall recruitment strat-
egy, some employers administer pre-em-
ployment tests. � ese examinations are fre-
quently used to evaluate can didates’ job 
skills, cognitive ability and personality. Here 
are four tips to help you prepare for this type 
of assessment.

1. REST

Get a good night’s sleep so that you’ll be alert 
during the test. Being well rested also reduces 
stress.

2. REVIEW

Does the job you’re applying for require a cer-
tain le  vel of computer literacy or other techni-
cal know how? Take the time to refamiliarize 
yourself with the software used in your industry, 
and brush up on other skills or knowledge you 
may be called upon to demonstrate.

3. REFLECT

Will you be taking a personality, integrity or 
emotional intelligence test? � ese types of as-
sessments don’t have correct answers. � e im-
portant thing is to be truthful about who you 

are. Before test day, identify your core values 
and motivations so that you can answer ques-
tions more easily. 

4. RUN THROUGH

IQ tests and other assessments that aim to 
measure cognitive ability can be diffi  cult to 
study for. However, it helps to familiarize your-
self with their format by ta king practice exams 
online.

Best of luck on your test!

Pre-employment tests: 4 preparation tips 
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