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Management Skills List
ToP S Fundamental Management skl
Most management skifs are related to fivo

fomnning. Those n management oles must hone the abilty to plan

for the future. g5

Sommanding. These in leadership roles must be able to determine next steps for
VS0 shuation. and to delegate related tasks 1o raployees ae o

v ing. A st of strong management sisncudos the abilyt canirl ang
Managemens apmodels nd check progress siond he way (o accompnn goal
Menagement skils are vast and ever-ncreasing, bt most oo underlying

A-G + Financial « Negotiating
Management + Networking
+ Accuracy « Fle + Nonverbal
* Achiewng Goals : Communicaton
+ Administrative 5 + Obstacle
« Analytcal Ability + Goaloriented Removal
+ Budget + Goal Setting + Organizing
Management + Patience
« Business H-m + Persuasion
Management + Planning
Collaboration « Hiring + Presentation
Communication « Honesty + Produciviy
+ Conflict * Influencing *  Problem Solving
Resolution « Innovation : Pofssionatam
< Crticl Tinking * Loadershp mmem
& ml?s 8 e Management
« Diplomacy « Logistics Management
+ Discipiine « Microsoft Office: ;. Publc Spealing
pressaie + Motivation « Punctuaiiy
S + Research
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Guideli e
delines for writing your recommendation email

1.Choose an
Appropriate professor/supervisor/former employer
 specifics about

You want t
0 choose any person who can write a letter that include: wt
ering generaliies.

our
your personal characterstics or accompishments rather than “gitt
2.Address the letter properly

Even though this is an e-mal, you want t to look nice ff you were on 8 s, name.
me and you

basis (meaning they specifically asked you to call them by their first nar -+
did so constantly) address it by their first name. Otherwise use their appropriate fite

3.Put "Recommendation for [your name]" as the subject fine-
4.Start the first paragraph by stating what you want
lay out the facts:

« Your name

« Year in school fjoblinternship

« Major

« Which course o courses you took with this

you earned
+ Why you need a recommendation [that is, what you are applying forl

« When the recommendation letter is due
5.Outine your relationship with the person in the following paragraph and point out
why you have asked him or her specifically. Tell a ltle about yourself and why you
are interested in the scholarship, graduate program, or job for which you need the
reference.
6,Use the third paragraph as an opportunity (o hint at what you'd like the person to
about you
information about how you wil follow-up
the details. Where does the letter need to go? And when do you need it

r or not they write the letter

professor, when, and what grade





