Describing your personal qualities

The first group of words can all be used in the first person (and therefore might be appropriate to use in your CV, or in an interview).

Reliable  dependable, able to be trusted
Well-organised  

Yes, I would say I was well-organised.

Self-motivated

As you can see, I am a self-motivated person.

Thorough  doing everything fully and completely; missing nothing
Practical

Creative  able to come up with new ideas; original thinking
I like to think I am a creative person when it comes to marketing ideas.

Flexible  adapting to changing situations or needs
Responsible  able to answer for one’s conduct and obligations
Organised

My colleagues tell me that I am always very well-organised.

Outgoing  sociable and lively; a good communicator

Businesslike  serious and focused on the task or discussion

I consider myself to be businesslike when dealing with customers.

Assertive  bold and confident in manner, but in an appropriate way
Efficient

I have a reputation within the team for being efficient.

Versatile  able to deal offer a range of skills and adapt to a variety of subjects, fields
I believe that one of my key strengths is that I am very versatile.

Competent  having the ability to use skills effectively
I think you would find that I was a very competent systems analyst.

Describing personal qualities in others

This second group of words would not be used when speaking about yourself, but could be used to describe other people – in some cases when addressing them personally, in other cases in their absence. Some of these adjectives may carry a negative connotation.

Talented 

Imaginative

He works hard but he doesn’t seem very imaginative.

Clever

Loyal  having feelings of strong attachment

I think she is too loyal to be tempted by a better offer from a headhunter.

Exceptional  better than average; outstanding
He is an exceptional accountant, he will be a real asset to our company.

Astute  having sound judgement and insight
Her latest report shows how astute she is about the current state of the market.

Inquisitive  curious about the affairs of others; inclined to ask a lot of questions

I like talking to him, but I find him rather inquisitive about my personal life.

Ingenious  very clever and original
We need ingenious people like her in our R&D department.

Sensible  showing good sense and reason
You can always rely on his sensible suggestions in meetings.

Sensitive  easily affected emotionally; aware of the feelings of others
I think he may be too sensitive to take part in such a tough negotiation.

Tenacious  not inclined to give up, even in the face of difficulty 

We will require a tenacious manager for this project.

Aggressive  bold and dominant, often at the expense of others
He is inclined to become aggressive when under stress.

Trustworthy

We need a trustworthy person to deal with such a large account.

Methodical  carrying out tasks (or thinking) in a logical, sequenced way
She is very methodical in her approach to minute-taking.

