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What are technical skills?

Technical skills are the specialized knowledge and expertise required to perform specific 
tasks and use specific tools and programs in real world situations. Diverse technical skills 
are required in just about every field and industry, from IT and business administration to 
health care and education.

In fact, many entry-level positions across industries require basic technical skills, such as 
cloud computing in Google Drive and navigating social media platforms. Examples of more 
advanced technical skills that a job might require include programming languages, 
technical writing, or data analysis.

Technical skills, sometimes referred to as hard skills, that your resume/cv should always 
show the practical knowledge you use in order to complete tasks.

This guide will help you with the technical skills companies are expecting to see listed on 
your resume/cv based on the career field you are applying for.

What is the Media, Communication and Publishing 
field?

Communication and media enables us to understand the world around us, from civic 
engagement to consumer behaviour – it prepares us to be future leaders and 
problem-solvers, and it challenges us to be curious and passionate critical thinkers. 
Communication is one of the fastest growing fields in today’s labour market. Working in 
Media, Communications, & Publishing across the globe can require delivering fresh content 
across multiple outlets that meet the needs of a wide audience. Virtual interns supporting 
this career field can support the development of any type of medium including digital, print, 
video, photography and more, as well as supporting the editing and distribution of the 
content. 

A career in communications and media involves utilizing various media platforms to help 
publicize news, events, people, products, or an artistic message. Public relations specialists 
focus on how to represent and gain awareness for an organization through press releases, 
media, drafting speeches and assessing advertising and promotion programs. Journalism 
and broadcasting jobs use television, newspapers, magazines, websites and radio to report 
news. Those in this field conduct interviews and research in order to prepare news articles. 
Marketing and advertising jobs are another option for those interested in a career in 
communications and media. Employees in marketing and advertising create marketing 
plans, negotiate contracts and choose advertising media to create interest in a product. For 
deeply creative individuals, jobs in writing, acting and producing also involve 
communication, though often on an artistic, personal level.



Possible Careers
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Public relations officer

A career in public relations (PR) involves using all forms of media and communication to 
build, maintain and manage the reputation of your clients. These range from public 
bodies or services, to businesses and voluntary organisations.

You'll communicate key messages, often using third-party endorsements, to defined 
target audiences in order to establish and maintain goodwill and understanding 
between an organisation and its public. This may be between organisations 
(business-to-business, or B2B) or individuals, and the general public.

As a PR officer or PR account executive, you'll monitor publicity and conduct research to 
find out the concerns and expectations of your client organisation's stakeholders. You'll 
then report and explain the findings to its management.

Advertising account executive

As an advertising account executive, you'll work within an advertising or multi-service 
agency, acting as a link between the agency and its clients. You'll be responsible for the 
coordination of advertising campaigns and therefore communicating clearly to all those 
involved. You may also be known as an account handler.

Understanding the needs of your clients is vital, which you'll learn through liaising closely 
with them throughout campaigns, often on a daily basis. You'll also manage 
administrative and campaign work to ensure that advertising projects are completed on 
time and on budget.

Web content manager

As a web content manager, you'll ensure all necessary content is included on a website 
and is laid out in a way that suits the user.

You'll sometimes produce copy and edit the site yourself, but on larger sites you'll 
normally act as a coordinator, commissioner and project manager, overseeing the work 
of other writers and editors. You'll produce content schedules and audits, which writers 
and editors use to keep copy up to date and to create new content at appropriate times.

You'll be an expert in your organisation's content management system (CMS) and will 
produce user guides and deliver training, as well as work with the CMS developers and 
internal IT staff to ensure the system has been configured to meet the needs of the 
organisation.



General skills needed

General hard skills you may need

Hard skills are those that can be easily defined, taught, and measured. They are 
necessary to be able to perform your job

● General IT skills
● Specialist industry knowledge and experience
● Analytical skills
● Content Development 
● Content Research 
● Copywriting skills
● Creative Design - Photoshop, Illustrator, InDesign  
● Editing
● Social Media Marketing 
● Story/Blog Pitching 

General soft skills

Soft skills are related to how you work and interact with your colleagues, clients, 
or partners. They are related to your personality and they are not necessarily tied 
to one specific job.

● Self-management, including planning and meeting deadlines
● Good instinct for a captivating story, image or headline
● Ability to anticipate future trends and keep pace with new 

technologies
● Professional communication, spoken and written
● Creativity
● Flexibility
● Ability to identify essential issues/facts
● Awareness of different cultural contexts
● General research skills
● Facilitation and Presentation Delivery Skills
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CV examples
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Questions which are helpful to prepare 

There would be a mix of standard behavioral questions and technical questions to assess 
your skills and where you would be most utilized within the company during your 
internship.

1. How did you get into communications?
2. What does it mean to be an effective communicator?
3. What is your favorite method of marketing?
4. Which skills help you be an effective communications specialist?
5. Why are you the right candidate for this role?
6. What does a good press release include?
7. How do you effectively collaborate with others?
8. Tell me about a time you used teamwork to solve a problem.
9. Share about any event planning experience you have.

10. How do you tailor a message to a target audience?
11. What's a really good publicity campaign you've seen recently?
12. How would you handle a PR crisis, such as a controversial tweet from 

one of our affiliates?
13. What sort of analytical tools do you use to see a campaign's online 

impact?

Remember, that this is an internship, and if there are things you are unsure of - 
that is completely okay! This is a learning experience and your supervisor is 
there to support you. Be sure to be honest and transparent regarding your skills 
and capabilities.
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