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this workbook is a compilation of the soft skills class material i have developed over
an eighteen year period i have used this material with great success and have
taught soft skills in schools inner city church programs nonprofits and government
funded job training programs it is a unique collection of essays exercises quotes and
maxims that will give students a realistic perspective on work related expectations
and the expectations of the supervisors who hire them it will help students develop
their problem solving skills guide them in making appropriate decisions and create a
desire to plan out goals and achieve them the workbook style is challenging and
playful serious and engaging and a stepping stone to developing the cognitive skills
necessary to quash unproductive thinking and self defeating emotional behaviors
back cover

this soft skills workbook is an excellent tool for individuals preparing to look for or
start new jobs as well as individuals who are currently working but need to step
back and evaluate their performance it is a practical helpful guide about acting
appropriately and professionally on a job and addresses realities of the working
world and how to cope with them and not just ideal situations soft skills are the
nontechnical skills and traits that an individual needs to function in the workplace
they include four sets of workplace competencies oral communication skills
interpersonal and teamwork skills personal qualities and work ethic and problem
solving and other cognitive skills two very important soft skills addressed in this
workbook are work attitude and work behavior work attitude is the way an
employee feels about his or her job and the approach to the job it is internal and
cannot be seen by other employees a positive work attitude is the ability to carry
out job tasks and work assignments with pride work behavior is the way an
employee does his or her actual job and how the job gets done it is usually a direct
response to his or her work attitude it can be seen by other employees a positive
work behavior includes the knowledge hard work dedication and skill put into the
finished product
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unlock the soft skills that fast track career growth and advancement you and i have
something in common we understand the need for soft skills for the workplace the
fact you understand this is what lead you here and can give you a sustainable
competitive advantage with the right soft skills training technical skills may open
the door but they are only the tip of the iceberg without strong soft skills for the
workplace your career can stall even though soft skills may be beneath the surface
they have far more impact on career success and advancement than technical skills
and experience soft skills separate everyday employees from leaders and influencers
they re the difference between staying stuck and getting promoted between being
just another name on the team and being the person others trust follow and
remember in this two volume series you 1l master the skills that matter most self
awareness understand your strengths and blind spots to unlock your full potential
personal branding define your value and stand out with confidence team
performance be an asset to your team and a true team leader emotional intelligence
manage yourself and your relationships with confidence communication skills express
ideas clearly listen actively and win others over conflict resolution turn
disagreements into opportunities for growth adaptability flexibility stay steady while
navigating change and new challenges time management learn to prioritize and
manage your time more effectively problem solving creativity and innovation harness
your innate creativity to deliver innovative solutions and results unlike other soft
skills development books that stay abstract the soft skills training bible is a complete
soft skills training workbook that provides real world examples interactive activities
and action plans designed to build lasting growth inside these two volumes you Il
find a powerful strengths assessment to unlock your true value to the organization
nine modules covering the most important soft skills learning topics self guided
worksheets to uncover strengths and blind spots practical exercises that ensure true
training retention action plans that help you apply what you learn immediately
whether you re a rising professional an entrepreneur or an experienced leader this is
one of the most powerful practical soft skills learning books available it combines
proven strategies with hands on activities making it the perfect choice among soft
skills learning products for anyone serious about growth don t wait for your next
opportunity to pass you by start your journey with this powerful soft skills training
book and future proof your career today
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this book soft skills is like a companion guiding the students young men and women
at every step in the job market and corporate personnel soft skills have become
absolutely essential both for the growth and success of an individual as well as the
organization

the direction in which education starts a man will determine his future plato
currently there is a wide chasm between the campus and the industry there is vast
gap between the art and the craft the book helps in connecting the campus with the
corporate by bridging the gap between the campus and the industry and by
blending both the art and the craft it helps you understand and appreciate both soft
and hard skills it differentiates between unemployability and unemployment it
enlightens you about the expectations of employers it equips you with tools and
techniques to enhance your employability finally it builds your confidence and
competence to bag your coveted job the book is divided into three sections section i
deals with various aspects of soft skills and what constitutes soft skills section ii
outlines the current challenges in the indian educational system section iii
emphasizes on overcoming the challenges it unveils the secrets and strategies in
enhancing employability the book concludes that an integrated and coordinated
approach by all the stakeholders such as educational institutions educators students
recruiters and parents is essential in enhancing employability among youth the book
is beneficial to all those who would like to enhance their employability skills and
also to educators employees educational institutions recruiters and above all students

ventures is a six level standards based esl series for adult education esl the
transitions workbook is an excellent tool that provides extra classroom practice
homework or independent learning when in class participation is not possible key
features a page of exercises for each lesson in the student s book an answer key for
self study

this book serves as an indispensable resource for students enrolled in professional
courses individuals in search of employment opportunities and professionals from
many fields who want to enhance their soft skills the young students will have
many aspirations towards their careers this soft skills book is a significant aid to the
students for holding a promising career in future the book has a distinctive
characteristic in that it promotes essential interpersonal skills with the development
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of four language abilities namely listening speaking reading and writing this book
successfully fulfils the demands of the contemporary job market and also it helps the
aspirants to enhance their english communication skills in an effective way with
reference to soft skills and hard skills this book offers a comprehensive grasp of the
characteristics of effective communication it guides you through each set of skills
this communication skills and soft skills book is a comprehensive guide that covers a
wide range of issues pertinent to educators students and professionals across several
sectors this handbook offers valuable insights and practical advice on developing one
s interpersonal abilities within the professional realm the book covers all facets of
verbal and non verbal communication to enhance these proficiencies among readers
the book will function as a comprehensive material for whoever desires to improve
their proficiency in english speaking listening writing and reading skills present
generation young students will have many aspirations towards their life all of them
wish to have a promising career in the future the students who enrolled in various
professional programs persons looking for work and career development those who
are working in different domains and who are interested to enrich their
communication skills and soft skills will discover this book is an excellent resource
for skills development hence excellent communication skills and soft skills have
become a gateway to career success

the book soft skills for career success plays a vital role in the soft skill development
and career success of young talents since most of the companies are giving more
importance to soft skill of their employees along with the technical skills the topic
soft skills become more important than ever today as companies increasingly need to
become more dynamic interconnected and flexible soft skills are critical these skills
important to fostering employee retention improving leadership and building a
meaningful culture the good news is that soft skills are learnable this book covers
all the topics related to the area soft skills that you re sure to get some interesting
nugget of wisdom from it each topic has a clear description which would enable the
readers to comprehend easily this book will also support young people in choosing
rewarding and successful careers consistent with your personality and character this
book is an excellent tool for individuals preparing to look for or start new jobs as
well as individuals who are currently working but need to step back and evaluate
their performance it is a practical helpful book about the employability skills which
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are absolutely necessary to attain glorious career success the book style is
challenging and playful serious and engaging and a stepping stone to developing the
soft skills indispensable to climb heights in one s career

this ready to use workbook provides everything you need to help young people with
autism or learning differences prepare for work suitable for those working with
young adults aged 16 26 this workbook includes activities and worksheets designed
to develop key skills for meaningful careers so young people can enter employment
with confidence

this book dedicated to my father and mother who inspired me to write this book
and my friend mr shajeevb u who was professor in mca and also an h o d of
computer application who inspired me to write this book and this book is use full
for all professional and students who can benefit from reading this book and they
can use it throughout their life for career enhancement

this course focuses on developing essential communication skills and soft skills using
english as the medium it enhances learners proficiency in listening speaking reading
and writing while also strengthening interpersonal abilities needed for academic
professional and social success the curriculum covers verbal and non verbal
communication presentation skills group discussions professional etiquette personality
development teamwork and leadership traits through practical activities role plays
and real life scenarios students learn to express ideas confidently collaborate
effectively and build a polished professional identity

given the rapid rate of change in the workplace prospective workers need to develop
new skill sets to cope and thrive in this changing economy mergers takeovers and
business closings will continue to be the business norm workers with the most
effective work skills will be the most likely to retain their position and even thrive
in the workplace the purpose of this workbook is to provide workers and
prospective workers with the requisite skills they will need to be successful in any
work setting the workbook contains five separate sections to help participants learn
more about themselves and the works skills that they possess that are fundamental
to their ability to work effectively they will learn about the importance of these
skills in the changing workplace and complete assessments and activities to define
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the required workplace skills and determine their skill gaps in the workplace
leadership skills work stress cultural competency organizational skills

the power of soft skills is an activity based workbook aimed at improving critical
soft skills or people skills deemed necessary for academic personal social and
professional success it identifies the top 50 personality traits and character attributes
rarely taught in school major topics include generational gaps and potential conflicts
in the workplace emotional intelligence and the differences between hard skills and
soft skills more importantly this book addresses and dissects individual soft skills
complete with reality assignments quizzes self assessments and action plans through
the effective smart roads goal setting model the author states with high confidence
that soft skills can be taught learned and developed

our world is witnessing a major change in communication patterns with expanding
social spheres openness in communication and professionals working in multicultural
environments it is crucial therefore that india s workforce remains world class
through re training and continuous improvement to remain competent competitive
and successful to create and nurture successful professionals the acquisition
cultivation and fine tuning of soft skills are highly essential in the given business
paradigm the ace of soft skills is a part of this educational process that produces top
notch professionals divided into three parts attitude communication and etiquette
this unique book provides a broad based coverage of what constitute soft skills the
foundations of soft skills lie in a strong attitude this attitude gets manifested as
communication which gets further refined as etiquette this book covers a wide range
of topics a gamut of nearly 40 essential soft skills including personal accountability
listening skills business proposals and the role of small talk and humour at work the
numerous case studies cartoons figures tables and quotations not only offer an
insightful practical and well rounded perspective into soft skills but also make
reading a joyful experience

soft skills for the workplace is a nontraditional approach to learning basic
employability skills needed in today s workplace well developed soft skills help an
individual find a job perform well in the workplace and gain personal success in life
and career by studying this text you will learn the soft skills that employers
recommend and require of employees learning how to interact professionally with

7 Soft Skills Workbook



Soft Skills Workbook

customers coworkers and employers is one sure way to prepare for your future in
today s workplace it is necessary to have job specific skills to perform on the job as
well as know how to interact with coworkers and customers you may be the most
qualified person in your field in terms of hard skills but if you lack soft skills you
may have a challenge finding and retaining employment no matter your career
choice soft skills for the workplace will help you help you jump start your future in
today s competitive work environment well developed employability skills can help
you stand out in the crowd soft skills are the new hard skills for the 21st century

construction workers are some of the best trained and most highly skilled people in
the country but there is much more to success in construction than technical or
hard skills equally important are the soft skills those skills that make a worker a
valued member of the team by getting along with your co workers reporting to
work on time and communicating effectively you can increase your ability to get
keep and be promoted on your job this book is designed to teach you the soft skills
it will offer you helpful tips on how to develop and maintain a good attitude
toward your work and your job build a positive relationship with your supervisor
work effectively in teams get along with co workers from different cultures and
backgrounds listen well and speak clearly read carefully and write effectively
manage stress solve problems think critically resolve conflict work with difficult
people give and receive constructive criticism avoid sexual harassment deal with
drug and alcohol abuse on the job each module in this book features materials
designed to help you master these soft skills each module begins with a self
assessment quiz designed to help you become more aware of some issues you 1l face
on the job next the module provides a series of checklists and suggestions for how
to develop each individual soft skill at the end of the module an on the job quiz
asks you to apply your new skills to various situations you re likely to encounter at
work finally activities and group activities give you further opportunities to practice
and hone your skills tools for success is the first book of its kind unlike other books
that teach soft skills this text was specifically written for construction workers
everything you will read will be practical and all of it will be useful in your
construction career this book will give you the skills you need to complement your
trade skills and give you the edge you need to excel in the construction industry

this workbook 64 pages from nwt literacy council aims to help learners develop the
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soft skills needed to thrive at work soft skills in this resource are defined as
communication skills working with others problem solving and decision making use
this workbook in conjunction with the other resources in this series click on the
series link to view the other tutor and learner resources table of contents personal
qualities get started your personal qualities feeling good about yourself positive
affirmations being positive code of ethics at work or school communication skills
test your communication skills non verbal communication communication at work
assertive passive or aggressive working with others qualities of effective team players
top ten qualities of an effective team player working with others self assessment
consensus building working with others at work working with others in work
situations problem solving skills and decision making decision making problem
solving method rate yourself as a problem solver solving a problem

in this practical and savvy guide dan white describes the soft skills that anyone in
today s world of work needs to learn absorb and demonstrate if they are to progress
in their work and career
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