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Today’s Objectives

Define soft skills and discuss how they are 
importantDefine

Talk about how to use soft skills to relate 
more effectively with others--and to 
enhance career

Talk 
about

Learn how to apply soft skills to specific 
situationsLearn



But first…How 
many boxes?

3 MINUTES



The truth is…

• Training prepares us to do a job

• Degrees, licenses, and other credentials 
are important--but the development of 
soft skills is a crucial part of fostering a 
dynamic workforce. 



So…What Are “Soft Skills?”

• Soft skills are personal attribute-driven general skills, 
such as the ability to give and receive feedback, work 
collaboratively, and manage time. 

• They are usually self-developed (as opposed to hard 
skills), typically acquired in school or on the job, and can 
help in a wide range of jobs

• Soft skills are those skills which allow us to effectively 
work with others no matter what the position, 
organization, or industry, you work with people! 

• Taking the time to build effective soft skills can 
contribute to a more efficient, and more productive 
workplace.



• In August 2016, LinkedIn published 
the results of a year-long study 
conducted on soft skills, and listed 
the 10 soft skills most sought-after 
by employers.

• Which do you think were on the 
list?

• http://www.naceweb.org/s111820
15/employers-look-for-in-new-
hires.aspx



Which soft skills do you 
think were on the list?



Linked In Top 10 Soft Skills Survey Results

• Communication

• Organization

• Teamwork

• Punctuality

• Critical thinking

• Social skills

• Creativity

• Interpersonal communication

• Adaptability

• Friendly personality



1. Communication:

• More than just clearly speaking 
the language, communication 
skills involve active listening and 
excellent presentation and 
writing capabilities. 

• Note:  A highly sought-after 
communication skill is the ability 
to explain concepts to others

• During Covid-19 era this skill is 
even more important



Improving 
communication skills 
involves both verbal
and non-verbal

• Goal is to use communication that creates a 
comfortable atmosphere for all. (Even bad 
news should be communicated with some 
positivity.)

• Speak without mumbling or speaking sharply 
or avoid eye contact. 

• Develop habit of looking into the speaker’s 
eyes when speaking to them and listen 
carefully. 

• Be aware of nonverbal communication, give a 
positive and open signal to team, colleagues, 
and consumers whether online or in person





2. Organization:

• Planning and effectively 
implementing projects and 
general work tasks for yourself 
and others is a highly effective 
soft skill to have. 

• Haphazard, slapdash 
organization wastes your 
colleagues’ time and your 
employers’ money, so having 
stacked skills in the 
organization department will 
always come in handy.



3. Teamwork Skills: 

• The bigger the organization you work 
for, the bigger chance that you're a 
member of more than one team, which 
means solid team player skills are 
crucial. 

• How can you work with other team 
members in reaching team goals? 

• How can you help other team 
members? 

• Be an asset to every team that you're a 
part of.  How?



4. Punctuality:

• No one likes to wait. Not for employees late to 
work.  Not clients or customers  awaiting 
service.  Not colleagues waiting for needed 
information or actions from you.   

• We've all heard some variation of “5 minutes 
early is on time. Late is unacceptable.” 

• Where might you fall on the punctuality scale?

• If your schedule gets backed up what can you 
say to someone waiting on you?



5. Critical Thinking: 

• The ability to use imagination, reasoning, past 
experience, research, and available resources to 
fundamentally understand and then resolve issues is 
attractive for obvious reasons. 

• Can anyone think of using this skill by telling us about 
an example of a time when your organization was 
dealt a sticky situation and you effectively 
addressed/resolved it via critical thinking skills.



6. Social Skills:

• The more people you come into 
contact with on a daily basis, the 
more important your social skills will 
be to your success. 

• Can you handle yourself in all 
situations when dealing with other 
people, regardless of stature, 
position, or rank? 

• Can you deal with a wide variety of 
personalities?



7. Creativity: 

• Probably the most underrated soft skill.  

• It usually takes someone creative to appreciate the 
need for others who are, and most people just aren't 
that creative.

• Creativity doesn't mean being an artist; it means 
being resourceful and innovative in finding solutions 
to problems at work. 

• Take a moment to tell a story of an unusual or 
unconventional way that you solved a problem at 
work?



8. Adaptability: 

• Don't underestimate the ability to adapt to 
changes. 

• In today's tech-driven and rapidly evolving 
work environment, the ability to pick up on 
new technologies and adjust to changing 
business surroundings is critically 
important.



9.



What are Interpersonal Skills?

• Empathy

• Caring 

• Compassion 

• Diplomacy 

• Diversity 

• Helping others Kindness 

• Patience 

• Respect 

• Sensitivity 

• Sympathy



10. Friendly 
Personality:

• People want to work with people 
they like, or think they'll like—
people who are easygoing, 
optimistic, and even fun to be 
around regardless of situation. 

• Do other people tend to come 
away feeling good after working 
with you? 

• How can you tell?



Think of three softskills we’ve discussed

• Which one can you implement following today’s meeting?

• How will you achieve it?



In workplace or life…

• “It is not the strongest of the species that survives, nor 
the most intelligent. It is the one that is most 
adaptable to change.” Charles Darwin



Wrapping Up

• Although our discussion has come to a 
close, here’s hoping your journey to improve 
your Soft Skills is just beginning. 

Good luck in your career and the future!



Suggested Readings

• Soft Skills for Strong Leaders: Ten Steps to Management Success  
Author: Helen Isacke

• Soft Skills: The Software Developer's Life Manual 
John Z. Sonmez (Author), Scott Hanselman (Author), Robert C. 
Martic (Author)

• The 7 Habits of Highly Effective People: Powerful Lessons in 
Personal Change
Author: Stephen R. Covey



Contact:  
Bette Lawrence-Water, MS, CPC
Email:  blwater@consultant.com
Phone:  630.417.3322
www:  spectrum4solutions.com

•Let’s connect!
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