SOFT SKILLS: WHAT AND HOW!!!

e Soft skills are personal attributes

that enhance an Individual's
Interactions, career prospects and
job performance.

e Unlike hard skills, which tend to be
specific to a certain type of task or
activity, soft skills are broadly
applicable.

e Soft skills are personal attributes
that describe an individual's ability
to interact with others.

e Soft skills, also known as people
skills, complement hard skills to
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e Unlike hard skills, which comprise a
person's technical skill set
ability to perform certain functional
tasks, soft skills are interpersonal
and broadly applicable across job
titles and industries.

and

e Many soft skills are tied to an
Individual ’s personalities rather than
any formal training, and are thus



considered more difficult to develop
than hard skills.

e Soft skills are often described In
terms of personality traits, such as
optimism, integrity and a sense of
humor.

e These skills are also defined by
abilities that can be practiced, such
as leadership, empathy,
communication and sociability.

e |[T organizations aim to employ
Individuals possessing both hard and
soft skills.



e However, the demand for the latter
IS Increasing, especially among
those in IT leadership roles.

e This demand Is due to a "soft skills
gap,” or a perceived lack of these
skills, among many IT staffs, as well
as the iIncreasing need to align IT
with business goals.



HOW TO IMPROVE SOFT SKILLS?

e Soft skills revolve around personal
relationships, character, and attitude.

e By developing these skills, you can
Increase your work performance,
build stronger relationships, and
work toward earning a promaotion.

e |f you are finding that some of these
soft skills do not come naturally to
you, you need to learn how to
Improve soft skills so they'll become
a natural reflex for you in dealing
with people every day.



e DEVELOP COMMUNICATION SKILLS

Your goal should be to communicate
clearly through written, oral, and
nonverbal communication.

Start simply by being aware of how
others feel when they are around you
or are talking with you.

. Make eye contact. Acknowledge
someone else's presence by
looking them In the eye,
especially if they just walked into
the room or you pass them in a
hallway.

. Look at them when they are
talking to you.



. Do not let your eyes wander
around the room.

. Monitor your body language.
Show Interest by sitting up and
leaning forward.

. Resist the urge to tap your
fingers or foot.

. Mimic the posture of the person
with whom you are talking to
create a comfortable
environment.

. Practice speaking.

. This Includes both public
speaking and conversational
speaking.

. Be conscious of your pace and
volume when speaking.



. If you are uneasy In personal
relationships, practice with a
close friend or family member.

. If you are nervous about
speaking In public, volunteer to
give presentations within a
smaller group and work your way
up to a larger one.

. Develop your writing skills.

. Proofread your emails, letters,
and notes.

. Learn correct spelling and word
usage. Vary your sentence
structures. Be concise instead of
elaborate.



. PRACTICE ACTIVE LISTENING SKILLS

Listening requires focus and self-
discipline.

We listen for many different
reasons: to understand instructions,
to empathize  with  another
Individual, or to judge whether a
plan is good or not.

Regardless of the reason you are
listening, there are several things to
keep In mind.

. Paraphrase and ask questions to
learn more about what someone
Is telling you.



. This demonstrates Interest and
focus.

. It also helps you understand the
situation.

. Take notes when appropriate.

. This shows that the subject
matter Is important to you.

. Practice taking notes In team
meetings or staff training
sessions.

. Do not interrupt other people.

. Respect them by letting them
finish saying what they are
saying.

. Pay attention to the other person's
body language.



. Observe their posture, tone of

voice, eye contact (or lack
thereof), gestures, and facial
expressions.

. BUILD RELATIONSHIPS

Interpersonal skills are important In
the workplace, especially since so
many organizations are designed
around teams and departments.

Seek to build friendships with peers,
supervisors, clients, and business
partners.



. Befriend colleagues.

. Greet them when they get to
work. Invite them to lunch or
coffee.

. Talk for a few minutes In the
break room as you are getting a
drink.

. Participate in work events like
softball clubs, staff lunches, and
training days.

. Stay away from gossip. It only
destroys relationships.

. Learn to manage conflict In a
healthy way. Address issues with
the individual(s) involved iIn a
private manner.



. Approach the discussion In a
nonjudgmental, but assertive
manner.

. Ask questions and try to
understand their side of the story.

. Work together to find a solution.

. Network with people inside and
outside your organization. Ask
people about their jobs.

. Share a bit about what you do.
Note connections and ways you
could potentially help each other.

. Exchange contact information
and be sure to follow up with
them.



. PRACTICE LEADING

Leadership 1s simply influencing
other people.

As such, leadership skills can be
used by any employee at any level in
the organization.

. Observe your own supervisor and
note how that individual leads
your team.

. FInd positive things that person
does and emulate them In your
own work.



. Practice leading in small group
discussions by asking your
teammates guestions and
bringing quieter members into
the conversation.

. Set the example for others by
displaying a positive attitude In
difficult situations.

. Remain calm In moments of
CrisIs.

. Talk about concerns one-on-one
with your supervisor instead of in
front of the entire team



. TAKE INITIATIVE.

Demonstrate  responsibility  and
enthusiasm for your job by striving
to go the extra mile.

This starts by finishing work without
constant reminders from your
supervisor.

. Do tasks without being asked by
someone else.

. Look around, see what needs to
be done, and do It.

. If a coworker has a large project
and you have some time on your
hands, volunteer to help.



. Seek more challenging work.
Strive to develop your technical
skills.

. Learn  more  about  your
organization.

. Ask a coworker about their
department.

. Take a class, read a blog, or
subscribe to a magazine In your
field of work.



CONVERSATIONAL RULES

. POLITENESS: Speaking proper
English, being verbally courteous,
using appropriate non-verbal style,
asking for feedback, listening
actively.

. CONTENT: Using proper reasoning
in statements, staying relevant to
the conversation topic, keeping
criticism constructive.



. EXPRESSIVENESS: Speaking
assertively without violating other
person’s rights, being open-
minded, speaking directly to the
point.

. RELATIONSHIP: Expressing
appropriate dominance or
submissiveness, expressing
appropriate friendliness or
hostility, feeling comfortable,
seeing other’'s behaviour as
predictable, showing trust.



. UNDERSTANDING: Being
appropriately empathic, being
understood.

. SELF-VALIDATION: Confirming
each other’s statements, feeling
good about the self.

. CULTURAL VALIDATION: Feeling

pride in one’s own cultural
identity, avoiding embarrassment.



LEST WE FORGET

GRAMMAR

Beason, L. and M. Lester. 1997. Now [ get it: A commonsense guide to grammar and usage.
New York: St. Martin’s Press. ISBN: 0-312-13359-6. Price: $19

Swan, M. 1996. Practical English usage. New York: Oxford University Press. ISBN: 0-19-
431197-X. Price: $19

Francis, G., E. Manning, and S. Hunston. eds. 1997. Collins COBUILD Verbs: Patterns and
practice. London: Collins ELT. ISBN: 0-00-375090-6. Price: $14

Kealey, J. and D. Inness. 1997. Shenanigames: Grammar-focused ESL-EFL activities and
games. Brattleboro, VT: Pro Lingua. ISBN: 0-86647-100-6. Price: $23

Azar, B. S. 1996. Basic English grammar. 2nd ed. New York: Pearson ESL. ISBN: 0-13-368317-
6. Price: S22 [Teacher's guide: ISBN 0-13-368325-7, Price $23; Answer key: ISBN 0-13-
518119-4, Price free]

Azar, B. S. 1992. Fundamentals of English grammar. 2nd ed. New York: Pearson ESL. ISBN: O-
13-338278-8. Price: $22 [Workbook: ISBN 0-13-347097- 0, Price: $15; Teacher's guide: ISBN
0-13-347105-5, Price $23; Answer key: ISBN 0-13-338534-5, Price free]

Azar, B. S. 1998. Understanding and using English grammar. 2nd ed. New York: Pearson ESL.
ISBN: 0-13-943614-6. Price: $24 [Workbook: ISBN 0-13- 952839-3, Price $S16; Teacher's
guide: ISBN 0-13-928565-2, Price $23; Answer keys: ISBN 0-13-932898-X and 0-13946393-3,
Price free]

Woodward, S. W. 1996. Fun with grammar: Communicative activities for the Azar grammar
series. New York: Pearson ESL. ISBN: 0-13-567926-5. Price: S30

LISTENING

Rost, M. 2001. Teaching and researching listening. White Plains, NY: Longman/Pearson
Education. ISBN: 0-582-36930-4. Price: $24

Mendelsohn, D. and J. Rubin, eds. 1995. A guide for the teaching of second language
listening. San Diego, CA: Dominie Press. ISBN: 1-56270-404-6.Price: $18

Mendelsohn, D. 1994. Learning to listen: A strategy-based approach for the second
language learner. San Diego, CA: Dominie Press. ISBN: 0-56270- 299-8. Price: $17



Flowerdew, J., ed. 1994. Academic listening. New York: Cambridge University Press. ISBN: O-
521-45551-0. Price: $22

Brown, G. 1995. Speakers, listeners, and communication. New York: Cambridge University
Press. ISBN: 0-521-58705-0. Price: $20

Lynch, T. 1996. Communication in the language classroom. New York: Oxford University
Press. ISBN: 0-19-433522-4. Price: $15

READING

Grabe, W. and F. Stoller. 2002. Teaching and researching reading. New York: Longman.
ISBN: 0-582-36995-9. Price: $24

Anderson, N. 1999. Exploring second language reading: Issues and strategies. Boston: Heinle
& Heinle. ISBN: 0-8384-6685-0. Price: $16

Aebersold, J. and M. L. Field. 1997. From reader to reading teacher. New York: Cambridge
University Press. ISBN: 0-521-49785-X. Price: $20

Silberstein, S. 1994. Techniques and resources in teaching reading. New York: Oxford
University Press. ISBN: 0-19-434134-8. Price: $13

Day, R. R. and J. Bamford. 1998. Extensive reading in the second language classroom. New
York: Cambridge University Press. ISBN: 0-521-56829-3. Price: $20

Snow, C., S. Burns, and P. Griffin. 1998. Preventing reading difficulties in young children.
Washington, DC: National Academy Press. ISBN: 0-309- 06418X. Price: $36

Graves, M., S. Watts-Taffe, and B. Graves. 1998. Essentials of elementary reading. Boston:
Allyn and Bacon. ISBN: 0-205-208034-X. Price: $24

SPEAKING

Hughes, R. 2002. Teaching and researching speaking. New York: Longman. ISBN: 0-582-
40454-1. Price: 518

Brazil, D. 1995. A grammar of speech. New York: Oxford University Press. ISBN: 019-437193-
X. Price: $22

McCarthy, M. 1999. Spoken language and applied linguistics. New York: Cambridge
University Press. ISBN: 0521-59769-2. Price: $26



Riggenbach, H. 1999. Discourse analysis and the language classroom, Vol. 1: The spoken
language. Ann Arbor: University of Michigan Press. ISBN: 0-472- 08541-7. Price: $25

Carter, R. and M. McCarthy. 1997. Exploring spoken English. New York: Cambridge
University Press. ISBN: 0521-56860-9. Price: $19 [Cassette: ISBN 0521-56777-7, Price $20]

Nunan, D. 1989. Designing tasks for the communicative classroom. New York: Cambridge
University Press. ISBN: 0-521-37915-6. Price: $21

WRITING

Hyland, K. 2002. Teaching and researching writing. New York: Longman. ISBN: 0-582-42338-
4. Price: $24

Grabe, W. and R. Kaplan. 1996. Theory and practice of writing: An applied linguistic
perspective. New York: Longman. ISBN: 0-582-55383-0. Price: $34

Reid, J. 1993. Teaching ESL writing. New York: Pearson ESL. ISBN: 0-13- 888215-0. Price: $34

Johns, A., ed. 2002. Genre in the classroom. Mahwah, NJ: L. Erlbaum. ISBN: 0- 8058-3074-X.
Price: $32

Harris, K. R. and S. Graham. 1996. Making the writing process work: Strategies for
composition and self-regulation. Cambridge, MA: Brookline Books. ISBN:1-57129-010-9.
Price: $25

Silva, T. and P. K. Matsuda, eds. 2001. On second language writing. Mahwah, NJ: L. Erlbaum.
ISBN: 0805835164. Price: $26

Leki, I., ed. 2001. Academic writing programs. Alexandria, VA: TESOL. ISBN: 0-939791-89-7.
Price: $30

Ferris, D. and J. Hedgcock. 1998. Teaching ESL composition: Purpose, process, and practice.
Mahwah, NJ: L. Erlbaum. ISBN: 0-8058-2450-2. Price: $36

Belcher, D. and A. Hirvela, eds. 2001. Linking literacies: Perspectives on L2 reading-writing
connections. Ann Arbor, MI: University of Michigan Press. ISBN: 0-472-06753-2. Price: $30



VOCABULARY

Nation, I. S. P. 2001. Learning vocabulary in another language. New York: Cambridge
University Press. ISBN: 0-521-80498-1. Price: $29

Schmitt, N. 2000. Vocabulary in language teaching. New York: Cambridge University Press.
ISBN: 0-521-66938-3. Price: $22

Hatch, E. and C. Brown. 1995. Vocabulary, semantics, and language education. New York:
Cambridge University Press. ISBN: 0-521-47942-8. Price: $24

Schmitt, N. and M. McCarthy, eds. 1997. Vocabulary: Description, acquisition, and
pedagogy. New York: Cambridge University Press. ISBN: 0-521-58551-1. Price: $20

Coady, J. and T. Huckin, eds. 1997. Second language vocabulary acquisition: A rationale for
pedagogy. New York: Cambridge University Press. ISBN: 0-521- 56764-5. Price: $23

Carter, R. 1998. Vocabulary: Applied linguistic perspectives. 2nd ed. New York: Routledge.
ISBN: 0-415-168643. Price: $26

PRONOUNCIATION

Celce-Murcia, M., D. Brinton, and J. Goodwin. 1996. Teaching pronunciation: A reference for
teachers of English to speakers of other languages. New York: Cambridge University Press.
ISBN: 0-521-40694-3. Price: $30 [Training cassette: ISBN 0-521-40695-1, Price $20]

Avery, P. and S. Ehrlich. 1992. Teaching American English pronunciation. New York: Oxford
University Press. ISBN: 0-19-432-815-5. Price: $12

Morley, J., ed. 1994. Pronunciation pedagogy and theory: New views, new directions.
Alexandria, VA: TESOL. ISBN: 0-939791-55-2. Price: $16

Nilsen, D. and A. Nilsen. 1987. Pronunciation contrasts in English. New York: Pearson ESL.
ISBN: 0-13-730938-4. Price: $19

Roach, P. and J. Hartman, eds. 1998. English pronouncing dictionary. 15th ed. New York:
Cambridge University Press. ISBN: 0-521-45903-6. Price: $24
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