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SOFT SKILLS DEVELOPMENT  
Learning Objective  

Today’s world is all about relationship, communication and presenting oneself, one’s ideas and 

the company in the most positive and impactful way. This course intends to enable students to 

achieve excellence in both personal and professional life.    

 

Unit  I  

Know Thyself / Understanding Self Introduction to Soft skills-Self-discovery-Developing 

positive attitude-Improving perceptions-Forming values  

 

Unit II   

Interpersonal Skills/ Understanding Others  

Developing interpersonal relationship-Team building-group dynamics-Net working-Improved 

work relationship  

 

Unit III  

Communication Skills / Communication with others Art of listening-Art of reading-Art of 

speaking-Art of writing-Art of writing e-mails-e mail etiquette  

 

Unit IV  

Corporate Skills / Working with Others Developing body language-Practising etiquette and 

mannerism-Time management- Stress management  

 

Unit V   

Selling Self / Job Hunting Writing resume/cv-interview skills-Group discussion- Mock 

interview-Mock GD – Goal setting - Career planning  

 

TEXT BOOKS:  

Meena.K and V.Ayothi (2013) A Book on Development of Soft Skills (Soft Skills : A  

Road Map to Success), P.R. Publishers & Distributors, No, B-20 & 21, V.M.M.  

Complex, Chatiram Bus Stand, Tiruchirappalli- 620 002.  

(Phone  No:0431-2702824: Mobile  No: 94433 70597, 98430 74472) 

Alex K. (2012) Soft Skills – Know Yourself & Know the World, S.Chand & Company  

LTD, Ram Nagar, New Delhi- 110 055.  

Mobile No :94425 14814 (Dr.K.Alex)  

REFERENCE BOOKS:  

(i)Developing the leader within you John c Maxwell  

(ii)Good to Great by Jim Collins 

(iii)The seven habits of highly effective people Stephen Covey  

(iv)Emotional Intelligence Daniel Goleman  

(v)You can win Shive Khera  

(vi)Principle centred leadership Stephen Covey 
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UNIT 1 

 
Introduction 

 
Soft skills is a term often associated with a person's Emotional Intelligence Quotient, the cluster 

of personality traits, social graces, communication, language, personal habits, friendliness, 

managing people, leadership, etc. that characterize relationships with other people. 

 

 Soft skills, also known as people skills, complement hard skills to enhance an individual's 

relationships, job performance and career prospects. It's often said that hard skills will get you an 

interview but you need soft skills to get – and keep – the job. 

 

Social skills are any skills facilitating interaction and communication with others. Social rules 

and relations are created, communicated, and changed in verbal and nonverbal ways. The process 

of learning these skills is called socialization. Interpersonal skills are sometimes also referred to 

as people skills or communication skills.  

 

Interpersonal skills are the skills a person uses to communicate and interact with others. They 

include persuasion, active listening, delegation, and leadership.  

 

What are soft skills? 

Soft skills include any skill that can be classified as a personality trait or habit. Interpersonal 

skills and communication skills are more specific categories of soft skills that many employers 

look for in job candidates. 

There are many soft skills that you could list on your resume or cover letter. Some of the most 

sought after soft skills include: 

 Effective communication skills 

 Teamwork 

 Dependability 

 Adaptability 

 Conflict resolution 

 Flexibility 

 Leadership 

 Problem-solving 

 Research 

 Creativity 

 Work ethic 
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 Integrity 

Broad types of soft skills, which you can read more about below, include: 

 Communication 

 Problem-solving 

 Creativity 

 Adaptability 

 Work ethic 

Why are soft skills important? 

Soft skills play an important role in resume writing, interviewing and finding success in 

communicating with people at work and in other areas of your life.  

Soft skills are often transferable across careers and industries.  

You may also find it helpful to consider how you might showcase your soft skills in an 

interview. While you can display some skills like good communication, you may consider 

weaving others into your answers to interview questions.  

Soft skills list and examples 

Because soft skills are often innate personality traits, you already possess several marketable soft 

skills that will help you get and be successful in a job. Though many are formed with your 

personality, soft skills can also be learned and developed with practice and experience. Here are 

few examples of key soft skills and how those skills can enhance your performance during and 

after the job search process. 

Communication 

Effective communication skills will be helpful through the interview process and in your career. 

The ability to communicate involves knowing how you should speak to others in different 

situations or settings. For example, when working with a team on a project, you may need to 

communicate when you believe that an idea or process is ineffective. Finding a way to tactfully 

and skillfully disagree with others on the job without creating conflict is an important skill that 

employers value. 

Related communication skills: 

 Active listening 

 Confidence 
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 Conflict resolution 

 Organisation 

Problem-solving 

Employers highly value people who can resolve issues quickly and effectively. That may involve 

calling on industry knowledge to fix an issue immediately, as it occurs, or taking time to research 

and consult with colleagues to find a scalable, long-term solution. 

Related problem-solving skills: 

 Creativity 

 Research 

 Risk management 

 Teamwork 

Creativity 

Creativity is a broad ability incorporating many different skill sets including other soft skills and 

technical skills. Employees with creativity can find new ways to perform tasks, improve 

processes or even develop new and exciting avenues for the business to explore. Creativity can 

be used in any role at any level. 

Related creativity skills: 

 Curiosity 

 Learning from others 

 Open-mindedness 

 Taking calculated risks 

Adaptability 

How easily do you adapt to changes? If you’re working in a technology-driven field or start-up, 

adaptability is especially important. Changes in processes, tools or clients you work with can 

happen quickly. Employees who are capable of adapting to new situations and ways of working 

are valuable in many jobs and industries. 

Related adaptability skills: 

 Consistency 

 Organization 

 Optimism 



SOFT SKILL DEVELOPMENT  
 

Dr.V.ALAMELU MANGAYARKARASI Assist. Prof. Department Of CA ,S.T.E.T WOMENS COLLEGE   6 
 

 Flexibility 

Work ethic 

Work ethic is the ability to follow through on tasks and duties in a timely, quality manner. A 

strong work ethic will help ensure you develop a positive relationship with your employer and 

colleagues even when you are still developing technical skills in a new job. Many employers 

would rather work with someone who has a strong work ethic and is eager to learn than a skilled 

worker who seems unmotivated. 

Related work ethic skills: 

 Attention to detail 

 Integrity 

 Persistence 

 Time management 

How to improve your soft skills? 

Many employers value strong soft skills over technical skills because they are often personality 

traits developed over a lifetime and can be difficult to teach. That being said, anyone can 

improve their soft skills with experience and practice. For example, you may find that an 

employer is seeking someone skilled in conflict resolution. While you may be naturally skilled at 

effective communication, it may help to practice working through conflicts with others. 

There are several ways you can help improve your soft skills. 

1. Pick a soft skill you want to improve and practice it consistently. 

You can improve any soft skill if you make it a practice. Most soft skills are a matter of 

routine. For example, you can practice dependability, both on the job and at home, by 

improving punctuality (showing up to work or events on time or early) and starting on 

projects at work earlier so you can complete them ahead of schedule. 

2. Observe and mimic the positive soft skills you see in others. 

There are likely professionals you know or work with who have strengths in various soft 

skills. You may be able to develop integral soft skills by observing the practices of others 

and incorporating them into your own daily routine. You may find, for example, that 

effective communicators often write down notes when others are talking during meetings. 

This helps them organize their thoughts so they are prepared to ask and answer important 
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questions. This is also an active listening practice that may be good to utilize as part of 

your own work. 

3. Set milestone goals to improve soft skills. 

Set specific, measurable goals by carefully reading your performance reviews at work or 

asking trusted friends and colleagues for constructive criticism. This can help you to 

identify key areas of improvement for goal setting and areas of strength to highlight on 

your resume and in interviews. You can prioritize which soft skills to work on based on 

those that you need to get a certain job or move up in a career you already have. 

4. Find resources to help you learn. 

You can find several resources to help you learn tactics for improving the soft skills you 

want to focus on like books, podcasts or online classes. While some require payment, 

many are free of cost and can be accessed at any time. You might try out few different 

types of resources to see which are best for your learning style 

2. Self-discovery  

 

 Self-discovery should be an important goal for everyone.  

 Some people go through life playing a role to mask who they really are. Others simply 

become what others want them to be. “Know thyself” is a classic platitude that continues 

to offer a valuable reminder today. 

 It is only through the discovery of self that we can identify our purpose and actualize our 

potential. 

 On the other hand, failure to embark on a pilgrimage of self-discovery will cheat us of the 

opportunity to understand who we are and what we want out of life, as well as how we 

can help others during our time on this earth. 

 

Simple steps to self-discovery 

 

A major part of your life is going to be spent learning about yourself. While you can get 

caught up in the ride a lot of the time, taking some time to do a self-evaluation every few 

months is important. Understanding and knowing yourself is one of the most important 

skill’s you can possess. 

Whether you’re learning from success or failure, continuing to move forward and learn 

more about yourself is key. Once you fully understand your goals, fears, and ambitions 

fully, you’ll become much more confident and self-assured. 

Here are some of the best ways to start your process of self-discovery: 
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Think, Process, Ponder 

Being yourself is important, but knowing yourself is even more important. Discovering 

yourself can only be done after taking some quiet time to think and assess your life. 

Many people don’t take the time to assess themselves because silence scares them. For 

these people, it’s important to find peace in a silence, and make time to think. 

It isn’t until you allow yourself to be alone that you can evaluate yourself and be 

completely truthful with yourself. Then, you will actually be able to see every facet of 

your life – the good and the bad. 

  

Realize Yourself 

While you may think you know what you want out of life, it’s important that you 

evaluate your passions and skills every few months. Understanding what you’re good at 

and our interested in, makes discovering your goals much easier to discover. Once you’ve 

finally discovered why your goals are what they are, you can look further inwards and see 

what gifts you bring to the world. 

Always keep in-mind that your passions and goals will change over time. This is a natural 

process, and something that shouldn’t be feared. While your goals and passions develop, 

you’ll clear the fog that often clogs up people’s minds when considering their goals. 

 

Discover your Passions 

Pursuing a passion is never a bad idea. You’ll learn more about yourself in a day 

pursuing a passion then you would in a year working in a position you hate. One thing 

many people don’t do is focus on their passions in every facet of their life. All this means 

is that people don’t try and work their passions into other areas of their life. Whether 

you’re bringing it into the workplace or back home, having elements of your passion 

throughout your life will make you a happy and healthier person. Passion produces effort, 

and continuous effort produces results. 

 

Ask For Help 

Asking others what you’re good at is important to helping make this process easier. 

Although some people’s opinions should be disregarded, many will offer valuable input 

into elements you should focus on in your life. Sometimes those closest to you can make 

deciding what you pursue much easier. 
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3. Developing a Positive Attitude 

Make Yourself Happy 

Your mind is a powerful thing. If you allow yourself to keep a positive state of mind, your 

attitude will follow. 

There are many ways to develop your positive attitude. Here are a few to help you get started. 

 Listen to your internal dialogue. When faced with a negative thought, turn it around to 

make it into a positive thought. (For example, “I am no good at this!” could be changed 

to, “Maybe this is not one of my strengths, but I’ve tried my hardest, and I am skilled in 

many other things.”) 

 Interact within positive environments and with positive people. Do things with people 

who reinforce you in a positive way. Go places that have special meanings and positive 

memories or associations. 

 Volunteer. Do something that will help others. This will give you a sense of fulfillment 

and make you feel happy inside. 

 Get pleasure out of the simple things in life. Laughter is one of the most powerful 

mood enhancers. Allow yourself to laugh. 

 Permit yourself to be loved. Everyone deserves to be loved. Everyone is loved. 

Your actions and reactions toward other individuals can determine the end result of the 

interaction. For example, if you are receptive and respectful to individuals’ opinions, they in 

return could be more open to what it is you have to say. 

Take responsibility for your actions, thoughts and feelings. No one can make you feel any way 

that you do not want to feel. 

Accept that no one is perfect and that includes you. Be proud of your accomplishments and the 

hard work you’ve done. Use the moments when you think you have not succeeded as learning 

experiences. 

Take a close look at your life. Examine your daily routine and the effects it has on your life and 

most importantly your attitude. Ask yourself these questions: 

 Do I have beneficial, positive relationships? 

 How do I start my day? Do I have a routine that promotes positive energy to keep a 

positive attitude all day long? 

 Am I aware of my state of mind and its changes? If I am in a negative state of mind, 

am I able to change it? 
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 Is my living space a positive environment? If not, what can I do to make it a positive 

environment (examples: change the lighting, add color, and/or cleaning)? 

 

4. Improving Perceptual Skills 

 

Seven important strategies for improving perceptual skills, i.e,  

(1) Knowing Oneself Accurately,  

(2) Emphasize with Others,  

(3) Having a Positive Attitude,  

(4) Positive Impression Formation,  

(5) Communicating Openly, 

 (6) Comparing One’s Perception with that of others, and 

(7) Improving Diversity Management Programmes. 

 

1. Knowing Oneself Accurately: 

One of the powerful ways to minimize perceptual distortions is to know yourself. One 

should be aware of his or her values, beliefs and prejudices. People normally 

misperceive others because they fail to perceive themselves accurately. The more 

accurately a person understands himself, the more accurately he can perceive others. The 

concept of Johari window must be applied by people so as to increase awareness about 

self and others. 

2. Emphasize with Others: 

Empathy refers to a person’s ability to understand and be sensitive to the feelings of 

others. Empathy is a natural phenomenon and develops within an individual by itself. 

However, empathy skills can also be developed over a passage of time by proper 

feedback system and by close interaction and working. By emphasizing with other 

person, one can perceive the other individual more aptly. 

3. Have a Positive Attitude: 

ADVERTISEMENTS: 

Attitudes have a strong and long lasting effect on perception. If one holds a negative 

attitude towards someone or something, our perception is undoubtedly going to be 
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distorted. We should make effort to have a positive attitude and should not let our 

personal biases to crop in and hinder the perceptual powers. 

4. Postpone Impression Formation: 

It is a natural tendency of the human beings to form impression about something or 

someone very quickly. Just in a meeting or two we draw conclusion about someone. 

Forming judgments with such limited information is very wrong. A much better strategy 

is to postpone the impression formation until more information about the individual and 

the situation is collected. 

5. Communicating Openly: 

Much of misperception in an organization arises due to inadequate communication or 

one way communication. Utmost care should be taken, so that the message reaches the 

right person, at the right time and in the right manner. Proper transmission of 

information followed by appropriate feedback can help minimize perceptual distortions. 

6. Comparing one’s Perceptions with that of others: 

Another useful strategy to reduce perceptual errors is to compare one’s own perception 

with the perception of the other person about the same object. By sharing perceptions we 

come across different point of views and potentially gain a much better understanding of 

the situation and the object. 

7. Introducing Diversity Management Programs: 

If we talk of today’s organizations, they are very much diverse and heterogeneous. The 

workforce is so diverse with language differences, religious differences and cultural 

differences that it becomes really hard to make the employees work together in an 

effective manner. The biggest challenge in front of the management in to minimize 

perceptual bias and benefit from such diversity. 

For this purpose, an important strategy it to use training programs which may help in 

communicating the value of diversity on one hand and help the participants acquaint 

with one another and provide them room to mix with one another with different 

backgrounds. These training programs mainly increase the employees, awareness of 

difference and thus help in minimizing perceptual biases and distortions. 

To include we can say that successful managers understand the importance of perception 

on behaviour and they act accordingly. They are aware of perceptual distortions and they 
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know that perceptual differences are likely to exist in any situation. As a result they try 

to make decisions and take action with a true understanding of the work situation as it is 

viewed by all persons concerned. 

 

5. Forming Values  

 

Value formation is the confluence of our personal experiences and particular culture we 

are entwined in. Values are imposed from our family in childhood and reinforced 

through culture and life experiences. The value of, for example, kindness was imposed 

on me from my parents, and reinforced throughout early. 

 

Values can be defined as those things that are important to or valued by someone. That 

someone can be an individual or, collectively, an organization.• Values are the 

embodiment of what an organization stands for, and should be the basis for the behavior 

of its members.• Values provide the basis for judgments about what is important for the 

organization to succeed in its core business.  

 

Sources of Values 

• Family 

• Friends 

• Religion 

• School 

• Books 

• Media and Internet 

• Culture 

• Employers 

• Time-period in which you were raised etc. 

• Some of your most important values are formed around the age of ten years. 
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Formation of Values 

• We start forming values in our childhood.  

• First we learn to appreciate things that fulfill our basic needs, but we value 

especially those people that provide them to us. 

• Their behavior towards us becomes the main reference of what is valuable. 

• The consistency and coherence of our parents’ behavior is what strengthens our 

formation. 

• Values are often confused with habits, and many parents hope that school will 

form the values that were not instilled at home. 

• This is not possible, because school does not fulfill the basic needs of life… that 

is the responsibility of those who raise us. 

 

 

 


