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What Are Soft Skills?
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.

Leading the Unleadable
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
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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.

Personal Development for Life and Work
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.

I'm Not Afraid of GDPI: Group Discussion and Personal Interview
The Enneagram is an extraordinary framework for understanding more about ourselves. No matter from which point of view
we approach it, we discover fresh conjunctions of new and old ideas." So writes Don Riso in this expanded edition of his
classic interpretation of the Enneagram, the ancient psychological system used to understand the human personality. In
addition to updating the descriptions of the nine personality types, Personality Types, Revised greatly expands the
accompanying guidelines and, for the first time, uncovers the Core Dynamics, or Levels of Development, within each type.
This skeletal system provides far more information about the inner tension and movements of the nine personalities than
has previously been published. This increased specificity will allow therapists, social workers, personnel managers, students
of the Enneagram, and general readers alike to use it with much greater precision as they unlock the secrets of selfunderstanding, and thus self-transformation.

Soft Skills Training
"The 12 soft skills that are covered in this book are industry and culture neutral. In whichever industry and country you may
belong, they enable you to achieve extraordinary results in your personal life, career, and business."--Back cover.

Personality Development and Soft Skills
Personality Types
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Soft Skills
●At Job Interviews ● On The Job ● In Business ● In Personal Life WHAT THIS BOOK CAN DO FOR YOU 1. Elevate your
Ordinary Communication into Effective Communication. 2. Add a touch of excellence to your Interpersonal Skills. 3. Make
your Analytical Ability sharp-focussed and result-oriented. 4. Help you master the Art of Learning. 5. Train you to reap more
rewards from your Time Management Skills. 6. Bring you prosperous results from your Positive Thinking. 7. Help you Set the
Goals and Get the Results. 8. Mould your Creative and Innovative Skills. 9. Improve your Personal Hygiene and Personal
Grooming. 10. Unleash the incredible power of your Enthusiasm. 11. Annexure I: Common Mistakes in English and Their
Corrections. 12. Annexure II: Do's and Don'ts for Successful Job Interviews Overall, it could make you a Better You!

An Introduction to COMMUNICATION SKILLS AND PERSONALITY DEVELOPMENT
Communication Skills and Soft Skills: An Integrated Approach
This book aims to provide crucial insights into various facets of developing one's personality, as well as to improve written,
verbal, and non-verbal communication skills. Special attention has been paid to the specific needs of a job aspirant, such as
writing of effective CVs, participation in group discussions, tackling job interviews, and to hone one's public speaking and
speed-reading skills.

Bridging the Soft Skills Gap
Is that one guy dragging you all down? The control-freak, the narcissist, the slacker, the cynic Difficult people are the worst
part of a manager's job. Whether it comes from direct reports or people above, outbursts, irrational demands, griping, and
other disruptions need to be dealt with-and it's your responsibility to do it. Leading the Unleadable turns this dreaded chore
into a straight forward process that gently, yet effectively, improves behaviors. Written by an insider in the tech industry,
where personality issues routinely wreck projects, the book reveals a core truth: most people actually want to contribute
results, not cause headaches. Once you realize the potential for change, the book's simple steps, examples, and scripts
explain how to right even the most hopeless situations. You'll learn how to: * Master the necessary mindset * Explain the
problem calmly in a short feedback session * Get a commitment to change, and follow up * Coach others to replicate the
process * Develop the situational awareness required to spot trouble even earlier in the future Every manager has "problem
people." What sets great managers apart is how they turn them into productive team players. Prepare to transform the
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troublesome into the tremendous.

Story-Based Inquiry: A Manual for Investigative Journalists
Bsiness Communication and Soft Skills Laboratory Manual
If you look for a book dealing with soft skills with a difference, here it is! Yes, you are at the right place for the right
material. This special book deals with not only the importance of soft skills, also the use of it both at your workplace and at
your homes. The concern is that you are going to make a difference not only in your workplace also in your family. As the
book emphasizes the importance of soft skills for making your professional career highly on demand, it also shows ways to
make your family life more pleasant and happy – A search for a 'homely relationship' with your wife, and children.Soft skills
are interpersonal and intra-personal skills and they objectively refer to a term relating to a person's “EQ” (Emotional
Intelligence Quotient). This is a 'package' of skills related to personality development that including social skills,
communication and language skills, interpersonal habits, assertiveness, friendliness and optimism that demonstrate the
relationship with the other. Soft skills remain essential to any person who wants to demonstrate the maturity of thinking
and responding to the people and situations. Soft skills are personal skills, which make a person more polished and more
successful. Soft skills are part of interpersonal and intra-personal skills that play a crucial role in demonstrating the
characterized relationship with the other. Soft skills differentiate a person from the other based on his/her interpersonal
relationship within the group or outside of it. Behavioral experts say that there are many soft skills, which need to make our
interaction with people or the environment friendly and productive. Another reason for training ourselves in soft skills is that
they are not taught in schools or colleges to an extent comparable to the regular academic studies.Soft Skills make you
assertive in your approach to your peers or customers. Assertiveness can be defined as the ability to express yourself
without being rude or aggressive. The fine-tuning of character is done with the soft skills. Soft skills enable the employee to
focus on real time problems and challenges that he/she faces ordinarily at the work place. Soft skills are not those, which
are in demand only in work places or with colleagues, or with bosses. It is not that as an employee with a dream to go up on
your professional ladder, you should not be demonstrating your soft skills professionally in your workplace or with your
peers and superiors.Recognizing the individuality of the other and valuing their perspectives are important qualities of
interpersonal relationship. However, it is also important to distinguish the difference between being assertively friendliness
and submissive. It means, you should not permit the other to trample over you and crush your dignity. Strong interpersonal
skills imply the ability to interact with confidence and soft skills make this possible for you in your life. This book is written
keeping in mind the contemporary trend on soft skills and their importance in today's world. iland business publishing
specialises in the area of reference guides for readers seeking practical information to improve themselves in careers,
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finance, and other related core business topics.We bring our readers the information they need to stay in step with required
skills and techniques.Our authors are experts in their fields and deliver well-written, easy-to-follow, yet comprehensive
books that inform, advise, and educate.

Soft Skills
Essential Soft Skills You Need To Know for Career Success Are you looking for a blueprint to master top soft skills in demand
by employers? Are you confident you possess soft skills you need to stand out? Do you know which soft skills will provide
you with the competitive edge to maximize and leverage your career options? Inside What Are Soft Skills? you will discover
why soft skills are vital competencies and the underlying principles which enable you to become more valuable and
effective in the workplace. What Are Soft Skills? How to Master Essential Skills to Achieve Workplace Success is a
comprehensive career resource to learn critical skills to elevate you above the competition and put you on the fast track to
career success. Learn how to master essential employability soft skills - use secret strategies, techniques, tips and tools to
boost your knowledge, professionalism and increase your marketability. "Soft skills enhance your marketability for career
success." -PATRICIA DORCH INSIDE WHAT ARE SOFT SKILLS? YOU WILL LEARN: How to advance your career and build strong
interpersonal relationships with co-workers, colleagues and customers. How to use critical thinking skills to quickly read
situations and problem solve. How to master public speaking skills to build confidence in job interviews, networking,
interpersonal skills and dealing with difficult people. How your accountability and responsibility impacts the performance,
productivity and profitability of the organization. How to use enthusiasm to promote your ideas and contribute to the
success of the organization. How to adapt to work habits, technology, techniques and strategies to improve your
performance in the workplace. ABOUT THE AUTHOR PATRICIA DORCH is an in-demand Career Expert, Strategist and sought
after Speaker. Patricia is the author of Professionalism: New Rules for Workplace Career Success, Job Search: College
Graduates New Career Advice, Ideas and Strategies To Get Hired and Military To Civilian Transition: Job Search Strategies
and Tips to Get Hired in the Civilian Job Market. Patricia specializes in maximizing the potential for professionals to get
hired, demonstrate professionalism in the workplace and get promoted in today's ultra competitive job market. Visit:
www.whataresoftskills.net Visit: www.whatisprofessionalism.com

Encyclopedia of Soft Skills, Personality Development, Stress Management, Career Counselling
and Guidance
Corporations have long passed the buck of training people in employability, soft skills and personality development to the
educational institutions. Textbooks must support and supplement the efforts of teachers and the students. Texts must find
new ways of projecting the subject reflecting inter-dependent nature of personality development, career planning, soft
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skills, employability, and English language skills, the lingua franca of international community and link Indian language.

Personality Development & Soft Skills
This Special Report offers a research-based view into the importance of soft skills for modern lawyers and how law firms
develop essential soft skills - whether to comply with SRA rules, to lead productive teams, to provide the best service to
clients or to grow their practice. This report is the guide to developing the skills needed to get ahead and stay ahead in your
legal career.

Effective Communication and Soft Skills
This book is not available as a print inspection copy. To download an e-version click here or for more information contact
your local sales representative. 'This book clearly approaches the "21st century skills-issue" Hands-on, reflective, thorough:
a definite must-have for students, professionals and HE institutions.' - Nieke Campagne, Careers/Policy Advisor, Leiden
University, The Netherlands Whether you are about to embark on your business degree programme, are already a business
student or are a business graduate, this book helps you to develop yourself and your career in ways which will benefit you,
your current and future employers and society. Focused on developing study and personal skills to enhance your
employability, it provides insights and practical guidance on: Developing a skill set and competencies that will be valued by
employers, including team-working, critical thinking, networking, managing emotion and managing technological change
Self-profiling through career and life planning, and self-presentation through career communication, volunteering and
internships Becoming a global business practitioner, able to anticipate economic and cultural change, understand a
diversity of world¬views and the idea of ‘global responsibility’ Becoming a responsible and ethical business practitioner,
embodying virtues and values which are increasingly sought after by employers in line with consumer expectations. 'The
first thing I really love about Paul Dowson’s hugely comprehensive book is its clarity; he takes complex themes and turns
them into accessible learning outcomes. The other thing to love is its humanity – it is insightful and borne of a deep concern
about how students transition from higher education to working life and citizenship.' - Jane Artess, Director of Research,
Higher Education Careers Services Unit (HECSU), UK

Soft Skills Hard Results
Business Communication and Soft Skills Laboratory Manual provides hands-on experience of business and professional
situations. It imparts the required communication and soft skills through group activities and peer group assessment
essential for effective communication and personality development. This ensures long-term employability of students
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entering the professional domain and professionals striving for consistency and success in their jobs. This is also an
effective tool for students and teachers to use a communicative approach to business communication.

MANAGING SOFT SKILL FOR PERSONALITY DEV
The Ultimate Guide to Unleash Your Potential… DESCRIPTION Is it Possible to get High-Impact Communication skills and Soft
Skills in a very short period? Is there a way to build executive presence to get promotion, progress and visibility for your
efforts from your leaders and recruiters? Can you develop mental strength, motivation & confidence to approach your lives
with a positive mental attitude? Can you develop Emotional Intelligence and have meaningful relationships with everyone to
live your dream life? Do you want learn from a corporate expert's 20+ years experience, so that you can avoid costly and
time consuming mistakes and make the right decisions? Yes, through this book you can do all the above and more!
Welcome to the ultimate guide to unleashing your potential. A Good professional needs to have strong Language skills.
Recognizing this need, the book has a section in every chapter that highlights important words and Business phrases used
in the corporate industry along with their meanings. The attached CD has all new content, essential soft skills training for
life success. Through a series of videos, the author shares corporate tips and provides coaching for career advancement
and realisation of personal goals. Hacks used for speed learning: Experts quotes | learning milestones | learning mastery:
the essentials of the topic | case in point: real world examples for application of the concepts | illustrations and graphics |
knowledge check | case studies | applied knowledge based on the case studies | business jargon and Start-up terminologies
| English vocabulary building KEY FEATURES Book aims to be the Professional Guide, Coach and Mentor to all those who
want to upgrade their soft skills to get a head-start in their careers. Book is designed to give all individuals the all-important
personality development soft skills required by them to become successful and powerful personalities. Book has been
designed to be a bridge between Academic Curriculum education and the Industry. Effective Communication and Personal
Development training concepts given in this book impart knowledge that is geared towards enhancing their soft skills WHAT
WILL YOU LEARN This books aims to impart high-impact soft skills like executive presence, time management, public
speaking, first impression, professionalism, etiquette, negotiation, job interview, group discussion, leadership, teamwork,
communication, creativity, interpersonal skills, emotional intelligence, and much more. WHO THIS BOOK IS FOR Through
this book, anyone wishing to develop powerful personalities will be able to choose and attain a career of their choice. They
will develop well-rounded personalities; attain self-confidence and an ability to successfully overcome any challenge that
life throws at them. Table of Contents 1. Soft Skills: An Overview 2. Emotional Intelligence 3. Self-Image Management 4.
Team Building and Cooperation 5. Time Management and Goal Setting 6. Communication Skills 7. Verbal Communication
Part 1 8. Verbal Communication-Part 2 9. Non-Verbal Communication 10. Level 2: Career 11. Level 3: Courtesy & Habits 12.
Resume Writing & Job Applications 13. Group Discussions 14. Personal Interview and Interactions 15. Neuromarketing: The
Art of Promoting Yourself
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Soft Skill and Personality Development
Textbooks must support and supplement the efforts of teachers and the students. Texts must find new ways of projecting
the subject reflecting inter-dependent nature of personality development, career planning, soft skills, employability, and
English language skills, the lingua franca of international community and link Indian language

SOFT SKILLS PERSONALITY DEVELOPMENT FOR LIFE SUCCESS
This book highlights the increasing need for people who will be working in professions such as teaching, health, engineering
and business management to have the skills for living and working in a global society. Globalisation and the challenges
resulting from recent political events in Europe and North America have given rise to a need for training and further and
higher education programmes to address the skills young people all need to effectively engage in the current global
society. Reviewing the range of theories and debates surrounding skills for the twenty-first century, the author suggests
there is a need to directly address the real-world issues of today and move beyond abstract concepts such as team work,
critical thinking and problem solving, as important as these concepts are. The author proposes a new framework for global
skills using examples from international and national policy-makers and evidence from further and higher educational
programmes and training courses. This pioneering yet practical book will be of value to students and scholars of global
education as well as practitioners and policy makers.

Soft Skills That Make Or Break Your Success
Special Features: · It s a comprehensive 5-IN-ONE book.· It contains 12 important skills as chapters with suggested practice
training methods.· Every chapter has a Caselet with discussion questions to brainstorm.· Most of the chapters have a
questionnaire used as a testing tool to assess and understand oneself better. · Every chapter has a number of tried and
tested activities.· Detailed methodology is given for each of the activities so that a trainer or instructor could handle
effectively.· At the end of each chapter, there is a debrief which explains the kind of feedback to be given to the trainees.·
Ready-made checklist to follow and modify as per the situation and requirement of the trainer.· Substantial amount of
theory is given to make it simpler to understand. About The Book: This book makes you aware of the various Soft Skills and
Behavioural Skills needed for the students of professional courses like MBA, MCA, BE, B.Tech, MBBS; job aspirants of MNCs,
IT/ITES industry, Tourism, Banking, Insurance and Real Estate etc., to mention a few; focuses on skills that are expected by
the employers and also on a number of activities related to Soft Skills that are required (acquired in a hard way) by the
Corporate World.
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Soft Skills
SOFT SKILLS FOR MANAGERS
Communication Skills and Soft Skills: An Integrated Approach is an invaluable guide to students of professional courses, job
seekers and people of various professions seeking to improve their soft skills. This book integrates training in essential soft
skills with all the four language skills (listening, speaking, reading and writing) and all the four language components
(pronunciation, vocabulary, grammar and spelling). It effectively meets the requirements of the present-day job market and
other interactive spheres of their lives.

How To Win Friends and Influence People
This high-impact book has been written by an experienced industry professional with a corporate perspective. The author is
a Master Trainer who approaches the soft skills training from the point of view of a corporate soft skills training. Written in a
business storytelling format, the training in the book is imparted by a skillful industry leader. This has not been written as
the theoretical exercise. No boring theory, no wasted time! Rather, each chapter has been approached as a working
session: Imparting soft skills by solving real problems and discussing workable solutions which the reader can apply
immediately and keep for life. The structure of the book is in the form of a Personal Development Compass developed by
the author. Just as a compass guides travelers through their journey and helps them to reach their destination, in the same
way, the Personal Development Compass too guides the reader to navigate their way through the maze of the different soft
skills and help them to polish their personalities. The methodology applied is `Learning-By Doing': This approach can be
summed up as follows: `Educate Briefly-Then Train at Length'- On other words, less focus on theory, more real-world action,
and solutions. The training imparted in the book starts with the Personality Development objective in mind and then
facilitates and demonstrates methods to achieve those objectives.VERTICAL 1: Theme: CONFIDENCEHeadings:
RELATIONSHIPS & WELL-BEINGThis vertical helps the reader in gaining the mental strength, motivation & confidence to
approach their lives with a Positive Mental Attitude. The ability to be optimistic even in dire situations enables them to
develop Emotional Intelligence and have meaningful relationships with their peers and colleagues, paving the way for the
next level of Competence.VERTICAL 2: Theme: COMPETENCEHeadings: COMMUNICATION & CAREERGood Communication is
a huge demand from recruiters and employers today. In fact, it is a pre-requisite for success. Effective Communication
helps the reader to get a head start in their careers. They are able to think fast and creatively, impress and convince others
of their point of view, they develop good listening skills thereby gaining an edge over others. They become the candidates
of choice for promotion and progress.VERTICAL 3: Theme: COURTESYHeadings: ETIQUETTE & HABITSThere is a popular
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saying: The First Impression is the last Impression. A good first impression is created through effective habits and an ability
to say the right thing at the right time to the right person. To develop these skills, the reader learns to exhibit appropriate
behavior in all situations: personal and professional. Sustained behavior becomes a habit. This then becomes part of the
reader's basic nature. A Good professional need to have strong Language skills. Recognizing this need, the book has a
section in every chapter that highlights important words and Business phrases used in the corporate industry along with
their meanings.ContentsSoft Skills: An OverviewEmotional IntelligenceSelf-Image ManagementTeam building and
cooperationTime Management and Goal SettingCommunication SkillsVerbal Communication Part 1Verbal Communication
Part 2Non-Verbal CommunicationLevel 2: CareerLevel 3: Courtesy & HabitsResume Writing & Job ApplicationsGroup
DiscussionPersonal Interviews and Interactions

Sizzling Soft Skills for Spectacular Success
You can go after the job you want—and get it! You can take the job you have—and improve it! You can take any
situation—and make it work for you! Dale Carnegie’s rock-solid, time-tested advice has carried countless people up the
ladder of success in their business and personal lives. One of the most groundbreaking and timeless bestsellers of all time,
How to Win Friends & Influence People will teach you: -Six ways to make people like you -Twelve ways to win people to your
way of thinking -Nine ways to change people without arousing resentment And much more! Achieve your maximum
potential—a must-read for the twenty-first century with more than 15 million copies sold!

Communication Skills and Personality Development
Personality Development and Soft Skills
Personality Development and Soft Skills
Essential Soft Skills for Lawyers
Everyone says a great leader needs EQ, Emotional Intelligence, soft skills, blah, blah, blah. What does that even mean?
Where do you start? Where’sthe line for that on the P&L? You might think that business is all about facts and figures. You
probably prefer it that way. The truth is that as uncertainty and business complexity increases, successfulleaders need to
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embrace soft skills to get the best out of their people in a sustainable manner. In this succinct, no-nonsense approach, Anne
Taylor shares: Key soft skills relevant for leadership and practical applications of how to use them every day drawn from
real-life case studies Straightforward tools to better understand yourself, because your leadership starts with YOU Simple
frameworks to communicate with others to get things done while building a stronger relationship with them (at the same
time, how efficient!) Logical ideas you can try immediately with on-line support if you want it. All done in an easy to read,
logical, organized manner for people who prefer factsand don’t consider themselves natural ‘people people.’ In a direct yet
professional manner, Anne combines the results-oriented focus from her extensive business background in Fortune 100
corporations with her passion for personal awareness and conscious choice to help you get better results through your
people, fast. The Practical Principles in this book, when applied, practiced and honed, can improve your effectiveness,
impact and bottom-line results.

Personal and Professional Development for Business Students
Managing Soft Skills for Personality Development
Personal Development for Life and Work 10e is an easy-to-read and easy-to-use practical text focused on helping students
better understand themselves, discover their potential, and prepare for successful employment. Chapter topics are all
about gaining self-awareness, developing soft skills and strong communication skills, and adopting professional workplace
attitudes and skills to succeed in the workplace. The text is divided into four parts: 1) It's All About You; 2) It's All About
Communicating; 3) It's All About Working with Others; 4) It's All About Workplace Success. Chapters are arranged in short
sections that include self-assessments, case studies, and activities that are appropriate for both business and personal
situations. Topics keep the reader's attention; coverage is thorough without being overwhelming. End-of-chapter features
includes Points to Remember, Key Terms, Bookmark It, Activities, and Case Studies. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.

Successful Career Soft Skills and Business English
Development is sometimes defined as the process of expansion of human capabilities rather than materialistic acquisition
and possession. The significance of personality development transcends beyond the individual domain and is now
recognized as a critical component of corporate success. This is one of the reasons why the modern corporate sector is now
engaged in soft skill development to make the hard skill endowment of its professionals more complete, effective and
successful. In the labour-surplus economy of India, it is interesting to observe that while the demand for labour is growing
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rapidly, most of the unemployed labour cannot effectively be absorbed in productive occupations. Many of the unemployed
labourers seeking opening in the labour market possess the necessary hard skill but are deficient in soft skill and the
desirable personality pattern. As a matter of fact, soft skills and desirable personality traits have many things in common
and they are complementary in nature, in spite of some minor nuances. The title of the book reflects an interlocking
relationship between what seems to be the two apparently different domains.

The Ace Of Soft Skills: Attitude, Communication And Etiquette For Success
Based on more than twenty years of research, Bruce Tulgan, renowned expert on the millennial workforce, offers concrete
solutions to help managers teach the missing basics of professionalism, critical thinking, and followership?complete with
ninety-two step-by-step lesson plans designed to be highly flexible and easy to use.

Personality Development and Soft Skills
I'm Not Afraid of GDPI: Group Discussion and Personal Interview is carefully designed to guide you to face the compelling
challenges of career building in the current scenario of cut-throat competition. This book offers several valuable sutras to
aid an all-round development of one's personality. It discusses different ways to hone the career management skills such as
writing a persuasive bio-data, presenting oneself convincingly in the interviews, tackling GDPI and dealing with time
management stress. Neatly divided into two parts and eleven engaging chapters, the book comprehensively deals with
every aspect of personal grooming required to be successful. Right front the positive mindset to correct attitude, and
impressive body-language to acquiring 'officer-like qualities', this book can teach you the an of winning.

55 Soft Skills
I was hired by a major university to teach recently released offenders how to become employed. I walked into my first class
intending to follow the lead of all the other job training programs in the city, which was teaching the students to properly fill
out applications, write resumes, facilitate mock interviews, and locate employment opportunities. After the first couple of
classes, most of the students were either not paying attention or sleeping. I quickly realized my presentation needed to be
interesting, challenging, beneficial, and actually guide the participants on how to remain employed. However, I was unable
to find any published material for teaching new hires the soft skills necessary to keep a job. 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
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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.

The Hard Truth About Soft Skills
Personality Development & Soft Skills
What's the hard truth? Soft skills get little respect but will make or break your career. Master your soft skills and really get
ahead at work! Fortune 500 coach Peggy Klaus encounters individuals every day who excel at their jobs but aren't getting
where they want to go. It's rarely a shortfall in technical expertise that limits their careers, but rather a shortcoming in their
social, communication, and self-management behaviors. In The Hard Truth About Soft Skills Klaus delivers practical tools
and techniques for mastering soft skills across the career spectrum. She shows how to: manage your workload handle the
critics develop and promote your personal brand navigate office politics lead the troops and much more! Klaus reveals why
soft skills are often ignored, while bringing their importance to life in her trademark style—straightforward, humorous, and
motivating. Perfect for readers at all professional stages—from those who are just starting out to seasoned executives—this
book is essential reading for anyone who wants to take his or her career to the next level.

Own Any Occasion
Understanding Global Skills for 21st Century Professions
Salient features of the book : Learning objectives appearing at the beginning of each chapter enlist the topics/concepts that
the student are expected to understand after reading the chapter. Opening Case Study sets the stage for the areas to be
discussed in the concerned chapter. Case studies are powerful catalysts for thought and discussion as they are based on
‘situation analysis’ teaching technique which allows student to explore problems and dilemmas and provides them
opportunities to work in teams, share ideas, and learn that people sometimes see things differently. Encourage your
students to consider the forces that converge to make an individual or group act in one way or another, and then evaluate
the consequences. Rapid Recapitulation given after the completion of each broad topic helps student understand the
concept and its application thoroughly. Assess your Understanding given in the form of MCQs (Multiple choice questions),
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True & False, Fill in the blanks etc., after the completion of each broad topic helps student test their understanding of the
concepts discussed. Story Time strategically placed in the middle of the chapter, these are short interesting stories that
allow student to think about the problems discussed in them, develop critical thinking skills and draw some ‘moral lessons’
from them. They also allow students to generate ideas quickly and spontaneously and help them use their imagination and
break loose from fixed patterns of response. Closing Case Study is teaching technique that is developed for the purpose of
encouraging the student to apply the concepts discussed in the concerned chapter. By engaging in the thinking process
that these closing case studies call for, student can improve their own problem solving and decision making skills. Chapter
End Summary helps student summarize all the areas discussed in the concerned chapter. Review and Discussion Questions
help student assess their understanding of the different topics discussed in the chapter and give them first-hand experience
of explaining the concepts and their application in their own words while answering to the long-answer type questions.
Brain Ticklers are given with an objective of harnessing thinking out-of-the-box in student. Encourage your students to do it
as an individual exercise rather than a team work. Simulation Based Exercise is a role play/management game, which is an
informal dramatization in which students act out a suggested situation. It helps young learners simulate real life situations
and provides an excellent strategy for practicing skill; experiencing how one might handle a potential situation in real life;
increasing empathy for others and their point of view; and increasing insight into their own feelings. Experiential Learning
helps student ‘feel’ or ‘experience’ the concepts and theories they learn in the concerned chapter. It provides them
opportunities to learn from real life experience and enables them to deepen their understanding of the topic and
personalise their connection to it. Answer Key at the end of the book, is a chapter-wise answers to the different types of
questions asked.
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