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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 workingImproved 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  

Unit IV 

 Corporate Skills / Working with Others 

 Developing body language-Practising etiquette and mannerism-Time managementStress 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  

  



 

UNIT-I 

KNOW THYSELF/ UNDERSTANDING SELF 

INTRODUCTION TO SOFT SKILLS 

Soft skills are a cluster of productive personality traits that characterize 

one's relationships in a Social environment. These skills can include social 

graces, communication abilities, language skills, personal habits, cognitive or 

emotional empathy, time management, teamwork and leadership traits. A 

definition based on review literature explains soft skills as an umbrella term for 

skills under three key functional elements: people skills, social skills, and 

personal career attributes. 

Definitions 

1.Soft skills are a combination of people skills, social 

skills, communication skills, character or personality traits, attitudes, career 

attributes,social intelligence and emotional intelligence quotients, among others, 

that enable people to navigate their environment, work well with others, 

perform well, and achieve their goals with complementing hard skills. 

2.The Collins English Dictionary defines the term "soft skills" as 

"desirable qualities for certain forms of employment that do not depend on 

acquired knowledge.They include common sense, the ability to deal with 

people, and a positive flexible attitude 

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 

https://en.wikipedia.org/wiki/Category:Social_graces
https://en.wikipedia.org/wiki/Category:Social_graces
https://en.wikipedia.org/wiki/Interpersonal_communication
https://en.wikipedia.org/wiki/Language
https://en.wikipedia.org/wiki/Time_management
https://en.wikipedia.org/wiki/Collaboration
https://en.wikipedia.org/wiki/Leadership#Traits
https://en.wikipedia.org/wiki/People_skills
https://en.wikipedia.org/wiki/Social_skills
https://en.wikipedia.org/wiki/Social_skills
https://en.wikipedia.org/wiki/Communication_skills
https://en.wikipedia.org/wiki/Personality_traits
https://en.wikipedia.org/wiki/Social_intelligence
https://en.wikipedia.org/wiki/Emotional_intelligence
https://en.wikipedia.org/wiki/Hard_skills
https://en.wikipedia.org/wiki/Collins_English_Dictionary
https://en.wikipedia.org/wiki/Common_sense


• Creativity 

• Work ethic 

• Integrity 

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

• Communication 

• Problem-solving 

• Creativity 

• Adaptability 

• Work ethic 

 

 

 

 

 

 

 

 

 

 

 

 

A person’s attempts to determine how they feel, personally, 

about spiritual issues or priorities, rather than following the opinions 

of family, friends, neighborhood or peer pressure. The topic of self-

discovery has been associated with Zen.A related term is "finding 

oneself". There are different stages of finding oneself. Cultures from 

around the world have developed an array of modalities in the journey 

to discover oneself. In modern times practitioners and scientists have 

come together to create a map that brings clarity in the process of self-

discovery. This is referred to as the levels of consciousness. 

https://en.wikipedia.org/wiki/Spirituality
https://en.wikipedia.org/wiki/Peer_pressure
https://en.wikipedia.org/wiki/Zen
https://en.wikipedia.org/wiki/Level_of_consciousness_(Esotericism)


Self discovery is the process of learning more about yourself and 

who you are. An example of self discovery is going to therapy or meditating to 

have time to consider and contemplate your strengths and weaknesses. 

YourDictionary definition and usage example. 

What is a SWOT analysis? 

SWOT analysis is the examination of your situation by looking at 

Strengths, Weaknesses, Opportunities and Threats. ... SWOT analysis are 

however, equally useful on a personal level as a way to identify areas for 

development, and as part of career discussions. 

• Strengths 

• Weaknesses 

• Opportunities 

• Threats 

How to do a personal SWOT analysis ? 

 

 

 

https://creately.com/creately-start?tempID=infipmuq2&utm_source=personalswot&utm_medium=blog&utm_campaign=diagusage


Developing positive attitude 

“Your attitude can take you forward or your attitude can take you 
down. The choice is always yours!” - Catherine Pulsifer 

What is positive attitude example? 

 

Individuals who have a positive attitude will pay attention to the good, 

rather than bad in people, situations, events. A simple example of a positive 

attitude; when you are having a very bad run of luck but you still say “Good 

Morning” rather than “What's so good about this morning”. 

 

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. 

https://www.wow4u.com/page8.html


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? 

• 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)? 

What is perception ? 

In psychology and the cognitive sciences, perception is the process of getting, 

interpreting, selecting, and organizing sensory information. It includes the 

collection of data from sense organs through to the interpretation made by the 

brain. ... Perception is a lot more than just "information coming in". 

 

Strategies for Improving Perceptual Skills: 7 Strategies 

1. Knowing Oneself Accurately: One of the powerful ways to minimize perceptual 

distortions is to know yourself. ... 

2. Emphatize with Others: ... 

3. Have a Positive Attitude: ... 

4. Postpone Impression Formation: ... 

5. Communicating Openly: ... 

6. Comparing One's Perceptions with that of Others: ... 

7. Introducing Diversity Management Programs 

 

 

 



 

Generally, value has been taken to mean moral ideas, general conceptions 

or orientations towards the world or sometimes simply interests, attitudes, 

preferences, needs, sentiments and dispositions. 

But sociologists use this term in a more precise sense to mean “the 

generalized end which has the connotations of rightness, goodness or inherent 

desirability”. 

It is important and lasting beliefs or ideals shared by the members of a 

culture about what is good or bad and desirable or undesirable. 

It has a major influence on a person’s behavior and attitude and serves as broad 

guidelines in all situations. 

Actually, the value represents basic convictions that a specific mode of conduct 

or end-state of existence is personally or socially preferable to an opposite or 

converse mode of conduct or end-state of existence. 

Values Definition – What is Values? 

“Values defined in Organizational Behavior as the collective conceptions 

of     what is considered good, desirable, and proper in a culture” 

Some common business values are fairness, innovations and community 

involvement. 

According to M. Haralambos, “A value is a belief that something is good 

and desirable”. 

According to R.K. Mukherjee, “Values are socially approved desires and 

goals that are internalized through the process of conditioning, learning or 

socialization and that become subjective preferences, standards, and 

aspirations”. 

According to Zaleznik and David, “Values are the ideas in the mind of 

men compared to norms in that they specify how people should behave. Values 

also attach degrees of goodness to activities and relationships” 

According to I. J. Lehner and N.J. Kube, “Values are an integral part of the 

personal philosophy of life by which we generally mean the system of values by 

which we live. 



 Here are some examples of core values  

• Dependability. 

• Reliability. 

• Loyalty. 

• Commitment. 

• Open-mindedness. 

• Consistency. 

• Honesty. 

• Efficiency. 

 

Formation of values  

Formation of values are learned and acquired primarily through 

experiences with people and institutions. 

Parents, for example, will have substantial influence on their children's 

values. A parent's reaction to everyday events demonstrates what is good and 

bad, acceptable and unacceptable and 

important and unimportant. Values are 

also taught and reinforced in schools, 

religious organizations, and social 

groups. As we grow and develop, each 

source of influence contributes to our 

definition what is important in life. 

Cultural mores have influence of the 

formation of values. Basic convictions of what is good or bad are derived from 

one's own culture. 

 


