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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 



 

SOFT SKILLS DEVELOPMENT  

UNIT-I 

Definitions  

Soft skills are personality traits and behaviours. Unlike technical or ‘hard’ skills, soft 
skills are not about the knowledge but the behaviourswhich  displayed by ones  in 
different situations. 

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  could list on  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 
 Integrity 

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

 Communication 
 Problem-solving 
 Creativity 
 Adaptability 
 Work ethic 

Importance of soft skills 



Soft skills play an important role in resume writing, interviewing and finding success in 
communicating with people at work and in other areas of the life. For example, as we 
look for jobs,  find that many employers list specific soft skills on their job posts in the 
‘required’ or ‘desired’ sections. A job posting for a Human Resources associate may list 
‘attention to detail’ as a desired trait, while a job for a Marketing Specialist could list 
‘leadership’ and ‘great communication skills’.Soft skills are often transferable across 
careers and industries 

Soft skills list and example 

Soft skills are often innate personality traits,  already possess several marketable soft 
skills that will help to get and be successful in a job. Though many are formed with 
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 ones 
performance during and after the job search process. 

Communication 

Effective communication skills will be helpful through the interview process and in 
career. The ability to communicate involves knowing how to speak with 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 
 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 
 Organisation 
 Optimism 
 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 to develop a positive relationship with the employer and 
colleagues even when 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  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, 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 organise their thoughts so 
they are prepared to ask and answer important questions. This is also an active 
listening practice that may be good to utilise 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 prioritise 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. 

Self Discovery 

Self discovery should be an important goal for everyone. Traditionally, self-discovery is simply known as 

discovering something about their self, which is easy enough to understand. Most people associate self-

discovery with taking a personality test .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  

 

Tips to embark on our journey of self-discovery. 

Dis co v er i ng   P as s io ns  

Discovering your passions is one of the most exciting parts of self-exploration because there can 

be a wide range of possibilities that you aren’t even aware of yet.  

Dis co v er i ng  Me nt a l  C a p ab i l i t i e s  

Mental health is slowly becoming more and more acceptable to talk about on a more casual level than in 

the years past, which is fantastic progress for such an important topic. With that in mind, now is the best 

time to spend time reflecting on your own mental health and capabilities 

 

Read self discovery books. 

Start by getting acquainted with the concept of self discovery. Reading books about the discovery of self 

will open new doors of insight and understanding. Some can be read as theory or text, while others are 

designed as workbooks so that  can read a section and then write your thoughts.  

Take inventory. 

Buy a journal or notebook and set aside some time to reflect on our  life so far. What have you 

accomplished? What are your pet peeves? Do you have any major fears? Are you struggling against 

certain obstacles? Have you set realistic goals? Do you enjoy occasional daydreams or fantasies? List 

these in categories and see which area has more. That might be the category to focus on first. Or if you 

feel strong emotions about one of the areas, start with that one. 

 

Embrace discovery of the self. 

In assessing your personal inventory, you may feel anxious, nervous, or even a little afraid of what you 

could find deep within. Don’t worry. Whatever lies hidden in your soul will benefit from the light of 

discovery. If you find negative things, like fears, doubts, or negative traits, exposure will help you to deal 

with them once and for all. But if you find positive things, like strength, skill, or daring, don’t be afraid to 

use them to reach your highest goals. Simply put, accept whatever you find and continue to move 

forward in your quest for self discovery. 

 

You can grow even stronger by honestly facing the characteristics revealed by your personal inventory. 

Don’t be afraid to admit who you are and accept your limitations. Only then can you start working on 

the weaknesses to become a better person and enjoy your strengths to savor each day. 

Experiment with self discovery activities. 

In addition to reading, keeping a journal, and reflecting on who you are or who you want to become, 

there are several additional things you can do to help you get to the root of your identity. 

 

https://sara-katherine.com/2017/10/find-passion/
https://sara-katherine.com/2017/10/anxiety-therapy/


--Explore your spiritual side by visiting a church, synagogue, or another place of worship. Pray or 

meditate about the origins of the universe, and your place in it. Compare your journey of the body to 

the journey of your soul. Reflect on your personal values and morals, and why they are important to 

you. 

 

--Think about your physical being. If you could be healthier, for example by losing a few pounds or 

developing a fitness routine, start planning your lifestyle changes. Set a reasonable goal, such as losing 

two pounds per month, and stick with it. Or start walking 10 minutes daily and increase that amount of 

time by 10 minutes each week until you can walk for an hour. (Get your doctor’s consent before making 

specific changes like these. 

 

--Expand your mind. Make a list of relevant books that you can read at the rate of one per month.  

--Continue your journey of self discovery by connecting to others. Does someone need your help? Do 

you feel called to contribute, either physically or financially, to a social service organization or a charity? 

Reaching out to other people extends the chain of life and enriches all who are interconnected. 

 

--Practice an art form. Take a drawing class to learn how to draw human forms, still life, or scenes. Or 

work in clay as you master the art of sculpture, releasing creativity through your hands. You might be 

amazed by what takes shape through your brush or fingertips. Start playing an instrument. Or if you 

already do, try a different type of music. You might even want to compose music in a favorite genre. Let 

your creativity flow to discover and unleash the beauty in your soul. 

 

Link with others on the journey to self discovery. 

Look for self-help or self-discovery groups in your community that you can join. Many churches and 

social services advertise groups of this type with an invitation to attend meetings. Learning what other 

people are doing to embrace their inner being can give you ideas about how to proceed in your personal 

quest. Another way to do this is to partner with a friend who is interested in self discovery and help each 

other along the way. 

Keep track of your progress. 

Whatever activities you participate in, maintain a record so you can check your progress. A journal is an 

excellent way to follow the chronological entries to see where you’ve been (psychologically speaking) 

and where you are headed. Similarly, by taking note of your creative writing, artwork or social outreach, 

you can measure changes and improvements over a period of time. 

 

Become a mentor for discovery of the self. 

Once you have met your goal of getting to know yourself, you might want to help others learn to do it. 

As you know from personal experience, getting in touch with one’s essence is vital to self discovery and 

understanding. Offer guidance to friends or family members to help them along. Teaching something 

can help you learn it even more. 

 



Give yourself time. 

Getting to know yourself, just like getting acquainted with anyone, takes time. Don’t expect to find out 

everything there is to know in a few hours. Be prepared to go the distance through a series of activities 

and reflections. The ultimate enlightenment will be worth it. 

 

The journey of self discovery is like no other trip you will ever take. It is immensely exciting and 

satisfying to learn something that you did not know about yourself before. Set a goal of learning 

something new about yourself each year, and then get involved in activities that will help you do just 

that. 

 

 

 
 
 
 

Positive Attitude 

 
A positive attitude--optimism, expectancy, and enthusiasm--makes everything in business easier. 

A positive attitude boosts  up when we are in downs and supercharges when  we are already "on 

a roll." 

1. Remember that YOU control your attitude. 

Attitude does not emerge from what happens to you, but instead from how you decide to 

interpret what happens to you.example, receiving the unexpected gift of an old automobile. One 

person might think: "It's a piece of junk!" a second might think: "It's cheap transportation," and a 

third might think: "It's a real classic!" 

In each case, the person is deciding how to interpret the event and therefore controlling how he 

or she feels about it (i.e. attitude). 

2. Adopt beliefs that frame events in a positive way. 

Beliefs and rules about life and work determine how one interpret events and therefore their 

attitude. Decide to adopt "strong" beliefs that create a good attitude rather than beliefs that create 

a bad attitude.  

3. Create a "library" of positive thoughts. 

Spend at least 15 minutes every morning to read, view, or listen to something inspirational or 

motivational. If you do this regularly, you'll have those thoughts and feelings ready at hand (or rather, 

ready to mind) when events don't go exactly the way you'd prefer. 



4. Avoid angry or negative media. 

Unfortunately, the media is full of hateful people who make money by goading listeners to be 

paranoid, unhappy, and frightened. The resulting flood of negativity doesn't just destroy your 

ability to maintain a positive attitude; it actively inserts you into a state of misery, pique, and 

umbrage. Rather than suck up the spew, limit your "informational" media consumption to 

business and industry news. 

5. Ignore whiners and complainers. 

Whiners and complainers see the world through crap-colored glasses. They'd rather talk about 

what's irreparably wrong, rather than make things better. More importantly, complainers can't 

bear to see somebody else happy and satisfied. 

6. Use a more positive vocabulary. 

The words that come out of ones   are not  just a reflection of what's in mind --they're 

programming to brain how to think. Therefore, if you want to have a positive attitude, your 

vocabulary must be consistently positive. Therefore: 

 Stop using negative phrases such as "I can't," "It's impossible," or "This won't work." 

These statements program you for negative results. 

 Whenever anyone asks "How are you?" rather than "Hangin' in there," or "Okay, I 

guess..." respond with "Terrific!" or "Never felt better!" And mean it. 

 When you're feeling angry or upset, substitute neutral words for emotionally loaded ones. 

Rather than saying "I'm enraged!" say "I'm a bit annoyed..." 

Improving Perception 

Self-perception can be improved by becoming aware of how schema, socializing forces, self-

fulfilling prophecies, and negative patterns of thinking can distort our ability to describe and 

evaluate ourselves. How we perceive others can be improved by developing better listening and 

empathetic skills, becoming aware of stereotypes and prejudice, developing self-awareness 

through self-reflection, and engaging in perception checking. 

Improving Self-Perception 

Our self-perceptions can and do change. Recall that we have an overall self-concept and self-

esteem that are relatively stable, and we also have context-specific self-perceptions. Context-

specific self-perceptions vary depending on the person with whom we are interacting, our 

emotional state, and the subject matter being discussed. Becoming aware of the process of self-



perception and the various components of our self-concept (which you have already started to do 

by studying this chapter) will help you understand and improve your self-perceptions. 

Since self-concept and self-esteem are so subjective and personal, it would be inaccurate to say 

that someone’s self-concept is “right” or “wrong.” Instead, we can identify negative and positive 

aspects of self-perceptions as well as discuss common barriers to forming accurate and positive 

self-perceptions. We can also identify common patterns that people experience that interfere with 

their ability to monitor, understand, and change their self-perceptions. 

Aside from experiencing life-changing events, we can make slower changes to our self-

perceptions with concerted efforts aimed at becoming more competent communicators through 

self-monitoring and reflection. As  actively try to change the self-perceptions,  one do not be 

surprised if one encounter some resistance from significant others. When you change or improve 

your self-concept, your communication will also change, which may prompt other people to 

respond to you differently. Although you may have good reasons for changing certain aspects of 

your self-perception, others may become unsettled or confused by your changing behaviors and 

communication. Remember, people try to increase predictability and decrease uncertainty within 

personal relationships.  

For example, many students begin to take their college education more seriously during their 

junior and senior years. As these students begin to change their self-concept to include the role of 

“serious student preparing to graduate and enter the professional world,” they likely have friends 

that want to maintain the “semiserious student who doesn’t exert much consistent effort and 

prefers partying to studying” role that used to be a shared characteristic of both students’ self-

concepts. As the first student’s behavior changes to accommodate this new aspect of his or her 

self-concept, it may upset the friend who was used to weeknights spent hanging out rather than 

studying. Let’s now discuss some suggestions to help avoid common barriers to accurate and 

positive self-perceptions and patterns of behavior that perpetuate negative self-perception cycles. 

Avoid Reliance on Rigid Schema 

As we learned earlier, schemata are sets of information based on cognitive and experiential 

knowledge that guide our interaction. We rely on schemata almost constantly to help us make 

sense of the world around us. Sometimes schemata become so familiar that we use them as 

scripts, which prompts mindless communication and can lead us to overlook new information 

that may need to be incorporated into the schema. So it’s important to remain mindful of new or 

contradictory information that may warrant revision of a schema. Being mindful is difficult, 

however, especially since we often unconsciously rely on schemata. Think about how when 

you’re driving a familiar route you sometimes fall under “highway hypnosis.” Despite all the 

advanced psychomotor skills needed to drive, such as braking, turning, and adjusting to other 

drivers, we can pull into a familiar driveway or parking lot having driven the whole way on 

autopilot. Again, this is not necessarily a bad thing. But have you slipped into autopilot on a 

familiar route only to remember that you are actually going somewhere else after you’ve already 

missed your turn? This example illustrates the importance of keeping our schemata flexible and 

avoiding mindless communication. 



Be Critical of Socializing Forces 

We learned earlier that family, friends, sociocultural norms, and the media are just some of the 

socializing forces that influence our thinking and therefore influence our self-perception. These 

powerful forces serve positive functions but can also set into motion negative patterns of self-

perception. Two examples can illustrate the possibility for people to critique and resist 

socializing forces in order to improve their self-perception. The first deals with physical 

appearance and notions of health, and the second deals with cultural identities and 

discrimination. 

Beware of Self-Fulfilling Prophecies 

Self-fulfilling prophecies are thought and action patterns in which a person’s false belief triggers 

a behavior that makes the initial false belief actually or seemingly come true (Guyll et al., 2010). 

For example, let’s say a student’s biology lab instructor is a Chinese person who speaks English 

as a second language. The student falsely believes that the instructor will not be a good teacher 

because he speaks English with an accent. Because of this belief, the student doesn’t attend class 

regularly and doesn’t listen actively when she does attend. Because of these behaviors, the 

student fails the biology lab, which then reinforces her original belief that the instructor wasn’t a 

good teacher. 

Although the concept of self-fulfilling prophecies was originally developed to be applied to 

social inequality and discrimination, it has since been applied in many other contexts, including 

interpersonal communication.  

Create and Maintain Supporting Interpersonal Relationships 

Aside from giving yourself affirming messages to help with self-perception, it is important to 

find interpersonal support. Although most people have at least some supportive relationships, 

many people also have people in their lives who range from negative to toxic. When people find 

themselves in negative relational cycles, whether it is with friends, family, or romantic partners, 

it is difficult to break out of those cycles. But we can all make choices to be around people that 

will help us be who we want to be and not be around people who hinder our self-progress. This 

notion can also be taken to the extreme, however. It would not be wise to surround yourself with 

people who only validate you and do not constructively challenge you, because this too could 

lead to distorted self-perceptions. 

Beware of Distorted Patterns of Thinking and Acting 

From our discussion of attribution errors that we all have perceptual biases that distort our 

thinking. Many of these are common, and we often engage in distorted thinking without being 

conscious of it. Learning about some of the typical negative patterns of thinking and acting may 

help us acknowledge and intervene in them. One such pattern involves self-esteem and 

overcompensation. 



 

People with low self-esteem may act in ways that overcompensate for their feelings of low self-

worth and other insecurities.  

Overcoming Barriers to Perceiving Others 

There are many barriers that prevent us from competently perceiving others. While some are 

more difficult to overcome than others, they can all be addressed by raising our awareness of the 

influences around us and committing to monitoring, reflecting on, and changing some of our 

communication habits. Whether it is our lazy listening skills, lack of empathy, or stereotypes and 

prejudice, various filters and blinders influence how we perceive and respond to others. 

Develop Empathetic Listening Skills 

effective listening is not easy, and most of us do not make a concerted effort to overcome 

common barriers to listening. Our fast-paced lives and cultural values that emphasize speaking 

over listening sometimes make listening feel like a chore. But we shouldn’t underestimate the 

power of listening to make someone else feel better and to open our perceptual field to new 

sources of information. Empathetic listening can also help us expand our self- and social 

awareness by learning from other people’s experiences and taking on different perspectives. 

Empathetic listening is challenging because it requires cognitive and emotional investment that 

goes beyond the learning of a skill set. 

Beware of Stereotypes and Prejudice 

Stereotypes are sets of beliefs that we develop about groups, which we then apply to individuals 

from that group. Stereotypes are schemata that are taken too far, as they reduce and ignore a 

person’s individuality and the diversity present within a larger group of people. Stereotypes can 

be based on cultural identities, physical appearance, behavior, speech, beliefs, and values, among 



other things, and are often caused by a lack of information about the target person or group 

(Guyll et al., 2010). Stereotypes can be positive, negative, or neutral, but all run the risk of 

lowering the quality of our communication. 

Prejudice is negative feelings or attitudes toward people based on their identity or identities. 

Prejudice can have individual or widespread negative effects. At the individual level, a hiring 

manager may not hire a young man with a physical disability (even though that would be illegal 

if it were the only reason), which negatively affects that one man.  

Engage in Self-Reflection 

A good way to improve  perceptions and increase the communication competence in general is to 

engage in self-reflection. If a communication encounter doesn’t go well and you want to know 

why, your self-reflection will be much more useful if you are aware of and can recount your 

thoughts and actions. 

Self-reflection can also help us increase our cultural awareness. Our thought process regarding 

culture is often “other focused,” meaning that the culture of the other person or group is what 

stands out in our perception. However, the old adage “know thyself” is appropriate, as we 

become more aware of our own culture by better understanding other cultures and perspectives. 

Developing cultural self-awareness often requires us to get out of our comfort zones. Listening to 

people who are different from us is a key component of developing self-knowledge. This may be 

uncomfortable, because our taken-for-granted or deeply held beliefs and values may become less 

certain when we see the multiple perspectives that exist. 

. 

Checking Perception 

Perception checking is a strategy to help us monitor our reactions to and perceptions about 

people and communication. There are some internal and external strategies we can use to engage 

in perception checking. In terms of internal strategies, review the various influences on 

perception that we have learned about in this chapter and always be willing to ask yourself, 

“What is influencing the perceptions I am making right now?” Even being aware of what 

influences are acting on our perceptions makes us more aware of what is happening in the 

perception process. In terms of external strategies, we can use other people to help verify our 

perceptions. 

 

 

 



FORMING VALUES 

 

VALUES 

Values are principles, standards or qualities that an individual or group of people hold in high regard. 
These values guide the way we live our lives and the decisions we make. A value may be defined as 
something that we hold dear, those things/qualities which we consider to be of worth. 

A ‘value’ is commonly formed by a particular belief that is related to the worth of an idea or type of 
behaviour. Some people may see great value in saving the world’s rainforests. However a person who 
relies on the logging of a forest for their job may not place the same value on the forest as a person 
who wants to save it. 

Values can influence many of the judgments we make as well as have an impact on the support we 
give clients. It is important that we do not influence client’s decisions based on our values. We should 
always work from the basis of supporting the client’s values. 

Where do values come from? 

Our values come from a variety of sources. Some of these include: 

 family 

 peers (social influences) 

 the workplace (work ethics, job roles) 

 educational institutions such as schools or TAFE 

 significant life events (death, divorce, losing jobs, major accident and trauma, major 
health issues, significant financial losses and so on) 

 religion 

 music 

 media 

 technology 

 culture 

 major historical events (world wars, economic depressions, etc). 

Dominant values 

Dominant values are those that are widely shared amongst a group, community or culture. They are 
passed on through sources such as the media, institutions, religious organisations or family, but 
remember what is considered dominant in one culture or society will vary to the next. 

Using the sources listed above, some of your values could be: 

 family—caring for each other, family comes first 

 peers—importance of friendship, importance of doing things that peers approve of 

 workplace—doing your job properly; approving/disapproving of ‘foreign orders’ (doing 
home-related activities in work time or using work resources for home related activities) 

 educational institutions—the valuing or otherwise of learning; value of self in relation to 
an ability to learn (this often depends on personal experience of schooling, whether 
positive or negative) 

 significant life events—death of loved ones and the impact on what we value as being 
important; marriage and the importance and role of marriage and children; separation 
and divorce and the value change that may be associated with this (valuing of self or 
otherwise) 

 religion—beliefs about ‘right and wrong’ and beliefs in gods 

 media—the impact of TV, movies, radio, the Internet and advertising on what is 
important in our lives, what is valued and not valued 



 music—music often reflects what is occurring in society, people’s response to things such 
as love and relationships which may then influence the development of our values 

 technology—the importance of technology or otherwise; the importance of computers 
and developing computer skills 

 culture—a cultural value such as the importance of individuality as opposed to 
conforming to groups 

 major historical events—not wasting anything, saving for times of draught, valuing 
human life, patriotic values. 

It is important that you develop an awareness of what you value, as these values will be important in 
informing your relationships with clients, co–workers and employers. 

. 

Exploring your values 

We are all influenced in varying degrees by the values of our family, culture, religion, education and 
social group. Knowing your own values can help you work effectively with clients, resolve conflicts and 
support the organisation’s philosophy of care appropriately. Wherever our values come from they 
make us the unique person we are today! 

Pre-existing beliefs 

 Belief 

Beliefs come from real experiences but often we forget that the original experience is not the same as 
what is happening in life now. Our values and beliefs affect the quality of our work and all our 
relationships because what you believe is what you experience. We tend to think that our beliefs are 
based on reality, but it is our beliefs that govern our experiences. 

The beliefs that we hold are an important part of our identity. They may be religious, cultural or 
moral. Beliefs are precious because they reflect who we are and how we live our lives. 

As a care worker in the community services industry, the pre-existing beliefs you may have could be 
related to stereotypes that have developed for you around issues like sexuality, alcohol and other 
drugs, ageing and disabilities, independence, health, the rights of people, your idea of health and what 
it’s like to be older and/or disabled. 

These stereotypes could affect the way you interact and work with clients. This is because you have 
assumptions about what your clients can and can’t do for themselves, the way they should think about 
issues and what is best for them. If you make assumptions as a worker then you are denying clients 
their rights, respect and dignity. As a worker this would be regarded as a breach in your duty of care 
towards clients. 

Awareness of personal attitudes 

It is good practice to think about your attitudes and beliefs: it helps you to understand yourself better. 
It is beneficial to reflect on your life, identify some of the significant events that have shaped you, 
consider what qualities you admire in yourself and others and be mindful of what values and are 
important to you. 

 

Attitude 

The word ‘attitude’ can refer to a lasting group of feelings, beliefs and behaviour tendencies directed 
towards specific people, groups, ideas or objects. 

An attitude is a belief about something. It usually describes what we think is the ‘proper’ way of doing 
something. The attitudes that we feel very strongly about are usually called values. Other attitudes 
are not so important and are more like opinions. Sometimes our own attitudes can make us blind to 
other people’s values, opinions and needs. Attitudes will always have a positive and negative element 



and when you hold an attitude you will have a tendency to behave in a certain way toward that person 
or object. 

. 

What we believe are important qualities, or what qualities we admire in ourselves and others, 
generally reflect our life experiences and the values which we established in our early years through 
the influence of family, teachers, friends, religion, our culture, our education. 

The influence of attitudes 

Our attitudes develop over time and not only reflect where we have come from i.e. the influence 
family, friends and experiences have had on our attitudes, but also how we will proceed with our life in 
the future. Attitudes are therefore a powerful element in our life, are long enduring and hard to 
change—but not impossible! 

The problem with attitudes 

One of the problems with our attitudes is we often ignore any information which is not consistent with 
them—we become selective in the way we perceive and respond to events and issues—and lose our 
‘objectivity’ about the world. By developing insights about our attitudes we reduce the risk of making 
decisions at work based on our unconscious, pre-existing perceptions, allowing us work more 
professionally with clients. 

Taking into account personal values and beliefs 

One of the responsibilities of workers is that we do not impose our own values and beliefs on the 
people we work with. That is, that we don’t provide options and services based on what we feel is 
right, but that we work with people in relation to what is right for them. We should always remember 
that it is their life and only they should make decisions about how they should live their life. 

If you try to impose your own moral values on clients, you are likely to make them feel judged and to 
damage their self-worth. Moreover, they are likely to reject you and to reject your values too. If you 
are able to accept your clients, with whatever values they have, you may well find that as time passes 
they move closer to you in their beliefs. This is inevitable because we are, whether we like it or not, 
models for our clients and we have a responsibility to be good models. 

Regardless of who the client is, and regardless of his or her behaviour, he or she deserves to be 
treated as a human being of worth. If you respect your clients, they will, through feeling valued, be 
given the optimum conditions in which to maximise their potential as individuals. 

It is essential that you are aware of your own values and beliefs so that you do not impose them 
(deliberately or unintentionally) on the people you are working with. 

Professional values 

In order to leave your personal values out of the client/worker relationship, you need to aware of the 
impact they may have when you come across clients that do not behave in ways that you agree with—
that is, clients who have different values and beliefs to you. You may find that with such clients you 
become judgemental or notice that you are encouraging clients to make a decision that reflects what 
you think they should do (based on your values and beliefs) rather than working with the client to 
come up with their own ideas about how to resolve the issue. 

That is why it is so important to have ethical standards, so that we are operating by a professional set 
of guidelines, not what we personally think is right or wrong. 

Respecting the beliefs, attitudes and values of others 

Everyone is entitled to their own values, attitudes and beliefs. It is important to accept and respect 
that other people may well have different attitudes, values and beliefs than you. We do not have the 
right to expect that others change their values, attitudes and beliefs just because they are different to 
ours. 

It is quite possible that you may face situations at work that either challenge or compromise your own 
values, attitudes or beliefs when working to support people with a disability. 



It is not always easy to avoid communicating your beliefs and values to clients, but it is something you 
need to be very aware of. It can be very easy to influence clients in subtle ways. Simple things like 
body language, gestures, the way you say something, or even actions, can give a client the 
impression you agree or disagree with their values or beliefs. 

A disability support worker, Sally, was assisting Harry, a client, to decide what movie he was going to see on 

the weekend. Harry loved horror films. Sally hated them. During the conversation Sally shook her head 

every time Harry pointed to a horror film in the paper. In the end Harry decided to go and see a comedy. 

Even though Sally did not directly say that she disapproved of Harry’s movie choice, when she shook her 

head she indicated that she did not approve of Harry’s choice. 

The support you give to clients should be, as much as possible, in line with their values, attitudes and 
beliefs, while also in line with your community services organisation and the law. 

Impact of values and philosophies on service provision 

The way that the above values and philosophies are acted upon in services affects the quality of the 
service provided to clients. The more these values are promoted and reflected in the way the service 
operates, the more positive the experience for the client. 
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