SOFT SKILLS
Definition:

Soft skill is a general term for behavioral skills difficult to quantify or measure, but they greatly influences the quality of the work place environment.  In sociological terms, soft skills are referred to as the EQ (Emotional Intelligence Quotient) or the individual’s personal attributes often called “interpersonal skills” or “people skills”.  Soft skills can be refined and developed within an environment of support, frequent feedback, encouragement and reinforcement.

Types of Soft Skills: 

Please note the list below is a sample list of common soft skills, but is not an extensive list.  
1. Communication Skills: Communication is the ability of a person to convey and comprehend messages sent by one to another.  These messages include not only information, but also a personal tone (i.e. welcoming, affirming, friendly, formal etc.). 

2. Flexibility/Adaptability: Flexibility is the willingness (attitude) and adaptability is the ability (aptitude) of a person to adjust, change, or modify when circumstances alter in an environment. 
3. Lifelong Learner: Lifelong learning is the willingness of a person to continue seeking growth through developing knowledge and skills. 
4. Positive Attitude: A positive attitude is the ability of a person to exude optimism as well as remain cooperative and congenial when circumstances become challenging.
5.  Professionalism/Respect: Respect is the ability to personally interact with others in a mature manner that honors another’s dignity, personhood, and/or position.  Professionalism is the demonstration of respect within the workplace environment. 
6. Punctuality/Reliability: Punctuality is the ability to demonstrate consistency in schedule following behavior, while reliability is the ability to demonstrate consistency in task accomplishing behavior. 

7. Self-motivated: Self-motivation is the ability to take initiative without outside monitoring or enforcement.
8. Team Work: Team work is the willingness to cooperate and collaborate with others to accomplish a common objective.

9. Time Management: Time management is the ability to prioritize and monitor one’s productive activity.

10. Work Ethic/Integrity:  Integrity is high moral character exhibited in principled decision-making and actions. Work ethic is work accomplished with integrity or principled driven ownership in accomplishing a task to meet quality standards.                 
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