
 
 

Soft Skills Training 

 
Employees with solid ‘soft skills’ provide more than functional expertise (‘hard skill’) to their employer. There is a range of 
personal qualities (habits, attitudes and interpersonal relationships) that encompass the required core competencies for an 
employee in a leadership position. These abilities are known as ‘soft skills’ or simply people skills. Strong ‘soft skills’ groom 
an employee into a role model and leader. Increasingly, employers value soft skills as being just as important in job 
performance as ‘hard skills’ in their core job role. 
. 
Today’s successful businesses realize that the investment in staff training is money well spent. Soft skill training for 
identified individuals provides a method to energize and empower staff in creative thinking and teamwork.  
 
Soft Skills include: 

• Presentation skills 

• Communication skills 

• Time management 

• Problem solving skills 

• Team building/team player 

 

• Positive attitude 

• Coaching  

• Conflict resolution 

• Negotiation skills 

• Strategic thinking 

 
Training on the skills above is most effective when conducted using various approaches. Successful formats include: 
role-play, situation analysis, workshop participation and presentation of examples. The classes listed below employ a 
variety of approaches to produce successful results. Depending on the desired depth of training and time available, the 
delivery and content is customized for the client’s review and approval.  
 
 

Classes – Presentation skills 

Presentation Skills 101 
Abstract: Presenting to a group is considered one of the major fears shared by many people. Cold and/or shaking 

hands, racing heart beat and confused thinking are just a few of the typical issues that come to the mind 
of someone who is not comfortable with speaking to a group. When a presenter identifies the reason that 
such feelings exist, he or she can take a proactive approach to eliminate these obstacles.  

Topics 
Being a presenter 
Dealing with stage fright 
Understanding the audience 
Creating a presentation 
 

Delivering a Presentation 
Abstract: As much preparation work goes into the creation of subject material, delivery of the content is just as 

important for an effective presentation. All the planning and development of a presentation will be wasted 
if the delivery doesn’t capture the audience’s attention. Setting the right environment for the presentation 
is equally important to both the presenter and the audience. This class covers practices for using voice 
and body language to deliver a message clearly and effectively. The session wraps up with how to 
handle audience questions which is typically a concern of presenters. 

Topics 
Seeing yourself from the audience’s perspective 
Establishing a relationship with the audience 
Facilitating the presentation  
Practicing presenting 
Evaluating improvement 

http://en.wikipedia.org/wiki/Soft_skills
http://jobs.aol.com/articles/category/workplace-solutions/


Classes – Leadership skills 

Supervising 101 
Abstract: The definition of a leader and how to achieve that status is the focus of this course. The mindset changes 

that may be necessary to develop confidence in leadership are covered. Each individual has a different skill 
set to develop. Discussion groups are used to address actual situations in the participants’ real work 
situations. This format allows supervisors to better understand their strengths and areas for improvement.  

Topics 
Adjusting to the supervisor role 
Developing listening and instructing skills  
Recognizing when to lead and when to manage 
Managing time by delegating appropriately 
Using feedback as a development tool 
Employing agility as a response to changing priorities 

 

Influencing People 
Abstract: The ability to lead and have co-workers want to follow is a skill that doesn’t come naturally for most 

people. However, when the mechanics of an influential person are understood, influence is a skill that 
can be developed.  

Topics 
Recognizing different forms of influence 
Identifying the role of trust in the influence process 
Using the professional skills necessary to effectively develop influence 

 

Working with Negative People 
Abstract: As a seasoned manager knows, teamwork requires that everyone is ‘on-board’ with the program and 

committed to the goals. However, positive thinking especially regarding change is not always embraced. 
Negativity can be detrimental not only to the particular individual but can have a negative impact on the 
workplace. This session explores the strategies that can be used to turn around a negative individual.  

Topics 
Recognizing negative thinking and behavior 
Choosing the right tools to handle negative behavior 
Using strategy to deal with a ‘blamer’ in the workplace 

 

Becoming a Trusted Advisor 
Abstract: The role of a manager/supervisor should be a positive influence and learning experience for their people. 

The trusted advisor is one of the most important daily interfaces for an employee. This session delves 
into the elements of trust and how those elements should be implements.  

Topics 
Recognize the importance and benefits of building trust in employee relationships 
List the actions that need to take place to build trust 
Define the mindset skills necessary to build trust 
Assess progress with building trust 
Determining when trust has been achieved  

 


