Soft Skills Training

Types of Training
There are many different ways to conduct training. Training can be designed to meet a number of different objectives and can be classified in various ways. First we will look at some different classifications.
      Classifications:

·
Required and regular training: Complies with various mandated legal requirements (e.g., Occupational safety, EEO) and serves as training for all employees (new employee orientation)

·
Job/technical training: Enables employees to perform their jobs, tasks, and responsibilities well (e.g., product knowledge, technical processes and procedures, customer relations)

·
Interpersonal and problem solving training: Addresses both operational and interpersonal problems and seeks improved organizational working relationships (e.g., interpersonal communication, managerial/supervisory skills, conflict resolution)

·
Developmental and innovative training: Provides a long term focus to enhance individual and organizational capabilities for the future (e.g., business practices, executive development, organizational change) (Mathis & Jackson, 2003)

Mathis and Jackson (2003) Human Resource Management Tenth Edition. Southwestern Publishing. Ch 9 & 10 p.270-333

SAMPLE ONE-WEEK “SOFT” SKILLS CURRICULUM
Soft skills, such as interviewing, actively listening and dressing appropriately for work, can mean the difference between someone finding a job and remaining unemployed. Enterprise created the following sample soft skills curriculum to give you an idea of how you can run a soft skills workshop for your residents that will help them improve their chances of finding a job. 

Day One

•
Orientation: The trainer introduces the group and provides a brief summary of what the class will cover. The trainer immediately creates a business environment by establishing the training session’s attendance rules. For example, punctuality is a top priority. Training starts promptly at 9:00 a.m., by which time everyone should be in the room. A participant who arrives late without an excuse more than three times will be dropped from the training. Absence from the training is not permitted except in cases of illness or a family emergency. 

•
Goal-setting and improving communication skills: Participants voice their personal goals and objectives, including what they want to get out of the training and what kind of job they are seeking. This encourages participants to take personal responsibility for achieving their goals. The exercise is also designed to improve participants’ communication skills and boost their self-confidence. Most employers consider communication skills to be the most important quality when making hiring decisions.

•
Interview techniques and active listening: In this segment, participants learn the importance of eye contact, posture, body language and a firm handshake and practice these techniques with other class members. If possible, videotape these drills and play them back for the class so that they can self-critique as well. You may also enhance this portion of the lesson with two handouts available in this manual: “Helping a Job Seeker Prepare for an Interview” and “Addressing Negative Background Information During Your Job Search.”

•
Active listening: Knowing how to listen effectively in a work environment is key to understanding assigned tasks and completing them with minimum supervision. Students can practice active listening techniques through mock interviews or role plays in which they pretend to be a worker receiving a task from a manager and must repeat the critical information back to the manager. 

Day Two – Day Three

•
Employability: This segment addresses various issues that are important to making a positive impression when beginning a new job. You may use the “Tips for Success on the Job” document as a handout for participants. This session would also be a good opportunity for the trainer to mention potential personal barriers to employment and how to address them (see “Addressing a Client’s Barriers to Employment” for more information).

•
Time management: Participants discuss the importance of being on time and learn to make a “be-on-time checklist” to ensure punctuality. This discussion should also include how to deal with such personal issues as a lack of child care or transportation. 

•
First day on the job: In this session, the trainer should review the information that a new worker should have before the first day of work, including where to go, what the job entails and who to report to. The trainer should also review first-day issues, such as filling out forms (practice doing this), social security, insurance benefits, etc. 

•
Proper attire: This segment will provide instruction and discussion on how to look and dress appropriately for a specific workplace. New workers need to be sure that they are aware of the employer’s dress code prior to starting work. In addition, the trainer should address where participants can purchase reasonably priced clothes to wear to an office. This lesson should be integrated into dress requirements for training participants; at least two to three times a week they should come to class dressed as they would be in an office setting. 

•
Getting along with supervisors and co-workers: The trainer should use a mixture of instruction, discussion and role-playing to help participants learn how to do such things as accept feedback and criticism, ask for help, accept and give compliments and work-related suggestions, and resolve conflicts in a professional and constructive manner with supervisors or coworkers. Two documents in this manual, “Group Exercise on Common Work-Related Triggers” and “Group Exercise on Maintaining Employment,” provide a framework for group discussions of these and related issues.

•
Appropriate behavior on the job: This session should focus on do’s and don’ts of behavior in the workplace. For example: do conduct yourself at all times in a professional manner; don’t talk loudly or be disruptive to other workers and customers. 

•
Being flexible: A change in job assignments, schedules or supervisors is a normal part of the workplace. Participants need to be able to adapt to these changes in order to be valued and promoted. Therefore, trainers should provide participants with strategies for accepting and dealing with changes in the workplace. 

Day Four

•
Money management: New workers must learn how to manage their incomes and not spend more than they earn. This segment should include how to create a budget and stick to it; understand gross income, net income, deductions and benefits; establish credit and rehabilitate a bad credit rating; and how to open a checking and savings account. The Financial Literacy section of this manual contains sample training outlines and handouts that would be useful for this session.

•
Good health and stress management: Poor health for the new worker or family members can lead to missed work and, ultimately, the loss of the job. It’s also important for participants to understand how to keep a balance between work and family pressures. Therefore, this segment should include tips on nutrition, dieting, avoiding unhealthy behaviors and using sick time benefits wisely. 

•
Handling family responsibilities: New workers can be sidelined by such family issues as a lack of child care, an abusive spouse or a family member’s criminal behavior. This session should provide participants with a chance to discuss these issues and offer one another practical suggestions and advice. Equally important is identifying local contacts for help with specific family or domestic violence problems. 

Day Five

•
Job search and career options: One of the most important lessons new job seekers must understand is that their next job will not be their last one. In this segment, the trainer should teach participants how to network, how to call to set up an interview and how to use job websites to find a good job and career path. The trainer can introduce participants to specific online resources highlighted in this manual under “Tools to Help Residents Choose a Career.”

•
Effective resume writing: One of the important tools for a job search is the resume. All job seekers, regardless of skills or work experience, must understand the importance of a properly prepared resume, how to produce one and how to write an effective cover letter when responding to a job opening. Therefore, the trainer should devote a good portion of the workshop’s final day to helping participants learn to write an effective resume and cover letter.

•
More interview techniques: This segment should include the do's and don’ts of what to say and what not to say in an interview. While some of this may be review for the participants, the trainer must ensure that participants are fully prepared for job interviews. In this segment, the trainer should also help participants fill out employment application forms.  

•
Course review: The trainer should take the last two hours of the week to review the important lessons learned and to reinforce and encourage the participants in their readiness and ability to seek and obtain employment. 

Note: If a trainer perceives that a participant requires additional preparation before seeking work, an appointment should be scheduled to meet with that participant individually. During that one-on-one meeting, the trainer can identify potential barriers to employment and help the participant to develop a plan to remove or reduce those barriers.   
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