Soft Skills in the Workplace 


Conveying Professionalism:
Students learn the components of a strong work ethic, including personal images conveyed to colleagues and customers, the benefits of a positive attitude and excellent customer relations, the importance of being on time and dependable, how much motivation affects performance and practice strategies to build excellent work habits. 
[bookmark: _GoBack]Communicating Effectively:
This module identifies ways to improve communication and listening skills for a productive work environment, explains the importance of spoken communication to improve understanding, assesses the use of communication tools including email etiquette, cell phone use and social networking. Students also learn how to effectively resolve conflict in the workplace.
Promoting Teamwork and Collaboration:
Learning to be a good team member benefits each of us as well as any organization of which we become a part. This module discusses diversity and how it has a positive influence in the workplace, the importance of sensitivity to individual differences, the benefits and challenges of teamwork and collaboration and the value of strong leadership skills.
Thinking Critically and Solving Problems:
Innovation, creativity and flexibility in the workplace are more important than ever. In this module, students learn to evaluate the elements of critical thinking: evidence, reasoning and fallacies, how to distinguish between inductive and deductive reasoning. Adversity and its effects on the workplace are defined and strategies are practiced that inspire creative problem solving. 

