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Soft Skills for the Workplace is a nontraditional approach to learning basic employability skills
needed in today's workplace. Well-developed soft skills help an individual find a job, perform
well in the workplace, and gain personal success in life and career. By studying this text, you
will learn the soft skills that employers recommend, and require, of employees. Learning how
to interact professionally with customers, coworkers, and employers is one sure way to prepare
for your future. In today's workplace, it is necessary to have job-specific skills to perform on the
job as well as know-how to interact with coworkers and customers. You may be the most
qualified person in your field in terms of hard skills, but if you lack soft skills, you may have a
challenge finding and retaining employment. No matter your career choice, Soft Skills for the
Workplace will help you help you jump-start your future. In today's competitive work
environment, well-developed employability skills can help you stand out in the crowd Soft skills
are the new hard skills for the 21st century.
This book aims to provide crucial insights into various facets of developing one's personality,
as well as to improve written, verbal, and non-verbal communication skills. Special attention
has been paid to the specific needs of a job aspirant, such as writing of effective CVs,
participation in group discussions, tackling job interviews, and to hone one's public speaking
and speed-reading skills.
The routine jobs of yesterday are being replaced by technology and/or shipped off-shore. In
their place, job categories that require knowledge management, abstract reasoning, and
personal services seem to be growing. The modern workplace requires workers to have broad
cognitive and affective skills. Often referred to as "21st century skills," these skills include
being able to solve complex problems, to think critically about tasks, to effectively
communicate with people from a variety of different cultures and using a variety of different
techniques, to work in collaboration with others, to adapt to rapidly changing environments and
conditions for performing tasks, to effectively manage one's work, and to acquire new skills and
information on one's own. The National Research Council (NRC) has convened two prior
workshops on the topic of 21st century skills. The first, held in 2007, was designed to examine
research on the skills required for the 21st century workplace and the extent to which they are
meaningfully different from earlier eras and require corresponding changes in educational
experiences. The second workshop, held in 2009, was designed to explore demand for these
types of skills, consider intersections between science education reform goals and 21st century
skills, examine models of high-quality science instruction that may develop the skills, and
consider science teacher readiness for 21st century skills. The third workshop was intended to
delve more deeply into the topic of assessment. The goal for this workshop was to capitalize
on the prior efforts and explore strategies for assessing the five skills identified earlier. The
Committee on the Assessment of 21st Century Skills was asked to organize a workshop that
reviewed the assessments and related research for each of the five skills identified at the
previous workshops, with special attention to recent developments in technology-enabled
assessment of critical thinking and problem-solving skills. In designing the workshop, the
committee collapsed the five skills into three broad clusters as shown below: Cognitive skills:
nonroutine problem solving, critical thinking, systems thinking Interpersonal skills: complex
communication, social skills, team-work, cultural sensitivity, dealing with diversity Intrapersonal
skills: self-management, time management, self-development, self-regulation, adaptability,
executive functioning Assessing 21st Century Skills provides an integrated summary of the
presentations and discussions from both parts of the third workshop.
‘Unposted Letters’ by Mahtria Ra is one of those books that aims to transcend all religions
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and castes, and touch the core of the readers in a profound way irrespective of their social
position, status and the likes. ‘Unposted Letters’ is a spiritual and inspirational book that urges
the readers to find happiness in every small things and feel the presence of God Almighty
everywhere. By illustrating the simple with the powerful, this is a book that deals with
knowledge and enlightenment and talks about Life as it is, about how it should be led that is
bereft of any jealousy and wrath. Published by Manjul Publishing House, this book is available
in hardcover.
Essential guide to set your path to great success KEY FEATURES The book is like a GPS for
the reader, where they are able to visualize the quickest ways to reach their desired goals. ?
Experts Quotes ? Learning Milestones ? Learning Mastery: The Essentials of the topic ? Case
In Point: Real World examples for application of the concepts ? Illustrations and Graphics ?
Knowledge Check ? Case Studies ? Applied Knowledge based on the Case Studies ?
Business Jargon and startup terminologies ? English Vocabulary Building DESCRIPTION ? Is
it Possible to get High-Impact Online or Physical Communication skills and Soft Skills in a very
short period? ? Is there a way to build executive presence to get promotion, sales and visibility
for your efforts from your leaders, recruiters and clients? ? Can you develop mental strength,
motivation & confidence to approach your lives with a positive mental attitude? ? Can you
increase your sales or income in a very short time by adopting easy and basic changes in your
life? ?Do you want to learn from a corporate expert's 20+ years experience, so that you can
avoid costly and time consuming mistakes and make the right decisions? Yes, through this
book you can do all the above and more! Welcome to the ultimate guide to unleashing your
potential. This book aims to impart high-impact soft skills like executive presence, time
management, public speaking, first impression, professionalism, etiquette, negotiation, job
interview, group discussion, leadership, teamwork, communication, creativity, interpersonal
skills, emotional intelligence, and much more. In a post Covid world, building a strong Online
Presence has become a necessity. Whereas online meetings used to be optional, it is the
norm now. A new chapter on Online Presence has been added to give the reader a
competitive advantage in this new Virtual online space. A Good professional needs to have
strong Language skills. Recognizing this need, the book has a section in every chapter that
highlights important words and Business phrases used in the corporate industry along with
their meanings. Hacks used for speed learning: Experts quotes | learning milestones | learning
mastery: the essentials of the topic | case in point: real world examples for application of the
concepts | illustrations and graphics | knowledge check | case studies | applied knowledge
based on the case studies | business jargon and Start-up terminologies | English vocabulary
building Here are a few questions our readers have asked the author. 1. I am very strong
technically. Why must I learn soft skills? There is a popular saying: The first Impression is the
last Impression. A good first impression that creates lifelong relationships is created through
effective habits and an ability to say the right thing at the right time to the right person. To
manage teams, to have good relationships with your bosses and leaders, to get the job and
promotion of your dreams, it is important that we learn how to get soft skills. Formal education
and technical certifications are not enough. Our technical experience is insufficient. That's
where soft skills are important. Technical skills get you through the door, but soft skills help you
progress upwards from floor to floor till you reach the corner office! 2. There are so many soft
skills books already. What makes this one different? There are 3 main reasons why you should
read this book: a. I have almost 20 years of Corporate, Business and Training experience.
Starting my career as an Assistant manager with the Taj Hotels, I have experience as a
founder of 3 start ups and over 15 years as a Life, Business and Executive Coach. The format
of this book is entirely based on case studies experienced by me by interacting with thousands
of clients and training sessions. b. Neuroscience is a very hot field right now with lots of
applications in business. For the first time, I have shared new experiences and ideas on 'How
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to Promote Yourself' by using applied Neuroscience. I have shared how Neuromarketing helps
you to handle difficult people, establish rapport and relationships and become expert people
managers. c. This book highlights frequently committed mistakes by others, and suggests
ways to avoid these. Life changing frameworks are showcased through case studies and
examples. These help you to apply these easy methods immediately in your lives and most
importantly become part of your basic nature. 3. What can I expect after reading this book?
The book is like a GPS for the readers, who want to explore the quickest ways to reach their
desired goals. There is no boring theory, no wasted time! It provides professionals who don’t
have a background on sales to effectively `sell’ their skills. The reader learns how to `package
'their verbal and non-verbal communication to influence others. Short bite-sized business
storytelling has been used to keep the reader interested and energized and motivated to apply
these skills in their own life. Building a strong Online Presence can make the crucial difference
between cracking that interview, influencing unsure clients positively and making the best
impression on key stakeholders. This book imparts easy hacks to becoming an online
champion. 3. Any other tips for getting the maximum benefit from this book? I will encourage
the reader to read a few pages at a time, then try to apply the solutions and come back and
fine-tune their approach by reading a few more pages. Read this book over the course of 6-8
weeks for optimal results. To develop these skills, the reader should read about a chapter and
guidelines on how to exhibit new behaviour without feeling shy or conscious. Once the reader
begins to exhibit appropriate behaviour in all situations: personal and professional then
sustained behavior becomes a habit. This then becomes part of the reader’s basic nature.
WHAT YOU WILL LEARN The book aims to provide the reader with a practical understanding
of corporate and business life. It has been written by an experienced coach and industry
professional with a real-world corporate perspective. WHO THIS BOOK IS FOR The book
imparts proven coaching techniques and takes the reader on a journey towards exceptional
leadership and management. Book helps the reader to apply it immediately in their lives and
keep for life. TABLE OF CONTENTS 1. Soft Skills: An Overview 2. Emotional Intelligence 3.
Self-Image Management 4. Team Building and Cooperation Teamwork, Conflict Management,
Negotiation Skills 5. Time Management and Goal Setting 6. Communication Skills 7. Verbal
Communication- Part 1 8. Verbal Communication - Part 2 9. Non-Verbal Communication 10.
Building Online Presence 11. Level 2: Career 12. Level 3: Courtesy & Habits Guide To Correct
Etiquette, Grooming & Hygiene 13. Resume Writing & Job Applications 14. Group Discussions
15. Personal Interview and Interactions 16. The Art of Promoting Yourself

This is a very timely book. With the world still reeling from the aftershocks of the global
credit crunch . Professor M.S Rao offers a number of extremely useful maps to young
people who need to navigate the territory of creating their own success in
organizational life. He also offers practical help to the reader to develop the soft skills
that are so vital in developing effective working relationships. - Anne Gimson, Managing
Director, strategic Developments International Limited U.K. and Editor, Development &
Learning in Organization – An international journal. Here is a book which fills a certain
vacuum, Professor M.S. Rao unravels the significance of soft skills and provides
guidelines to acquire them. A must-read book for all aspiring managers. Vinod K.
Dikshit Managing Editor – Indian Edition, Leadership Excellence. "The Direction in
which education starts a man will determine his future". – Plato Currently there is a wide
chasm between the campus and the industry. There is vast gap between the art and
the craft. The book helps in connecting the campus with the corporate by bridging the
gap between the campus and the industry and by blending both the art and the craft. It
helps you understand and appreciate both soft and hard skills. It differentiates between
unemployability and unemployment. It enlightens you about the expectations of
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employers. It equips you with tools and techniques to enhance your employability.
Finally it builds your confidence and competence to bag your coveted job. The book is
divided into three sections. Section I deals with various aspects of soft skills and what
constitutes soft skills. Section II outlines the current challenges in the Indian educational
system. Section III emphasizes on overcoming the challenges. It unveils the secrets
and strategies in enhancing employability. The book concludes that an integrated and
coordinated approach by all the stakeholders such as educational institutions,
educators, students, recruiters and parents is essential in enhancing employability
among youth. The book is beneficial to all those who would like to enhance their
employability skills and also to educators, employees, educational institutions,
recruiters and above all students.
?At Job Interviews ? On The Job ? In Business ? In Personal Life WHAT THIS BOOK
CAN DO FOR YOU 1. Elevate your Ordinary Communication into Effective
Communication. 2. Add a touch of excellence to your Interpersonal Skills. 3. Make your
Analytical Ability sharp-focussed and result-oriented. 4. Help you master the Art of
Learning. 5. Train you to reap more rewards from your Time Management Skills. 6.
Bring you prosperous results from your Positive Thinking. 7. Help you Set the Goals
and Get the Results. 8. Mould your Creative and Innovative Skills. 9. Improve your
Personal Hygiene and Personal Grooming. 10. Unleash the incredible power of your
Enthusiasm. 11. Annexure I: Common Mistakes in English and Their Corrections. 12.
Annexure II: Do's and Don'ts for Successful Job Interviews Overall, it could make you a
Better You!
Personality development is an indispensable tool that helps an individual to flourish
personal and professional skills. An extraordinary personality is sophisticated, well
dressed and groomed, exuding confidence in speech and interpersonal skills. The
factors such as biological characteristics, family and social groups, cultural and social
factors contribute towards formation of an individual personality. Good communication
is vital to any institution’s successful operation and equally imperative for personality
development. The book ‘Communication Skills and Personality Development’ is a
thorough attempt to present the aforesaid concepts in a simple, understandable, and
student-friendly language to gaze the difficult situations and handle them appropriately.
The course on Communication Skills and Personality Development has been
recommended by V Deans Committee for B.Sc. (Agri.), B.Sc. (Horti.) and B.Tech.
faculties throughout the agricultural universities in India; this book has been
administered to cover the entire syllabus of this course. The book is highly
recommended as a text book for the under graduate agricultural students.
Personal Development for Life and Work 10e is an easy-to-read and easy-to-use
practical text focused on helping students better understand themselves, discover their
potential, and prepare for successful employment. Chapter topics are all about gaining
self-awareness, developing soft skills and strong communication skills, and adopting
professional workplace attitudes and skills to succeed in the workplace. The text is
divided into four parts: 1) It's All About You; 2) It's All About Communicating; 3) It's All
About Working with Others; 4) It's All About Workplace Success. Chapters are
arranged in short sections that include self-assessments, case studies, and activities
that are appropriate for both business and personal situations. Topics keep the reader's
attention; coverage is thorough without being overwhelming. End-of-chapter features
Page 4/10

Read Book Personality Development And Soft Skills By Barun K Mitra Free
includes Points to Remember, Key Terms, Bookmark It, Activities, and Case Studies.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Development is sometimes defined as the process of expansion of human capabilities
rather than materialistic acquisition and possession. The significance of personality
development transcends beyond the individual domain and is now recognized as a
critical component of corporate success. This is one of the reasons why the modern
corporate sector is now engaged in soft skill development to make the hard skill
endowment of its professionals more complete, effective and successful. In the laboursurplus economy of India, it is interesting to observe that while the demand for labour is
growing rapidly, most of the unemployed labour cannot effectively be absorbed in
productive occupations. Many of the unemployed labourers seeking opening in the
labour market possess the necessary hard skill but are deficient in soft skill and the
desirable personality pattern. As a matter of fact, soft skills and desirable personality
traits have many things in common and they are complementary in nature, in spite of
some minor nuances. The title of the book reflects an interlocking relationship between
what seems to be the two apparently different domains.

This book Soft Skills is like a companion, guiding the students, young men and
women, at every step in the job market and corporate personnel.Soft Skills have
become absolutely essential, both for the growth and success of an individual as
well as the organization.
The Ultimate Guide to Unleash Your Potential DESCRIPTION Is it Possible to get
High-Impact Communication skills and Soft Skills in a very short period? Is there
a way to build executive presence to get promotion, progress and visibility for
your efforts from your leaders and recruiters? Can you develop mental strength,
motivation & confidence to approach your lives with a positive mental attitude?
Can you develop Emotional Intelligence and have meaningful relationships with
everyone to live your dream life? Do you want learn from a corporate expert's
20+ years experience, so that you can avoid costly and time consuming mistakes
and make the right decisions? Yes, through this book you can do all the above
and more! Ê Welcome to the ultimate guide to unleashing your potential. A Good
professional needs to have strong Language skills. Recognizing this need, the
book has a section in every chapter that highlights important words and Business
phrases used in the corporate industry along with their meanings. The attached
CD has all new content, essential soft skills training for life success. Through a
series of videos, the author shares corporate tips and provides coaching for
career advancement and realisation of personal goals. Ê Hacks used for speed
learning: Experts quotes | learning milestones | learning mastery: the essentials
of the topic | case in point: real world examples for application of the concepts |
illustrations and graphics | knowledge check | case studies | applied knowledge
based on the case studies | business jargon and Start-up terminologies | English
vocabulary building KEY FEATURES Book aims to be the Professional Guide,
Coach and Mentor to all those who want to upgrade their soft skills to get a headstart in their careers. Book is designed to give all individuals the all-important
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personality development soft skills required by them to become successful and
powerful personalities. Book has been designed to be a bridge between
Academic Curriculum education and the Industry. Effective Communication and
Personal Development training concepts given in this book impart knowledge that
is geared towards enhancing their soft skills WHAT WILL YOU LEARN This
books aims to impart high-impact soft skills like executive presence, time
management, public speaking, first impression, professionalism, etiquette,
negotiation, job interview, group discussion, leadership, teamwork,
communication, creativity, interpersonal skills, emotional intelligence, and much
more. WHO THIS BOOK IS FOR Through this book, anyone wishing to develop
powerful personalities will be able to choose and attain a career of their choice.
They will develop well-rounded personalities; attain self-confidence and an ability
to successfully overcome any challenge that life throws at them. Table of
Contents 1. Soft Skills: An Overview 2. Emotional Intelligence 3. Self-Image
Management 4. Team Building and Cooperation 5. Time Management and Goal
Setting 6. Communication Skills 7. Verbal Communication Part 1 8. Verbal
Communication-Part 2 9. Non-Verbal Communication 10.ÊLevel 2: Career
11.ÊLevel 3: Courtesy & Habits 12.ÊResume Writing & Job Applications
13.ÊGroup Discussions 14.ÊPersonal Interview and Interactions
15.ÊNeuromarketing: The Art of Promoting Yourself
Go from ordinary to extraordinary with 7 essential soft skills. You need
Adaptability, Resilience, Optimism, Integrity, Critical thinking, Pro-activity and
Empathy to stay one step ahead. Our world is changing - so fast, so furiously, so
ferociously - that to stand out at work you need to change what you're doing. And
quickly. To get ahead, you need soft skills. To stay ahead you need The
Advantage. Just doing your job won’t get you to the top, but what does it take?
Soft skills are your secret weapon. These days we’re all working harder and
longer, but finding it harder than ever to make an impact and get the results we
want. Traditional skills like being a good team player, a solid leader or a brilliant
negotiator don’t seem to be as effective anymore. To really stand out, you need
to be doing something different, something better. You need The Advantage. In
this groundbreaking book, we set the scene for seven new skills that will propel
you and your career forward. Through a combination of scientific research, nononsense advice, practical exercises and case studies, this book shows you how
to understand, develop and use: Adaptability - respond effectively to challenges
and grab new opportunities Resilience - learn from experience and attack the
next challenge with equal boldness Optimism - be the most positive person you
know Integrity - trust, values and honesty are the name of the game now as is
authenticity Critical thinking - challenge assumptions and find solutions Proactivity - thinking and acting ahead Empathy - respect and nurture your
relationships STAY AHEAD OF THE COMPETITION.
Mikael Krogerus and Roman Tschäppeler have tested the 44 most important
communication theories and distilled them in book form, alongside clear and
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entertaining illustrations. Want better conversations? Ask open-ended questions
that have no right or wrong answers—make your partner feel brilliant. Want better
meetings? Ban smartphones, use a timer, and make everyone stand up. Want
better business deals? Focus on the thing, rather than the person; on similarities,
rather than differences; and on good outcomes, rather than perfect ones.
Whether you want to present ideas more clearly, improve your small talk, or
master the art of introspection, The Communication Book delivers, fusing
theoretical knowledge and practical advice in a small but mighty package. With
sections on work, the self, relationships and language, this book is indispensable
for anyone who wants to improve what they say, and how they say it.
This book dedicated to my Father and Mother who inspired me to write this book
and my friend Mr Shajeevb. U who was professor in MCA and also an H.O.D of
computer application who inspired me to write this book and. This book is use full
for all professional and students who can benefit from reading this book and they
can use it throughout their life for career enhancement.
***BUSINESS BOOK AWARDS 2021 SHORTLISTED TITLE*** Everyone says a great
leader needs EQ, Emotional Intelligence, soft skills, blah, blah, blah. What does that
even mean? Where do you start? Where’s the line for that on the P&L? You might
think that business is all about facts and figures. You probably prefer it that way. The
truth is that as uncertainty and business complexity increases, successful leaders need
to embrace soft skills to get the best out of their people in a sustainable manner. In this
succinct, no-nonsense approach, Anne Taylor shares: Key soft skills relevant for
leadership and practical applications of how to use them every day drawn from real-life
case studies Straightforward tools to better understand yourself, because your
leadership starts with YOU Simple frameworks to communicate with others to get things
done while building a stronger relationship with them (at the same time, how efficient!)
Logical ideas you can try immediately with on-line support if you want it. All done in an
easy to read, logical, organized manner for people who prefer facts and don’t consider
themselves natural ‘people people.’In a direct yet professional manner, Anne
combines the results-oriented focus from her extensive business background in Fortune
100 corporations with her passion for personal awareness and conscious choice to help
you get better results through your people, fast. The Practical Principles in this book,
when applied, practiced and honed, can improve your effectiveness, impact and bottomline results.
Our world is witnessing a major change in communication patterns, with expanding
social spheres, openness in communication and professionals working in multicultural
environments. It is crucial, therefore, that India's workforce remains world-class,
through re-training and continuous improvement, to remain competent, competitive and
successful. To create and nurture successful professionals, the acquisition, cultivation
and fine-tuning of soft skills are highly essential in the given business paradigm. The
ACE of Soft Skills is a part of this educational process that produces top-notch
professionals. Divided into three parts-Attitude, Communication and Etiquette-this
unique book provides a broad-based coverage of what constitute soft skills. The
foundations of soft skills lie in a strong attitude; this attitude gets manifested as
communication, which gets further refined as etiquette. This book covers a wide range
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of topics-a gamut of nearly 40 essential soft skills-including personal accountability,
listening skills, business proposals, and the role of small talk and humour at work. The
numerous case studies, cartoons, figures, tables and quotations not only offer an
insightful, practical and well-rounded perspective into soft skills, but also make reading
a joyful experience.
I was hired by a major university to teach recently released offenders how to become
employed. I walked into my first class intending to follow the lead of all the other job
training programs in the city, which was teaching the students to properly fill out
applications, write resumes, facilitate mock interviews, and locate employment
opportunities. After the first couple of classes, most of the students were either not
paying attention or sleeping. I quickly realized my presentation needed to be
interesting, challenging, beneficial, and actually guide the participants on how to remain
employed. However, I was unable to find any published material for teaching new hires
the soft skills necessary to keep a job. This workbook is a compilation of the soft skills
class material I have developed over an eighteen year period. I have used this material
with great success and have taught soft skills in schools, inner-city church programs,
nonprofits, and government funded job training programs. It is a unique collection of
essays, exercises, quotes, and maxims that will give students a realistic perspective on
work-related expectations and the expectations of the supervisors who hire them. It will
help students develop their problem solving skills, guide them in making appropriate
decisions, and create a desire to plan out goals and achieve them. The workbook style
is challenging and playful, serious and engaging and a stepping stone to developing the
cognitive skills necessary to quash unproductive thinking and self-defeating emotional
behaviors.
The landscape of the construction industry is changing rapidly. Success is no longer
driven by a single generation, technology, or bidding strategy. In today's diverse
industry, your ability to adapt and grow hinges on soft skills. In Soft as Steel, Dennis
Doran starts new conversations about bringing communication and introspection to a
business where these essential skills traditionally go undervalued. Within this book you
will: learn to recognize soft skills and cultivate them in your day-to-day interactions.
hear the value of soft skills from three generations with boots-on-the-ground
perspectives. complete simple activities that leave you with a better understanding of
yourself. use your existing strengths to leverage soft skills in your personal and
professional life. find 50+ easy-to-read thoughts that connect soft skills to your day-today processes in a practical way. Written to meet you where you are, Soft as Steel
gives new leaders and career veterans alike the tools they need to not only evolve with
the industry but to shape it as it grows.
Soft skills are the cluster of personality traits, socialgraces, communication, language,
personal habits, friendliness, andoptimism that characterize relationships with other
people. Inincreasingly competitive environments, soft skills training can bea vital
resource. Soft Skills Revolution offers trainers, organizationalleaders, and HR
professionals a handy guide for building their softskills through a variety of methods
including individualizedexercises and activities and structured training programs, as
wellas informal learning, mentoring, and coaching. The book offersreaders information
on the background of soft skills development,and suggestions for enhancing soft skills
through traditionallearning programs as well as informal learning approaches. Soft
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Skills Revolution contains practical guidance forcreating an engaging learning
experience that highlights suchimportant concepts as: Components for Clear
Communication The Power of Yes Listening and the Language of Acceptance A NineStep Model for Problem Solving Interventions for Moving a Team to Results Giving
Helpful Feedback Moving from Conflict to Cooperation In addition, The Leader's
Connection section is designed forupper level management and facilitators who want to
helporganizational leaders integrate the book's important concepts andskills into their
interactions with team and staff members. "Kamin's engaging writing style, deep and
down to earth atthe same time, makes this book an easy learning experience of
the'hard' soft skills we all need to master. By developing these softskills we can make
our world a better place!" —Isabel Rimanoczy, Legacycoach, Director Minervas,
WomenChanging the World and author of Big Bang Being "Kamin has mastered the
challenge of bringing soft skills tolife. Her simple definitions, clear examples, references
to seminalauthors, focused questions, conceptual frameworks, and helpfulhints invite
and encourage the reader to make these soft skillsher/his own." —Ernie Turner,
president, LIM LLC and author of ActionReflection Learning
Corporations have long passed the buck of training people in employability, soft skills and
personality development to the educational institutions. Textbooks must support and
supplement the efforts of teachers and the students. Texts must find new ways of projecting
the subject reflecting inter-dependent nature of personality development, career planning, soft
skills, employability, and English language skills, the lingua franca of international community
and link Indian language.
WHAT ARE YOU DOING WITH YOUR LIFE?J. KRISHNAMURTII TEACHINGS FOR TEENS,
edited by Dale Carlson. Teens learn to understand the self, the purpose of life, work,
education, relationships. Through paying attention rather than accepting the authority of their
conditioning, they can find out for themselves about love, sex, marriage, work, education, the
meaning of life and how to change themselves and the world. The Dalai Lama calls
Krishnamurti "One of the greatest thinkers of the age."
The New York Times bestselling author draws from his popular show #AskGaryVee to offer
surprising, often outrageous, and imminently useful and honest answers to everything you’ve
ever wanted to know—and more—about navigating the new world. Gary Vaynerchuk—the
inspiring and unconventional entrepreneur who introduced us to the concept of crush it—knows
how to get things done, have fun, and be massively successful. A marketing and business
genius, Gary had the foresight to go beyond traditional methods and use social media tools
such as Twitter, Facebook, and YouTube to reach an untapped audience that continues to
grow. #AskGaryVee showcases the most useful and interesting questions Gary has addressed
on his popular show. Distilling and expanding on the podcast’s most urgent and evergreen
themes, Gary presents practical, timely, and timeless advice on marketing, social media,
entrepreneurship, and everything else you’ve been afraid to ask but are dying to know. Gary
gives you the insights and information you need on everything from effectively using Twitter to
launching a small business, hiring superstars to creating a personal brand, launching products
effectively to staying healthy—and even buying wine. Whether you’re planning to start your own
company, working in digital media, or have landed your first job in a traditional company,
#AskGaryVee is your essential guide to making things happen in a big way.
Have your talks ever been passed over without any attention? Have you ever wished to
possess the gift of the gab? Have you not desired to mesmerize your audience with your
powerful words Here is the book that that you have been searching for, detailing eleven skills
that will help you stand out as an effective and entrancing communicator. From day-to-day
conversations to professional meetings, from candid talks to consequential discussions, the
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book explains the nitty-gritty of impactful communication. How to make the best of this book?
Go in the chronological order, comprehending each chapter in-depth, and participating in the
exercises. Make a note of important points of reference. Practice and rehearse the skills that
you learnt. Once you complete all the chapters, following the same method, re-visit previous
chapters if required. Involve in the activities suggested and have a real-life experience on
showcasing the skills that you learn.
If you look for a book dealing with soft skills with a difference, here it is! Yes, you are at the
right place for the right material. This special book deals with not only the importance of soft
skills, also the use of it both at your workplace and at your homes. The concern is that you are
going to make a difference not only in your workplace also in your family. As the book
emphasizes the importance of soft skills for making your professional career highly on
demand, it also shows ways to make your family life more pleasant and happy – A search for a
'homely relationship' with your wife, and children.Soft skills are interpersonal and intra-personal
skills and they objectively refer to a term relating to a person's “EQ” (Emotional Intelligence
Quotient). This is a 'package' of skills related to personality development that including social
skills, communication and language skills, interpersonal habits, assertiveness, friendliness and
optimism that demonstrate the relationship with the other. Soft skills remain essential to any
person who wants to demonstrate the maturity of thinking and responding to the people and
situations. Soft skills are personal skills, which make a person more polished and more
successful. Soft skills are part of interpersonal and intra-personal skills that play a crucial role
in demonstrating the characterized relationship with the other. Soft skills differentiate a person
from the other based on his/her interpersonal relationship within the group or outside of it.
Behavioral experts say that there are many soft skills, which need to make our interaction with
people or the environment friendly and productive. Another reason for training ourselves in soft
skills is that they are not taught in schools or colleges to an extent comparable to the regular
academic studies.Soft Skills make you assertive in your approach to your peers or customers.
Assertiveness can be defined as the ability to express yourself without being rude or
aggressive. The fine-tuning of character is done with the soft skills. Soft skills enable the
employee to focus on real time problems and challenges that he/she faces ordinarily at the
work place. Soft skills are not those, which are in demand only in work places or with
colleagues, or with bosses. It is not that as an employee with a dream to go up on your
professional ladder, you should not be demonstrating your soft skills professionally in your
workplace or with your peers and superiors.Recognizing the individuality of the other and
valuing their perspectives are important qualities of interpersonal relationship. However, it is
also important to distinguish the difference between being assertively friendliness and
submissive. It means, you should not permit the other to trample over you and crush your
dignity. Strong interpersonal skills imply the ability to interact with confidence and soft skills
make this possible for you in your life. This book is written keeping in mind the contemporary
trend on soft skills and their importance in today's world. iland business publishing specialises
in the area of reference guides for readers seeking practical information to improve themselves
in careers, finance, and other related core business topics.We bring our readers the
information they need to stay in step with required skills and techniques.Our authors are
experts in their fields and deliver well-written, easy-to-follow, yet comprehensive books that
inform, advise, and educate.
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