Title: Mastering Soft Skills for Success
Duration: 8 hours

Module 1: Introduction to Soft Skills

e 1.1 Understanding the Importance of Soft Skills

e 1.2 How Soft Skills Impact Your Career

e 1.3 Common Soft Skills and Their Relevance

e 1.4 Self-Assessment: Identifying Your Soft Skill Strengths and Areas for
Improvement

Module 2: Teamwork

e 2.1 The Art of Effective Teamwork
e 2.2 Building Trust and Collaboration
e 2.3 Communication Within Teams
e 2.4 Team Exercises and Case Studies

Module 3: Leadership

e 3.1 Leadership vs. Management

e 3.2 Qualities of Effective Leaders

e 3.3 Leadership Styles and Their Application
o 3.4 Developing Your Leadership Skills

Module 4: Corporate Communication

e 4.1 Effective Business Communication

o 4.2 Written Communication: Emails, Reports, and Documents

e 4.3 Verbal Communication: Meetings, Negotiations, and Presentations
e 4.4 Cross-Cultural Communication

Module 5: Emotional Intelligence

e 5.1 Understanding Emotional Intelligence (EQ)
o 5.2 Developing Self-Awareness

e 5.3 Managing Emotions and Building Empathy
e 5.4 Enhancing Interpersonal Relationships

Module 6: Conflict Resolution




e 6.1 Types and Sources of Workplace Conflict
e 6.2 Conflict Resolution Styles

e 6.3 Strategies for Effective Conflict Resolution
e 6.4 Role-Play and Real-Life Scenarios

Module 7: Presentation and Public Speaking Skills

e 7.1 Preparing for Effective Presentations
e 7.2 Structuring Your Presentation

e 7.3 Overcoming Public Speaking Anxiety
e 7.4 Delivering Impactful Presentations

Module 8: Professional Etiquettes

« 8.1 Business Etiquette Essentials

e 8.2 Professional Dress and Appearance

o 8.3 Office Etiquette and Workplace Decorum
e 8.4 Networking and Social Etiquette

Module 9: Soft Skills for Emerging Managers

e 9.1 Transitioning to a Leadership Role

e 9.2 Leading and Motivating Teams

e 9.3 Decision-Making and Problem Solving

e 9.4 Effective Time Management for Managers

Module 10: Collaboration

e 10.1 Building Cross-Functional Collaboration

o 10.2 Effective Virtual Collaboration

e 10.3 Encouraging Innovation Through Collaboration

e 10.4 Case Studies on Successful Collaborative Projects

Conclusion and Recap

e Summary of Key Takeaways
e Action Plan for Applying Soft Skills
o Q&A Session




