


SOFT SKILLS



•







Active listening

Active listening techniques include:

•

•

•

•

•

•

•



Example

https://www.youtube.com/watch?v=aDMtx5ivKK0

https://www.youtube.com/watch?v=aDMtx5ivKK0


Organizational Skills



Being organized in the workplace involves using a range of 
important skills, including:

Setting goals

Delegation

Working under pressure

Self-motivation

Analytical thinking

Attention to detail

https://www.youtube.com/watch?v=KFnEf_KAIyU

https://www.youtube.com/watch?v=KFnEf_KAIyU


How to improve your organizational skills

Make lists Keep to a schedule Communicate with your 
team



10min

•

• list as many 

materials as possible to 

complete the task mentioned 

on the chit successfully
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