
Shaping Your 

Soft Skills



+ Please be courteous and respectful to the host and 
other participants 

+ This is an interactive session – we welcome you to ask 
questions at any time by sending questions in the chat 

+ The workshop presentation and other materials will be 
sent to all participants who provided an email address

+ Follow up with your nearest Oakland County Michigan 
Works! service center for additional assistance

Workshop Guidelines 



Turning on Closed Captioning 

To turn on live closed captioning:
1. Download the BlueJeans app on your 

desktop or mobile device
2. Select ‘Settings’ at the top of your 

screen
3. Scroll down to the ‘Closed Captioning’ 

option and select the option

https://www.oakgov.com/workforce/employers/Pages/Business-Workshops.aspx



What Are Soft Skills?

• Soft skills – personal attributes that 
enable someone to interact effectively 
and harmoniously with other people

• Transferrable from job to job

• In a 2016 study from the assessment 
company Wonderlic, 93% of 
employers said that soft skills are 
either an “essential” or “very important” 
factor in hiring decisions

http://docs.wixstatic.com/ugd/cceaf9_ec9ed750296142f18efdd49f4930f6d3.pdf


Soft Skills vs. Hard Skills

Examples of hard skills:
• Microsoft Office 

• Data Analysis 

• Marketing 

• Speaking another language

Examples of soft skills: 
• Critical thinking 

• Team Collaboration

• Communication 



Why Are Soft Skills Important?
• Career Longevity 

• According to LinkedIn’s 2019 Global Talent Trends report, 89% of 
recruiters say when a hire doesn’t work out, it usually comes down to a 
lack of soft skills.

• Competitive Advantage 
• In a 2015 study, LinkedIn found that 59% of U.S. hiring managers said it is 

difficult to find candidates with soft skills.

• Positive Reputation
• Your actions are a reflection of your company’s values. If you have strong 

soft skills, it looks good on both you AND your employer.

• Leadership Opportunities 
• Successful leadership commonly encompasses strong soft skills that 

enable leaders to motivate and inspire their teams.

https://business.linkedin.com/talent-solutions/resources/talent-strategy/global-talent-trends-2019
http://business.linkedin.com/talent-solutions/blog/trends-and-research/2016/most-indemand-soft-skills


Most Wanted Soft Skills 



Dependability 
• Time Management 

+ Meet deadlines and fulfill the obligations of your role on time  
+ Set check points to make sure you are staying on track with projects or 

tasks
+ Try setting specific chunks of time on your calendar to work and take breaks

• Follow Up
+ Keep your supervisor or coworkers in the loop on the status of your tasks
+ Respond to requests and take action in a timely manner

• Follow Directions
+ Pay attention to the details 
+ Ask for clarification if directions aren’t clear 

• Take Accountability 
+ Everyone makes mistakes - Take responsibility for your mistakes and do 

what you can to correct them



Teamwork/Collaboration
• Ask Questions 

+ If unclear on a task, ask for clarity rather than doing the task incorrectly

• Seek Assistance from Fellow Coworkers
+ Take advantage of their knowledge by shadowing, borrowing notes, sharing 

training documents/best practices, etc.

• Have Clear and Consistent Communication
+ Communicate with team members on goals and expectations 
+ Seek out opportunities to check in on progress and troubleshoot issues

• Practice Active Listening 
+ Eye contact 
+ Open body language
+ Paraphrase and summarize what the speaker is saying to show you understand



Problem-Solving
• Obtain More Job-Related Knowledge

+ Having extensive job knowledge makes solving 
problems easier 

+ Can be obtained through additional training  

• Observe Others 
+ Coworkers may be able to offer best practices for 

problem-solving 
+ Two brains can often be better than one when 

solving complex problems

• Practice Makes Perfect 
+ Role-play scenarios in which you might have to 

use problem solving skills and practice how you 
might handle the situation



Flexibility 
• Be Open-Minded 

+ Policy, procedural, and staff changes are inevitable 
+ Roll with the punches and come up with new solutions to changes

• Flexible Environment
+ If it makes sense for your workplace, try to negotiate a flexible work arrangement
+ Be realistic about what flexible options are available at your workplace  

• Get Out of Your Comfort Zone 
+ Take on new responsibilities
+ Be open to learning new tasks you haven’t learned before

• Be Confident
+ Confidence in your abilities can make you feel more secure in your decisions
+ When you’re confident in yourself, you can handle any change that comes your way



Adding Soft Skills to Your Resume –
Skills Section

• Picked up by a company’s 
Applicant Tracking System 
(ATS) 

• Should match the skills the 
company is looking for 

• Needs to be backed up by your 
work history 
• Don’t tell me – show me



Adding Soft Skills to Your Resume –
Work History Section
• Use this section to tell your story

• Identify accomplishments where you 
used soft skills in your past job(s)

• “Assess clinical education 
needs…using a variety of methods” 
– example of critical thinking skills

• “Consult and coordinate with 
healthcare team members” –
example of communication skills

• “Direct or supervise less tenured 
personnel” – example of leadership 
skills



How to Answer Soft Skills Questions 
in Interviews

• “What is your biggest strength?”
• This question is a chance for you to 

discuss the skills that you excel at 

• “What is your biggest weakness?”
• This question is a chance for you to 

highlight a skill that you are working 
to get better at

• Discuss the steps you are taking to 
turn this weakness into a strength

• “Tell me about a time when…”
• Employer is trying to determine how 

you would act – or what you would do 
– in a specific situation 

• Use the STAR method 



“What is your biggest strength?”

Choose an attribute asked for within the first 3-4 bullets of the job description. 

These skills are normally the most sought-after, critical skills to a particular job.



“What is a weakness of yours?”

Never talk about a real weakness unless it’s something you’ve defeated. 
And most hiring managers are annoyed by overused responses, such as, 

‘My biggest weakness is that I work too hard, so I need try to take it 
easy once in a while.’ 

The best answer is to discuss a weakness that you’ve turned around! 



“Tell me about a time when….”

In your answer, demonstrate how you attempt to attain high performance and 
correct substandard performance. Remember when answering example-related 

question, use the STAR Method!

“Early on in my last role, I was placed on a team with very senior level staffers. These were 
seasoned professionals that had a lot to offer to the project and I found myself constantly 
questioning my contributing power. (Situation)

I decided to meet with my manager to establish a plan of action for improvement and set very 
specific targets for myself to be met on a monthly basis (Task). I worked hard to meet these 
targets and got myself paired up with one of my team members to mentor me more closely. I 
constantly monitored my own performance and asked for regular feedback from the group on 
any other ways they felt I could support them or things I could improve on. (Action)

And after six months, I finally felt like I was contributing at a level that was truly reflective of 
my skills and what I’m capable of." (Result)



Tips for Improving Soft Skills 

¨ Be Open to Feedback 
+ From upervisors, coworkers, clients, 

friends
+ Receive feedback regularly

¨ Communicate Often 
+ Use multiple modes of communication 

to build well-rounded communication 
skills 

¨ Build Positive Relationships 
+ Connect with coworkers over shared 

hobbies and interests
+ Spend time getting to know coworkers 

outside of work

¨ Work through Conflict 
+ Think of alternative solutions to 

conflict that maintain the 
relationship you’ve built

¨ Take on a Leadership Role 
+ Bring leadership goals to your 

supervisor’s attention
+ Discuss potential leadership 

opportunities - big or small

¨ Practice, Practice, Practice
+ Your soft skills will not significantly 

improve after one workshop
+ Seek out ways to practice your soft 

skills in every area of your life 

https://www.mitalent.org/elearning-soft-skills-program
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Oakland County Michigan Works!



Questions
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