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MODULE 6: SOFT SKILLS 

Module (Soft skills) 

Introduction (explaining the sense of this module) 
Employability skills (a vital portion of an individual’s personality) is an intangible idea in which the 

qualities like attitude, ability, integrity, reliability, positivity, flexibility, dependability, punctuality, 

management, cooperation, habits and practices are combined proficiently to capitalize on a person’s 

work efficacy. Soft Skills module do the work of combining all these components in accurate share 

into skills and shaping them into competencies. 

Companies opt for, maintain and prop up persons who are trustworthy, ingenious, principled and 

good communicators and who are prepared to work under stress. This is why we focus this training in 

Stress management, team working and problem solving: 

When we start a job we socialize with several kinds of people. Whether we like it or not, when we start 

a job we need to socialize to clients, partners, colleges, suppliers, etc. It is easier for some people than it 

is for others, but we cannot avoid the consequences of our behavior.  

The development of soft skills has become a necessity for a personal and professional improvement. 

Soft skills are part of the emotional intelligence and make reference to the capacity to properly socialize 

with other people.  Client guidance, empathy, negotiation and teamwork are some of the skills we will 

deal with in this module. 

Several studies show that everybody has distinctive qualities and features which are characteristic of 

their personality, which give them a hallmark, with these qualities and features being due to 

endogenous causes such as heredity (physical, intellectual or psychomotor activities, named by some 

authors as “multiple intelligences”)  

These qualities make individuals with several potentials or skills so that there are subjects who are more 

capable to perform successfully in different areas of life such as studies, social and emotional life, artistic 

and sport activities…. It is important to emphasize that no potentiality or skill is better than the others.  

Nevertheless, when these potentialities are not properly developed, its expression and impact level in 

the environment diminished (P. Flores). 

Some authors also emphasize that when it comes to economic entrepreneurship skills we find that these 

have been the less developed ones, this is because, among other reasons, they were not known or they 

were only managed in academic environments and by a small number of investigators.  

Other studies have shown that creativity, innovation and calculated risk assumption features define per 

se any entrepreneur profile, and they are important features of a business entrepreneur.  
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With this module, we want to pay some attention to those who are planning to start a new business, 

whatever kind of business it is. They are all going to need certain social capacities to start the project, 

make it known, and get grants, customers or whatever they need. So, here, we will focus on the social 

capacities needed to start a business.  

 

Learning Objectives (explaining the learning outcomes and 

competences) 
This module is divided into 10 sections and each of them has its own learning objectives, broadly 

speaking, we can mention that the expected results with this learning experience are that students can 

discover the importance of social skills (soft skills) and what they contribute to in the field of 

entrepreneurship. 

To be precise, in every one of the responsibilities and skills of the so called emotional intelligence, what 

is intended is a first approach to these capacities which more or less are already part of our daily 

performance, like our muscles, nevertheless, knowing their existence and their functions let us pay them 

more attention and train them to make them better.  

So, we can state that with this module we expect to make us aware of which the soft skills which are 

related to entrepreneurship are and what their role is, so that, from this knowledge, we can go deeply to 

a greater or lesser extent at will.  

It is about, once again, opening a door to a meaningful knowledge which has a huge complexity and 

dimension, but which let us have a gradual education which will make it easy to learn and understand.  

Learning outcomes 

1. To approach to the importance of emotional dimension. 

To approach to the importance of emotional dimension is a first step, an awareness of the necessity for 

starting to explore the wide and complex emotional nature of the human being.  

2. To know and understand the main elements of emotional intelligence. 

Emotional intelligence is a key point to start talking about soft skills, so, we cannot forget its relation to 

emotions and emotions management.  

3. To know and understand the main soft skills. 

It is necessary to precise which are the most important soft skills for an entrepreneur, and pay a special 

attention to their  features and functions.  

4. To learn the process of development for a soft skill. 
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Once they are identified, we must know how to train and develop the soft skills, this is also a part of the 

learning expected to be achieved. 

 

Module content (explaining the learning contents) 
As it has been explained, the contents of this module are an approach to the complex world of emotions 

and emotional intelligence (both concepts are slightly linked one another) that we want to present to 

the pupils, leaving the possibility to get deeper in this knowledge by searching and self-study at their will 

In the narrow link between emotions and emotions management, we have several capacities, such as 

conflicts resolution or interpersonal communication which are in the soft skills group which a good 

entrepreneur must know, because he must resort to them in his professional performance. 

Communication is a basic capacity for people to socialize. This is very important for an entrepreneur, 

because in most cases, the success of a business is related to its manager capacity to transmit his/her 

aims, necessities and services to his work team, suppliers and clients. 

Leadership is a characteristic which has often been related to entrepreneurship, which does not mean 

that every entrepreneur has this capacity when they want to start a business, nevertheless, it is 

something they will need when their projects are big enough so as to involve more people, and here it is 

when they will need leadership capacity.  

In a society with such a fast pace of life and business volume so globalized, the importance of time 

management is basic for business that is why an entrepreneur must have a clear vision of how to 

organize his schedule and manage time.  

Another important aspect for an entrepreneur to take into account is the management of their 

professional relations, something which is linked to communication and time management, but which 

has a strategic importance when it comes to facilitate agreements or make alliances for getting common 

objectives.  

Related to the previous item, it is the capacity to negotiate. New data show that the basis of employe 

success is their capacity to negotiate. Learning how to use language to convince, persuade, involve and 

integrate staff is basic to get results. A successful negotiator, according to experts, is not the one who 

always achieve what their team requires, but the one who shows that works to fulfill staff necessities so 

that they can go on with their work, even though they do not achieve their marked objectives at once.  

Worker with a higher empathy capacity are those who can “read” the others. They can get a lot of 

information about another person from his non-verbal language, words, tone, position, face expression 

etc.  And, based on this information, they can know what they are feeling. Besides, due to the fact that 

feelings and emotions are, most of the time, a reflection of thought, they can also deduce their 

thoughts. All this, which can be believed to be a superpower, is a valuable capacity for an entrepreneur.  
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Successfully solving conflicts basically depends on the capacity to control stress and emotions. Learning 

how to solve conflicts in a healthy way will increase our understanding of the other person, it will also 

give us confidence and make a stronger relationship whatever the kind. 

Altogether, the contents of this module make a collection of capacities which turn the entrepreneur into 

a superior being, of course it is not the same to know there are such capacities and to know how to 

master them, but it is just going step by step.  

 

Duration of the Module in hours 
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Learning outcomes 
1. To know and understand the main soft skills. 

2. To learn the process of development for a soft skill. 

3. To understand the breathing and to learn how to use it. 

4. To know the importance of effective communication 

5. To approach to the process of improving skills 

6. To feel comfortable with your emotions 

7. To approach to the importance of emotional dimension. 

8. To know and understand the main elements of emotional intelligence. 

9. To develop your employability skills 

10. To expand the limits of your knowledge 
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SOFT SKILLS: Description of the contents 
Breathing is the key, it is the beginning and the end of every movement, thought and action...We always 

forget that, and because of that, we have big problems with our body and with our emotions. 

You will find dynamic exercises among the contents of this module. Follow the explanations and try to 

relax as much as you can...and remember practice makes perfection. 

Stress management 
Stress is a feeling of being under abnormal pressure. This pressure can come from different aspects of 

your daily life. As a greater workload, a transition period, an argument you have with your family or 

new and existing financial concerns. You may find that it has a cumulative effect, with each stressor 

on top of the other. Stress management is the management of emotion related to feelings of 

overwhelm, This is why we are starting to talk about emocions and emotional intelligence. 

1. Emotional Intelligence 

Definition of emotion. 

Emotion, in everyday speech, is any relatively brief conscious experience characterized by intense 

mental activity and a high degree of pleasure or displeasure. Scientific discourse has drifted to other 

meanings and there is no consensus on a definition. Emotion is often intertwined with mood, 

temperament, personality, disposition, and motivation. In some theories, cognition is an important 

aspect of emotion.  

Those acting primarily on the emotions they are feeling may seem as if they are not thinking, but mental 

processes are still essential, particularly in the interpretation of events. For example, the realization of 

our believing that we are in a dangerous situation and the subsequent arousal of our body's nervous 

system (rapid heartbeat and breathing, sweating, muscle tension) is integral to the experience of our 

feeling afraid. Other theories, however, claim that emotion is separate from and can precede cognition. 

https://en.wikipedia.org/wiki/Emotion 

Personal attitude. 

An attitude is an evaluation of an attitude object, ranging from extremely negative to extremely 

positive. Most contemporary perspectives on attitudes also permit that people can also be conflicted or 

ambivalent toward an object by simultaneously holding both positive and negative attitudes toward the 

same object. This has led to some discussion of whether individual can hold multiple attitudes toward 

the same object. 

https://en.wikipedia.org/wiki/Attitude_(psychology) 

Definition of Emotional intelligence. 

https://en.wikipedia.org/wiki/Emotion
https://en.wikipedia.org/wiki/Emotion
https://en.wikipedia.org/wiki/Attitude_(psychology)
https://en.wikipedia.org/wiki/Attitude_(psychology)
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Emotional intelligence (EI) or emotional quotient (EQ) is the capacity of individuals to recognize their 

own, and other people's emotions, to discriminate between different feelings and label them 

appropriately, and to use emotional information to guide thinking and behavior. Although the term first 

appeared in a 1964 paper by Michael Beldoch, it gained popularity in the 1995 book by that title, written 

by the author, psychologist, and science journalist Daniel Goleman. Since this time Goleman's 1995 

theory has been criticized within the scientific community. 

https://en.wikipedia.org/wiki/Emotional_intelligence 

You delve into this topic with a video that can help you: 

Emotional Intelligence by Daniel Goleman ► Animated Book Summary 

Exercise: 

The emotions are connected with the body and they are really important for a good balance. Balance 

can do a body good. 

We are going to begin with the breath.  To start, close your eyes, inhale for a count of four, then exhale 

for a count of four (all through the nose, which adds a natural resistance to the breath). Repeat 3 times. 

Calm the nervous system, increase focus, and reduce stress. 

  

https://en.wikipedia.org/wiki/Emotional_intelligence
https://en.wikipedia.org/wiki/Emotional_intelligence
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2. Soft Skills 

Soft skills is a term often associated with a person's "EQ" (emotional intelligence quotient), which is the 

cluster of personality traits that characterize one's relationships with other people. These skills can 

include social graces, communication abilities, language skills, personal habits, cognitive or emotional 

empathy, and leadership traits. Soft skills contrast with hard skills, which are generally easily 

quantifiable and measurable (such as software knowledge or basic plumbing skills). 

A person's soft skill EQ is an important part of their individual contribution to the success of an 

organization. Organizations which deal with customers face-to-face are generally more successful if they 

train their staff to use these skills. Screening or training for personal habits or traits such as 

dependability and conscientiousness can yield significant return on investment for an organization. For 

this reason, soft skills are increasingly sought out by employers in addition to standard qualifications. 

https://en.wikipedia.org/wiki/Soft_skills 

Why soft skills matter?. 

The biggest surprise to many students was the emphasis on soft skills. Yes, your knowledge of the 

functional area you’re pursuing is important. But to succeed longer term in any of the organizations we 

visited, having strong team skills and knowing how to build and manage relationships were seen as just 

as important. 

http://www.bloomberg.com/news/articles/2012-12-05/why-soft-skills-matter 

How to improve your soft skills. 

Soft skills revolve around personal relationships, character, and attitude. By developing these skills, you 

can increase your work performance, build stronger relationships, and work toward earning a 

promotion. If you are finding that some of these soft skills do not come naturally to you, you need to 

learn how to improve soft skills so they'll become a natural reflex for you in dealing with people every 

day. 

http://www.wikihow.com/Improve-Soft-Skills 

You delve into this topic with a video that can help you: 

The skill of self confidence | Dr. Ivan Joseph | TED talk 

Exercise: 

We are following with abdominal breathing technique 

With one hand on the chest and the other on the belly, take a deep breath in through the nose, ensuring 

the diaphragm (not the chest) inflates with enough air to create a stretch in the lungs. The goal: Six to 10 

deep, slow breaths per minute for 10 minutes each day to experience immediate reductions to heart 

rate and blood pressure 

https://en.wikipedia.org/wiki/Soft_skills
https://en.wikipedia.org/wiki/Soft_skills
http://www.bloomberg.com/news/articles/2012-12-05/why-soft-skills-matter
http://www.bloomberg.com/news/articles/2012-12-05/why-soft-skills-matter
http://www.wikihow.com/Improve-Soft-Skills
http://www.wikihow.com/Improve-Soft-Skills
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Keep at it for six to eight weeks, and those benefits might stick around even longer. 

3. Soft Skills for Job Success. 

In the real life, successful young people come from a wide range of cultural backgrounds and therefore 

bring different skill strengths to the table when viewing the overall contribution that they make to an 

organization or effort. Just the same, it is possible to look at soft skills and find commonalities where 

persons that have the requisite tool set will typically outperform others. 

http://www.ncwd-youth.info/wp-content/uploads/2016/11/infobrief_issue28_0.pdf  

Entrepreneur soft skills. 

Being an expert in your field or bringing your own unique set of skills to the table is of course essential 

for a successful entrepreneur, but success also depends on well honed soft skills as well. If you look at 

the worlds most successful people, it’s not just their unique talent that gets them to the top of their 

field, it’s that combined with a strong set of well developed soft skills.  

http://betteryourselfonline.com/6-soft-skills-that-every-entrepreneur-needs/ 

Can you really learn soft skills. 

More than to learn, we must to talk about to develop soft skills because all of us already have those 

skills but not all have the same level. 

Therefore, everyone has stress management skill but in most of the case the manage is nof good 

enough. 

You delve into this topic with a video that can help you: 

Soft Skills for Job Success: Utah Estate University 

Exercise: 

We are following with abdominal breathing technique 

With one hand on the chest and the other on the belly, take a deep breath in through the nose, ensuring 

the diaphragm (not the chest) inflates with enough air to create a stretch in the lungs. The goal: Six to 10 

deep, slow breaths per minute for 10 minutes each day to experience immediate reductions to heart 

rate and blood pressure 

Keep at it for six to eight weeks, and those benefits might stick around even longer. 

  

http://betteryourselfonline.com/6-soft-skills-that-every-entrepreneur-needs/
http://betteryourselfonline.com/6-soft-skills-that-every-entrepreneur-needs/
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Team working 
Teamwork is related to good communication, so that there is efficient teamwork, communication 

must be optimal. A team can work well together through good communication. If communication 

between team members is poor, there is likely to be unnecessary tension and anxiety. 

Something similar happens with leadership. The leadership head-set not only identifies strengths and 

weaknesses of the team, but motivates them to share their experiences, opinions, ideas and 

strengths, and assist with each other’s weaknesses in alignment with the organisations visions and 

mission. 

4. Effective communication. 

What is communication?  After all, the importance of business communication is what normally comes 

to mind first when we consider soft skill definitions.  A list of soft skills includes more than 

communication, but good communication skills are typically connected to all areas of soft skills training, 

such as providing good customer service.  

Effective interpersonal communication involves a lot more than just the words we use.  When we are 

face-to-face, nonverbal communication is the source of much of the information transmitted.   

In different types of communication, such as in customer service call centers, the non-verbal gives way 

to more importance in verbal communication -- how we compose our words.  That is even more critical 

in written communication, including email.  

Effective communication is but one category of soft skills.  As you examine our list of soft skills, you will 

note that different types of communication, both formal and informal, are an essential part of each 

category. 

http://www.atctraining.com/soft_skills_definition_of_communication.htm 

Why effective communication matter? 

We need to be able to communicate to participate effectively in daily life. 

Effective communication allows us to build and maintain relationships, to work, to be educated, to 

manage our affairs and, of critical importance, to assert our own free will on the world.  

It provides the key to cooperation and productivity. 

It solves problems more easily because it creates an environment where a manager recognizes customer 

complaints and employee recommendations and develops answers and solutions. 

It creates harmony and trust, which leads to good work relationships and productivity.  

http://www.atctraining.com/soft_skills_definition_of_communication.htm
http://www.atctraining.com/soft_skills_definition_of_communication.htm
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How can you improve your effective comunication. 

Effective communication is one of the most important life skills we can learn—yet one we don’t usually 

put a lot of effort into. Whether you want to have better conversations in your social life or get your 

ideas across better at work, here are some essential tips for learning to to communicate more 

effectively. 

http://lifehacker.com/top-10-ways-to-improve-your-communication-skills-1590488550 

You delve into this topic with a video that can help you: 

Communication Skills - How To Improve Communication Skills - 7 Unique Tips! 

Exercise: 

To nix tension from head to toe, close the eyes and focus on tensing and relaxing each muscle group for 

two to three seconds each.  Start with the feet and toes, then move up to the knees, thighs, glutes, 

chest, arms, hands, neck, jaw, and eyes—all while maintaining deep, slow breaths. 

 Having trouble staying on track? Breathe in through the nose, hold for a count of five while the muscles 

tense, then breathe out through the mouth on release. 

 

5. Leadership. 

1.  The individuals who are the leaders in an organization, regarded collectively. 

2.  The activity of leading a group of people or an organization or the ability to do this. 

Leadership involves: 

establishing a clear vision, sharing that vision with others so that they will follow willingly, providing the 

information, knowledge and methods to realize that vision, and coordinating and balancing the 

conflicting interests of all members and stakeholders. 

A leader steps up in times of crisis, and is able to think and act creatively in difficult situations. 

Unlike management, leadership cannot be taught, although it may be learned and enhanced through 

coaching or mentoring. Someone with great leadership skills today is Bill Gates who, despite early 

failures, with continued passion and innovation has driven Microsoft and the software industry to 

success. 

http://www.businessdictionary.com/definition/leadership.html 

 

Why leadership matter. 

Good leaders are driven towards a mission that everyone can get behind. They know how to motivate a 

team through honesty, transparency, and genuine passion.  

http://lifehacker.com/top-10-ways-to-improve-your-communication-skills-1590488550
http://lifehacker.com/top-10-ways-to-improve-your-communication-skills-1590488550
http://www.businessdictionary.com/definition/leadership.html
http://www.businessdictionary.com/definition/leadership.html
http://www.businessdictionary.com/definition/leadership.html
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The experience that a great leader creates is hard to describe, but you just feel better when you’re 

around them. 

Good leaders also understand the importance of employee engagement, and what it means for bottom 

line profits. There is a direct correlation between a company’s level of employee engagement and 

performance. 

How to improve your leadership skills. 

Few people are born to be leaders. Most of us need to practice being a good leader, and that's why 

leadership development is so important. There are many different types of leadership, and there are 

many skillsets that can help you become a successful leader. 

Leadership skills can play a large role in career development. Often, your technical skills can only take 

you so far. To help you move forward in your career, you need soft skills such as the ability to be a good 

leader. 

http://careerrocketeer.com/2012/12/top-ways-to-improve-your-leadership-skills.html 

You delve into this topic with a video that can help you: 

Learn how to manage people and be a better leader 

Exercise: 

This breath is said to bring calm, balance, and unite the right and left sides of the brain. Starting in a 

comfortable meditative pose, hold the right thumb over the right nostril and inhale deeply through the 

left nostril.  

At the peak of inhalation, close off the left nostril with the ring finger, then exhale through the right 

nostril. Continue the pattern, inhaling through the right nostril, closing it off with the right thumb, and 

exhaling through the left nostril. 

 

6. Time management. 

The modern concept of time management - the act of planning the amount of time you spend on which 

activities - really began with Frederick Taylor's scientific management techniques. His goal was to 

increase worker productivity. To do this, he conducted time and motion studies and began to focus on 

the best ways for jobs to be performed to maximize the work completed in a given amount of time. 

Modern time management goals are still to increase productivity, but the best way remains elusive. 

Many researchers have explored the subject and come up with different theories on effective time 

management. Here is the theory of a big name in the time management field: 

1994, Thinking Smarter: Skills for Academic Success, Carla Crutsinger 

https://en.wikipedia.org/wiki/Time_management 

http://careerrocketeer.com/2012/12/top-ways-to-improve-your-leadership-skills.html
http://careerrocketeer.com/2012/12/top-ways-to-improve-your-leadership-skills.html
http://careerrocketeer.com/2012/12/top-ways-to-improve-your-leadership-skills.html
https://en.wikipedia.org/wiki/Time_management
https://en.wikipedia.org/wiki/Time_management
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Why time management matter. 

Time management has come up as a subject in the management field to reach the goal of increasing 

productivity, especially among white-collar workers for whom work output may be hard to measure. For 

example, an assembly line worker's output of 60 widgets per hour can be compared to a factory average 

and deemed as acceptable or not; however, white collar outputs tend to be difficult to compare to 

standards. So, modern managers in these areas look for ways to monitor worker productivity in terms of 

time use. 

How to improve your time management. 

The trick is to organize your tasks and use your time effectively to get more things done each day. This 

can help you to reduce stress and do better at workplace. Time management is a skill that takes time to 

develop and is different for each person. You just need to find what works best for you. Use few 

strategies listed below for few weeks and see if it can help you. 

http://psychcentral.com/lib/6-tips-to-improve-your-time-management-skills/ 

You delve into this topic with a video that can help you: 

How to Manage Time With 10 Tips That Work 

Exercise: 

Head straight for your happy place, no questions asked. With a coach, therapist, or helpful recording as 

your guide, breathe deeply while focusing on pleasant, positive images to replace any negative 

thoughts. It’s just one means of achieving mindfulness. 

 “Guided visualization helps puts you in the place you want to be, rather than letting your mind go to the 

internal dialogue that is stressful.” 

 

  

http://psychcentral.com/lib/6-tips-to-improve-your-time-management-skills/
http://psychcentral.com/lib/6-tips-to-improve-your-time-management-skills/
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Problem solving 
Problem solving is linked with relationship building, this becomes essential during disputes between 

employees. When there is a conflict to be addressed, it is valuable to have a currently established 

method to determine the solution. Solutions are always compared to the mission as well as whether it 

positions the team closer to the final goal. Relationship building is a key section in Problem solving 

and participation program. 

7. Relationship building. 

In ever aspect of life we are in, whether getting involved in the social activities, building our career path, 

or socializing with family and friends, we interact with various type of individuals.   Such interaction may 

occur with familiar people with whom we are in close contact like our family and friends or with new 

acquaintances.   We may also build a connection over a period of time with our work colleagues or 

members in a club. The fact that we interact with people every day means that we are building a 

relationship with these individuals as we associate ourselves with them in one or the other way. 

In the same way or if you prefer linked with that is the term of networking. So in an attempt to 

streamline the myriad of perceptions about the concept of networking, and based on the  experiences in 

a variety of business and interpersonal situations, we can conclude that networking is, in effect: The 

process of developing and using your contacts to increase your business, enhance your knowledge, 

expand your sphere of influence or serve your community. 

https://www.entrepreneur.com/article/225067 

Why relatinship building matter. 

According to Forbes Magazine, a business is only as good as the clients it serves, and no business gets far 

after losing the clients it has (Forbes, 2013). Research shows that even with the best products and 

business practices, you still need strong relationships to succeed in this marketplace and RESPECT is at 

the core of building business relationships (LeadingInsight, 2013). 

How we manage key relationships with even the most difficult people will determine our level of 

success. Building strong relationships with others heightens our ability to gain support for our work and 

manage barriers that will inevitably come up along the way. There is also a personal perk with effective 

relationships in that they can make us feel more engaged with our work which can lead to greater job 

satisfaction. 

How to improve your relationship building. 

Identify Your Relationship Needs 

Look at your own relationship needs. Do you know what you need from others? And do you know what 

they need from you? 

Understanding these needs can be instrumental in building better relationships. 

https://www.entrepreneur.com/article/225067
https://www.entrepreneur.com/article/225067
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Schedule Time to Build Relationships 

Devote a portion of your day toward relationship building, even if it's just 20 minutes, perhaps broken 

up into five-minute segments. 

You delve into this topic with a video that can help you: 

Successful Networking - the ultimate guide | Christopher Barrat | TEDxAmRingSalon 

Exercise: 

Ready to brighten up your day from the inside out? This one begins with a long, slow inhale, followed by 

a quick, powerful exhale generated from the lower belly. Once comfortable with the contraction, up the 

pace to one inhale-exhale (all through the nose) every one to two seconds, for a total of 10 breaths. 

8. Negotiation. 

When things get uncomfortable during a conflict, sometimes our tendency is to dig in our heels and hold 

on to our position. That can be completely appropriate at times – the challenge is to do it in a way that is 

professional and consistent with your role in the organization . A problem solving attitude can help. 

A problem solving attitude doesn’t mean that you give in or instantly compromise every time you 

disagree with the point of view or approach. What it means is that you demonstrate open-mindedness. 

In other words, you consistently let them know you are open to hearing about different ways to 

approach the situation and reach a mutually acceptable solution. 

Negotiations rarely proceed as smoothly or swiftly as we first envision. This is partially because solving a 

problem requires finding a result that satisfies both parties, yet litigators are trained to be zealous 

advocates for their points of view or approach. 

Why negotiation matter. 

Negotiation has been defined as any form of direct or indirect communication whereby parties who 

have opposing interests discuss the form of any joint action which they might take to manage and 

ultimately resolve the dispute between them. Negotiations may be used to resolve an already-existing 

problem or to lay the groundwork for a future relationship between two or more parties. 

Negotiation has also been characterized as the “preeminent mode of dispute resolution”, which is 

hardly surprising given its presence in virtually all aspects of everyday life, whether at the individual, 

institutional, national or global levels. Each negotiation is unique, differing from one another in terms of 

subject matter, the number of participants and the process used.  

http://www.justice.gc.ca/eng/rp-pr/csj-sjc/dprs-sprd/res/drrg-mrrc/03.html 

How to improve your negotiation skills. 

Most people negotiate using a zero sum process. They determine what they want, raise that 10 or 15 

percent, and then engage is a series of compromises to obtain to a result. The effort is on the position 

they take, and claiming as much of that position for themselves as possible. Their mission is not to get a 
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satisfactory deal for both parties. It is to win. Many call that, "being a tough negotiator." It is extremely 

stressful. 

http://www.negotiations.com/articles/negotiating-skills/ 

You delve into this topic with a video that can help you: 

Science Of Persuasion 

Exercise: 

Inhale and exhale rapidly through your nose, keeping your mouth closed but relaxed. Your breaths in 

and out should be equal in duration, but as short as possible. This is a noisy breathing exercise. 

Try for three in-and-out breath cycles per second. This produces a quick movement of the diaphragm, 

suggesting a bellows. Breathe normally after each cycle. 

Do not do for more than 15 seconds on your first try. Each time you practice the Stimulating Breath, you 

can increase your time by five seconds or so, until you reach a full minute. 

 

9. Emphaty. 

1.the psychological identification with or vicarious experiencing of the feelings, thoughts, or attitudes of 

another. 

2.the imaginative ascribing to an object, as a natural object or work of art, feelings or attitudes present 

in oneself: 

By means of empathy, a great painting becomes a mirror of the self. 

Empathy is defined as “the feeling that you understand and share another person's experiences and 

emotions; and the ability to share someone else's feelings.”  

Most have experienced this at different times throughout their lives, whether it was offering comfort to 

a co-worker who didn’t get a promotion or helping a colleague get to work after their car breaks down. 

These are actions done out of empathy, because we may have experienced something similar and 

understand how the other person might feel.  

https://www.entrepreneur.com/article/238935 

 

Why emphaty matter. 

Empathy. It’s a quality that is much needed in society and in the workplace. The Oxford Dictionary 

defines it as the “ability to understand and share the feelings of another.” 

 

http://www.negotiations.com/articles/negotiating-skills/
http://www.negotiations.com/articles/negotiating-skills/
https://www.entrepreneur.com/article/238935
https://www.entrepreneur.com/article/238935
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But a recent State of the Workplace Empathy study 2018 by Businessolver found that there is a big 

disconnect between how employees view their chief executive (CEO) in terms of empathy and how CEOs 

view their own organization: 92% of CEOs reported their organization is empathetic but only 50% of 

employees say their CEO is empathetic. 

https://www.forbes.com/sites/karenhigginbottom/2018/05/31/why-empathy-matters-in-the-

workplace/#ecf05a81130b 

How to improve your emphaty. 

Here are eight ways to strengthen your own empathy: 

Challenge yourself. ... 

Get out of your usual environment. ... 

Get feedback. ... 

Explore the heart not just the head. ... 

Walk in others' shoes. ... 

Examine your biases. ... 

Cultivate your sense of curiosity. ... 

Ask better questions. 

http://andrewsobel.com/eight-ways-to-improve-your-empathy/ 

 

You delve into this topic with a video that can help you: 

What is empathy? 

Exercise: 

Exhale completely through your mouth, making a whoosh sound. 

Close your mouth and inhale quietly through your nose to a mental count of four. 

Hold your breath for a count of seven. 

Exhale completely through your mouth, making a whoosh sound to a count of eight. 

This is one breath. Now inhale again and repeat the cycle three more times for a total of four breaths. 

 

 

http://andrewsobel.com/eight-ways-to-improve-your-empathy/
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10. Conflict resolution. 

At last but not least we are going to talk about conflict resolution, otherwise known as reconciliation, is 

conceptualized as the methods and processes involved in facilitating the peaceful ending of conflict and 

retribution. Committed group members attempt to resolve group conflicts by actively communicating 

information about their conflicting motives or ideologies to the rest of the group (e.g., intentions; 

reasons for holding certain beliefs), and by engaging in collective negotiation. 

Dimensions of resolution typically parallel the dimensions of conflict in the way the conflict is processed 

Cognitive resolution is the way disputants understand and view the conflict, with beliefs and 

perspectives and understandings and attitudes. Emotional resolution is in the way disputants feel about 

a conflict, the emotional energy. Behavioral resolution is how one thinks the disputants act, their 

behavior. 

Ultimately, a wide range of methods and procedures for addressing conflict exist, including negotiation, 

mediation, mediation-arbitration, diplomacy, and creative peacebuilding. 

https://en.wikipedia.org/wiki/Conflict_resolution 

Why conflict resolution matter. 

In the workplace, in homes, at schools and between the most loving of families or couples. As a result, 

conflict resolution is essential to any happy and productive relationship – whether it be within an office 

or when on holiday with a spouse. 

Resolving conflict, and also mitigating the likelihood of conflict, is an important and ongoing process for 

us all. 

Generally speaking, the law of ‘similarities and differences’ governs people and their relations, in that no 

two people will have the exact same values, but there will always be certain similarities and differences 

that can potentially act as unifying forces (or polarising forces). 

How to improve your conflict resolution skills. 

There are some basic rules that have helped to avoid conflicts and help in resolving them: 

1. Put things in writing. 

2.  Immediately address issues. 

3.  Hire an attorney, but you do the talking.  

4.  Give the other party several chances to resolve the situation.   

5.  Take out the emotional aspect.  

6.  Hire a professional mediator. 

https://en.wikipedia.org/wiki/Conflict_resolution
https://en.wikipedia.org/wiki/Conflict_resolution


 

23 | P a g e  
 

http://www.jacqueshabra.com/santa-barbara-entrepreneur/entrepreneur-conflict-resolution/ 

You delve into this topic with a video that can help you: 

Conflict Resolution Training: How To Manage Team Conflict In Under 6 Minutes! 

 

Exercise: 

Sit in a comfortable position with the spine straight and head inclined slightly forward. Gently close your 

eyes and take a few deep breaths. Then let the breath come naturally without trying to influence it. 

Ideally it will be quiet and slow, but depth and rhythm may vary. 

To begin the exercise, count “one” to yourself as you exhale. 

The next time you exhale, count “two,” and so on up to “five.” 

Then begin a new cycle, counting “one” on the next exhalation. 

Never count higher than “five,” and count only when you exhale. You will know your attention has 

wandered when you find yourself up to “eight,” “12,” even “19.” 

 

  

http://www.jacqueshabra.com/santa-barbara-entrepreneur/entrepreneur-conflict-resolution/
http://www.jacqueshabra.com/santa-barbara-entrepreneur/entrepreneur-conflict-resolution/
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