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Introduction

Personal development and career success in the modern world are
closely related to the development of universal skills (soft skills), which differ
from special knowledge (hard skills) in their universality and applicability in
any field of activity. Soft skills make it possible to easily adapt to new
conditions, establish effective communication, change the field of activity and
solve personal and professional problems. The training course "Soft Skills"
aims to help students to study and develop soft skills.

The purpose of the training course is to provide theoretical training and
formation of the basic skills of the 21st century (soft skills) that help students
to realize their life plans and achieve life (including professional) goals,
effectively respond to new challenges. The skills of the 21st century help a
person to make life efficient, interesting, comfortable, to engage in his own
learning and self-development.

The main tasks of the training are: assistance in the acquisition of
general theoretical knowledge of the need to develop soft skills throughout life
by higher education students; promoting the formation of basic skills of the
21st century (soft skills): critical thinking, leadership qualities, creativity,
communication, cooperation, which will contribute to effective work with
various modern sources of information, its critical analysis and understanding
of information; mastering the latest methods of researching the reality of the
future specialist; making students being aware of the role of 20th century
skills for self-development, self-education of each individual; promotion of the
acquisition of learning experience in cooperation with others; creation and
implementation of their projects.

The tasks of the training are:

« studying the mechanisms of self-knowledge and self-expression;

« study of leadership qualities;

» mastering effective communication skills;

» mastering the methods of public speaking and time management;

» studying methods of working in a team;

* mastering methods of flexibility and adaptability.

The object of the training is the process of forming higher education
students' systemic understanding of the relevance and necessity of forming
and developing their own soft skills of the 21st century.
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The subject of the training is modern concepts regarding the list and
content of soft skills of the 21st century and methodical approaches to their
formation and development. The results of training and competences formed
by the educational discipline are defined in Table 1.

Table 1
Learning outcomes and competences
formed by the educational discipline
Learning outcomes Competences that a student of higher education must master
LO3 GC9, GC12
LO4 GC11
LO9 SC5, SC15
LO15 SC6
LO16 GC9, GC11
LO17 GC3, SC9

The designations in Table 1 mean the following.

GCa3. Ability to think abstractly, analyse, synthesise.

GC9. Ability to learn and master modern knowledge.

GC11. Ability to adapt and act in a new situation.

GC12. Ability to generate new ideas (creativity).

SC5. Ability to manage an organization and its divisions through the implementation
of management functions.

SC6. Ability to act in a socially responsible and conscious manner.

SC9. Ability to work in a team and establish interpersonal interaction when solving
professional tasks.

SC15. Ability to develop and demonstrate leadership qualities and behavioral skills.

LO3. Ability to demonstrate knowledge of theories, methods and functions of
management, modern concepts of leadership.

LO4. Ability to demonstrate skills in identifying problems and justifying management
decisions.

LO9. Ability to demonstrate the skills in interaction, leadership, teamwork.

LO15. Ability to act in a socially responsible and socially conscious manner on the
basis of ethical considerations (motives), respect for diversity and interculturality.

LO16. Ability to demonstrate skills in independent work, flexible thinking, openness
to new knowledge, being critical and self-critical.

LO17. Ability to conduct research individually and/or in a group under the guidance
of a leader.



Topic 1. The content of soft and hard skills
and psychological features
of a person having soft skills and hard skills.
Functional literacy of a person of the 21st century

Soft skills are personal, social and communication skills that help a
person to effectively interact with other people, successfully perform tasks
and solve problems. These skills are not specific to a certain profession or
industry, but they are generally recognized as important for success in any
area of life and work.

Soft skills can be divided into different categories or types depending on
their characteristics and detection methods.

The main categories of soft skills include:

1) communication skills;

2) leadership skills;

3) creativity and problem thinking;

4) self-management and organizational skills;

5) social competence.

Hard skills are professional skills based on relevant knowledge. Such
skills can not only be demonstrated, but also measured. These include:
professional knowledge, use of computer programs, knowledge of a foreign
language, etc. Usually, hard skills are more clearly defined than soft skills.

In particular, they are described in educational professional programs
for each speciality and in handbooks of qualification characteristics of
professions. The situation is different with soft skills. However, more attention
is paid to them, especially now, in the conditions of behavioral economics,
when in the professional sphere, a person's success depends 85 % on soft
skills and only 15 % on hard skills.

Functional literacy is a set of knowledge, abilities and skills necessary
for successful life and activity in society. It includes:

1) reading literacy: reading comprehension, finding and using information
from texts of various types;

2) mathematical literacy: understanding mathematical concepts, using
mathematical knowledge to solve problems;
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3) natural and scientific literacy: understanding of natural phenomena,
use of scientific knowledge to explain and predict events;

4) information and communication literacy: the use of information and
communication technologies for searching, processing and creating
information;

5) civic literacy: understanding and using one's rights and responsibilities,
participation in society.

Training exercises

Exercise 1. A business card.

Goals.

1. Development of the ability to present oneself succinctly and clearly.

2. Development of self-confidence and self-presentation skills.

Doing the exercise.

It is necessary to prepare a short presentation about yourself within
3 minutes, which would include:

a) first and last name;

b) education and work experience;

c) professional goals and interests;

d) 1 — 2 interesting facts about yourself.

Tasks for the exercise.

1. Hold a competition for the best business card, where students will
take turns presenting themselves.

2. Discuss the results of the competition, giving participants constructive
feedback.

Exercise 2. Creating your own soft skills portfolio.

Goals.

1. Awareness and assessment of one's own soft skills.

2. Development of self-presentation and self-advertisement skills.

Doing the exercise.

1. Create your own list of soft skills that you possess.

2. For each skill, give an example from your personal life or work
experience that demonstrates the application.
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Tasks for the exercise.

1. Design your portfolio in a visually interesting and presentation-
friendly form.

2. Conduct a minipresentation of your own portfolio.

A list of questions for self-study

1. Explore how soft skills and hard skills affect career growth and
wages.

2. Analyze how functional literacy affects a person's life in various areas
(education, work, personal life).

3. Consider the ethical aspects of using technologies for the
development of soft skills and hard skills.

4. The role of mentoring and coaching in the development of key
competences.

5. Study of problems associated with a low level of functional literacy.

Topic 2. Self-presentation
and speaking skills

In the dynamic and competitive environment of the modern world, the
possession of soft skills becomes not just an advantage, but also an integral
component of success. Among them, self-presentation and public speaking
occupy one of the prominent places. These skills not only allow you to
confidently present yourself and your ideas, but also significantly expand the
range of personal and professional opportunities, making you more persuasive,
influential and successful in any field of activity.

Oratory is the art of public speaking, the purpose of which is to provide
information, influence, and convince listeners. It involves the ability to build
one's speech logically and consistently, to express oneself effectively and
passionately in front of the audience, to represent and present oneself
correctly, winning the sympathy of listeners, to understand body language
and gestures and to use them perfectly and appropriately, to conduct
polemics, debates (convincingly prove theses or refute them).
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The term "self-presentation” presenting oneself to other people. In the
English explanatory dictionary, it literally means managing other people’s
impression of you with the help of numerous behavioral strategies, which
consist in presenting one's external image to other people. In the American
tradition, self-presentation is considered as a form of social behavior
demonstratively emphasized by the subject in the process of interpersonal
communication [9].

In the process of independent work on the topic, it is necessary to pay
special attention to the study of the following issues: the concept and general
characteristics of public speaking and self-presentation; techniques and
methods of public speaking; typical mistakes in self-presentation and public
speaking; analysis of psychological aspects.

Training exercises

Exercise 1. Body language.

Goals.

1. Awareness of the importance of non-verbal communication.

2. Learning to use body language to enhance the effect of speeches.

Doing the exercise.

Divide into pairs. One participant in a pair will talk about an event using
only non-verbal means of communication (facial expressions, gestures,
posture). The second participant should watch him/her carefully and try to
understand what is being said. After the exercise, students change roles.

The task for the exercise. Discuss the results of the competition and
provide feedback to students.

A list of questions for self-study

1. Preparation for a public speech: defining the goal, researching the
topic, choosing arguments, composing the text.

2. Peculiarities of self-presentation in the online environment: specifics
of visual content, language styles, online etiquette.

3. Analysis of examples of successful people who master the art of self-
presentation and public speaking.



4. Using verbal and non-verbal methods of self-presentation to create a
favorable impression.

5. The structure and logic of the speech, including the introduction, the
main part and the conclusion.

Topic 3. Setting goals and time management

In today's dynamic world, where the pace of life is constantly increasing
and the flow of information is becoming increasingly turbulent, effective time
management becomes not just a competitive advantage, but also a
necessary condition for success. Time management and goal setting are key
tools that allow a person to optimize personal and professional potential,
achieve the set goals and realize ambitious aspirations.

Time management is a set of specific methods and principles of time
management for tasks, events and projects [7]; it is a set of technologies for
planning and organizing time, which a person applies independently to
increase the efficiency of the use of time, as well as to increase the quality of
tasks performed during work.

Goal setting is a purposeful process of formulating clear and
measurable results that we strive to achieve. Goals specify the mission, act
as a guide and motive for the behavior of all team members. And, on the
contrary, the mission is an integrative declarative expression of goals.

Currently, there are many techniques for effective goal setting. One of
them is SMART [13]. This is a mnemonic abbreviation, the components of
which are criteria for setting tasks, for example, in project management,
management and personal development. It is based on five key principles
that serve as reliable guidelines on the way to success. Specific (S),
Measurable (M), Agreed-upon (A), Reasonable (R), Time-bound (T).

SMART is an effective tool that provides the clarity, focus and
motivation needed to achieve business or personal goals. It can also improve
the ability to achieve them by encouraging you to define your goals and set
an end date. SMART goals are also easy to use by anyone, anywhere,
without the need for special tools or training. It is believed that compliance of
the tasks with the given criteria significantly increases the probability of their
completion and achievement of the overall goal.
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Training exercises

Exercise 1. The Pomodoro Method.

Goal. Increasing the concentration and productivity of students'
learning.

Doing the exercise.

Select the task you will work on. Set a timer for 25 minutes. Focus on a
task for 25 minutes without distractions. After 25 minutes, take a 5-minute
break. Repeat steps 2 — 4 four times. After 4 cycles, take a 30-minute break.

Exercise 2. SMART goals.

Goal. Learning how to set goals correctly.

Doing the exercise.

Formulate your goal. Check if the goal meets the SMART criteria:
1) Specific;

2) Measurable;

3) Attainable;

4) Relevant;

5) Time-bound.

If the goal does not meet the SMART criteria, refine it.

A list of questions for self-study

1. Determine the synergistic effect of combining the SMART method
and the principles of time management.

2. Justification of the impact of clear formulation of goals, measurability
of progress, reachability, relevance and time limitation on the effectiveness of
achievement of goals.

3. Evaluation and comparison of the effectiveness of various time
management methods and tools (the Eisenhower matrix, the Pomodoro
method, calendars, planners, software) from the point of view of their impact
on professional activity.

4. Review and comparative analysis of effective strategies and methods
for overcoming procrastination (setting SMART goals, visualization of
success, elimination of distractions, motivation, self-reward, methods of
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cognitive-behavioral therapy) from the point of view of their effectiveness in
the professional sphere.

5. Analysis of practical cases demonstrating the connection between
effective time management and the growth of personal and professional
productivity.

Topic 4. Emotional intelligence:
self-organization and relationship management

The era of changes and transformations makes new demands on the
individual, making emotional intelligence (EIl) one of the most important skills
for a successful life. El is not just an innate trait, but a set of skills that can be
developed and improved throughout life.

Emotional intelligence has different definitions depending on whose
research you read. Three key researchers of emotional intelligence are John
D. Salovey and Peter Mayer, Daniel Goleman, and Reuven Bar-On. Each of
them gives his/her own definition.

John D. Salovey and Peter Mayer: "Emotional intelligence is the ability
to perceive, access and generate emotions to assist the mind, understand
emotions and emotional knowledge, and reflexively regulate emotions to
promote emotional and intellectual growth".

Daniel Goleman: "Emotional intelligence is the ability to recognize one's
own feelings and the feelings of other people, motivate oneself and effectively
manage emotions in oneself and others. Emotional competence is an
acquired ability that is based on emotional intelligence and contributes to
effective work performance”.

Reuven Bar-On: "Emotional intelligence is a set of non-cognitive
abilities, competencies and skills that influence a person's ability to
successfully cope with the demands and pressures of the environment” [11].

Emotional intelligence can be divided into 5 main elements [9]:

1. Recognizing, understanding and managing one's own and other
people's emotions.

2. Expressing opinions.

3. Development and maintenance of social relations.

4. Overcoming challenges.

5. Using emotional information in an effective and meaningful way.
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Training exercises

Exercise 1. Guess the emotion.

Goal: Learning to recognize emotions by facial expressions and non-
verbal signals.

Doing the exercise: One participant becomes an "actor" and portrays a
certain emotion without words. Other students try to guess what emotion the
"actor" is portraying. An "actor" can use facial expressions, gestures, posture,
and movement to convey an emotion.

Exercise 2. Emotional diary.

Goal. Learning to be aware of your emotions and track their causes.

The course of the exercise. During the day, write down your emotions
that you feel in your diary. Describe how you feel the emotion physically (eg,
rapid heartbeat, muscle tension). Think about what could have caused this
emotion. Write down how you coped with the emotion.

Case. You work as a teacher in a high school. One of your students,
Maksym, has recently become withdrawn and does not like to communicate
with his classmates. His academic performance has decreased, he often
misses classes. You noticed that Maksym sometimes cries in class.

Put yourself in Maksym's shoes. How do you feel? What could be the
cause of your emotional state? Think how you can help Maksym. What actions
can you take? Who can you talk to about this situation?

Task for the exercise. Formulate an "I-message" to talk to Maksym.

A list of questions for self-study

1. Analysis of strategies for the development of emotional intelligence to
improve self-organization and overcome stress.

2. Justification of the importance of emotional intelligence for building
strong and happy relationships in various spheres of life.

3. Study of the impact of emotional intelligence on leadership qualities
and teamwork.

4. Development of evidence-based practical recommendations for the
development of emotional intelligence to improve self-organization in
personal and professional life.
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5. Comparison and assessment of different models of emotional
intelligence (for example, the Bar-On model, the Goleman model) and
practical application of these models in relationship management.

Topic 5. Effective communication,
networking and active listening

In today's world, where human relationships play an increasingly
important role, effective communication, networking and active listening are
becoming key skills for success in any field. These skills allow us to build
strong relationships with people, build trust and cooperation, and achieve our
goals.

Effective communication is not just the ability to clearly and succinctly
express one's thoughts. It is a complex process that is based on a deep
understanding of oneself and other people, as well as on the possession of a
range of professional skills. Key components of effective communication are
emotional intelligence, clarity, active listening, adaptability.

Networking is a social and professional activity aimed at solving difficult
life tasks as quickly and efficiently as possible with the help of a circle of
friends and acquaintances who work or have connections in one or another
field. It is built on trust and long-term relationships with people, as well as
mutual assistance. The idea is based on the theory of six handshakes,
according to which there is a chain of acquaintances between any two
inhabitants of the planet. On average, six people.

Active listening is the highest and most effective level of listening, as
well as a special communication technique for achieving successful
communication. The technique of active listening has verbal and non-verbal
techniques. Non-verbal methods of active listening include: gestures and
facial expressions, with the help of which the listener confirms that he hears
and understands his interlocutor; eye contact with the interlocutor, but you
should not look very intently, because it can be taken quite hostile; an open
posture, that is, you should not cross your arms when communicating or
make sudden movements. Verbal methods of active listening include: the
tactic of asking "open questions" in order to obtain more information and
show sincere interest in the interlocutor.
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Training exercises

Exercise 1. Active listening.

Goal. Learning to listen carefully to the interlocutor and understand his
emotions.

Doing the exercise.

One participant talks about a situation that caused his emotions.
Another participant listens carefully without interrupting. After the first
participant finishes, the second participant repeats his words, emphasizing
the emotions.

Task for the exercise. The first participant gives feedback on how
accurately the second participant understood his emotions.

Exercise 2. I-message.

Goal. Learning to talk about your emotions without accusations and
complaints.

Task. Describe a situation that caused you emotions. Say how you feel
using the phrase "l feel...".

Doing the exercise.

Explain why you feel this emotion. Say what you want to change.

A list of questions for self-study

1. Use of new technologies for communication.

2. The influence of culture on communication.

3. The role of empathy in communication.

4. What are the benefits of active listening in personal and business
relationships?

5. What ethical principles should be followed when networking?

Topic 6. Leadership and teamwork

In the dynamic and complex environment of today's world, where
challenges multiply and opportunities expand, the role of leadership and
teamwork becomes increasingly important. Leadership goes beyond the
simple possession of power, becoming the art of motivating, inspiring and
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leading others towards a common goal. Teamwork, in turn, evolves from
ordinary collaboration to the synergy that occurs when people with different
skills and experiences join forces to achieve better results.

Leadership is the ability of an individual to influence both the
environment and another individual, directing efforts to achieve a goal. A
leader is not just a set of certain qualities and special features of a person, it
is a certain way of life. The phenomenon of leadership by its nature is
connected, first of all, with the regulation of interpersonal relations, which
have an informal nature, so leadership is the bearer of functions and a means
of regulating official (formal) relations within the framework of a social
organization. Teamwork is a powerful tool for effective achievement of the
organization's goals and the implementation of tasks set within it, as well as a
tool for the personal and professional growth of each employee who is a
member of this team.

Most often, researchers distinguish four types of teams:

1) work teams that solve current problems of the team;

2) project teams and development teams working on long-term
educational projects;

3) parallel teams, which are temporary and concentrate on recom-
mendations for solving certain problems;

4) management teams that unite all heads of the educational institution
or the organization.

Training exercises

Exercise 1. A pyramid of people.

Goal. Development of teamwork, trust and cooperation skills.

How it works. The team must build a pyramid of people without using
any supports. The team must work together to support each other and build
the pyramid.

Exercise 2. Situational leadership exercise: treasure hunt.

Goal. Development of leadership skills, motivation, teamwork and
decision-making.

Case. You are the captain of a pirate ship looking for a treasure map.
You know that the map is hidden on the island, but you will have to overcome
many obstacles to find it.
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Tasks.

1. Form a team. Choose 4 crew members to help you in your treasure hunt.

2. Motivate the team. Inspire your people to hunt for treasure and rally
them around a common goal.

3. Planning. Develop a treasure hunt plan based on available resources,
time, and risks.

4. Decision making. Make the right choices during your treasure hunt to
overcome all the obstacles.

5. Collaboration. Bring your team together to solve problems and
achieve success together.

Evaluation. After completing the exercise, students evaluate the leader's
actions according to the following criteria:

1. Leadership. Were you able to motivate and rally your team?

2. Planning. Was your treasure hunt plan effective?

3. Decision making. Did you make the right choices during your
treasure hunt?

4. Collaboration. Have you brought your team together for a common
goal?

Additional questions.

1. What difficulties did you experience when doing the exercise?

2. What did you learn from this situation?

3. How can you use this experience in your work?

A list of questions for self-study

1. Study and analysis of communication barriers in the team (unclear
formulation of tasks, lack of feedback, cultural differences).

2. Theoretical justification and empirical study of synergy in teamwork,
when the result of joint efforts exceeds the sum of individual contributions.

3. Determination of the optimal leadership style for different types of
teams and tasks, based on scientific research.

4. The role of trust, responsibility and emotional intelligence in teamwork.

5. Using digital tools and platforms to support teamwork.

Evaluation criteria

Preparation and defense of a report in the form of an essay is a
mandatory component of receiving a passing grade from the training course
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"Soft Skills". In the process of defending the reports, they are discussed in the
group and the students answer the questions of the teacher and other
students.

Students prepare a report based on the results of the training course.
The report should contain all intermediate tasks completed during the training
course. Requirements for submitting practical results of the training course:

presentation of up to 10 minutes using visual materials;

answer to the question about participation in the training course;

participation in the discussion of performance results by other
participants.

Based on the results of completing the tasks of the training course, the
applicants form a final report. Requirements for drawing up a report:

1) the volume should by up to 12 printed pages;

2) the report must contain the contents and completed tasks of the
training;

3) the report must contain a description of completed tasks and
obtained results;

4) it should contain meaningful summaries of acquired skills and
competences.

Evaluation of each report in the form of an essay is carried out by
responsible teachers-trainers according to the report data and protection
results.

The final grade for the training course is determined by summing the
points for the current and final control.

During the training course, the following control measures are used.

Current control: competence-oriented practical tasks (30 points), written
control work (20 points), current laboratory works according to the topics
(24 points), report in the form of an essay (26 points).

The maximum score based on the results of the comprehensive training
is 100 points, the minimum passing score is 60.

17



References and recommended literature

1. bineubka O. O. SMART-meTon dopMyBaHHSA eqEKTUBHUX UINen
Ha nignpuemctBax / . O. bineubka // AKTyanbHi Npobnemmn cy4yacHOl Hayku
Ta ocBiTK (4. |) : matepiann MixkHapOoAHOI HayKOBO-MPAaKTUYHOI KOHdbepeHU,il
(M. JlbBiB,15 — 16 kBiT. 2020 p.). — JIbBiB : JIbBIBCbKMN HayKOBUKA OOPYM,
2020. - C. 21-22.

2. xenpxepo O. J1. LUnsaxn oHOBMNEHHS OCBITHbOrO cepeaoBuLla B 3a-
knagax suwoi ocsitn / O. J1. bxeHgxepo, O. M. Boeginosa // KoOHKypeHTO-
CMPOMOXHICTb BULLOI OCBITU YKpalHM B ymMoOBax iHOPMAaLUIMHOIoO Ccycnifb-
ctBa: 30ipHuMK Te3 Il MikHapogHOI HayKOBO-NPaKTUYHOI KOHdepeHUil
(M. YepHiris, 11 xoBT. 2019 p.). — YepHiri : YepHiriBCbknU HaLiOHaNbHUA
TexHonoriyHnn yHisepcutet, 2019. — C. 25-27.

3. 3abpoga L. €. IcTtopuyHnn nornsg Ha dEHOMeH nigepcTBo
/ 0. €. 3abpoaa, B. B. KopcyHcbka // AkTyanbHi npobnemu topucnpygeHuil
Ta ncuxonorii : matepianu |l BceykpalHCbKOI HayKOBO-MPaKTUYHOT KOH-
depeHuil (M. OHinponeTtposBcbk, 30 BepecHa 2021 p.). — [HINponeTpoBChbK :
Buwmn HaByanbHun npmBaTHU 3aknag "[HINPOBCLKUA ryMmaHiTapHUN YHi-
Bepcutet"”, 2021. — C. 89-93.

4. Jlncerko J1. J1. Wnaxu po3BuTKy emnaTil y ManbyTHix chaxisuis 3 i-
3nyHoro suxoaHHs / J1. J1. Jlucenko, A. M. BityeHko, O. M. Boeginosa // Bic-
HUK HauiOHanbHOro yHiBepcutety "YHepHiriBcbkun kosneriym” im. T. T LLeB-
YyeHka. — 2019. — Bun. 3 (159). — C. 175-181.

5. MoHacTtupboBa J1. AKTUBHE CriyXaHHA 9K OOMH i3 NPUMAOMIB KOMYHI-
Kauil y 3anaromxkeHHi koHdnikty / J1. MoHacTtupboBa // Psycholinguistics in a
Modern World. — 2020. — T. 15. — C. 200-203.

6. NMncapeBcbka [. |. BukopuctaHHa TanM-mMeHeKMeHTY Ans nigBu-
LLIEeHHSA epeKTUBHOCTI ynpasniHHA nepcoHarnom / I. |. NucapeBcbka // Hayko-
BUA BICHUK XepCOHCLKOro fepxaBHoro yHiBepcuteTy. Cepis "EKOHOMIYHI
Haykun". — 2016. — Bun. 20 (1). — C. 148-153.

7. Mpnyena |. B. TanmM-MeHeKMEHT SK Oi€EBUM IHCTPYMEHT eqeKTUB-
HOrO BUKOPUCTAHHA 4Yacy YCMilWHOro MeHekepa 3a cydacHux ymoB [Enek-
TpoHHuK pecypc] / |. B. MNpuyena, |. J1. ConomoHtok, T. B. Jlecbko // Edek-
TMBHa ekoHoMika. — 2018. — Ne 12. — Pexxum pgoctyny : DOI:10.32702/2307-
2105-2018.12.104.

18


https://doi.org/10.32702/2307-2105-2018.12.104
https://doi.org/10.32702/2307-2105-2018.12.104

8. MNpuwena C. Pobota B KOMaHAi 9K npodecinHa KOMMETEHTHICTb
kepiBHUKa 3aknagy ocsitn / C. lMNpuwena // Véda a perspektivy. — 2023. —
Ne 11 (30). — C. 238-244.

9. PagyeHko M. CamonpeseHTauist 9K Kputepin popmMyBaHHA npodoe-
cioHaniamy / M. PagyeHko // World Journal. — 2020. — No. 6-7. - P. 71-77.

10. Camontok H. Soft Ta Hard Skills Ha puHKy npaui: CyTHICTb Ta ckna-
posi / H. Camontok // Bulletin of National University of Water and Environmental
Engineering. — 2021. — Vol. 4, No. 96. — P. 275-294.

11. Ackley D. Emotional intelligence: A practical review of models,
measures, and applications / D. Ackley // Consulting Psychology Journal:
Practice and Research. — 2016. — Vol. 68, No. 4. — P. 269-286.

12. Frishman R. Networking Magic / R. Frishman, J. Lublin. — Avon,
MA : Adams Media, 2004. — 126 p.

13. Drucker P. F. The Practice of Management / P. F. Drucker. — New
York : Harper & Row; DJ Has Edgewear, 1954. — 404 p.

19



Contents

a1 goTe 18 Tox 1o ] o F PSSP 3
Topic 1. The content of soft and hard skills and psychological features of
a person having soft skills and hard skills. Functional literacy of a person

Of the 21ST CENTUIY ..eenieie e e e e e e e e e eaneeeeenes 5
Topic 2. Self-presentation and speaking skills .............cccoooiiiiiiiiiineennn, 7
Topic 3. Setting goals and time management............ccccccoeveiieiie e e e, 9
Topic 4. Emotional intelligence: self-organization and relationship

L= Ta = Lo ST 0 41T o | PP 11
Topic 5. Effective communication, networking and active listening .............. 13
Topic 6. Leadership and teamworK ............coooveviiiiiiiiiiii e 14
References and recommended literature...........ccoveevveiiiiiieiieeiiii e, 18

20



HABYAJIbHE BUOAHHA

MeToau4uHi pekoMmeHpauii
Ao TpeHiHr-kypcy " Soft Skills"
Ana 3aoo6yBaviB BMLWOI OCBITU
cneuianbHocTi 073 "MeHepXmMeHT"
OCBiTHbLOI nporpamu "Jlorictuka"

nepworo (6akanaBpCcbKoOro) piBHA
(aHrn. moBo1O)

CamocmilHe erleKmpoHHe meKcmosge Mepexxeee 8UOaHHS

Yknagadi: MapTuHeHko MapuHa BikTopiBHa
CamounneHko BikTopisi BikTopiBHa

BignosiganbHun 3a BuaaHHa O. M. cmpemcbka

Pepaktop 3. B. 306osa

Kopektop 3. B. 30608a

[MogaHo TeopeTuyHi NPUHUMNKY, MPaKTUYHI MeToan Ta NPUUoMn edpekTUBHOrO Crin-
KyBaHHS1, HEOOXiaHI Ans pO3BUTKY Kap’'epu, OOCATHEHHS SIK iHOMBIQYyanbHUX, TaK i opraHisa-
LiMHUX Uinen, po3BUTKY HaBMYOK camoaHanidy, reHepauil HOBUX igen, ynpaBniHHA KOnek-
TMBaMu, camoMoTMBaLii Ta poboTn B KOMaHAI.

PekomeHgoBaHo ans 34o6yBaviB BMLWOI OCBiTU cneuianbHocTi 073 "MeHeaKMeHT"
OCBITHbOI Nporpamu "Jlorictuka" nepworo (bakanaBpCbKOro) piBHS.

Mnan 2024 p. Mo3. Ne 161 EB. Ob6csr 21 c.
Bupaseup i BurotosntoBay — XHEY iMm. C. KysHeus, 61165, m. Xapkis, npocn. Haykun, 9-A

Ceidoumeo npo eHeceHHs cyb'ekma sudasHuU4oI cripasu 0o [JepxxasHo20 peecmpy
AK Ne 4853 eid 20.02.2015 p.




