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Course title:  
 

EU Soft skills 
 

Overall capacity building objective: 
 
The overall capacity that the EU soft skills course aims to build is to foster the 
identified soft skills by the needs assessment for the targeted ICT subject matter 
experts (SMEs) and micro-firm groups.  
 

Target audience (s): 
 

ICT personnel, managers and trainers should be trained to incorporate ICT skills in 
their work settings - organizations and micro firm groups.  
Educators from schools will be the reference people in the educational centers and 
will be spreading the knowledge and methodologies. These educators must be also 
trained via a train-the-trainers course that will help them contribute to building the 
capacity of ICT skills. 
The virtual learning content can be reorganized to fit specific needs or organizations 
or repurposed for additional audiences. 
 
Summary learning outcomes (LOs): 

After studying this course to meet the overall capacity building objective, 
participants will be able to: 

• develop relationships that will be based on trust, respect, and mutual 
understanding in the workplace; 

• apply successful customer service methods; 
• evaluate situations and correct mistakes; 
• gain higher levels of adaptability and flexibility in work settings; 
• demonstrate leadership qualities; 
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• develop strategies to mitigate risks and overcome problems; 
• monitor and plan processes using technology; 
• take initiative to innovate. 

 

Modality: 

This course involves a combination of self-directed, self-paced online modules in bite-
sized size and with the form of micro-credentials which cover the core concepts. 
Weekly virtual workshops may be incorporated in which learners will conduct 
problem-based learning tasks in small groups. At the end of the course participants 
complete an individual assignment which involves applying the skills learned in the 
course to their own professional and cultural contexts. 
 
Duration: 

The learners will be approximately required to study 15 hours, spread over a five-
week period. 
 
Assessment: 

a) formative assessment: instant quizzes that provide ongoing feedback to the 
learner on their progress, the results of which are not included in the final grade 
for the course. Reflective assignments are also included; 

b) summative assessment: assignments that define the final grade for the course; 
they assess the depth of learning through real-life scenarios and simulations; 
reflection assessments evaluate higher order skills such as analysing, evaluating 
and creating.   

 

Certificate: 
 
Badges will be available to the learners after the completion of each module. 
 
After the completion of this course, the learners will be able to: 

1. identify the components of the notion of soft skills; 
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2. determine the importance of soft skills in workforce; 
3. use soft skills to handle real-life scenarios at work; 
4. apply problem-solving skills in a creative manner; 
5. enhance the ability of emotional intelligence in facing work situations; 
6. improve their self-management and resiliency in managing conflicts; 
7. familiarize with communication theories and effective communication in 

workplace; 
8. apply good communication practices for building trust in groups; 
9. demonstrate empathy in group collaboration. 

 

Soft skills definition and attributes 
 
This course is based on the acquisition of soft skills as they are defined in Collins 
English Dictionary: “desirable qualities for certain forms of employment that do not 
depend on acquired knowledge: they include common sense, the ability to deal with 
people, and a positive flexible attitude” (Harper Collins, n.d). Acquired knowledge 
refers to the person’s ability to perform specific tasks and activities, the hard or 
technical skills. In contrast with hard skills, soft skills can be performed in diverse 
conditions, in any context and under any circumstance, since they refer to human 
interactions either in personal life or workplace.  
 
Pedagogical strategies 
 

• Role playing and simulation-based learning: an active experiential learning 
process by which the learner cultivates knowledge of real word processes 
through artificial representation. 

• Problem/ project-based learning: a student-centered pedagogy in which 
students learn through the experience of problem solving. 

• Reflection learning: reflective practice is 'learning through and from 
experience towards gaining new insights of self and practice' (Finlay, 2008) and 
follows a cycle of processes that needs to be repeated; reflection learning 
encourages learners to take responsibility for their learning and engage in the 
learning process. 
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• Game-based learning: training and educational tools for motivating and 
engaging learners, and reaching hard-to-reach learner groups; interesting 
narratives, interface responsiveness, dynamic feedback mechanisms, and 
maintaining the illusion of choice or control (“agency”) are some of the 
techniques used in gamified learning; the sense of achievement, the 
personalization of the context, the micro interactions with animated characters 
and the countdown that creates a sense of urgency, create a setting of real 
story and at the same time of adventure that helps the learner delve into the 
learning experience; the end-goal and the rewards such as badges contribute 
to the metacognitive awareness; quiz games, role-play games, strategy games, 
and word games can be used in this course. 

 

Course Structure – Modules 
 

1. Introduction to Soft Skills 
 

In this module, you will explore the notion of soft skills and align them with 
today's requirements of workforce. You will consider the developments of the 
4th Industrial Revolution and discuss the changes in hiring processes and 
performance assessment. You will also learn some strategies to explore your 
own strengths and understand the purpose of constant improvement of your 
soft sills. Lastly, you will explore some curricular approaches for soft skills 
training and get ready to delve into specific categories of soft skills in the 
subsequent modules. 
 
By the end of this module you will be able to: 
 

• List the main components of the notion of soft skills; 
• Provide examples of the changes in the current employment landscape 

and what constitutes job quality; 
• Reflect on the difficulties of recruiting specialists for various jobs; 
• Create guidelines for soft skills training and assessment; 
• Evaluate the importance of soft skills in real-world work settings. 
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2. Problem-solving fundamentals 

 
Have you ever known someone who seems to have an answer for any 
challenge? No matter what life throws their way, they take it in stride. While 
some people may just be talented in problem-solving, the truth is that anyone 
can develop strong problem-solving skills.  

In this module, you’ll start with a five-step problem-solving process anyone can 
use. Then, you’ll learn some strategies and behaviors to make problem-solving 
easier. You will be provided with tips for rising above challenges and barriers 
that will inevitably come your way and learn how to apply them according to 
the nature of the problem. You will also get familiar with the notion of creative 
problem solving and practice its application in teamwork cases. Finally, you will 
explore elements of crisis management and learn when to seek help from the 
HR department. 

By the end of this module you will be able to: 

• Apply critical thinking skills to complex problems; 
• Apply a model for solving problems and pose questions to further 

understanding of specific problems; 
• Apply appropriate problem-solving and decision-making processes; 
• Identify common obstacles to effective problem solving and decision 

making; 
• Use analysis, synthesis, and positive inquiry to address organizational 

problems; 
• Evaluate solutions and anticipate likely risks; 
• Plan and create innovation to solve complex problems; 
• Develop a plan for your own creativity development. 
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3. Emotional Intelligence 
 

In this module, you will learn about the notion of emotional intelligence and its 
effectiveness in the workplace. You will get familiarized with the four pillars of 
emotional intelligence, namely, self-awareness, self-management, social awareness, 
and relationship management. You will explore the five elements of self-regulation 
and practice your empathy skills. Finally, you will learn strategies to help you 
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overcome barriers to healthy work relationships and delve into real-life scenarios to 
reflect on your own practices. 

By the end of this module you will be able to: 

• Distinguish the notions of EQ, IQ, and personality; 
• Explain the importance of emotional intelligence in the workplace; 
• Recognize your own emotions and the consequences of your actions; 
• Make good decisions based on being self-aware; 
• Analyze the five characteristics of self-regulation; 
• Identify the four elements of self-motivation; 
• Distinguish the different types of empathy, benefits, and barriers; 
• Classify flow states and their benefits; 
• Explain social skills and their benefits for collaboration, teamwork, and 

trust; 
• Create a plan to boost social skills. 
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4. Working with people 
 

By the end of this module you will be able to: 

• Describe different types of communication and how they are used in the 
workplace; 

• Recognise the skills required for effective communication; 
• Understand the impact that communication can have on how people are 

perceived by others; 
• Identify how effective communication can overcome challenges in the 

workplace; 
• Reflect on current personal communication skills and how these can be 

developed and used more successfully. 
 



 
 

 
The European Commission's support for the production of this publication does not constitute an endorsement of the contents, which 
reflect the views only of the authors, and the Commission cannot be held responsible for any use which may be made of the 
information contained therein. Project no: 2020-MT01-1-KA226-092418 

11 

 

 

 

 

 

5. Soft Skills for Technology Use 
 

In the Fourth Industrial Revolution (4IR) the use of soft skills in Information and 
Communication Technology (ICT) by workers will be increasing. As a result, ICT 
workers must be trained on using soft skills since they interact with other individuals 
to complete projects and to provide service. The individuals the ICT worker interacts 
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with could be from different sectors, with different technology expertise levels, and 
different age groups. Hence, the ICT worker must have appropriate soft skills to relate 
to these sectors to be successful on the job. The ICT worker must apply good digital 
citizenship and online netiquette, follow good well-being and mental health 
strategies, use digital dexterity to be successful on the job, and use appropriate 
communication skills when working in teams or one-to-one basis. 

In this module, you will be introduced to the notion of digital dexterity and digital 
citizenship through specific examples and tools. You will learn which factors influence 
your wellbeing at the workplace and how you can maintain your digital wellbeing 
throughout hectic periods. Finally, you will set some guidelines for digital behaviours 
and online netiquette, as well as for communication under the circumstances of 
remote working. 

By the end of this module, you will be able to use soft skills appropriately when using 
technology. Specifically, you will be able to: 
 

• Define digital citizenship and list the 9 Key P’s of digital citizenship. 
• Describe “digital dexterity” and its impact on business success as a factor of 

increasing ROI; 
• Explain the importance of technology in work settings; 
• Maintain strong relationships in a digital setting; 
• Work safely, responsibly, and ethically maintaining good digital citizenship; 
• Follow guidelines for digital behaviors to maintain personal health, safety, 

work-life balance, and digital wellbeing of employees; 
• Describe how to check online netiquette and reputation on the internet and 

protect it. 
• Use technology appropriately to prevent stress and maintain good mental 

health and well- being. 
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