
  

 

       

       

       

       

        

      

         

   

             

   

       

  

      

  

    

   

Employment Soft Skills 

03/25 

Having good “soft” skills is important when you have a job. Your soft skills can be the reason 

you get a job or it can be the reason you lose your job. Employers will teach you the “hard” 

skills of a job (the skills you need to do your job properly) but the soft skills are also very 

important. So what are soft skills? Here are some soft skills to think about.

✓ How you look - Your clothes should be clean and neat when you go to your job. You

should also have good hygiene (wearing deodorant, brushing your teeth).

✓ Use of time - When you are at your job, don’t make personal calls or texts or spend

time on social media during work hours. Stay on task and finish your work on time.

✓ Get to know your supervisor - Ask for help when you need it. If you have a job coach,

ask them for help also.

✓ Communicate - Be clear in what you say and/or ask for. If you need help

communicating, let your supervisor or job coach know.

✓ Be a good team member - Working well with others is very important along with

listening to instructions and directions.

✓ Be friendly, polite, and respectful - Respect others, their property, and space.

✓ Attitude – It is important to have a positive and friendly attitude while at work.
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Rate Your Soft Skills 

✓ Do you communicate well with others? (Yes or No) 

✓ Do you work well when you don’t agree with someone at work? Do you listen to others’ 

side of the story and sometimes rethink your position? (Yes or No) 

✓ Are you a team player? Do you work well with others or do you want all of the attention 

on yourself? Does it always have to be your way? (Yes or No) 

✓ Are you a problem solver? Can you think through a problem and come up with solutions? 

(Yes or No) 

✓ How well do you manage your time? Can you get assignments done in time? (Yes or No) 

✓ Can your employer count on you to be at work on time, be prepared, and do your best 

while at work? (Yes or No) 

If you answered “no” to any of these, what next steps do you need to take to grow your soft 
skills? 

Remember, first impressions count. 

and a positive attitude is key to getting and keeping a job! 

The content of this factsheet was developed with a grant  from the US Department of Education, #H235F200001. However, these  
contents do not necessarily represent the policy of  the US Department of Education, and you should not assume the endorsement  
of the Federal Government Projects Officer. P
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t provide legal advice or representation. 

                                                          no      t in      tend      ed to       be l      egal     adv         ice and       sho      uld       not b  e  u  se   d    as    a   s  ub   sti   t ut   e   f o  r    l e g  a l  a  dv    ic  e .   
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