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Soft Skills

Soft skills are the skills we use to communicate, build relationships, approach work and 
life, and much more. They’re often associated with personality attributes such as being 
sociable, punctual, resilient, having a strong work ethic, and more, as well as reflecting a 
person’s attitude and motivation.

Hard skills normally refer to direct qualifications that are more technical or quantifiable. 
Or in some cases they might be specific to a job title - for example, those working in 
nursing, construction, or software development, require specific technical skills to carry out 
their role.

Soft Skills often play a part in helping employers decide whether 
to keep, hire or promote an employee too. While hard skills are 
important, employees with strong soft skills will stand out from those 
with fewer soft skills. Employers require team members with the right 
technical abilities but they also need to be able to build relationships, 
earn trust and get along with others, which is essential for workplace 
growth and success. 

But what soft skills might your employees already have or want to 
develop?
• Time management
• Communication skills
• Teamwork or team-building skills
• Critical thinking
• Confidence
• Conflict resolution skills
• Problem-solving skills
• Leadership qualities
• ...And many more!

Soft skills help us successfully interact with others, and we use, and build on these skills 
everyday. Possessing certain soft skills can not only help an individual fit into a workplace 
but can help them advance their career, win business, build long-lasting relationships and 
more.

Here are some of the key reasons why soft skills are so important:

An Introduction to Soft Skills

What are soft skills?

Why are they important in the modern workplace?

http://ihasco.co.uk/
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• They can identify candidates for career progression and promotions 
These skills can help individuals stand out against others during a job interview and it’s 
something recruiters look out for too.

• Soft Skills are what makes us human! 
It’s hard to get a computer to emulate human interactions and emotions so these skills 
will still be required from humans for years to come. 

• They help strengthen a company’s standard of customer service 
It’s not just important from an employer perspective - the people buying or using your 
products/services also want to see these skills so they receive excellent customer 
service. In a competitive market this can help your business stand out from the crowd!

• Interpersonal skills are key for any modern workplace 
Strong soft skills can help employees to be more productive, encourage collaboration, 
help communication and listening skills between colleagues and create a healthy work 
environment - all key attributes for a successful business.

• Soft skills help build a positive company culture 
When carrying out a task it is necessary to use both hard and soft skills to complete it. 
You might think of the hard skills as ‘what’ was done (a monthly report or dealing with 
a customer enquiry) and the soft skills as ‘how’ it was achieved (in a timely manner 
or enthusiastically). And it’s likely, that on reflection of the task, employees will be 
remembered for the ‘how’ and not the ‘what’. It’s these attributes 
which help make up a company’s culture.

• Future workplaces will need employees with developed soft 
skills 
While advances in technology and AI may remove the future 
need for certain hard skills, soft skills will still be sought after. 
As technology and jobs change, this means that the hard skills 
will change with them, or the skills you had 10 years ago might 
have become obsolete. But, the soft skills you carry now can be 
developed continually and are transferable.  

You might have noticed that the term “soft skills” is more prevalent in workplaces now 
than ever before. Soft skills are transferable from job to job, and the need for soft skills is 
not going anywhere!

In fact, employers are placing more importance now on soft skills than hard skills when it 
comes to hiring new talent...

• A study from Wonderlic found 93% of employers said that Soft Skills are either an 
“essential” or “very important” factor in hiring decisions 

• A study by Deloitte Access Economic1s predicts that “Soft skill-intensive occupations will 
account for two-thirds of all jobs by 2030 compared to half of all jobs in 2000.”

• LinkedIn’s Global Talent Trends report2 found that 92% of talent acquisition 

Soft Skills Facts
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professionals reported that soft skills are equally or more important to hire for than 
hard skills. And, 89% said that when a new hire doesn’t work out, it’s because they lack 
critical soft skills

• McKinsey & Company3, found that 87% of companies are experiencing skills gaps 
or expect them within a few years, so are trying to close the gap through reskilling - 
particularly in critical thinking, leadership and management.

Soft skills and hard skills complement each other. But could soft 
skills be about to overtake hard skills when it comes to their 
importance in the workplace?

Take these as an example…
• Which dentist do you go to?
• Where do you get your beauty treatments?
• Which Web developer did you hire because your friend recommended them?

Employees for each of these professions require very similar, if not the same qualifications 
in order to perform their role, but there’s a reason you choose to go with just one of them.

Maybe it’s that your dentist appreciates that you are very nervous about your dental work 
and takes the time to keep you calm? Maybe your beautician makes an effort to get your 
treatment completed an extra 10 minutes early so you can get somewhere? Or perhaps 
your Web Developer went the extra mile to make your contact page more effective on your 
new website?

The point is that sometimes you go with the person that has good communication, time 
management, organisational or problem-solving skills, compared to someone who has 
exactly the same qualification. 

Workplaces have changed over the years with business owners now more than ever 
looking at investing in their staff, as individuals. Soft skills are key to creating a positive 
and functional work environment, and they can have a valuable impact on a business as a 
whole.

Here are a few reasons why soft skills may be more important than hard skills...

Soft Skills can be harder to learn

Soft Skills Versus Hard Skills

Are soft skills now more important than hard skills?

Why might soft skills be more important?

http://ihasco.co.uk/
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Regardless of how long someone has been in paid work, their age, or 
how long they’ve been at a company, soft skills are important for all 
levels of employees. You might find that they apply some of these 
skills differently or that they use one of them a lot more day-to-day, 
and this might be because of their role or the working experience 
they have. There may be certain soft skills that they have to 
consciously work on a bit more than others, or some that come a lot 
more naturally. Either way they are crucial for every single employee in an organisation. 

Soft skills can be more difficult to develop than hard skills. Sometimes hard skills might 
be something you can learn quickly, or they could be developed over a period of time. But 
with certain soft skills, they may be something you have to really work at improving and 
can depend a lot on someone’s character and mindset. Developing certain soft skills can 
require a real conscious effort and dedication. 

Modern workplaces rely on soft skills to gain a competitive edge
Soft skills are what make us human. Customers want to see these skills from staff, and 
they can also help employees become more productive, encourage collaboration, and 
effective communication. All of which can give your business a competitive advantage.

Customer service teams require strong soft skills 
We briefly touched on it above, but having a team with developed soft skills such as 
good communication, problem solving and confidence, will help your business stand out 
when it comes to customer service. Marketplaces are becoming more and more saturated 
with similar products and services, so it’s essential that your business and your team do 
what they can to provide your customers with the best service possible, where things like 
convenience and low costs are easy to come by.  

Soft skills are essential for Leaders
Those in leadership roles will not necessarily all have the same hard skills, but they might 
all have skills that show that they think about their team dynamics, as well as be able 
to adapt their leadership style to different situations and personalities. There’s a range 
of skills that can make an effective leader. Those with strong skills in communication, 
problem solving, teamwork, confidence or organisation are more likely to provide strong 
leadership. 

Finding a balance 
If you’re unsure about which you should be focusing on more - soft or hard skills - then the 
answer is pretty simple… both! While certain hard skills may be a requirement for the 
job, an employee that also has a strong soft skill set will be more likely to fit into your 
organisation.

The importance of soft skills for all employees 

http://ihasco.co.uk/
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Leaders

Those in leadership roles, or looking to be promoted into leadership 
roles, may already possess or want to further develop these soft 
skills: 
• Active listening
• Empathy
• Communication skills
• Problem-solving
• Confidence
• Teamwork skills
• Time management
• Delegation
• Motivational skills
• Conflict resolution
• And so many more! 

Leaders can come in many forms - team leaders, managers, supervisors and business 
owners. 

In order to have a productive and well-performing team, a leader needs to possess many 
of the skills listed above, but a key trait that’s sought after in leaders is someone that can 
inspire and motivate a team. Organisational skills and people management are core parts 
of being a leader too. Hard skills might be required as part of a job role in some positions, 
but with the increase in demand for people to have well developed soft skills, employers 
might be more inclined to hire a manager that is able to inspire their team every day over 
someone who has an extra qualification to their name because they would be able to 
utilise the skills of their team. 

Young employees

Young employees, or those who might be new to full-time paid employment, will also 
require a strong set of soft skills. The most important aspect of soft skills for young people 
is that they are transferable. Regardless of their chosen job or industry they will develop 
soft skills that will transfer to a variety of job roles. 

Young employees might want to think about developing these skills:
• Creative and/or critical thinking
• Problem-solving
• Mindfulness
• Time management
• Communication skills
• Worth ethic
• Interpersonal skills
• Emotional intelligence 

http://ihasco.co.uk/
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• Listening skills
• Resilience 
• Observational skills
• Relationship building 
• And again… many more! 

As soft skills are becoming more sought after, it’s important to recognise that ongoing 
development of these skills is crucial.  We use soft skills in our personal lives too, so all 
employees can draw on examples when they have previously demonstrated certain soft 
skills, whether during their education, work experience, on a sports team, helping out 
friends and family or carrying out charitable work.

Every employee will possess certain soft skills, whether they realise it or not. But perhaps 
most importantly, soft skills can be developed. With businesses increasingly seeking out 
employees with strong soft skills, it can also be useful for employees to recognise their 
strengths and weaknesses when it comes to soft skills to help them 
in the workplace. In the long run, it will make a team stronger and 
also help individual development of employees, and support them in 
their roles.

Ask your employees to carry out a review of their soft skills. A useful 
way to do this, is to ask employees to note down their strengths 
and improvement opportunities. For example, in their role, do they 
consider themselves good at working in a team, or able to manage tight deadlines? 
What areas do they see opportunities for improvement? It is about being honest and 
acknowledging how certain situations are dealt with. However, it can also be useful for 
individuals to ask a manager or colleagues for their input as they may see other people’s 
strengths and growth opportunities differently.

There are a huge variety of soft skills, but we’ve put together this checklist with 8 key skills, 
as well as left a couple of blank boxes to add your own, to help individuals assess whether 
they are strong in a specific soft skill or would like to develop it further. It can also help to 
note down examples of when a skill may have been used and any areas for improvement.  

How to identify your team’s soft skills and develop them

Reviewing soft skills

Soft Skills Checklist

http://ihasco.co.uk/
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Go through each soft skill in turn to help you determine which soft skills are your strengths 
and which could have room for improvement. The statements underneath each soft skill 
will help guide you. We have also left you 2 sections at the end if you want to add your 
own.

You can fill out this assessment online or print it off and fill it out manually...

Soft Skills Assessment

Examples of when I have communicated: 

Areas for improvement: 

Employee Name: Job Title: Date:  

1. Communication Yes No Sometimes

I give my full concentration when someone is speaking

My responses to others show that I have heard what they 
have said

I am respectful when others are speaking

I use appropriate body language, including eye contact

I let colleagues finish speaking before replying to them

I respond to calls/emails/messages promptly and politely

I communicate clearly and avoid using jargon

http://ihasco.co.uk/
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3. Critical Thinking Yes No Sometimes
I focus on the facts when looking at a situation or 
reviewing information

I don’t let my emotions get in the way of my decisions

I ask appropriate questions to help me understand a 
situation or complete a task

I am able to change my mind if the evidence proves 
otherwise

 I seek out information from a variety of people/sources

Examples of when I have used conflict resolution: 

Examples of when I have used critical thinking are: 

Areas for improvement: 

2. Conflict Resolution Yes No Sometimes
 I actively seek out a solution if I am faced with a problem 
at work

I am able to understand differing points of view, even if 
they contrast to mine

I ask questions to help sort out any disputes or 
understand differing opinions

I think before I speak

 I try to help solve problems at work, even if it’s my 
problem

http://ihasco.co.uk/
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Areas for improvement: 

Areas for improvement: 

4. Leadership   Yes No Sometimes

I lead by example

If I delegate work I make sure my colleagues clearly 
understand the task and provide written instructions

I recognise the successes of my team

I know what strengths and weaknesses my team possess

I understand that success is a team effort

5. Problem Solving Yes No Sometimes

I look at situations in a logical manner

I accept that my way/solution may not always be right

I can see a situation from different perspectives

I don’t get involved in the emotional side of a problem but 
look for a solution

Examples of when I have used leadership: 

http://ihasco.co.uk/
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Areas for improvement: 

Areas for improvement: 

6. Resilience Yes No Sometimes

I think and act positively when completing a task

I have set goals to achieve

I have a growth mindset rather than a fixed mindset

If I come across a problem I don’t give up

I don’t blame others if I have obstacles when reaching my 
goals/completing a task

7. Time Management Yes No Sometimes

I can successfully prioritise my workload

I can seek help from my team if my workload is 
unmanageable

Examples of when I have problem solved: 

Examples of when I have been resilient:

http://ihasco.co.uk/
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7. Time Management Yes No Sometimes

I have a method for keeping track of my tasks

I set timely goals

I make sure I am clear on work deadlines and stick to 
them

8. Teamwork   Yes No Sometimes

I work well with other team members

I readily accept new ways of working 

I listen to all members of my team 

I am willing to express my ideas even if they go against 
the majority

I support other team members when they reach out for 
help

Areas for improvement: 

Examples of when I have used time management:

Examples of when I have used teamwork:

http://ihasco.co.uk/
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Areas for improvement: 

9.  Yes No Sometimes

Areas for improvement: 

Examples of when...

http://ihasco.co.uk/
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Areas for improvement: 

10.  Yes No Sometimes

Examples of when...

http://ihasco.co.uk/
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Once you have identified which soft skills you would like to help your team develop, you 
can start to formulate a plan of how to do this. 

There may be some processes you already have in place but are there any additional 
ways you can support your employees with their learning and development? Consider the 
following within your organisation: 

Be ready to learn
It is important that as an employer you develop a learning culture, where employees 
feel encouraged to seek continuous improvement and learning opportunities. Ensuring 
employees know that they are supported to step out of their comfort zone and learn fast 
from any mistakes will go a long way to help your team gain new skills. Those employees 
who are encouraged to take regular time out for self improvement will also have a greater 
opportunity to learn and will develop at a faster rate.

Coaching & mentoring
Coaching or mentoring can be incredibly useful for helping guide 
employees in the right direction when it comes to overcoming 
challenges and helping them get started with developing a desired 
skill. Setting up regular coaching sessions will help them set goals 
and keep on track. It is more likely that a senior staff member will 
run coaching, but mentoring can be useful for employees on the 
same level. If you have an employee who is particularly strong in a 
certain area, they can mentor others within the team to help them 
develop and gain these skills. 

You can read more about ‘What is coaching?’ here4.

Providing feedback
It is vital for individuals to be able to self reflect and be honest with themselves when it 
comes to evaluating their skill set. However sometimes it can be incredibly useful to seek 
feedback from the rest of the team. Their observations may help their colleagues see their 
strengths differently or provide them with ideas on where they can make changes to help 
develop in their role. Managers must also provide feedback to help employees identify 
their strengths and improvement opportunities.

Online courses
Signing employees up to eLearning courses to support their professional development 
when it comes to soft skills can be the perfect way to help them focus on improving a 
specific skill. Courses relating to soft skill development are often bite sized courses which 
can help a learner begin to reflect and improve the skill in question. Due to the fact courses 
are online, learners can fit them into their working day at a time that is convenient for 

Techniques to develop soft skills 

http://ihasco.co.uk/
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them. They can also gain further ideas from these short courses as to how to progress and 
improve. Our soft skills eLearning courses come with downloadable PDFs to ensure users 
can remember key messages to work on the specific skill, with ideas for further information 
and action points.

Continuous learning is the process of continually acquiring new skills and knowledge. 
In a business context, employees should be encouraged to learn on an ongoing basis 
and employers should help facilitate this learning. There are many methods of learning, 
including formal qualifications, eLearning modules, learning by observation and self 
directed learning.  

Those employees exposed to continuous learning will:
• Be more able to adapt to changes in the workplace
• Feel more valued if their professional development is taken 

seriously
• Create a more open company culture where colleagues share 

skills and knowledge
• More likely to be successful in the workplace
• Help the company gain a competitive edge

It is important to support your employees when it comes to learning 
and development and regularly set aside time for their personal 
development. This helps them achieve job satisfaction, remain engaged and also learn 
new skills to help them achieve their goals, and as a result they are more likely to remain 
productive and complete tasks competently. It also helps create a learning culture, where 
employees feel valued and have a desire to learn. This will also help your staff progress 
in their roles and help identify suitable candidates for promotion. This in turn will help 
improve employee retention, and avoid the costly process of re-hiring. Keeping hold of 
talented employees, and investing in their development will also help your business thrive. 

Training Plans
It can help to develop a training plan with each employee. This will help them allocate 
time to personal development and keep check of their progress. It needs to include goals 
and objectives, as well as how they will be achieved, whether through an eLearning 
module, shadowing another team member or enrolling on a specific course. It is also 
important to set aside time to review employee progress, address any challenges as well 
as evaluate the success of any learning. Effective learning will benefit the individual as 
well as the organisation. 

Why continuous learning is important

http://ihasco.co.uk/
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We have a range of additional resources to help support you and your team when it comes 
to supporting and nurturing soft skills. 

Download our Recognising your Team’s Value White Paper14. This is designed for managers 
to enable them to create an environment where people feel safe, secure and valued.  You 
can also download our Managing Change White Paper15. This is designed to help managers 
deal with change in the workplace and support their team.

Tips and tricks of time management16

Stress busting tools17

Prioritising your to do list18

Keep an eye out for further resources on our Soft skills FAQ & Resources19 page.

Additional Resources

Soft Skills Library

Here at iHASCO we have been busy developing our soft skills library5. You’ll notice that 
these courses have a different feel about them compared to our other courses and we 
hope you love them as much as we do! They’re visually less formal and ‘warmer’ to create 
more of a relaxing feel and they can be completed in roughly 15 minutes. They’ll act as an 
enriching introduction to the topic at hand and each course will offer two downloadable 
PDFs: 
1. A round up of the practical tips covered in the course
2. Information about further learning for the learner to explore further

Just some of the soft skills courses include...
Communication Skills6

Confidence Building7

Recognising Your Value8

Mindfulness9

Responding to Change10

Problem Solving11

You can request a free trial12 of any of our courses, as well as register your interest13 for 
upcoming titles. 

How iHASCO can help your organisation
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