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THIS LEARNING 
IS DIFFERENT 

You learn through doing. 
You don't have to sit an exam. 

You get to think for yourself.
This is all about critical thinking.

You can disagree.
There are no right or wrong answers.

You get to apply this to your career.
These skills will help you grow your confidence.

I'm glad they are
starting to teach this

stuff in schools !

You even get the chance 
to be the teacher! 
Teach once; learn twice!



Where do I learn best ? 

My Name: 

What do I want to learn?

My current aspiration: 

There is nothing
 'soft' about Soft Skills. 
Indeed, developing them

might be the hardest thing
you to do to develop 

your career.
 

Stephen Carrick-Davies

SOFT SKILLS 
for the changing world of work ...



HOW do we learn these skills? 

WHERE do we learn these skills? 

WHY do we need to grow these skills?   

   The challenge is 

.

INTRODUCTION 

The growth of Artificial Intelligence,
machine learning, chat bots, driver-less
cars and advances in nano-technology
mean that any work that can be automated
will soon be taken over by machines.  

The jobs of the future are therefore those
which differentiate us from machines; the
non-technical skills of creativity, team work,
service, curiosity, social intelligence, co-
operation and applying knowledge to new
areas. 
 

We call these Soft Skills.

  Any work 
that can be

automated will 
 soon be done by

machines. 

This work book will help you think about these 
questions and help YOU discover the answers! 

The world of work is changing



How you collaborate with others 
How flexible you are 
How you solve problems 
How you manage the work
How you present yourself

There are various terms for these skills; life-skills, dynamic skills,
even super powers! But broadly speaking they are the non-technical
skills that affect how you work, including: 

WHat are
SOFT SKILLS ? 

We have summarised 30 of these skills into five STEPS 

 Peggy Klaus

 Soft Skills get little respect, but 
they will make or break your career. 



You can't manage other people or projects if you can't manage
yourself. Let's start by rating your current skill level in these 6 areas
of Self Management. 

SELF MANAGEMENT SKILLS 

 Which  one did you score lowest on?  
 ............................................................

Which one did you score highest on ? 
 ..............................................................

How did you get good at this skill ?     
 ..............................................................

What advice would you give to 
someone else about growing this skill? 
..............................................................
..............................................................

Who is the person in your class who could help you work on the skills where
you scored lowest ..................................................

 Why do you think the score is low?   
............................................................

What three things can grow this skill? 
1...........................................................
2...........................................................
3............................................................



TAKE A FREE PERSONALITY TEST FOR EXAMPLE
https://www.16personalities.com/

HABIT
TINY 

SELF MANAGEMENT SKILLS 

THINK: 
What self-management skills and abilities have you seen in others that you would 
like to have yourself  ? .............................................................................................

Being self-aware and developing your self-management skills can take time, but we
have some exercises to help you. Remember, the more you understand yourself, the
more you will be able to assess how best to communicate and work with others in a
confident way. Here are four things to help you get better at self-management. 

Try to say one positive
thing about yourself each

day. If you find it hard, think
about the people
surrounding you. 

Are they people who 
make you feel good? 

IMAGINE: 
What  exercise could you start doing
which would help you build discipline
into your life and keep you motivated?
...............................................................
...............................................................
...............................................................

RESEARCH: 



Every job requires working with other people.  Even if you end up working for
yourself, you will have to work with customers, suppliers and partners. But
how good are you at these skills which you need when you work in teams.         
How would you score yourself in these areas?

TEAM WORKING SKILLS 

What makes you a great team player ?  .................................................................

What skill do you think is the most important for a successful team ?
............................................................................................................................................

How do you get good at building your network ? 
 ............................................................................................................
............................................................................................................

To grow my Team Working Skills what am I going to: 
 

  Stop doing? ..............................................................
  

  Continue doing? ......................................................
 

  Start  doing? .............................................................



Who has shown you
empathy recently ?
...........................................

Who could you show
empathy to?
..........................................

What jobs require high
levels of empathy?
..........................................
..........................................

What happens when
empathy is not genuine?
.............................................

One of the most important skills for effective teams 
is the ability to be empathetic. Colour in the artwork
whilst you answer these 3 questions:
 

HABIT
TINY 

Try to go out of your way to
be honest and compliment a
team or class member in a
genuine way, and see what

happens! 

 Empathy is crucial to team work. 
It allows us to see things from another's

perspective and helps us understand
people better; where they’re coming from

as well as their motivations and
aspirations. From that
 comes compassion, 

and selflessness.



You may have periods of your working life where you work for yourself.
Maybe not in a full-time way, but as a side-hustle or by producing something
you can sell. The skills listed below are therefore very important to master
for work especially if you work for yourself. How would you rate yourself ?

ENTERPRISE  SKILLS 

It can take time to grow your confidence and get better at taking the 
 initiative, but what sort of things can help you?
.......................................................................................................................................

Do you know anyone who is an entrepreneur? ....................................................
What is it about them that you admire ?  ............................................................. 
Could you ask them if they could give you advice? ...................

What areas (of personal interest) could you develop as an enterprise ?
......................................................................................................................................
.

What stops you from starting ?................................................................................
What could you do to start your enterprise?  ........................................................



When was the last time in your personal life where
you had to take initiative? .......................

What was the result?...............................................

Have you ever taken initiative which has gone wrong ? What did
you learn from this?
.............................................................................................
  

ENTERPRISE  SKILLS 

One of the hardest words to deal with if
you are going to become more
enterprising is the word  CHALLENGE  
  

There are individual worksheets (like this one
above) for each of the 30 STEPS so check 
these out  at www.face.work/challenges 

Where are you on the scale between submissive and assertive?
Submissive .................................................................. Assertive 

TINY 
HABIT

When you are travelling
to work or school, think
of one thing which you

could sell. Is it a service,
a product, an idea or

maybe even your
knowledge ? 

Enterprising people have to
constantly challenge themselves
and will be challenged by others!



So much of life is about solving problems on a daily basis. So inevitably there can
be problems in every job.  Sometimes these problems are small sometimes they
can have huge impact. So employers want staff who can spot, manage, respond
and stop problems happening in the first place. How would you rate yourself?

S

PROBLEM SOLVING SKILLS 

Crucial to being able to solve problems is the skill of critical thinking; being
able to analyse ideas, think for yourself and come to your own conclusion
based on your reasoning. Of course this is easier as you gain more
experience, and we often learn to be critical thinkers after we have made
mis-judgements and mistakes.

List three times when critical thinking helped you make a good decision?

a).......................................... b)...................................  c)  ....................................

Can you think of something really important that you realised only after
making a mistake?
................................................................................................................



PROBLEM SOLVING SKILLS 

One of the most important skills in Problem Solving which most people ignore
is the skill of asking good questions. As Albert Einstein put it:

"If I had an hour to solve a problem and my life depended on it, I would use the
first 55 minutes determining the proper question to ask, for once I know the
proper question, I could solve the problem in less than five minutes." 
Do you agree with Einstein? 

But how do we get good at asking questions?
Using the grid below try to think of 5 further
questions and ask 10 people these 10 questions
over the next few weeks. 

HABIT
TINY 

Develop a habit of thinking
about what you need to
know and who you can 

 approach to get the
answers.  



SPEAKING AND LISTENING  

Perhaps the most important soft skill is the ability to communicate, but this is
so much more than talking. Indeed, being a good listener is key to being a
good team player, problem solver and managing others. How good are you at
these 6 Speaking and Listening skills?   

The advances in AI and services such as Chat GPT means that it is
even more crucial that we master our human skills of communication,
storytelling and presentation skills. 

Which skill above did you score highest in? .................................

What jobs require these skills?....................................................

What area did you score lowest in?  .............................................

What action could you take to improve in this area?.....................
................................................................................................



TINY 
HABIT

Try to practice good eye
contact when you speak and

listen. It makes a huge
difference and shows you are

confident and 
engaged.  

What does your
body say about how

you listen?

BO
DY LANGUAGE

SPEAKING AND LISTENING  

Employers need staff who are excellent communicators.
Remember everything about you 'speaks'.  So think about  
 your body language, your dress, your eye contact. 

How do you like others to listen to you? 
..................................................................................... 

What don't you like seeing in others when you 
are speaking?
.......................................................................................

How good would you rate
your communication skills
on social media?
................................................



Now that you have used this
workbook to learn about
these skills, how would you 
rate your skill level now?  

Continued....



Why not photocopy these 2 pages and share the 
exercise with a friend? 

What did you learn from these exercises?

......................................................................................................................

......................................................................................................................

......................................................................................................................

Can you think of another soft-skill which isn't listed here?

......................................................................................................................



“Tell me and I forget, 
teach me and I may remember,
 involve me and I learn.”
– Benjamin Franklin

Share your new found knowledge
POSTERS.  A great way to learn is by sharing your knowledge. Why not 
design a poster or set of postcards or your classroom? 
You can use free design programs like like www.canva.com and research 
some great inspiration quotes or use these images designed by a 
Facework student at www.face.work/resources 

 

"MILLIONS SAW THE APPLE FALL, 
BUT NEWTON ASKED WHY".
-Bernard Baruch

 

“I am always doing that which  
I cannot do, in order that I may
learn how to do it.”
― Pablo Picasso

“Smooth seas do not make 
skillful sailors.”
— African Proverb

In the long run, the sharpest 
weapon of all is a kind and 
gentle spirit.
-Anne Frank

Video: Another great way is to make a short 2 minute video and share your 
 advice to your peers about Soft-Skills.  Send the videos to info@face.work if
you would like your video to be shared at www.face.work/resources



the 
jobs 
of the  
Future

Digital 
currency 
advisor

 

The reason we believe these skills are so important is
that they will be vital for many of the jobs of the future. 
Here are just some.

Drone 
traffic 
optimizer

 

Smart
home 
design 
manager

 

Garbage
designer

 
Earthquake 
forecaster

 

Metaverse 
planner

Rewilder

 

Autonomous 
car 
mechanic

Algorithm
bias 
auditor

 
Organ 
creator

 

Ethnical 
Hacker 

 

E-Sports
Coach

 

SPace Junk
 Recyler 

 

Machine 
personality 
Designer  

 

Aging
specialist/
carer 

 
See more at www.linkedin.com/business/talent/blog/talent-strategy/jobs-you-will-be-recruiting-for-in-2030t



DEVELOP YOUR SKILLS.... 
                  EXPAND YOUR MIND...
                            GROW WITH PEOPLE AROUND YOU... 

Facework Group CIC is a not-for-profit Community Interest Company registered in the UK with the 
CIC regulator and Companies House - Number 12598896

YOU CAN ORDER COPIES OF THIS BOOKLET AND A TEACHERS' GUIDE AT
WWW.FACE.WORK/RESOURCES  

INFO@FACE.WORK 


