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Employability Skills Include:
• Academics and critical 

thinking 
– Reading, writing, math, decision 

making, problem solving, analysis, 
planning, technology use, etc.

• Occupational skills
– The experience, education, and/or 

training to do the job.

• Soft skills
– Communication, teamwork, 

responsibility, successful interpersonal 
relationships, leadership, time and 
resource management, adaptability, 
integrity, etc.
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Why Are Employability Skills 
Important?

• Employability skills are those needed to 
– Get a job, 

• Career exploration and self assessment
• Academics
• Occupational skills

– Keep a job, 
• Applied academic knowledge and occupational skill
• Continued learning

– Succeed in a job!
• Soft skills
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Soft Skills Survey
Wall Street Journal Business 
Executive Survey: 
 90% said soft skills are 

equally or more 
important than technical 
skills

 89% said it was very or 
somewhat difficult to find 
people with these 
attributes



What are soft 
skills?

• Communication
• Enthusiasm & Attitude
• Teamwork
• Networking
• Problem Solving & 

Critical Thinking
• Professionalism

LinkedIn Hiring 
Manager Survey: 
• 58% say a lack of 

soft skills in job 
candidates is 
limiting their 
company’s 
productivity

• Ability to 
communicate was 
deemed most 
important 
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Keeping a Job
What is the primary reason employees 

lose their jobs?



Importance of Soft Skills



The Winning Edge
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Success is 15% Hard Skills
And 85% Soft Skills

Soft skills give you that 
winning edge to move ahead 
in personal, professional and 

social lives.



• Developed by U.S. 
Department of Labor

• Focuses on teaching 
“soft” or workforce 
readiness skills to 
youth and young 
adults

• Modular hands-on, 
engaging activities

• Focuses on the six 
key soft skills areas  

• Includes short 
videoshttps://www.dol.gov/agencies/odep/topics/youth/

transition/soft-skills
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Communication

Communication skills are ranked 
FIRST among a job candidate’s 

“must have” skills and qualities.
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Skills Employers Desire

Communication
• Verbal (sounds, language, and tone of voice)
• Aural (listening and hearing)
• Non-verbal (facial expressions, body language, and 

posture)
• Written (journals, emails, blogs, and text messages)
• Visual (signs, symbols, and pictures)
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Why Are Communication Skills  
Important?

• It is important to 
develop a variety of 
skills for both 
communicating TO 
others and learning 
how to interpret the 
information received 
FROM others.

• To an employer, good 
communication skills 
are essential. 
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Communication Activities
Listen Hear!

• This  quick activity 
is designed to get 
participants to 
start thinking 
about the 
importance of 
two-way 
communication.
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Communication Activities

• What’s the Point?

• Flipping the Switch

• Oh Puh-leeze!

• Quit Talkin’! I know 
What to Do: Read 
everything before you do 
anything
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Enthusiasm & Attitude
Having a positive attitude in the 

workplace can help with potential 
promotions. Employers promote 

employees who not only produce, but 
also motivate others in the workplace.
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Skills Employers Desire

Enthusiasm & Attitude
• Initiative/Self-starter
• Be goal driven
• Do more than is expected
• Remain positive
• Work Ethic
• Be excellent

“Be hungry…..have a 
desire to learn.”

“Our employees must 
be a self-starters to 
get ahead here.”

“Admit your mistakes 
so they can be fixed 
quickly”
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Enthusiasm & Attitude Activities
Never Underestimate the Power of PMA

• PMA, or Positive Mental 
Attitude, is one’s ability to 
maintain the belief that he 
or she can transform or 
change a tough situation 
into something better.

• This activity will help 
participants take difficult 
situations and find ways to 
EMPOWER themselves to 
turn negative thinking into 
positive thinking.
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Never Underestimate the 
Power of PMA
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Enthusiasm & Attitude Activities
Life is Full of Hard Knocks

• Failing is a part of life.  In 
fact, it accounts for many, 
many successes – for 
without failing, success is 
almost impossible. 

• Learning how to bounce 
back from failure is not 
always easy, but it is 
necessary.  
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Teamwork

The ability to work as part of a team is one of the most 
important skills in today’s job market.  Employers are looking 

for workers who can contribute their own ideas, but also 
want people who can work with others to create and develop 

projects and plans.
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Skills Employers Desire

Teamwork
• Collaboration & team skills 

– must be able to work 
with others

• Ability to build and 
maintain relationships

• Work as a team both with 
those in the same location 
and those who are remote

23



Teamwork is Essential to Success

Teamwork involves building 
relationships and working with other 
people using a number of important 
skills and habits:
• Working cooperatively
• Contributing to groups with ideas, 

suggestions, and effort 
• Communication (both giving and 

receiving)
• Sense of responsibility
• Healthy respect for different 

opinions, customs, and individual 
preferences

• Ability to participate in group 
decision-making
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How Many Shapes Does 
it Take?

• It takes all types of team 
members to create a 
balanced, cohesive team.  

• This activity will give 
participants the 
opportunity to gain a 
better understanding of 
the roles different people 
play on a team and the 
importance of each role.

Teamwork Activities
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How Many Shapes Does it 
Take?
• Teams are made up of people who perform 

different roles.
• Think about a sport team. What might happen if 

one basketball player hogged the ball all of the 
time?

• Not only does it take different types of players to 
make a team effective; it takes all kinds of shapes, 
too.

• There are five different shapes hanging around the 
room. What if I told you that knowing whether 
you, your co-workers and friends are squares, 
rectangles, circles, triangles, or squiggles could 
help you build better teams and better careers?

• Take a minute to think about what shape is most 
appealing to you.

Teamwork Activities
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How Many Shapes 
Does it Take?
Square: you are a organized, logical, and 
hardworking person who likes structure and 
rules. Sometimes you have trouble making 
decisions because you always want more 
information. You feel most comfortable in a 
stable environment with clear directions on 
what to do. You tend to like things that are 
regular and orderly. You will work on a task until 
it is finished, no matter what.
Spotting a square: they appear o move 
“straight,” use  precise or specific gestures, love 
routine, and are very concerned with detail. You 
are also very neat in appearance and 
workspace. You do a lot of planning and are 
always prompt.

Teamwork Activities
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How Many Shapes 
Does it Take?
Rectangle: you are courageous, exciting, and 
inquisitive explorer who always searches for 
ways to grow and change. You enjoy trying 
things you’ve never done before and love asking 
questions that have never been asked. You like 
structure, and will often be the person to be 
sure things are done the proper way, taking all 
rules and regulations into consideration. When 
you are given a task you will start organizing it 
to be sure it can be done in the most systematic 
way.
Spotting a rectangle: These people often have 
“fleeting eyes and flushed faces.” They also tend 
to giggle and they like variety. For example, 
they’ll come into work early or late – but not on 
time. And those who have offices tend to be 
disorganized with a mishmash of furniture.

Teamwork Activities
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How Many Shapes 
Does it Take?
Triangle: you are a born leader who’s 
competitive, confident, and can make decisions. 
You also like recognition. You are goal oriented 
and enjoy planning something out and then 
doing it (you are motivated by the 
accomplishment). You will tend to look at big 
long-term issues, but might forget the details.  
When given a task you set a goal and work on a 
plan for it.  American business has traditionally 
been run by triangles and, although usually 
men, more women are taking those roles today.
Spotting a triangle: They have powerful voices, 
love to tell jokes, and they play as hard as they 
work. They also tend to be stylish dressers.

Teamwork Activities
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How Many Shapes 
Does it Take?
Circle: you are social and communicative. There 
are no hard edges about you.  You handle things 
by talking about them and smoothing things out 
with everybody.  Communication is your first 
priority. When given a task, you will want to talk 
about it. You are a “people person,” with lots of 
sympathy and consideration for others. You 
listen and communicate well and are very 
perceptive about other people’s feelings. You 
like harmony and hate making unpopular 
decisions.
Spotting a circle: They are friendly, nurturing, 
persuasive, and generous. They tend to be 
relaxed and smile a lot. They’re talkative, but 
have a mellow voice. They also have a full laugh 
and like to touch others on the shoulder and 
arm.

Teamwork Activities
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How Many Shapes 
Does it Take?
Squiggle: you are “off-the-wall” and creative. 
You like doing new and different things most of 
the time and get bored with regularity. When 
given a task, you will come up with bright ideas 
about how to do it. But you don’t think in a 
deliberate pattern from A to B to C. Instead, you 
tend to jump around in your mind, going from A 
to M to X.
Spotting a squiggle: They can be “flashy,” 
dramatic, and extremely creative – and they 
don’t like highly structured environments. Both 
men and women squiggles tend to be funny and 
very expressive. They also have great intuition. 
Most performers and writers are squiggles.

Teamwork Activities
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How Many Shapes 
Does it Take?
• Do you think people have the characteristics 

of more than one shape?
• Why do you think it is important to have all 

different shapes working on the same team? 
• The square, rectangle, and triangle are 

all convergent. This means they are 
working TOWARDS something specific 
and finite, and they do it in a logical and 
systematic way. But they might be 
lacking in personal creativity.

• The circle and squiggle are divergent. 
This means they are creative, 
extroverted, and intuitive. They will 
reach out around them in new areas 
and to other people. But they aren’t 
particularly systematic or dependable.

Teamwork Activities
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Networking

When it comes to finding a job, you’ve 
got to network! According to Cornell 

University’s Career Center, 80% of 
available jobs are not advertised.  

These jobs are often referred to as the 
“hidden job market.”
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Skills Employers Desire

Networking
• Social media–how/when to use for work & 

networking

• Email (not texting)
• Using complete sentences
• Free of text abbreviations and emoticons

• Interviews
• Appropriate work-related responses and questions
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Email vs. Texting



• Many teens and young adults consider 
email an “adult” way to communicate 
and would rather communicate in real-
time with texting or other forms of 
social media.

• When it comes time to apply to college 
or for a job, email skills will most likely 
be necessary. Therefore, an 
understanding of “email etiquette” is 
worthy of discussion.  

• This activity will offer participants the 
chance to challenge themselves to 
translate text to English and then 
discuss some of the classic rules of 
email.

Networking Activities
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• Make sure your email address is 
business appropriate.  Avoid 
addresses such as 
hotfoxychick@xyz.net, 
itsallaboutme@abc.com, or 
partyanimal@mno.me.

mailto:hotfoxychick@xyz.net
mailto:itsallaboutme@abc.com
mailto:partyanimal@mno.me


Virtual Learning



Problem 
Solving & 

Critical 
Thinking
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Problem Solving and Critical Thinking
• Analyze simple to complex problems
• Apply reading, writing, and math skills in the 

workplace
• Use reputable sources
• Innovation & creativity

Skills Employers Desire
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Praise, Criticism, or 
Feedback?
• In a work setting, we give and 

receive many different types of 
information.

• The purpose of this activity is to 
help participants determine the 
differences between criticism, 
praise, and feedback – not only 
how to offer it, but how to 
receive it as well

Problem Solving and 
Critical Thinking Activities
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• “You look great 
today.”

• “You’ve improved a lot 
this week.”

• I found it difficult to 
evaluate this resume 
because it was messy.”

• I liked it much better 
when we got to choose 
the projects instead of 
being assigned to 
one.”



Professionalism

Employers want new workers to be 
responsible, ethical, and team 

oriented, and to possess strong 
communication, interpersonal, and 
problem solving skills. Wrap these 

skills up all together and you’ve got 
professionalism.
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Skills Employers Desire

Professionalism
• Customer service
• Respect
• Honesty
• Punctuality
• Appropriate attire
• Pay attention to 

detail
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Professionalism



Develop Your Game Face
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Professional Work Attitudes
• As an employee, your attitude at 

work contributes to your work 
environment and how you get 
along with your co-workers and 
supervisors.  

• A positive attitude can improve 
morale and increase productivity 
for all. 

• Activities generate a discussion about 
workplace attitudes (of both 
supervisors and co-worker) and how 
these attitudes impact those around 
us, as well as giving participants a quick 
way to rate themselves and their own 
professional actions. 

Professionalism Activities
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Skills to Pay the 
Bills
Mastering Soft Skills 
for Workplace Success

https://www.dol.gov/agencies/o
dep/topics/youth/transition/soft-
skills
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No Frills Money Skills

https://www.stlouisfed.org/education/no-frills-money-skills-video-series

https://www.stlouisfed.org/education/no-frills-money-skills-video-series


Video Vignettes



Econ Lowdown

https://www.econlowdown.org

https://www.econlowdown.org/


Page One Economics

https://www.stlouisfed.org/education/page-one-economics-classroom-edition

https://www.stlouisfed.org/education/page-one-economics-classroom-edition


Enthusiasm & Attitude

• 40% Attitude
• 25% Image or 

Appearance
• 25% Communication 

Skills
• 10% Job Skills

51



First Impressions



First Impressions



Deal Breakers?



Lesson Plans: Soft Skills

https://www.frbatlanta.org/education/maximum-employment-matters/soft-skills-lessons-for-life

https://www.frbatlanta.org/education/maximum-employment-matters/soft-skills-lessons-for-life


Soft Skills Lingo Bingo



Soft Skills Lingo Bingo



Teamwork

https://www.frbatlanta.org/education/maximum-employment-matters/soft-skills-lessons-for-life

https://www.frbatlanta.org/education/maximum-employment-matters/soft-skills-lessons-for-life


Are Teams More Productive?



Working Together



www.frbatlanta.org/education

http://www.frbatlanta.org/education


What soft skills would you 
like to see improved in your 

students?  

??

??



WRAP UP

QUESTIONS?

Find information about other upcoming programs 
and classroom resources at: 

https://www.frbatlanta.org/education

http://www.finaid.org/
https://www.frbatlanta.org/education
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