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Why are soft skills important?
Imagine this¼ two employees have similar experience, foundational skills, and job-specific knowledge - yet one 
excels and is promoted beyond the other.  It happens every day - and more often than not soft skills play an 
important role.  The more successful person is often a much better communicator, is at ease with people, and is 
organized in his or her methods, thoughts, and approaches with people and work.

Similarly, soft skills play an important role in the interviewing process.  Making a positive impression and clearly 
communicating comes from having solid soft skills.  KeyTrain Career Skills provides a great way to help students 
develop such skills.

What does Career Skills include?
There are two hundred lessons broken down into five areas: Work Habits, Communication Skills, Workplace 
Effectiveness, Business Etiquette and The Job Search.  A short true false quiz is included with each lesson to 
reinforce the concepts presented.   

Career Skills lessons are web-delivered for easy access anytime, anywhere.   

Who can get Career Skills?
Any organization with a KeyTrain license can add 
the Career Skills curriculum for a one-time fee.

Key Product Purpose: 
To teach and review soft skills 
most requested by employers

Key Results:
Employees and candidates with 
a better chance for success

Work Habits
    Workplace Ethics
    Personal Characteristics
    Employer Expectations

Communication Skills
   Communicating at Work
   Speaking
   Listening
   Presenting Yourself
   Non-Verbal Communication

Workplace Effectiveness
  Time Management
   Problem Solving
   Customer Service
   Teamwork

Business Etiquette
    On the Job Etiquette
    Person-to-Person Etiquette
    Telephone and E-mail Etiquette
    Meeting Etiquette

The Job Search
    Finding the Right Job    
    Effective Resumes
    The Application Process
    Interviewing Skills
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