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Introduction

The target audience of the training course is students of higher education
in the fourth year of study of the first (bachelor) level of specialty
073 "Management”, Study Programme "Business Administration”.

The purpose of the training course is to master the so-called "soft skills"
for a successful career.

To achieve the goal, the following tasks have been defined:

to acquire theoretical knowledge about the essence of “soft skills”;

to determine the difference between “soft skills” and “hard skills”;

to master relevant “soft skills” that are necessary for a successful career;

to master the material and methods of independent research and
consistent teaching of the material;

to get the ability to select, systematize and process information in
accordance with the research objectives;

to get the ability to present research results.

As a result of participation in the training course, the learning outcomes
and competencies should be formed (Table 1).

Table 1
Learning outcomes and competencies formed by the training course
Learning outcomes Competencies
LOS. GC12.
GC11.
LOA4. oL
LOS. SC19.
GCA4.
GC12.
LOO. SC5
SCo.
SC15.
LO16. GC11.
GCas.
LO17. GC10.
SCo.
LO19. ScC19.
LO21. SC20.

where GC3. Ability to think abstractly, analyze, and synthesize;
GC4. Ability to apply knowledge in practical situations;



GC10. Ability to conduct research at the appropriate level;GC11. Ability
to adapt and act in a new situation;

GC11. Ability to adapt and act in a new situation;

GC12. Ability to generate new ideas (creativity);

SC5. Ability to manage the organization and its divisions through the
implementation of management functions;

SC9. Ability to work in a team and establish interpersonal interaction in
solving professional problems;

SC15. Ability to develop and demonstrate leadership and behavioral
skills;

SC19. Ability to create conditions at the enterprise that promote the
emergence and promotion of innovations, understand existing and new
technology and its impact on new/future markets;

SC20. Ability to develop effective procedures and communication
mechanisms for interpersonal interaction in the business environment,
including adaptation to new situations;

LO3. Demonstrate knowledge of theories, methods and functions of
management, modern concepts of leadership;

LO4. Demonstrate skills in identifying problems and justifying
management decisions;

LO8. Implement management techniques to ensure the effectiveness of
the organization;

LO9. Demonstrate interaction, leadership, and teamwork skills;

LO16. Demonstrate the skills of independent work, flexible thinking,
openness to new knowledge, being critical and self-critical;

LO17. Perform research individually and/or in a group under the
guidance of a leader;

LO19. Demonstrate skills in analyzing and synthesizing information,
applying them to analyze and solve problems in various areas of business and
management;

LO21. Demonstrate communication, research, technological and cross-
cultural skills necessary to analyze business situations, prepare, justify and
present management decisions.



1. Program of the training course

The training course "Soft skills has an extra-professional nature and is
one of the final stages in the studying bachelor’s in management under the
Study Programme "Business Administration". As part of the training course,
students acquire super-professional practical skills that help solve issues
related to interaction with other people and solving problems when operating
with various tasks.

The training course "Soft skills" for students of the specialty
073 "Management”, Study programme "Business Administration" of the first
(bachelor’s) level consists of the implementation of certain blocks included in
the bachelor's programme. As part of completing the tasks of the training
course, at the beginning of classes, each student must identify certain
communicative aspects that “need to be trained”.

Areas of the training course: "Creative thinking", "Information
management”, "Ability to form opinion and make decisions", "Presentation
skills". The structure of the training course is given in the table. 2.

Table 2
The structure of the training course
No. Activities Hours |Forms, methods, tasks Self-study Hours
1 2 3 4 5 6
First day
Lecture 2 Presentation of the [Acquaintance with the 2
«Acquaintance with training course [specifics of the
1 :
the structure of the structure and main |research area
training course» activities
Lecture «Soft skills 2 Lecture-discussion, Source searching for 2
2 |essence» problem lecture the training course
subject
Lecture «Differences 2 Lecture-discussion, Source searching for 2
3. |between soft skills work in small groups |[the training course
and hard skills» subject
Total 6 6

Second day




Lecture «Soft skills
advantages for
business»

Lecture-discussion,
problem lecture

Information searching
in the free opened
Internet sources

Lecture «Main soft
skills in the business
activities»

Lecture-discussion,
problem lecture

Information searching
in the free opened
Internet sources

Laboratory class
«Differences
between soft skills
and hard skills»

Work in small groups,
task performance of
distributing list of skills
into soft skills Ta hard
skills groups

Completing of the table
of distributing list of
skills into soft skills Ta
hard skills groups

Total

Third day

Laboratory class
«Personal soft skills
assessment»

Testing to identify
students’ personal
skills

Completing
guestionnaires

Assessment of
students’ personal skills
and identification off
directions for improving
them

Formulation of]
conclusions based on
testing results

«Managing the
information
techniques»

performance.
Evaluation of results

8 Lecture «The best Lecture-discussion, Information searching
ways to apply soft problem lecture in the free opened
skills in business Internet sources
activities»

Total
Fours day
9 [Laboratory class Practical tasks Preparation for the
«Speed reading performance. demonstration of the
techniques» Evaluation of results  [results obtained

10 |Laboratory class Practical tasks Preparation for the
«Creative thinking performance. demonstration of the
techniques» Evaluation of results  [results obtained

11 |Laboratory class Practical tasks Preparation for the

demonstration of the
results obtained




Total 6 9
Fifth day

12 [Laboratory class 2 Practical tasks Preparation for the 3
«Time- performance. demonstration of the
management» Evaluation of results  [results obtained

13 [Laboratory class 2 Practical tasks|Preparation for the 3
«Self-presentation performance. demonstration of the
and business Evaluation of results  [results obtained
negotiation»

14 (Laboratory class 2 Practical tasks|Preparation for the 3
«Emotional performance. demonstration of the
intelligence and Evaluation of results  [results obtained
adaptability»

Total 6 9
Sixth day

15 |Laboratory class 4 Defense of the training [Participation in thel 10
«Presentation of the course report discussion of the report
training course of all participants of the
report» training course

16 |Laboratory class 2 Summarizing the Providing feedback. 4
«Training course training course. Completing the
assessment» Reflection reflective analysis table

Total 6 14
Total 36 54

the

2. Guidelines for conducting the training course

It is necessary to provide information about the training course "Soft
skills" and its program, tell about the history and essence of the work, orient
the participants to the interactive teaching method.
The coach should introduce himself / herself: give his / her name and
provide information about himself / herself. The opening word should be
friendly and concise.
After the coach has greeted and introduced himself / herself, he / she
should thank everyone (students) present for their willingness to participate in

training course.




It is necessary to specify the purpose and timing of the training course
(this will help the participants to form real expectations) and inform the group
that the work will be conducted using an interactive method.

It is necessary to inform the group about the topics on which the coach
will dwell during the training course (lectures and laboratory classes), to
emphasize the integrity of the training course and the interdependence of the
blocks, as well as the attendance requiring during the training course.

During the lectures, the coach provides theoretical information according
to the topics. At the same time, the lecture should be performed in the way of
a lecture-discussion or a problem lecture, in which students of higher education
should take a direct part. The main topics of the lectures in the training course
are: "Soft skills essence", "Differences between soft skills and hard skills", "Soft
skills advantages for business”, "Main soft skills in the business activities", "The
best ways to apply soft skills in business activities". After the lectures, students
are invited to search for literary sources about the training course subject and
familiarize themselves with the issues in more detail.

Laboratory classes serve:

to consolidate knowledge about the essence of soft skills, as well as to
understand the difference between soft skills and hard skills;

to assess the existing skills of applicants and identify those skills that
need improvement;

to master the techniques of improving students’ soft skills;

presentations of the training course results obtained by students.

During laboratory classes, students make testing and perform practical
tasks. According to the results of all tasks, students must evaluate and
demonstrate the results of the tasks, as well as draw conclusions. All the results
of the completed tasks are drawn up in the form of a report.

3. Report structure

Introduction. The introduction is an obligatory part of the training course
report. The justification of the relevance and practical significance of the
training course should be given, the purpose and tasks of the work, the subject,
the object of research and brief information about it should be provided in the
introduction. It should consist of brief description the used methods and
information sources of the research. Coverage of relevance should not be
wordy. It is enough to express the main idea in a few sentences.
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The introduction consists of the purpose of the work and the tasks that
must be solved to achieve the set goal. The purpose should not be formulated
as "research...", "study...", because these words indicate a means of achieving
the purpose, not the purpose itself. The purpose should be formulated from the
standpoint of how the student himself / herself sees it as part of his / her
professional development.

The object of research is a process or phenomenon that creates a
problem situation and is chosen for study. A specific enterprise, organization,
Institution or state authority or its subdivision should not be called the object of
research, because these are the basis of the research.

The subject of research is a specific task contained within the scope of
the research object. The object and subject of research are related to each
other as general and partial. The subject of research stands out from the object,
which is describe the research area, since the subject of research determines
the topic of the thesis.

In the introduction a list of the used research methods is also presented.
They should not be listed separately from the content of the work, but briefly
and meaningfully define how problems were investigated and tasks were
solved using different methods.

Main part. The main part consists of the following units:

1. Results of the laboratory class "Differences between soft skills and
hard skills".

2. Results of the laboratory class "Personal soft skills assessment”.

3. Results of the laboratory class " Speed reading techniques".

4. Results of the laboratory class "Creative thinking techniques".

5. Results of the laboratory class "Managing the information techniques".

6. Results of the laboratory class "Time-management".

7. Results of the laboratory class "Self-presentation and business
negotiations”.

8. Results of the laboratory class "Emotional intelligence and
adaptability".

The results of the tasks are a description of the techniques application,
the results of practical tasks, the obtained results and their assessment by the
student.

Conclusions. The student needs to summarize the improvement of his /
her personal soft skills, identify opportunities for further development.
Conclusions should be made using the reflective analysis table completed

9



during the laboratory class.

4. Learning and teaching methods

Methods aimed at stimulating the interaction of participants are widely
used in the training course. All of them are united under the name "interactive
techniques" and ensure interaction and individual activity of the participants
during the dynamic learning process.

Work in small groups (in each part of the training course) is used in order
to activate the work of the students during laboratory classes. These are the
so-called groups of psychological comfort, where each participant plays a
special role and complements others with certain qualities. The use of this
technology makes it possible to structure laboratory classes in terms of form
and content, creates opportunities for the participation of each student in the
work in the class, ensures the formation of personal qualities and experience
of social communication.

Brainstorming (in each part of the training course) is a method of solving
urgent tasks in a very limited time. Its essence is to express as many ideas as
possible in a short period of time, discuss and carry out their choice.

Business games (as part of the laboratory class "Self-presentation and
business negotiations") are a form of students’ activization, where they are
involved in the process of solving a certain business situation in the participant
role of events.

Presentations are speeches in front of an audience; they are used to
present certain achievements, the results of laboratory tasks, a report of the
training course.

5. Evaluation system of training course results, the success of the
students in the training course

The final part of the training course includes:

summarizing the results of the training course, evaluating the results
obtained,;

completing the reflective analysis table;

drawing up and defending the report.

This stage should combine all the topics discussed during the classes
for a logical conclusion. Finalization is an opportunity to answer questions,
clarify achievements and formulate tasks for the future. The coach can
recommend literature, video materials, Internet sites for further independent

10



study.

Evaluation of the training course results is aimed at checking the ability
of the student to demonstrate the degree of assimilation of new material,
growth of knowledge and improvement of skills. Emphasis is placed on
improving the students’ soft skills. There are:

1. Communicability. = Communication  skills, openness to
communication will help to make new acquaintances, make a positive
impression, and skillfully conduct negotiations, present themself and
students’ idea. Therefore, the probability of finding support among people for
the project increases.

2. Ability to listen and accept criticism. It is important to be able to hear
exactly what is being said to people. The ability to listen and hear, accept a
different point of view, admit personal mistakes, and make a reasonable
compromise are important. This will make it possible to analyze, draw
balanced conclusions and make the right decisions. It is very difficult for
many. And in teamwork, there is nowhere without these skills.

3. Ability to work in a team and delegate tasks. Working in a team, the
skills of management, creation, and building relationships in the team are
extremely necessary. The manager must be able to delegate responsibility,
establish cohesion and effective communication to achieve a common goal.

4. Ability to resolve conflicts. In a dispute, it is useful to learn to be a
mediator (mediator in a conflict). Such a skill will help to avoid destructive
disputes, smooth out sharp corners and adequately respond to criticism.

5. Self-organization and self-discipline. Very important skills for any
profession. Being able to control personal time-management is the basis for
personal development. Without it, it is almost impossible to cope with tasks
on time, without feeling discomfort or stress.

6. Developed emotional intelligence. Emotional intelligence is about
the ability to recognize personal and other people's emotions, to be able to
manage them, etc.

7. Analytical and critical thinking. Ability to analyze the situation,
perspective of results, using experience, information and available resources
to solve current tasks. It also acquires the ability to be creative, using non-
standard approaches, etc.

8. Positive approach. A person who knows how to be inspired by new
ideas and inspire others is usually a leader. Lively enthusiasm, the ability to
motivate and organize people are necessary qualities for a real leader.

11



Students should not think that they are just born with leadership qualities.
They can and should be developed in order to be a leader. Each person
builds himself / herself.

9. Adaptability. Business and the world as a whole tend to change — it is
easy to notice when analyzing the events that took place 2-5-10 years ago. Not
being able to adapt to new conditions and not wanting to master new
technologies, students can find themself "overboard" with the development of
the new era.

The coach's task is not only to impart knowledge and demonstrate skills,
but also to find out how learners learn new things and how to help them
determine the best way to use existing and new resources. According to the
results obtained in the training course, the students draw up and submit to the
defense a training course report, which is necessary for the evaluation of the
training course. The template for the title page of the report is given in
Appendix A.

The maximum score based on the results of the training course is 100
points, minimum score is 60 points. The final evaluation of students’ activities
during the training course is carried out by the coach. The coach gets
acquainted with the training course during the defense of the report by the
student. Evaluation is carried out according to the 100-point system.
Performance of the report without its defense can be assessed at a maximum
of 60 points, another 40 points are awarded for the defense of the report using
a presentation.

Students who participated in the training course receive a final grade
(FG) based on the calculation of the integral indicator according to the formula:

FG=TRx06+Px0,1+DRx0,2+0DXx0,1,
1)

where OT - final grade for training course;
TR — training course report;
P — presentation;
DR - report defense;
OD - obtaining deadlines for performance and defense of the report.

The training course report is evaluated by the formula:

12



TR = LC, + LCy + LC3 + LC, + LCs + LC; + LC, + LCg + RAT + C,
(2)

where LC: — mark for the performance of Laboratory class «Differences

between soft skills and hard skills» (maximum score is 6 points);

LC. — mark for the performance of Laboratory class «OuiHka BnacHux
soft skills» (maximum score is 6 points);

LCs — mark for the performance of Laboratory class «TexHiku
LUBMAOKICHOrO YMTaHHsA» (maximum score is 6 points);

LCs — mark for the performance of Laboratory class «TexHiku
KpeaTMBHOIro MUCMEHHsI» (maximum score is 6 points);

LCs — mark for the performance of Laboratory class «TexHiku
ynpasniHHS iHopmauieto» (maximum score is 6 points);

LCe — mark for the performance of Laboratory class «Tanm-
MeHeKMEHT» (maximum score is 6 points);

LC7— mark for the performance of Laboratory class «CamonpeseHTauis
Ta BeOeHHs OinoBuMx neperoBopis» (maximum score is 6 points);

LCs — mark for the performance of Laboratory class «EmouinHuin
IHTENEKT Ta aganTUBHICTbY» (Maximum score is 6 points);

RAT — mark for the reflective analysis table completing (maximum score
IS 6 points);

C — mark for the reasonableness and completeness of conclusions
(maximum score is 6 points).

The final grading of the training course is based on the following units:
drawing up the training course report; defense of the training course report; use
of the latest technologies to perform the tasks of the training course;
compliance with the terms of performance and defense of the report.

13
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APPENDICES
Appendix A

Title page template
MINISTRY OF EDUCATION AND SCIENCE OF UKRAINE

SIMON KUZNETS KHARKIV NATIONAL UNIVERSITY OF ECONOMICS
Management and Business department

Group Code
REPORT
for training course
“Soft skills”
Student
(signature) (Name, Surname)
Coach:
(signature) (position, Name, Surname)
Mark Date « » 20__p.
Kharkiv, 20
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