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This soft skills workbook is an excellent tool for individuals preparing to look for or start new jobs, as well
as individuals who are currently working but need to step back and evaluate their performance. It is a
practical, helpful guide about acting appropriately and professionally on a job and addresses realities of the
working world and how to cope with them, and not just ideal situations. Soft skills are the nontechnical skills
and traits that an individual needs to function in the workplace. They include four sets of workplace
competencies: oral communication skills, interpersonal and teamwork skills, personal qualities and work
ethic, and problem solving and other cognitive skills. Two very important soft skills addressed in this
workbook are work attitude and work behavior. Work attitude is the way an employee feels about his or her
job and the approach to the job. It is internal and cannot be seen by other employees. A positive work
attitude is the ability to carry out job tasks and work assignments with pride. Work behavior is the way an
employee does his or her actual job and how the job gets done. It is usually a direct response to his or her
work attitude. It can be seen by other employees. A positive work behavior includes the knowledge, hard
work, dedication, and skill put into the finished product.
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From reader reviews:

William Gilbert:

Have you spare time for a day? What do you do when you have more or little spare time? Yeah, you can
choose the suitable activity to get spend your time. Any person spent all their spare time to take a walk,
shopping, or went to the Mall. How about open as well as read a book called 10 Things Employers Expect
Their Employees To Know: A Soft Skills Training Workbook? Maybe it is to be best activity for you. You
recognize beside you can spend your time using your favorite's book, you can smarter than before. Do you
agree with its opinion or you have additional opinion?

Rebecca West:

It is possible to spend your free time to see this book this reserve. This 10 Things Employers Expect Their
Employees To Know: A Soft Skills Training Workbook is simple to develop you can read it in the area, in
the beach, train in addition to soon. If you did not have got much space to bring often the printed book, you
can buy the actual e-book. It is make you much easier to read it. You can save typically the book in your
smart phone. So there are a lot of benefits that you will get when you buy this book.

Mary Cox:

Many people spending their time period by playing outside having friends, fun activity together with family
or just watching TV all day every day. You can have new activity to enjoy your whole day by studying a
book. Ugh, do you think reading a book can actually hard because you have to take the book everywhere? It
all right you can have the e-book, getting everywhere you want in your Mobile phone. Like 10 Things
Employers Expect Their Employees To Know: A Soft Skills Training Workbook which is getting the e-book
version. So , try out this book? Let's observe.

Pearlie Wong:

A lot of people said that they feel bored when they reading a reserve. They are directly felt it when they get a
half portions of the book. You can choose the actual book 10 Things Employers Expect Their Employees To
Know: A Soft Skills Training Workbook to make your own personal reading is interesting. Your current skill
of reading talent is developing when you such as reading. Try to choose straightforward book to make you
enjoy you just read it and mingle the idea about book and examining especially. It is to be initially opinion
for you to like to wide open a book and read it. Beside that the book 10 Things Employers Expect Their
Employees To Know: A Soft Skills Training Workbook can to be your new friend when you're really feel
alone and confuse using what must you're doing of the time.
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