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The intuitive
servant.We have created a society that honors

mind is a sacred gift and the rational mind is a faithful
the servant and has

forgotten the gift.
Albert Einstein

Without the right skills, you will only frustrate yourself, waste
end a lot of time dealing with rudimentary issues

your time, and sp
k of knowledge or lack of skills, as opposed to

caused by the lac

progressing in your goal.
A skill is the ability to perform a task in a competent manner

within a prescribed span, energy, or both. Skills can be classified as

general and specific. For example, in the domain of work, some general

skills consist of time management, teamwork, leadership, self-

motivation etc. Whereas specific skills are required only for a particular

job. Skill requires certain environmental stimuli and situations to assess

the level of skill being shown and used.

Types of Skills

1. Functional Skills: In these skills, the actions are taken to perform
a task. They are transferable to different work. They are based
on ability and aptitude. They denote the functions like to organize,
to promote, to analyze etc.

2.  Personal Traits Skills: It contributes personal traits or attitudes
such as patience, diplomacy, result-orientation and independence
to perform work. It is developed in childhood and through life

experience.
3. Knowledge Based Skills: These skills can be acquired through

education, training and on the job experience. They help to
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perform a particular task. The person should have the knowledge
of specific subjects, procedures elc,
4. Labor Skills:

economically

1. Job skills s or employersare always looking for candidaes, whe
Compant

. ; ilable to do that particular job 56 1y
ropriate skills avas ibility well. Job <
have the app every task and responsibility well. Job siij.
ble to perform
—W_GW arecd

include the following mﬁf. .
¢ Verbal Communication
+ Non-Verbal Communication
+ Written communication ability

Skilled workers are active, encrgetic and

productive. They are of great demand abroad duc

to their caliber, potential and skills.

5. Life Skills: An ability and capacity acquired through deliberate,
systematic, and sustained effort to smoothly and adaptively carry

out complex activities involving ideas (cognitive skills), things

(technical skills), and/or people (interpersonal skills).
People
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Skills: It is the ability to communicate cffectively with
people in a friendly way, especially in business. It includes both

+ Ability to encourage

+ Negotiation Ability
social and psychological skills. People skills means to understand 4_ + Technical skills
_\w oEwaW,mm andto Eo_annu”_n ocm. q.mwvc__._mmm. to rwm_.w ow.nnmﬁ_% mEﬂ : ¢+ Organizational skills
; empatuze accurately and to build relat nships respec . -
m:avwaoacn:é Eﬁnnwn:osm. ’ SR L * Accounting skalls
7. Social Skills: It is any sort of skill which facilitates interaction * Financeskills B
“ and communication with others. In social skills, social rules and + Customer Service Ability
) relations are created, communicated and changed in verbal and g + Ability to mentor and coach others
i nonverbal ways. .
_ 8. Soft Skills: Skills relatin £ to personality and tend to be * Matunty .
d transferable, such as communication, leadership, time ¢+ Ability to be patient
m management, stress management, decision making, adaptability, + Ethics and honesty
ability to deal with macwa_g E.& networking. . + Presentation skills
9. Hard Skills: Hard Skills relating to any specific task; they are C "y
usually easily quantifiable. They tend to be knowledge-based, ¢ Integnity and authenticity
such as proficiency in a subject, certification, and technical skills. * Interview Proficiency and Diplomacy
Fluency in Spanish, skills in X YZ sofiware, graphic design, and *+ Ability to complete work on time
programming are all hard skills.
Other Types of Skills

¢+ Scheduling, reporting and time management

By the way, there are many categories of skills, which any person
can decide to develop in himself, But here below we are giving some
examples of types of skills, by mastering them, one can acquire those
mr_.:m.
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2. Leadership Skills

When a person has to provide leadership in the organization of
company, he should have the following skills.

* Decision-making ability
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Hospatality
Emergency thimking
Strategne planning
Conflict resolution ability
People management skills
Problem-solving ability
Offer good advice
Active listening power
Administrative skills
Pay attention to details
Generate repont
Organize productive mectings
Business intelligence skills
Data analysis ability
Collaboration Ability
Ability to provide team leadership
Staff development
Ability to set priorities
Budget provision
Change management skills
Adopting innovations
Businessagility
Provide feedback
Business observation skills
Ability to imagine’

3. Organizational Skills
The person leading the team in a business environment must have

.
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Ability to classify data

| skills include the followmg thmgs

To coordmate

¢ Project management

¢ Sectting objectives

Analyzng information

The ability to understand things digitally
+ Ability to follow instructions

¢ Reasoning skalls

¢ Ability to do multiple tasks at once
¢+ Execution Skill

+ Ability to increase productivity

¢+ Placement Management Skills

+ Event coordination

+ Ability to assess and evaluate

+ Designskills

+ Office management

+ Development planning

4. Personal Life Skills .
Personal life skills include the following.

+ Willingness to cooperate

+ Curiosity

¢+ Perseverance

+ Dialogue

+ Ability to adapt to any environment

, ills 10 OTEANIZE the inputs and the cutcomes associated it
X1 » -

+ Driving, Studying, Ability to make a household budget
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Ability to balance your personal accounts
Basic finance skills
Ability to list groceries
Cleanliness
Ability to keep the house tidy
An cagemness to shop for oneselfand oneself
The quality of being motivated
Stress management skills

Laugh and laugh
What is a soft skill?

¢

+

Soft skills arc those interpersonal qualities inherent in a person,
which he/she needs to be successful in the workplace. How you work
with others is based on them. In simple language, such skills which are
not technical are called soft skills. These enable any person to stay fit
at his/her workplace. These include personality, attitude, conduct,
flexibility, etiquette qualitics of the person.

Soft skills are very important for any person. Because in most of
the cascs during the interview, employers and companies cvaluate and
analyze the soft skills of a candidate. And on these grounds decide
whether to keep a candidate or not. These mainly include
Effective communication whether it is written, oral, social,
presentation, or public speaking

* Ability to solve problems.

* Basicethics and etiquette.

* Creative mind.

* Ethics and honesty towards work.
Ability to resolve conflict.

* Positive thoughts and ideas.

The habit of working in a team.
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isa w_m.__.“ M_.M also called technical skills. These area
Hard s n_mno:_ practical experience and training, And :f.,q.
through edu specific job and different for any Other job, ‘:_mn_... )
different for m:mﬁ know how to drive, and he will need i, Em
a %MMUM No company or individual shall employ . 7.

ot know how to drive. N | Y
docs D fore it can be said that hard skill is the technica g .
‘Therelo a certain task. Or it can also be calleq 2 Wy
to mmmﬂmﬂnm Here is a list of some of the major hard skills
specl .

n 20,
+ Social media marketing
+ Video editing
¢+ Graphicdesign
¢+ Computer management
¢ Server maintenance
+ Engineering
+ HTML/CSS/JavaScript
+ Database Management and Software

Skill Development

Skill development is a process that .Mm.unB:w 1dentifies the sy Ily
gap among the youth. and provides the Em and Ewouﬁmmoz heedeg
to fill that gap. The main objective of mru: an<m_cvanw~ 1 0 enhange
the potential of an individual. For this proper guidance, prop;
infrastructure, proper opportunities are provided, so that they cap s,
helped in achieving their aspirations.

Education and skills are extremely important for evervon:
Because on the basis of these it is decided that which person is wor,
of doing what work. Therefore, these two components can b called

the roots of the economic development of any country. This st
reason that the central and state governments along with their skilling
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partners run various programs to skill the youth. Through skill

development. more growth in business profits, better performance,

better accuracy, better quality, better communication, better recruitment
and betier career opportunities can be achieved.
Why is Skill Development necessary?

In today’s age of globalization, skill building is the significant tool
to increase the strength and quality of labor for improved productivity
and economic growth. Skills and knowledge development are the
essential forces behind the financial growth and community development
of any country. Skill building 1s a powerful equipment to empower
individuals and improve their social acceptance. It must be
complemented by economic growth and employment opportunities
to meet the nising aspirations of youth. It is an important ingredient to
push the production possibility front line outward and to take the
growth rate of the economy to a higher route. The challenge lies not
only in 2 huge quantitative expansion of faciliies for skill training, but
also in raising their quality. India can then become the global sourcing
hub for skilled employees. India's target is to become a global economic
powerhouse. In order to attain this goal, it should equip its workforce
with employable skills and knowledge. Honorable Prime Minister Shri.
Narendra Modi addressed the nation at the outset of Independence
Day 2014 speech,

How to Improve Skills?

Enhancing skills i.e. improving them can play a major role in
improving our professional and personal life. Improving skills leads to
better opportunities, and new avenues of employment open up forus.
So let us know how an aspirant can improve our skills.

1. There are some skills that are more in demand than others. In
this way, we can make a list of those skills. And can also assess
our own efforts and abilities to improve those specific skills.

2. Tryto find out why we need to improve that skill. And how we
can make life better by improving that particular skill. Afier that
don't hesitate to invest money on training and courses related to

o ———
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that skill to ImpTOve i

Set a time limit 1o aﬂ%&ﬁw.ﬁ“
Alling to tmprove on skall - ‘

n” cnﬁ‘ how determined we may be, sometnes m.ﬁﬂumuom”

Mwmuo B.mﬁno. % t in adversity can also prevent us from ooproving

ks preacher Which

ur skills. So be sure 10 choose a ncﬁwn ora
. tzme to bUme.

skills. And also make Sure we are

All k our enthusiasm from o o
Mann“wwwma.m set goals and milestones. 2 ﬁ.wmﬂ ”.5: be aﬁuann 8
e off the ground. This will include dividing the skills into
o s 13 tests and ContImuous

Gifferent modules and planming for the spect

ctice required for each skall . N .
H_umcn want to improve our skills, then unu.,..&w\. parucipate m
professional organizations that provide such FaInng. leadership
trainine classes, etc. So that we can get support from them when

needed. . -
It is also our responsibility to monitor how much our skalls have

improved. For this, we can ask ourselves, others, and measure

our performance by evaluating it ) )
Get into the habit of developing skills and leaming new things.

B And one day it will come that we will start enjoying it. And the

process of improving our skills will make us feel a pleasant

experience.

Tips for acquiring & mastering new skills

Ewio:wgwu%gnow&omomosgﬁﬂgggm

to acquire and master new skalls:
1. Create a schedule with fixed study times

Creating structure for your study plan makes it much quicker

and easier to acquire and master new skills.

Choose a time that fits in with your natural daily routine. For

example, moming people get the most out of study by starting early.
Others only pick up steam later in the day, in which case it's best 1o
plan study time in the aftemoon.
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2. Get feedback

To put new skills into practice as effectively as possible, it's
essential to get regular feedback, Good feedback allows youtoreflect
more deeply, which is vital to the learning process,

Take the time eve
What went well? wy,
reflection strengthens
your progress,

. Start with core skills

Ifyou have litle prior knowledge about a new skill you're about
to lear, it can al) seema bit daunting,

Most skills consist of core skills (core competences) and
secondary skills, But what's the difTerence? The core skills are essential

to learning a new skill, whereas secondary skills are useful, but not
essentinl to nustering this skill,

ry day to reflect on the progress you're making,
atdo you want to improve on next time? Self-
your personal growth and allows you to monitor

For example, to become a writer, mastery of a language is n
core skill, whereas marketing is a secondary skill, We recommend
starting with the core skills. 6, Leam from experts

4 ke things step by step ,

Acquiring and mastering nnew skill is often a long andd complex
process. That's why it's wortl yourwhile splitting it into n series of
smaller steps. Setting milestones liko this also helpy you monitor the
PrOgross you're naking,

S, Lenrn trom other People's experience

Tho koy to humankind's success has been its ability to build and

improve on other people's inventions und experionces. This upplics
equally to acquiting and master ing new skills, Who do you know with
the relovant experience and the Shills you're looking to nequire? Do
they have any tips for you? And what pittalls should you be on the
looKout for? Study the CXPers i your elevant tiold, Who are the
authorities? Why wre they so good and what makes them authorities
in their subject area? Capitalize on this and use their tricks, tips,
expetience, and Knowledge to expand your skill set,
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7. 3.__“”—.&”“ Hﬁﬁ.m asenioremp mc%,rd 5 vﬁ.:,n mﬂm..gmc: Mo,
ards mastery of a specific skij||. AsK thep, ..
mentor wo:. :.”M”* to fulfill this role. Most people are Eoﬁn:«”ﬁi
”_ﬁ“o_w.u__ﬁﬂmﬂﬂz gladly share their knowledge with othery, fi
8. Set realistic goals . R o
Set tangible and realistic goals tor charz.. Uc.:; make by
i srmountable. This often has a »_ns:z_,;:_sm effecy N
B :HZ ir tracks before you even start! ‘./ce_m::wz_a 3,_,,,_.,._5
wc,.,_\ Hmm_..“_m:ﬁ._cnz setting realistic, positive, and nrz:n:%é .h.,,g,,,__wm
”,_uv.v:d you each and every day.
9, 'Take action ,

A skill 1s more :.::.Ev.m theoretical r__..?__&_m....._. _;_._:.,,s,g ha
may form the basis, acquiring =_=_, master _,:m new wr__._z ,_j_,__:._z.u_.
involves putting theory ::.: practice. Learing by doing Vit
mastening or honing your skills,

10, Know thyselfl

Last, but by no means least, a modicum s_.za__..m:.,.f_,:p___ -
enormously. Whatare your strengths and weakuesses? Wha Qualiteg
talents, and character traits do you have to help you leam speafi
skill? Asking yoursellthese questions generates the INSiRht roquing

learn more eflectively,
SKills Taxonomies
The psychomotor domain

The shme issue npplies to his psychomotor domain, howew
thero ao other deeper issuies with skills development that many huma
development (L&D and educator) professionals don't really
understand,

The point Hoom was trying to make was that leaing and
teaching/coaching/tutoring in any domain should be aimedathelpig
the leamer to master their abilities with knowledge, thinking, shillsad
controlover their own emotions, beliels and values. e was _:_s._._m

Betaway from the idea of 'shallow' leatning or a situation whet
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teachers/trainers etc. think they have done their job simply by presenting -

information. When you look at many L&D programmes, workshops
and even coaching events it makes you wonder, given that this work
was done in the 1940's and 50's, what progress has actually been
made.The first issue with Bloom's psychomotor domain was that it
was largely only sketched out and was unfinished at his death. Asa
result it wasn't very useful. Bloom had arrived at three levels of

psychomotor development when he died:

*+ Competency

*+ Proficiency

¢ Mastery

This in itself isn't that useful beyond describing a progression of
skill and the fact that we are aiming for mastery, a place where the skill

is instinctual. Since Bloom a number of people have further developed
this domain. Probably the most used framework is what is called the

Dave version of the psychomotor domain, named after one of Bloom's

students R.H. Dave. This comprises

¢ Imitation - copying an instructor or other skilled person

¢+ Manipulation - no?.&:nim the actions from memory

¢ Precision - Becoming reliable and building speed and precision

¢+ Articulation - Being able to adapt and fit the skills to anew context

¢ Naturalization - This is the point at which the skill becomes
instinctual and we do it without thinking.

Other less well known skills taxonomies

Simpson's psychomotor taxonomy
1. Perception - Awareness that something new needs to be done

that they haven't done before
2.  Set-Becoming ready
3. Guided response - being instructed
4. Mechanism - learning the basics of the skill

oI &7
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Complex overt response - Becoming more expert "
Adoption - learning to adapt the response in new situations
Origination - creating NEW responses .
The issues I have with this is that not all skills development is

guided, many of our skills are self taught and that we are often Qamn:m
(shortcuts) even before we have embedded the original

Harrow's psychomotor taxonomy
Reflex - instinctual and involuntary reaction to the situation or
stimulus/trigger
2. Basic movements - really simple actions
3. Perceptual abilities - simple perception of the context and when
to do what ‘
Physical abilities - having the skill or fitness to carry out the
operation
5. Skilled movements - More refined and expert actions
6. Non-discursive communication - creates and communicates
meaning through their actions
There are a few issues that need to be considered with skills
development...
Skills come from 4 things
Skills are the culmination of four things
1. Capability - The capability of a person reflects the altemative
combinations of functions the person can achieve, and from which he
or she can choose one collection.
The Seven Capabilities.

¢ Literacy.

¢ Numeracy.

¢+ Information and Communication Technology Capability.
¢ Critical and Creative Thinking.

¢ Fthical Understanding.
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¢ Intercultural Understanding.

* Personal and Social Capability.

2. Ability - abilities that allow you to work well with others aﬁ:m
conversations, projects, meetings or other collaborations. Having

tcamwork skills is dependent on your ability to communicate well,
actively listen and be responsible and honest.

3. Motivation - Motivation is an important factor which
encourages persons to give their best performance and help in rcaching
enterprise goals. A strong positive motivation will enable the increased
output of employces but a negative motivation will reduce their
performance. A key element in personnel management is motivation.

4. Provocation - Do they know when and how to start doing or
activate the skill or behavior This is the trigger.
Conclusions

Skills development is more than practice. You also need:
¢ Persistence and motivation

¢ Perception - To build the skills of perception to get feedback
from the environment . ‘ .

A trigger or know when to take what action and in what order
*  Andpracticc with fecedback

Skills arc not just psychomotors. The arcas of skills
development include and often involve a mixture of development in
the following arcas:

*  Olfactory skills (smell)

*  Auditory skills (hearing)

¢ Tactile skills (touch)

Visual skills (seeing)

O:m._:::% skills (taste)

Cognitive skills (thinking, reasoning, recognition, discernment,

creativity and awarceness)

100

¢ Youd

+ Practicci
+ Trynew things and create new ways of doing thing (unl
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ffective Of emotional skills (being able to recognig,
w:m change our own and others emotions atwill)
1so need to think about, plan and train for failyr

. angy,
What happens when for example the skills you are aﬁn__gv___.
the context changes? Clop,
Jon't work anymore or ges! |

practicc makes perfect, but it also locks you in, Trin,,,

adaptable as well.
n the context the skill is necded.

someone's life depends on it). You never know,

Skills development and behavior/habit change are the s, hi

. Skills development docsn’t occur in avacuum. Pre-exig(ip, .,
developing thoughts, skills, perceptions, habits, behayioyg an
emotions canall either slow down skills development or help,
Don't ignore them.
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