


Hard and Soft skills effectivity in the workplace


Introduction: 
I have learnt that most workplaces require employees who adopt skills and knowledge, so that they can work effectively within a workplace environment. Employers place emphasis on the significance of “soft” skills, for example, problem solving, leadership, communication, management, creative thinking and metacognition. Although, area for development of these skills are often absent in the typical college classroom, which thus requires employers to deliver additional training, in order to build up soft skills. ‘A report provided training tips for employers aimed at helping their employees gain proficiency in these important workplace skills.’ (Carnevale, Gainer, & Meltzer, 1990). 
In today’s global business environment communication skills are very important. The general assumption that communication is a skill everyone knows and does well, is not usually a reality. ‘Communication, or the lack thereof, has been the reason for many tragedies and disasters that have taken place within the financial industry, health care, and the wider environment in recent years.’ (Jelphs, 2006). I have learnt that many businesses expect their employees to be resourceful with soft skills and interpersonal abilities, such as good communication, attendance etc.  “We want somebody who shows up on time, somebody who works hard and someone who’s trainable” (Arkansas Department of Education, 2007, p. 13). 
To increase success, it is vital to have certain workplace skills, and valuable tools for accomplishment in effective learning environments. To add to this, another vital skill set are people skills, which are core components of soft skills (Cafasso, 1996; Klaus, 2010). They allow relationships to form with others.  Researchers have emphasized that interpersonal skills are the most crucial skills at all levels of the job. (Sheikh, 2009; Smith, 2007). 
In addition, soft skills incorporate personal qualities and career development. These may include one’s likability, personality, time management skills, and organisational abilities. (Parsons, 2008) Customer service is an aspect of business that requires a good foundation of people skills, which provides success to any professional workplace. ‘Good people skills endorse an optimistic attitude, successful communication, respectful interaction, and the ability to remain composed in difficult situations (Evenson, 1999). Therefore, soft skills are made up of the combination of interpersonal skills and personal attributes.’

To effectively run a business, I believe that every entrepreneur must have a business plan which highlights all procedures to increase efficiency, productivity and diligence. It is vital that every employee has an understanding of the business plan via a copy. This is to ensure that the employees can share the same vision as the entrepreneur, as well as familiarising themselves with the expectations and standards you may hold for the business.
Another important aspect of running an effective business, is rewarding excellent teamwork, as it is a key role in ensuring success. As an entrepreneur is crucial to create clear goals for employees, and encourage spontaneity and creativity, which will inevitable inspire participation. Rewards can include incentives such as, increased responsibility, extra benefits and additional privileges. 





Soft skills:
In addition, in order to run a successful business, it is important to know that just ‘managing’ staff doesn’t help a business progress and remain successful. Leading by example is one of the best ways to get staff to perform at their best and therefore this by default helps the business in a positive light. Leadership skills are essential within members of management. There are many faces to being a leader who possess such skills, to lead by example one would have to be able to step in when required, and ensure that the work carried out is fully understood by the team that they lead. They would also have to be passionate, being passionate about the role allows the individual to work with enthusiasm and it creates an inspiration within the employees to aspire to become like their leader or manager. Organisation is also key, if a member of management is disorganised, they’ll be spending more time cleaning their own mess than they would be leading a team. With organisation comes productiveness.  To be able to delegate is also important, as a business owner and leader, not everything can be completed by this one person. It is essential that roles are handed responsibly to the appropriate people. Employees should be able to take ownership of the tasks that they are handed over. As a business owner and leader it is important to be able to take ownership and responsibility at all times. The employees must know that their leader will be there through the positives and the negatives. This does not necessarily mean that a business owner should ignore the mistakes of their employees or be dismissive of lazy behaviour, but to take responsibility for the bigger picture. As mentioned before, one of the most crucial skills that is required in almost all parts of life, communication. This must be done efficiently and appropriately, part of a successful business is made from good customer service, which stems from happy employees. Employees must be made to feel important and that their work matters, if they feel appreciated, they will work hard. Communicating this well is essential as people require the satisfaction of knowing that they are doing well. 
(Yoskovitz, 2007.) 

Alongside of these skills another soft skill that is appreciated within business is creativity. Forbes magazine has reported on the skill of creativity and stated that creative people think of valuable and practical ways of carrying out tasks. The address their issues by cooking up some type of creative thought. They stated that this is the type of creativity that is remarkably helpful in business and a transferable skill for those who are able to master it. Social psychologist Graham Wallas formulated a theory of a creative process. Wallas came up with some logical and practical template to connect illogical unconscious thinking and turned it into the perfect key to problems. There are four steps to these problems, which are:
Step 1- preparation – this involves identifying the problem and investigating it, trying to find out as much as possible about the problem. And then consciously try to identify a solution.
Step 2- incubation – carry out a task that is irrelevant to the problem, distract the mind with another topic, allowing the mind to unconsciously come up with a problem. 
Step 3 – illumination – this could happen during the incubation period, where an irrelevant event can give way to a solution, this may be a sort of realization, an illumination.
Step 4 – verification, and then finally at this stage, the individual will assess the solution to see if it is appropriate and if it will work to solve the problem. 

(Shaw, 2017) 

Creativity is essential to the success of a business, some experts may even debate that this is one of the most important factors in running a business. All businesses want to ensure that they are up to date with the latest trends, and that they are one step ahead of their competitors, so that they can beat them to the next best thing. Hence why creative thinking can provide one with an alternative way for creating and changing a product and advertising it in a new and innovative way plays a key role in ensuring that the business is always one step ahead of its competitors. A study was conducted by Forrester Consulting and Adobe which found that 82 percent of companies agree that there is a significant link between a successful business and creative thinking. To add, these companies had also stated that they believe that to actively think creatively allows one to really outperform their competitors in areas such as market share, competitive leadership and revenue growth. 

Furthermore, alongside of coming up with new ideas business owners and businesses would need to be able to efficiently problem solve. Regardless of the nature of the problem, be it financial, customer service or a business model issue, unforeseen circumstances is always a possible problem, which does require a solution. By using creative thinking skills the owner could be improving ideas that they come up with. Creative thinking can also allow one to come to an easy and valuable answer, which in turn can have a more positive effect on the business as it allows the business to handle the problem in a smooth and efficient manner. 

Another important factor within running a business is its productivity level. It is important that a business has increased productivity. This is required so that consumer demands are met and so that customers are satisfied. By inspiring and motivating creativity it allows employees to enter new and unknown territories, which can result in an increased level of productivity within the business.
(I Can Be Creative, 2017.) 

Management skills are also essential to running a business and leading a team. There are many ways to define this skill and it does mean being able to carry out many different roles. It can be seen as a skill whereby it covers almost anything, just as long as you’re able to manage others appropriately. Some management skills may be specific to certain roles and industries but there are a few generic ones that can apply to any person in a management role. 

Motivation can work as part of management, it is actually very important as this being able to motivate employees would increase productivity within the business and this will also then result in employee satisfaction; it also sets a good example. Managers should look for leaders who can identify an employee’s strengths and inspire them to progress and develop in their skill sets. The finest managers are the ones who are able to identify an area that requires improvement and approach it in a tactful manner without offending the employee and this allows the employee to feel encouraged to improve on themselves in a productive manner rather than feel down and negative about their shortcomings. The essential skills in this area are: giving employees the power to take ownership of projects, bringing forth an energetic and highly motivated workplace, displaying genuine appreciation for the employees hard work and progress within the roles and responsibilities that they take on, providing colleagues and staff with the right support to prevent them from feeling under pressure or stress, and finally, encouraging great performance by providing rewards and incentives to employees. 


Problem solving, a skill that has been discussed previously, which is discussed again and comes under management skills. It is an ability whereby managers are able to identify, address and overcome numerous types of problems that may come up in the workplace. It does require the skill of having great attention to detail. The best managers are able to identify a problem before it becomes obvious to the rest of the business workers; they are also able to identify the origin of the problem. Analytical skills are essential in management, the owner or manager of a business should be aware of the information that is most relevant to their industry, how to gather this information and what the results mean. 
These are the main problem solving skills: being able to demonstrate resourcefulness when there is a problem, predicting possible issues before they come to light, identifying issues that are causing problems.

It is also important to maintain professionalism, a good manager or business owner would keep themselves held at a high standard, in order for their employees to have a clear example of what they should be working towards. Factors such as integrity, honesty and professionalism are crucial for good managers. As a leader, or business owner it is better to display than to just tell, in regards to work ethic and conduct. 



Of course communication is also crucial. Managers are requires to communicate appropriately with both their employees who work with them and the other managers that also work within the company. They are part of a complex system and should act as a link point that eradicates the gaps between the lower level employees and the departments that work at a higher level, such as marketing, production etc. 
People skills are very important, it is essential that as a manager and as a business owner verbal and written skills are top notch. Managers should be able to send clear, concise and efficient messages, and share with their team valuable and understandable information that will help the employees get the job done. 

(CareerBuilder, 2017)

Completing education will in the end provide an individual with hard skills, the particular technical skills required so that they can complete their jobs effectively. Whilst these are skills that can directly be put onto a CV, employers would like more than this. There is a rise in the importance being placed on soft skills; these are personal qualities and characteristics that define how an individual interacts with other people. Soft skills are essential as it has been argued that hard skills are pointless without soft skills, in most places of work technical skills are not enough to complete the work effectively. For example, a salesperson who is very knowledgeable in the product they are selling will not succeed if they do not possess the social skills that is required in order to close the deal or to keep the clients. A manager would need to listen and have good communication skills and be able to respond creatively. All careers require some soft skills in order to make the hard skills valuable. 


Soft skills are more difficult to learn, in comparison to hard skills, which can be said to be easier to acquire. Hard skills can be taught and learned to perfection over a period of time. However, soft skills are more difficult to attain, as it does not hold any relevance to knowledge or expertise, but it is more relevant to a person’s character. It does take conscious power, ongoing practice, and dedication to self-development to progress with your soft skills. Hard skills can look good on CV but it is the soft skills that can make an individual outshine.  
 
Workplaces have become interpersonal, where skills such as listening, working alongside of others, presenting ideas and communication with team members are given a lot of important within the workplace. If an individual possesses strong soft skills, then this would ensure a productive, cooperative and healthy work environment, and these are all essential qualities for an organisation in this competitive market.

Customers would like employees with soft skills; in this market consumers are offered a wide variety of choice via technologies such as the internet and smartphones. For these customers, due to the technology they have at hand, they have easy access to low priced products at their convenience therefore customer service is what would influence their choice of a particular business. Hence the ability to communicate appropriately with the customers is essential to the success of an organisation. 
 

It is believed that the future workforce will depend on soft skills, whilst artificial intelligence is beginning to prosper more, it will result a lot more on jobs heavily relying on soft skills. Due to technology advancing so much, tasks that need hard skills are continuing to weaken, hence making soft skills key differentiators in the place of work. Deloitte Access Economics predicted that two thirds of all jobs in Australia will begin to depend on soft skills by the year 2030. 
(Hes, 2017).

Hard skills:

In addition to these there are also technical skills. Technology has become very advanced in the last few years and is used by many companies and consumers. It may be seen that those who do not utilise technology to their advantage and make the most of it are at a great loss and are missing out. Technical skills may be seen more important for low level manager than those who work in the higher departments. 

Hard skills can be seen as a set of skills that is required for the job. It includes the expertise required for an individual to successfully complete the job. These types of skills are job specific. These skills are usually attained via formal education and training programs, from colleges, apprenticeships, short-term training classes, online courses.
Employers would also seek individuals who have good soft skills; these are interpersonal skills that would enable an individual to succeed in the workplace. This can often be referred to as people skills. They are very much necessary for success within the job however it is not really taught to people in school or college. Both these skill types are important within the workplace.  
There are different types of hard skills including the kowledge that is specifically required to successfully complete the job. These skills may be for example; computer programming, web design, typing, accounting, writing, financing, legal, and so on. Employers may even test these skills to ensure that the employee possesses these.
(Doyle, 2018)

Some workplaces may want someone who has a combination of both hard and soft skills. Having both these skills in place is very important to developing further within ones career, and to also have the ability to showcase both of these skills. 

This would mean that the individual would need to understand the difference between both hard and soft skills, as well as knowing the importance behind both of them. There are a few key differences behind both of these skills which are; IQ is essential to hard skills, whereas EQ (Emotional Intelligence) is essential to soft skills, IQ will measure an individual’s logical intelligence and EQ would measure the individual’s emotional intelligence. Logical intelligence is required in the workplace to allow people to do things like learn to operate certain machines or equipment’s or to complete a mathematical equation, these are both hard skills. EQ is required in order to manage ones own motivation, and working alongside a team. 

Most employers would need someone with hard skills as they are essential in order to carry out the work, however they also need someone who possesses soft skills because this determines how well an individual will mould in with the team and how easy it would be to get along with them and it would also determine their focus towards getting the work done correctly. Hard skills are said to always be the same whereas soft skills change. For example, working with certain machines such as a computer, using these machines would not really vary from company to company. However how you work in each company would vary, company cultures and rules can be very different. As some places may require a team player and others may require someone who works independently. Hard skills can be learned, whereas soft skills need to be developed. In regards to soft skills, these may be developed in an individual’s daily interactions with other people.

(IES, 2017).

In order to get work done effectively, it is important in regards to hard skills that the necessary skills are learnt. There is one hard skill that has recently become very important to learn in many workplaces, which without an employee may not be seen to an effective employee. Over the many years there has been a huge movement in the world of technology, the digital revolution has impacted workplaces massively. Most workplaces do require that individuals be up to date with the use of technology. Some may even say that learning Microsoft Office is not enough, there is a lot of demand for employees’ digital mind-set to be further progressed. In 2015, the House of Lords declared that digital skills should be taught a compulsory core subject in school, alongside of literacy and mathematics. 
Since the millennium most kids have grown up with huge amounts of exposure to digital technology whereas the older generation cannot really take a skill like that for granted as they may have not had access to such technology due to being from a low-income household. 

In addition to this, one of the biggest influential factors which has increased the significance of the use of digital technology is the consumers market changing so drastically, digital skills have become such as essential skills due to this. This new change puts huge pressure on an organization and their ability to market their products online to reach their new generation of consumers. In order to complete this, the organisation would need to possess a range of digital skills. 
 
Many experts consider digital skills a whole new language. Where the more skills learnt in this area then the more fluent an individual becomes. Employees would need to learn more than just how to operate a desktop or a laptop as they may be given other devices by the company, such as smartphones, tablet devices, in order for them to be able to work on the go, or even from home. 
Social media has made an influential mark on the world of marketing, bringing new businesses to light and for some businesses, their only platform for marketing. A study was carried out in 2015 by Social Media today and they had discovered that 91 percent of brands and companies where using at least two social media channels as a means of marketing. 
(Rooney, 2017)

Due to these massive changes in the workplace, it can be seen that in order for work to be completed effectively there are certain types of skills that are required. With hard skills there are some such as digital technology which may be required in more and more work places. Because it is a type of equipment that is being used more widely in many work places it is an important skill to learn in order to work effectively in work places. 

Conclusion 

[bookmark: _GoBack]To conclude, based on all the findings from my research on hard and soft skills it can be seen that they are both as important within the workplace. One cannot work without the other. Whilst hard skills can be learned soft skills is something that one must develop alongside of their personal qualities. It is true that the soft skills is what can make someone stand out, as it is their personal traits that can to some extent define how they would respond and deal with upcoming situations. Of course within a workplace there will always be upcoming stressful situations and it is essential to have someone who can deal with it head on without breaking under pressure. However, at the same time, people cannot address problems within a workplace without being knowledgeable in their field. It is essential for a worker to have knowledge of the industry that they are working with. Soft skills as we have read is something that differentiates a worker from another and it is important to possess such skills in order to prove yourself an effective worker within the workplace. As most people are different, their one type of skill may be stronger than the other, some people are better academically whereas others are better socially. 
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