
What are Soft Skills?
According to Merriam-Webster’s  
Dictionary, soft skills are “skills in dealing 
with and communicating with people  
effectively.”

A growing body of evidence shows that  
soft skills are beginning to rival technical  
skills and academic qualifications in their 
ability to impact performance, morale  
and productivity in the workplace.

Companies today expect employees  
with strong basic skills, good work ethics  
and exceptional soft skills.

What is Work Certified®?
Work Certified is a national program  
that offers customized soft skills training 
and development solutions to meet  
the ever-changing needs of a dynamic  
workforce.

The program is designed to address areas  
of behavioral skills such work ethics and  
professionalism, allowing learners to gain  
the needed soft skills to be successful in  
the workplace.

Delivery Methodology
The course delivery methodology is  
flexible to accommodate in-person  
classroom time as well as individual study  
online. Blended course delivery using a  
learning management system enhances  
instruction without losing the engagement 
that in-person classes provide.

Soft Skills Training 
Topic Areas
Professionalism

• Professionalism and Self-Management
• Commitment and Work Ethic
• Social Awareness - Empathy and  
 Perceptiveness
• Honesty, Accountability and Integrity

Ethics
• Personal Image and Wellbeing
 Communication
• Communication Process
• Nonverbal Communication
• Verbal Communication
• Active Listening

Teamwork
• Definitions and Benefits of Teams
• Stages of Team Development
• Team Characteristics and Norms
• Leadership

Critical Thinking
• Critical Thinking
• Problem Solving
• Decision Making



Work Certified® offers customized 
soft skills training and development solutions

to meet your business needs.
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85% of job success comes 
from having well developed 
soft and people skills, and 
only 15% of job success 
comes from technical skills 
and knowledge.

SOFT SKILLS 
SOLUTIONS

“The Work Certified Program has been 
instrumental in helping our customers  
unleash their potential. We believe that 
Work Certified helps people by giving  
them the tools needed to succeed in the 
workplace. The certification process is a 
simple but comprehensive way to ensure  
that employers get the quality candidates 
that they desire.”

 - Benjamin D. Wilson, M.A.
 Workforce Division Manager

What Our Clients Say 
About the Program:


