Personal Skills Outline:

I. Communication Process
A. Effective Communication

B. Oral Language

C. Non-Verbal Communication

D. Listening

E. Channels of Communication

F. Ethical and Social Responsibilities

II. Interpersonal Communications

A. Professional Relationships

B. Social Relationships

III. Group Communications

A. Kind of Groups

B. Roles

1. Leadership

2. Support Roles

C. Parliamentary Procedure

IV. Presentations

V. Employability Characteristics and Responsibilities
A. Ethics

B. Expectations

C. Effectively working with Co-workers

D. Safety

E. Resumes

F. Job Interview

G. Complaints and Appeals

