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Module 4: Soft skills for women with disabilities at labour market 

Introduction 
 

WHAT ARE SOFT SKILLS? 

Soft skills are a combination of people skills, emotional skills, communication skills, and interpersonal 

skills.  

Soft skills characterize how a person interacts in his or her relationships with others. They characterize 

the emotional intelligence of a person. The soft skills determine if a person is, for instance good in 

strategic thinking or negotiation or decision making. 

The development and strengthening of soft skills are important and essential for women in general 

and specially in women with disabilities to become and remain an active part of the society. 

Unlike technical skills or “hard” skills, soft skills are not about the knowledge you possess but rather 

the behaviours you display in different situations. 

Regarding job search and labour market, Soft skills are the difference between adequate candidates 

and ideal candidates. In most competitive job markets, recruitment criteria are not limited to technical 

ability and specialist knowledge. 

Every job role requires some interaction with others, whether they are colleagues or customers, so 

soft skills will be important to most employers. 

Frequently, recruiters are looking for people who have the potential to become leaders with strong 

skills for communication, adaptability, time management, teamwork skills and problem-solving. They 

won't expect women to have all the qualifications and experience from day one, but they will need to 

know that they have the qualities that will allow them to learn and grow in the role. 

All the above is especially important when we talk about preparing women to take on a job. If we also 

talk about women with disabilities, the possibility of training these women so that they learn to detect 

and self-assess their soft skills is a very effective strategy to prepare them not only to carry out their 

work, but also to know how to defend their strengths when it comes to belong to a work team and 

know how to communicate effectively how they face the barriers present in the workplace, providing 

solutions to the employer. 

Also, Soft skills training are very important to support some modules contents, for example those 

linked with module 2, 3 and 6 of Ready Women training curriculum 
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Soft skills for women with disabilities 

1 Communication 

Communication is one of the most important soft skills. Able communicators can adjust their tone and 

style according to their audience, comprehend and act efficiently on instructions, and explain complex 

issues to colleagues and clients alike. 

A key, often forgotten, communication skill is listening. Whether we are dealing with a customer 

complaint or working with our colleagues, good listening skills will help us learn and respond correctly 

to the circumstance we have been presented with. 

Communication is the ability to transmit ideas, information and opinions clearly and convincingly both 

verbally and in writing, while listening and being receptive to the proposals of others. Communication 

skills are almost always high on the ‘essential skills’ list in any job advertisement. People with strong 

communication skills can build relationships (from the initial rapport-building through to a longer-term 

relationship). They can listen well and vary their communication to suit the circumstances. They avoid 

misunderstandings, and in general make any workplace a comfortable environment. 

 Ready Women training program will focus specially this module to develop and strengthen efficient 

communication providing learners with the opportunity to assess their own communication styles, 

communicate constructively in different settings, and express and understand different viewpoints.  

As well we offer them training in skills for effective communication internally and how it influences in 

self-motivation and positivity. Those competences are very important for women with disabilities who 

often deal with added difficulties because their disability. 

On successful completion of this module the learner will be able to: 

− Assess their own communication style 

− Demonstrate the ability to communicate effectively in a variety of situations 

− Manage competences for self-presentation and to communicate their strengths and 
weaknesses  

− Effective communication in the workplace 

− Express their own viewpoint clearly 

− Promote respect and tolerance for others 

− Acknowledge different and conflicting viewpoints at the work place 

− Capacity of manage and work in the teamwork  
− Capacity to organize the time management  
− Capacity to solve problems 

− Make decisions independently 

 

Some contents to be trained under soft skills will be: 



 

Ready women project has been funded with support from the European Commission. This publication reflects 

the views only of the author, and the Commission cannot be held responsible for any use which may be made 

of the information contained therein. 

 

Nº project: 2018-1-ES01-KA204-050765 

1.1 Communication particularly  - Effective Communication in the Workplace 

Competence to communicate effectively is perhaps the most important skill at job searching process, 

workplace activity and all life in general.  

Communication is giving, receiving or exchanging ideas, information, signals or messages through 

appropriate media, enabling individuals or groups to persuade, to seek information, to give 

information or to express emotions. 

This broad definition includes body-language, skills of speaking and writing. It outlines the objectives 

of communication. It emphasizes listening as an important aspect of communication.  

The specific combination of media should be tailored to the expression and comprehension needs, 

abilities and preferences of the person with communication difficulties. In particular, one cannot lose 

sight of the continuous need to adapt the system in people who present a very rapid deterioration or 

in people who are in the process of acquiring new forms of communication. 

The ability to communicate information accurately, clearly and as intended, is a vital life skill and 

something that should not be overlooked. It’s never too late to work on our communication skills and 

by doing so, we may well find that improve our quality of life. 

Frequently, Language and communication are identified as permanent- linked processes, but not all 

the communication systems are a language.  Language comprises a high level ordered system with a 

very formal structure which contains a lot of codes and signs. Activities which require a language are 

not communicative actions but cognitive.  

In turn, it is important to take into account situations in which, due to trauma or illness, oral 

communication has been abruptly interrupted. In the hands of the interlocutor is to reduce the feeling 

of frustration, providing spaces and tools so that the person can continue to interact. It is essential to 

be aware that the communicative needs and preferences of the person are plural and evolutionary: a 

person can use several communication media or systems and they can vary over time (for example, 

depending on the modification of their capacities) or depending on the context and circumstances. 

Consequently, it is essential to assess these needs and preferences periodically. 

An effective communicator understands their audience, chooses an appropriate communication 

channel, hones their message for this particular channel and encodes the message effectively to 

reduce misunderstanding by the recipient(s). 

They will also seek out feedback from the recipient(s) to ensure that the message is understood and 

attempt to correct any misunderstanding or confusion as soon as possible. 

Receivers can use techniques such as Clarification and Reflection as effective ways to ensure that the 

message sent has been understood correctly. 

Some rules women should manage for an effective communication at work place are: 

1. Show appropriate body language 

2. Try not to interrupt the other person 
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3. Think before speaking 

4. Listen well 
5. Do not be Defensive or Attacking – Be Neutral 
6. Do not deviate 

7. Be confident of own ideas 

8. Be open to receiving ideas 
 

1.2 Active Listening 

Active listening is a skill that can be acquired and developed with practice. However, active listening 

can be difficult to master and will, therefore, take time and patience to develop. 

Active listening involves listening with all senses.  As well as giving full attention to the speaker, it is 

important that the ‘active listener’ is also ‘seen’ to be listening - otherwise the speaker may conclude 

that what they are talking about is uninteresting to the listener. 

Interest can be conveyed to the speaker by using both verbal and non-verbal messages such as 

maintaining eye contact, nodding your head and smiling, agreeing by saying ‘Yes’ or simply ‘Mmm 

hmm’ to encourage them to continue.  By providing this 'feedback' the person speaking will usually 

feel more at ease and therefore communicate more easily, openly and honestly. 

Listening is the most fundamental component of interpersonal communication skills. 

Listening is not something that just happens (that is hearing), listening is an active process in which a 

conscious decision is made to listen to and understand the messages of the speaker. 

Listeners should remain neutral and non-judgmental, this means trying not to take sides or form 

opinions, especially early in the conversation.  Active listening is also about patience - pauses and short 

periods of silence should be accepted. 

Listeners should not be tempted to jump in with questions or comments every time there are a few 

seconds of silence. Active listening involves giving the other person time to explore their thoughts and 

feelings, they should, therefore, be given adequate time for that. 

Active listening not only means focusing fully on the speaker but also actively showing verbal and non-

verbal signs of listening. 

Generally speakers want listeners to demonstrate ‘active listening’ by responding appropriately to 

what they are saying. Appropriate responses to listening can be both verbal and non-verbal, examples 

of which are listed below: 
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Signs of Active Listening: 

Non-Verbal Signs of Attentive or Active Listening 

This is a generic list of non-verbal signs of listening, in other words people who are listening are more 

likely to display at least some of these signs.  However these signs may not be appropriate in all 

situations and across all cultures. 

Smile 

Small smiles can be used to show that the listener is paying attention to what is being said or as a way 

of agreeing or being happy about the messages being received.  Combined with nods of the head, 

smiles can be powerful in affirming that messages are being listened to and understood. 

Eye Contact 

It is normal and usually encouraging for the listener to look at the speaker. Eye contact can however 

be intimidating, especially for more shy speakers – gauge how much eye contact is appropriate for any 

given situation.  Combine eye contact with smiles and other non-verbal messages to encourage the 

speaker. 

Posture 

Posture can tell a lot about the sender and receiver in interpersonal interactions.  The attentive listener 

tends to lean slightly forward or sideways whilst sitting.  Other signs of active listening may include a 

slight slant of the head or resting the head on one hand. 

Mirroring 

Automatic reflection/mirroring of any facial expressions used by the speaker can be a sign of attentive 

listening.  These reflective expressions can help to show sympathy and empathy in more emotional 

situations.  Attempting to consciously mimic facial expressions (i.e. not automatic reflection of 

expressions) can be a sign of inattention. 

Distraction 

The active listener will not be distracted and therefore will refrain from fidgeting, looking at a clock or 

watch, doodling, playing with their hair or picking their fingernails. 
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Verbal Signs of Attentive or Active Listening 

Positive Reinforcement 

Although a strong signal of attentiveness, caution should be used when using positive verbal 

reinforcement. 

 

Although some positive words of encouragement may be beneficial to the speaker the listener should 

use them sparingly so as not to distract from what is being said or place unnecessary emphasis on parts 

of the message. 

Casual and frequent use of words and phrases, such as: ‘very good’, ‘yes’ or ‘indeed’ can become 

irritating to the speaker.   It is usually better to elaborate and explain why you are agreeing with a 

certain point. 

Remembering 

The human mind is notoriously bad at remembering details, especially for any length of time.  

However, remembering a few key points, or even the name of the speaker, can help to reinforce that 

the messages sent have been received and understood – i.e. listening has been successful.  

Remembering details, ideas and concepts from previous conversations proves that attention was kept 

and is likely to encourage the speaker to continue.  During longer exchanges it may be appropriate to 

make very brief notes to act as a memory jog when questioning or clarifying later. 

Questioning 

The listener can demonstrate that they have been paying attention by asking relevant questions and/or 

making statements that build or help to clarify what the speaker has said.  By asking relevant questions 

the listener also helps to reinforce that they have an interest in what the speaker has been saying. 

Reflection 

Reflecting is closely repeating or paraphrasing what the speaker has said in order to show 

comprehension.  Reflection is a powerful skill that can reinforce the message of the speaker and 

demonstrate understanding. 

Clarification 

Clarifying involves asking questions of the speaker to ensure that the correct message has been 

received.  Clarification usually involves the use of open questions which enables the speaker to expand 

on certain points as necessary. 
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Summarisation 

Repeating a summary of what has been said back to the speaker is a technique used by the listener to 

repeat what has been said in their own words. Summarising involves taking the main points of the 

received message and reiterating them in a logical and clear way, giving the speaker chance to correct 

if necessary. 

1.3 Effective speaking 

Speaking effectively is defined as speaking in such a way that your message is clearly heard and, if 

possible, acted upon. There are two main elements to speaking effectively: what you say, and how you 

say it. 

What you say means your choice of words. The words you might use when chatting to a friend are 

likely to be quite different from those used in a formal presentation or interview. 

Similarly, the way that you speak will also vary in different situations. However, there are also likely 

to be some common factors: for example, whether you naturally talk quietly or loudly, and how you 

use body language. 

Effective speaking means being able to say what you want to say in such a way that it is heard and 

acted upon. 

Whether you are talking to a major conference about a new scientific discovery, your children about 

their behaviour, or your boss about a pay rise, you need to be able to speak effectively. This means 

considering every possible tool and aspect to ensure that nothing distracts or detracts from your 

message. 

Effective speaking means being able to say what you want to say in such a way that it is heard and 

acted upon. 

There are three main elements of effective speaking 

− The words you use. 
− Your voice. 
− Your other non-verbal communication, particularly body language. 

2 Time management & decision making: 

Time management is crucial for women, majority of women are sharing their time among working, 

parenting, homework, social relationships and at last personal time. 

Women use to be available for everything and everyone, multi-tasking is assumed as an intrinsic-

female gender characteristic. But multi-tasking is a bit stressful and difficult to reconcile with 

organization and planning. 
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Time management and decision making are closely linked. Both skills require task planning; daily tasks 

on what we dedicate our time.   En función del tiempo dedicado a realizar unas u otras tareas la calidad 

de vida y niveles de bienestar percibidos, cambian. Depending on the time we spend performing one 

or other tasks, the quality of life and perceived levels of well-being change. 

How to improve time management? First of all, it is necessary to apply the general rule: distribute and 

organize tasks according to their importance and results and, if there is a “team” (family…), to jointly 

share the time dedicated to them. 

But why is it difficult for us to improve our time management? 

There is a routine that we unconsciously repeat: people do things believing that it is the best way to 

do them, paying more attention to our subjective perceptions and less to the objectivity of facts or 

results. This routine anchors the "we always did it on this way" or the "we think it should be in this 

way." It happens because our thinking unconsciously tends to facilitate what we expect it to be; if we 

believe that women should do the housework, for example, we will end up assuming that idea. 

Evaluating what we do, what we think we do and what we should do are aimed to draw attention to 

the results: are there more “time thieves” than we think and is there “more unequal distribution of 

tasks” than, in principle, we believe? We repeat patterns of tasks and time, without even considering 

whether it affects our personal well-being. 

To manage the time, we need to identify what are our “time thieves” 

− First “time thief”: Try to control everything. Trying to control everything indicates an inability to 
delegate. Delegation is giving another person confidence to do tasks the same, or even better than 
you. 

− Second "time thief": Not setting priorities. This temporary thief is related to important tasks and 
urgent tasks. Doing unimportant tasks first can lead to urgent unresolved or undone business; and 
conversely, with the feeling of having wasted time. But how do you know what is important and 
what is urgent? 

 
The level of importance depends on the person, it is subjective, but these rules may us: 

 
 URGENT NOT URGENT 

IMPORTANT I do it I plan it 

LESS IMPORTANT I delegate it I postpone it / I eliminate it 
 Eisenhower Matrix 
 

− Third "time thief": wanting to do too many tasks at the same time or at the same time. 
By wanting to do too many tasks to do without rest to be able to fulfil all of them, what is achieved 
is great exhaustion. Exhaustion is a "time thief." Do not forget that many times for the "common 
good", we end up doing more tasks that are not our responsibility. Therefore, it expresses the 
importance of sharing tasks and in the case of saturation, give time yourself, rest, disconnect. Take 
a walk, read something you like. Don't push yourself. 
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− Fourth “time thief”: learning to say “no”. We need to Know how to train assertiveness. This tool 
could be very useful for this objective: 
 

DETECT, ANALYSE, EVALUATE QUESTIONS THAT GUIDE YOU WRITE YOUR ANSWERS 

Detect what are the problematic 
situations 

− In what context they occur? 
− Are there people with whom 

these situations do not 
happen to us?  

− Are there people with whom 
these situations often 
happen? 

 

Analyse thinking and feelings  
 

− What is our thinking in the 
moment the problematic 
situations occur? 

−  How do we feel in that 
moment? 

− What do you say to yourself 
in that moment? 

 

Evaluate possibility 
 

− How is our relationship with 
that person?  

− Why this person wants I say 
“yes” and what is the benefit 
for him/her? What is the 
benefit for me? 

− What expectation am I trying 
to fulfill towards that person 
when I say yes but want to 
say no? What do I think he 
expects from me?  Why? 

 

 
 

− Fifth "time thief": extreme perfection! 
Being a perfectionist is a virtue, a positive quality, but its excess is not, since it becomes a time 
thief. No one can achieve excellence, nor can any task be super perfect. 
The result is that more time is spent than necessary, putting off or postponing the completion of 
other tasks. Also ask yourself if that effort of super-perfection is valued by those around you, if 
not, do things well, but do not demand of yourself what others do not appreciate. Do not demand 
yourself so much. It creates stress. 
 

− Sixth "time thief": procrastination 
Stress produces lack of concentration. A black hole for minutes and hours. And it gives way to 
procrastination: postponement of tasks, activities or situations that must be addressed, replacing 
them with other tasks, activities or more irrelevant or pleasant situations. For example, instead of 
ironing, I bake muffins, instead of cleaning, I watch a chapter of my favourite serie, instead of 
finishing a job, I check my social networks... 
 

− Seventh "time thief": lack of punctuality 
Being late occasionally or due to someone else's contingency is part of life processes, flexibility, 
understanding and empathy are other virtues in human relationships, but remember that 
punctuality is a virtue that brings benefits to time management, yours and that of others. 
 
This exercise could support to evaluate how we could manage our time.  
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In the following table, each woman should answer the option that most identify their way of acting 
at this time, taking into account the following indications:  
0 points: It does not happen to me / 1 point: Sometimes / 2 points: Usually it happens to me / 3 
points: It does happen to me.  
 

 Never Sometimes Frequently Always 

I am fully aware how I manage my time 0 1 2 3 

I plan my goals by writing a list 0 1 2 3 

I sometimes think on the future 0 1 2 3 

I have a diary/ calendar and I usually use it 0 1 2 3 

I check daily my planned tasks and time 0 1 2 3 

I use to fulfil deadlines 0 1 2 3 

I know very well my priorities 0 1 2 3 

I know to identify activities that are crucial for results 0 1 2 3 

I implement tasks by order, following their importance 0 1 2 3 

I can concentrate easily 0 1 2 3 

I avoid interruptions when I do tasks which require my 
full attention 

0 1 2 3 

I dedicate a daily time for me without interruptions 0 1 2 3 

I usually enjoy relaxing free time without problems or 
worries in my mind 

0 1 2 3 

I sleep enough time for well resting  0 1 2 3 

I respect time of other people 0 1 2 3 

I am punctual in my appointments 0 1 2 3 

I take advantage of waiting hours, travels or 
displacements 

0 1 2 3 

I make decisions easily 0 1 2 3 

I move to the action 0 1 2 3 

I usually solve problems at the moment, avoiding 
postponing them 

0 1 2 3 

I finish the tasks; I try to avoid to leave them 
unfinalised 

0 1 2 3 

I do quality work, but without falling into 
perfectionism. 

0 1 2 3 

I have no difficulties saying "no" when necessary. 0 1 2 3 

I delegate some activities to other people. 0 1 2 3 

I organize and put everything in its place, and find 
them easily. 

0 1 2 3 

I quickly locate important documents 0 1 2 3 

I have my own space and my personal things are 
organized. 

0 1 2 3 

I have enough time to dedicate to my family, my 
friends and my free time. 

0 1 2 3 

 
 

Simple methods for managing time: 
 

− Post-it method: It consists on putting coloured notes on the fridge that reflect daily tasks. Once  
you fulfil the tasks, you can remove them. 
 

− ABCD method: Assign a letter to the tasks that need to be done, according to their importance and 
urgency. “A” will be the urgent and important tasks; "B"; the urgent, but not important; "C"; the 
important ones, but that can be done quietly "D", those that can be postponed or even not done. 
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− Inventory method: It consists of reviewing what you have done during the day in order of priority, 

those that took you the least time, those that took you more time, those that you postponed… and 
evaluate the results. For example, did you spend more time doing anything that was not urgent 
and you postponed something that was because it was less pleasant to do? Did you spend more 
time on something nice, even if it wasn't urgent or important to do, than on something that really 
needed to be done? If so, why? It will help you to make visible what and how you spend your time. 
 

− Reward method: It consists of reviewing the tasks carried out according to the degree of reward 
that they have reported to you. Ask yourself first, what is the reward I have obtained for doing this 
task? This can be evaluated according to degree of satisfaction when doing it, degree of motivation 
when doing it, etc. We can calculate the time invested in making them, to assess how much “an 
hour of our time is worth”; so if we have gone to play sports, we can calculate how much we like 
that task based on time. 

 
Fighting stress 
Lot of women express that they live dealing with stressful situation and can affirm that stress 
is a common fellow traveller. Multitasking is one of the most common reason that cause this 
situation. 
To prevent stress we need to work for emotional and physical changes. Our intention of 
changing is the best starting point. The following tips can help women to fight stress: 
 
− Eliminate negative thinkings 
− Discover in problems or crisis positive opportunities for change 
− To make a list of 3 things for thanks 
− Planning the tasks 
− Avoid Multitasking status  
− Be punctual 
− Dedicate time for leisure and fun  
− Take breaks 
− To do physical exercise 
− Spend time with people who we love 
− Ward-off toxic people 
− Sleep enough time 
− Eat healthy 
− Do something spiritual 
− Take time for relaxing with supporting of any method  
 

3 Self-esteem  

 
Self-esteem is the way each one values herself, the sum of how she feels about her appearance, her 

abilities, her behaviour, how she integrates past experiences, and how she feels valued by others. It 

is our entire internal world. 

Self-esteem is not voluntary, spontaneous or natural, it comes from living conditions and from what 

each one has experienced while living her life. 
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From the age of 5-6 years is when we begin to form an idea of ourselves and this first assessment is 

based on the way in which the elders (father, mother, teachers, etc.) value us. 

Therefore, it is the family, its models and its taboos that are the first influence on the way we 

perceive our own being. 

Later, in adolescence we begin to value ourselves with cultural criteria: canons of beauty, courage, 

daring, ability to control others, etc. 

Causes of low self-esteem in women with disabilities 

− It is due to the political position of the second gender. 
− Gender violence. 

− Lack or loss of fundamental rights.  

− Gender poverty (economic exploitation) . 

− Overload of life and double effort for almost everything (double shift, simultaneous and 
contradictory activities).  

− Lack of opportunities in public life. 

− An education focused on finding the man of our life and going from depending on the father 
to depending on the husband. 

− Constant misogynistic and anti-feminist social friction that requires us to carry out defensive, 
demonstrative or assertive gender actions. Because we are evaluated from myths (perfect 
wife, mother and housewife ...) 

− Disability status 

− Barriers women with disabilities face in their daily life. 
 

Low self-esteem symptoms 

− Anxiety. 

− Feelings of guilt. 

− Hypersensitivity 

− Always see the negative side of everything. 

− Feelings of helplessness. 

− Self-destructive impulses. 

− Harsh and excessive self-criticism.  

− Not knowing how to put limits on people (not knowing how to say no) for 

− Hypersensitivity to criticism from others. 

− Chronic indecision. 

− Neurotic guilt, judged and condemned for everything, even for other people's things. 

− Hostility, irritability on the surface. 

− Defensive tendencies, widespread negativity, and a lack of will to live. 
 

For increasing the self-esteem, it is very important to learn how to care ourselves: 

− Learning to be positive in our self-communication. 
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− Evaluate how we care ourselves  

− assess the causes of the lack of self- care 
 

Careless vs. self-caring 

Some causes of careless we face in our daily life: 

− Put first the needs of the others and not mine 
− Never saying “no” 

− Not know yourself 

− Rest only when we are sick 

− Feel guilty and not forgive us 

− Do not dedicate time ourselves 

− Do not enjoy leisure activities 

− Not having our own space for relaxing 
 

We would tend to develop the following guidelines for self-caring: 
 

− Think about ourselves 

− Learn to say "no" 

− Know ourselves inside and out 

− Rest before the body demands it from us 

− Set priorities 

− Be flexible / accept not be perfect / forgive ourselves 

− Enjoy leisure and free time 

− Have your own space 
 

Care ourselves is very important to improve and train our self-esteem. We need to assess and care 

our: 

Mental health: 

− Think about yourself, recognize yourself 

− Assess our negative thinking. 

− List your achievements. 

− Do we realize how we speak to ourselves? 

− Thinking is a habit, we need to practise  thinking well. 

− Have hobbies 

− Listen to music 

− Smile 
 

Physical health: 

− Practise physical exercise 

− Eating healthy 
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− Go to your doctor for regular check-ups (prevention) 

− Give you a massage / sleep well 

− Cultivate your sexuality (both with you and as a couple) 

− Put on the clothes you like 

− Put on makeup several days a week 

− Wear perfume or cologne that makes you feel good 
 

To improve our self-confidence status, first we need to learn how to self-assess it, this questionnaire 

could be a good way to do it: 

So… How Self-Confident Are You? Take the quiz below to find out! 

Instructions 

Please rate each statement, on a scale of 1-5 (1 for less true; 5 for more true). Please choose the one 

number that best represents your feelings, thoughts, and behaviors (rather than how you think you 

should be), and don't worry if some questions seem to score in the 'wrong direction'. Choose how 

true each statement is for you.  

Statement  Score 

1. I am eager to learn new things.  
2. I take pride in doing a good job and being a nice person.  
3. I can handle criticism without being too emotional.  
4. I know what things I am good at, and those that I’m not.  
5. It is okay if I win or if I lose, because there is always a learning curve.  
6. Before I do something, I usually think “I can do it.”  
7. I like to try to do things without help but, I don’t mind asking for help if I really need it.  
8. I like myself.  
9. I do what I believe to be "right," rather than what I think is expected of me  
10. I handle new situations with relative comfort and ease.  
11. I feel positive and energized about life.  
12. If something looks difficult, I do not avoid doing it.  
13. I keep trying, even after others have given up.  
14. If I work hard to solve a problem, I'll find the answer.  
15. I achieve the goals I set for myself.  
16. When I face difficulty, I feel optimistic and positive.  
17. I relate to people who work very hard, and still don't accomplish their goals.  
18. People give me positive feedback on my work and achievements.  
19. Even if I do not experience success early in a process, I continue forward with focus 
and a strong mindset. 

 

20. When I overcome an obstacle, I think about the lessons I've learned.  
21. I believe that if I work hard, I'll achieve my goals.  
22. I have contact with people of similar skills and experience who I  
23. I do what I believe to be right, even if others mock or criticize me for it.  
24. I do not govern my behavior based on what other people think.  
25. I am willing to take risks and go the extra mile to achieve better things.  

26. I go out of my comfort zone, I do not fear failure, and so I take risks.  
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27. I do not have difficulty admitting my mistakes, and learning from them.  
28. I do not cover up mistakes and do not try to fix the problem before anyone notices.  
29. I do not wait for others to congratulate me on my accomplishments.  
30. I do not extol my own virtues as often as possible to as many people as possible.  
31. I accept compliments graciously. “Thanks, I really worked hard on that prospectus. 
I’m pleased you recognize my efforts.” 

 

32. I do not dismiss compliments offhandedly. “Oh that prospectus was nothing really, 
anyone could have done it.” 

 

33. I am often confident about my own decisions.  
34. I fully accept every part of myself including my flaws, fears, behaviors, and qualities I 
might not be too proud of. I am a worthy and capable person. 

 

35. I am a worthy and capable person.  

Total score  
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Module 4: Soft Skills for women with disabilities for women with 

disabilities at labour market 

Training Curriculum:  

1. Purpose of the training 

The purpose of the training is to provide the trainees, meaning, women with disabilities, with tools 

to be able to use theirs soft skills for a good entrance at labour market. Often persons with 

disabilities and who are low-skilled face many difficulties in today’s world as to identify theirs softs 

skills and the process to identify these skills and to transform in good skills for labour market it's 

really important. While from one point of view basic skills acquired during the day to day life skills 

may be seen as an obstacle, but these skills also offer many possibilities, for example, easier 

capacity to manage time and communication and also to work from home, as many jobs can be 

done by working from home with a compute 

It is of great importance to inform women about the possibilities connected to their soft skills can 

offer. At first capacity communicate with others require the ability to achieve the others with 

different methods of communication. With the ability connected to use the voice but at same time 

to put in camp the ability to communicate with the language of our full body.  

At the same time, it's important to give some basic competences to women connected with the 

abilities to discover to manage the time with.  To learn some basic soft skills, the women will be 

motivated to learn these new skills and possibly change their future for better. 

It is always advisable to inform them about the importance to improve their self-confidence, if they 

feel more self-confident 

 

2. Keywords and phrases 

The main objectives of this module are:  Help the women with disabilities to recognize and manage 

the 'Soft Skills' that every of them have but has not the conscience to manage.  

The general objective is to learn how to recognise and improve  

The main things to focus on in this module are: Soft-skills, effective communication, active 

listening, effective speaking,  time management, decision making, self-esteem, self-confidence, 

self-assessment of their soft skills, time management and self-esteem. 

3. Objectives 

The objectives of the module are as follows: 

 To give an easy and clear introduction to soft skills;  
 To give to trainees a methodology to understand their abilities and their strengths and 

weakness at workplace 
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 To teach about good communication skills when communicating with a potential employer, 
or colleagues at workplace, explain why communication is important.  

 Learn of different skills of communication: Active listening, active speaking. 
 Discover some resources and methods to improve their time-management 
 Increase their self-confidence and self-esteem to be ready for work. 

 

4. Learning outcomes 

Capacity of the women with disabilities to recognize and manage theirs 'Soft Skills'. Increase women 

ready to put their self actively in contact with the word of work and profession. Women will be 

trained to communicate effectively and for a good time-management and decision making. In 

addition, women will learn how to self-assess their self-esteem status and to plan conducts and 

tasks for changing their lives. 

5. Course contents 

The training will be organised in 12 hours of work articulated in three different phases / units. 

 Recognize and manage the 'Soft Skills' and how to communicate effectively  (4 hours to be 
divided into two 2-hours session) 

 Time management and decision making (4 hours to be divided into two 2-hours session) 
 Self confidence and self-esteem (3 hours to be divided into two 1.5 hours session) 
 Evaluation of  the progress recorded (1 hour session) 

 
4.1. Phase / Unit - Recognize and manage the 'Soft Skills': Main topics: How discover the  three key 

components to personal motivation: (1) future time perspective; (2) self and identity-based 

concepts, including self-efficacy and self-concept; and (3) the interaction between intrinsic and 

extrinsic motivation.  

How identify the components of intrinsic motivation – including curiosity, involvement, importance, 

and preference for challenges; Knowing how to communicate effectively; Strategies for knowing 

how to communicate with the others.  

4.2. Phase / Unit - Knowing how to work in a team;  Being able to assess their time-management 

skills and decision making; to discover and evaluate their “time thieves”; to manage stress 

situations; 

4.3. Phase / Unit - to develop self-esteem; How Turning weaknesses into strengths; and self-assess 

of their self-esteem status in order to provide them an starting point for planning for future and 

organise their lives in a better way; 

 4.4. Phase / Unit - Test to evaluate progress recorded; First Test on paper (with a total of 15 

multiple choice questions), for a total of half an hour, aimed at establishing the progress achieved; 

Test correction peer to peer;   open comparison on the result of the course. This phase is very 

important for trainees because allow them to self-evaluate their abilities and how the module has 

contributed to discover their capacities and competences  and as well their chances in employment. 
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6. Learning hours* 

This module consists of some phases / units with a total of 12 hours of training  and it should be 
possible to skip a phase if the issue to be discussed is known to them. It is recommendable to train 
this module together module 2 and 6, so the duration could be modified following trainer criteria 
and needs of women. 

 

7. Teaching and learning methods 

Training methods: seminars and workshops face to face, discussions both in groups and involving 

all the class, and practical independent work. Peer to peer methodologies to evaluate the 

advancement of the participants and to develop the self-esteem of women with disabilities.   

 

8. Assessment methods 

After each part of the module, the trainer will evaluate the knowledge of the trainees. The 

knowledge will be evaluated by asking follow-up questions which include both the self-assessment 

of the trainee and the independent work carried out by the trainee. Since it is always necessary for 

women, and people in general, to learn to communicate more and to assess the situation, the 

inclusion of self-assessment in training is crucial. 

Will be utilized the subsequent method to measure the assessment: Test of satisfaction; test for 

measure the new competences acquired; peer to peer correction of the participants work out. 

9. Resources  

The necessary resources are:  the computer with an internet connection, a projector, a job interview 
application, descriptions of various positions and the duties, time management and self-esteem 
forms, office supplies (es. 30 Pens; 30 Pencils; 15 Coloured pens; a Blackboard) 

10. References  

Since the references used will vary from country to country, they need to be adapted to each 
specific country. Here are some useful references in English, for example, for writing a CV, and also 
some social media applications that should be acquired for professional needs. 

Women at work:  

 https://www.ilo.org/global/about-the-ilo/history/centenary/WCMS_480301/lang--
en/index.htm  

 www.ilo.org/global/topics/disability-and-work/WCMS_744365/lang--en/index.htm 
 https://eaea.org/project/life-skills-for-europe-lse/ 
 https://www.ilo.org/global/topics/domestic-workers/who/lang--en/index.htm 

                                                           
* See section 11 Observations / Further recommendations at the end of this module to see how to plan the Schedule of 

the training. 

https://www.ilo.org/global/about-the-ilo/history/centenary/WCMS_480301/lang--en/index.htm
https://www.ilo.org/global/about-the-ilo/history/centenary/WCMS_480301/lang--en/index.htm
http://www.ilo.org/global/topics/disability-and-work/WCMS_744365/lang--en/index.htm
https://eaea.org/project/life-skills-for-europe-lse/
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Soft skills: 

 
 Bancino, R., & Zevalkink, C. (2007). Soft skills: The new curriculum for hard-core technical 

professionals. Techniques: Connecting Education and Careers (J1), 82(5), 20-22.   

 Carvalho, M. M. D., & Rabechini Junior, R. (2015). Impact of risk management on project 
performance: the importance of soft skills. International Journal of Production Research, 
53(2), 321-340.  

 Jónsdóttir, I. (2016). Hard or soft skills?: how the Erasmus plus project leaders view the 
relative importance of skills when it comes to conducting their projects (Doctoral 
dissertation).  

 Schulz, B. (2008). The importance of soft skills: Education beyond academic knowledge. 

 Icaro project: http://icaro-softskills.eu/  
 WhomeN project: http://www.whomenplatform.eu/ 
 https://www.hortoninternational.com/global-offices/hungary/en/news/5-time-management-

tips-for-women-leaders  
 https://www.lifejunctions.com/stop-feeling-guilty-mom/ 
 https://www.lifejunctions.com/better-to-do-list/ 
 https://www.lifejunctions.com/category/time-management/tips-from-real-women/ 
 https://www.lifejunctions.com/time-management-for-women/ 
 https://www.classycareergirl.com/2015/09/my-13-time-management-and-productivity-

principles-for-dream-career-launchers/ 
 Ayuntamiento de Guadarrama (2019), Guía gestión y usos del tiempo. Comunidad de Madrid. 

Cofinanciación: Fondo Social Europeo. 

 Auxiliadora E. zapata navarro, Gloria Alonso Rodríguez, Alejandra Zapata Navarro, Guía de 
gestión del tiempo, Alcobendas creciendo en igualdad. Comunidad de Madrid. Cofinanciación: 
Fondo Social Europeo. 
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https://www.hortoninternational.com/global-offices/hungary/en/news/5-time-management-tips-for-women-leaders
https://www.lifejunctions.com/stop-feeling-guilty-mom/
https://www.lifejunctions.com/better-to-do-list/
https://www.lifejunctions.com/category/time-management/tips-from-real-women/
https://www.lifejunctions.com/time-management-for-women/
https://www.classycareergirl.com/2015/09/my-13-time-management-and-productivity-principles-for-dream-career-launchers/
https://www.classycareergirl.com/2015/09/my-13-time-management-and-productivity-principles-for-dream-career-launchers/
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11. ANNEX –SESSION PLANS: (see the annexed table)  

Module nº 4 / name:  Soft skills for women with disabilities at labour market 
Session nº 4.1: Recognize and manage the 'Soft Skills'.  
Session nº 4.2: Effective communication 
 
Expected duration: 4 hours 
 
General Objectives: easy and clear introduction to soft skills/ new methodologies to approach the world 
of work 
 
Resources: Classroom should be adequately equipped to achieve the purpose of the training. It must have 
the appropriate technological means for the teacher: computer with internet connection, screen and 
image projector with embedded sound. It is needed one PC per trainee with an internet connection, a job 
interview application, descriptions of various positions and the duties, self-esteem forms, office supplies 
(es. 30 Pens; 30 Pencils; 15 Coloured pens; a  Blackboards). 

 
4.1. Recognize and manage  the “Soft Skills”.  

 
Learning outcomes:  
 
How discover the three key components to personal motivation: (1) future time perspective; (2) self and 
identity-based concepts, including self-efficacy and self-concept; and (3) the interaction between intrinsic 
and extrinsic motivation. How identify the components of intrinsic motivation – including curiosity, 
involvement, importance, and preference for challenges; Knowing how to communicate effectively; - 
Knowing how to work in a team; to  Being able to manage stress situations; to develop self-esteem; How 
Turning weaknesses into strengths; How Have adaptability;  Keep up to date; Abilities and methodologies 
to  Work for goals; Strategies for knowing how to communicate with the others 

 
Methods / key points: 
 

− Seminars and workshops face to face, discussions both in groups and involving all the class, and also 
practical independent work. 
 

Activities (time, description in details,…): 
 
The trainer introduces themselves and their needs; they discuss each other and they could use the circle 
method to know their potentiality and their commons fears and strengths; the theme to be discussed and 
the results to be achieved. 

1. Trainer starts the training with introduction of the “I am” method. In this method the class group 
is divided in pairs, and using  a template women interview each other for 15 minutes; each woman 
should assess their strengths, weaknesses, hobbies and goals. 
 

Strengths Weaknesses  

 
 
 
 
 
 
 
 

 

Hobbies  Goals 
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Comments 

 
 
 
 

 
Once both women have participated, each of them introduces her colleagues to the class. 
All this templates will be hanged in a common poster on the wall and they will be there until the end of 
the module training. 
This session will last 50 minutes. 

 
Assessment: 
 
The unit session can be completed when the trainee has acquired the results to be achieved. The trainee 
can use their soft skills to approach the world of work. The group will evaluate the results and the 
importance of the developed self-assessment to train their soft skills because we evaluate the starting 
point. 
 

 

4.2. Effective communication 
 

Learning outcomes:  
 
Learners will be trained in effective communication through the following issues: 

• Communication particularly  - Effective Communication in the Workplace 

• Active listening 

• Effective speaking 
 

Once learners finish the unit will be able to produce a professional and personal short presentation of 
themselves. This presentation should be motivating and effective to be used in their professional portfolio 
in video format and during job interviews.  
 

Methods / key points: 
 

− Online group workshops and discussion 

− Practical independent work. 

− Teamwork (product: poster/presentation and practical activity).  

− Group writing exercise. 

− Group web exercise. 

− Elevator Pitch method 
 

Activities (time, description in details,…): 
 

1. The trainer introduces the main contents to develop an effective communication and active 
listening following described contents in “Introduction” document. This part of the unit lasts 50 
minutes maximum. 
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2. Next to this theoretical introduction, class will be divided in groups of 4-5 and with support of 
computer, they will look at some videos on effective communication and other online resources 
in order to make a poster ( or presentation in Power Point if they have the enough skills for that). 
In this poster each group  will introduce key points for the three issues explained by the trainer 
at the beginning of the class: 

a. Effective communication at workplace 
b. Active listening 
c. Effective speaking 

Each group will provide an example activity to develop the trained skill. The groups will work for 
40 minutes. 
 

3. After the work in groups, they introduce the developed work to the other groups in a practical 

way and promoting participation of the other women in the planned activity. (40 minutes 

maximum; 12-15 minutes per group) 
4. After this trainer explain the Elevator pitch method 

An elevator pitch is a brief, persuasive speech that you use to spark interest about you and what 
you can offer to the  organization in what you are developing a recruitment process. You can also 
use them to create interest in a project, idea, or product. A good elevator pitch should last no 
longer than a short elevator ride of 20 to 30 seconds, hence the name. 
 
They should be interesting, memorable, and succinct. They also need to explain what makes you 
– or your organisation, product, or idea – unique.  
The trainer should provide them some examples, for example this video: 
https://www.youtube.com/watch?v=uv357YzY7-k  (in Spanish, but we can introduce others 
similar in other national languages or in English). 
Once learners have understood the method, they should work in their personal presentation ( By 
writing first during first 30 minutes but by oral in the last 20 minutes, where each learner will 
introduce their presentation. The trainer should record the presentations with a mobile and send 
them later by email or WhatsApp in order each women can evaluate the results or improve them 
in the future, or maybe to use them to be introduced in their personal portfolio/ CV.  

  

Assessment: 
 
The produced outputs in each phase will serve by personal evaluation of the entire unit, and also for 
personal evaluation of their progress after the training. 
Trainer should offer their corrections and recommendations if they were necessary. 
  

 

Module nº 4 / name:  Soft skills for women with disabilities at labour market 
Session nº 4.3: Time management and decision making 
  
Expected duration: 4 hours 
 
General Objectives: easy and clear introduction to time management and decision making skills, main 
characteristics and key factors; what are the “time thieves “and how to deal with them; learn simple 
methods for managing time; how to fight stress.  
 
Resources: Classroom should be adequately equipped to achieve the purpose of the training. It must have 
the appropriate technological means for the teacher: computer with internet connection, screen and 
image projector with embedded sound. It is needed one PC per trainee with an internet connection, self-
assessment of time management forms, office supplies (es. 30 Pens; 30 Pencils; 15 Coloured pens; a  
Blackboards). 

 

https://www.youtube.com/watch?v=uv357YzY7-k
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4.3. Time management and decision making  
 

Learning outcomes:  
 
How discover key components of time management & decision making: (1) what implies; (2) what are the 
“time thieves” and discover how they influence in their daily lives; and (3) simple methods for managing 
time and fighting stress.  
Learners will learn how planning could help them for setting priorities; how to learn to “ say no” through 
self-assessment of their time management and feelings. 
Also, they will learn simple methods which help them to manage the time and combat stress : post-it 
method, ABCD method, etc. 

 
Methods / key points: 
 

− Online group workshops and discussion 

− Practical independent work. 

− Teamwork (product: poster/presentation and practical activity).  

− Group writing exercise. 

− Group web exercise. 

− “Learning to say no”, self-assessment method 

− Post-it method 

− ABCD method 

− Inventory method 

− Reward method 
 

Activities (time, description in details,…): 
 
1. The trainer presents the topic and organizes an ice-breaking activity by writing down the words “I 

OWN MY TIME” on the board and asks what barriers they have encountered as women with 
disabilities in their daily life that put difficulties for managing time effectively. They discuss on that for 
20 minutes, the trainer will try all women participate in this activity 

2. The trainer introduces what are time management and decision making skills and classifies their main 
characteristics them on the board according to different aspects of women daily lives (Work- Caring-
Housing- Free time- Self-caring). Presentation will last 50 minutes 

3. trainer asks them what “time thieves” concept means and they work in small groups to answer this 
question. Meanwhile trainer share to each group a card where one of each “time thief” are written. 
Women discuss and prepare explanations to introduces the concepts to the other classmates. Women 
will work on that for 40 minutes. 

4. After that women will self-assess their time management through two activities: 
a. “Learning to say no” and train assertiveness.  
b. Self-evaluation on how we manage our time. 
c. Planning their schedule for an “ideal” but realistic  week. 

Each women will work on both activities for 60 minutes  
 

5. After that, trainer introduces them some simple methods for managing time and practice one of them: 
a. Post-it method 
b. ABCD method 
c. Inventory method 
d. Reward method 

This part will last 30 minutes 
 

6. Finally, some tips for managing stress will be introduced through a dynamic and participatory 
presentation by the trainer. This part lasts 20 minutes. 
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Assessment: 
 
The unit session can be completed when the trainee has acquired the results to be achieved. The trainee 
can use their time management  skills to approach the world of work. The group will evaluate the results 
and the importance of the class through the “Brainstorming method” on the learned concepts and how 
they can add them to their profile. This part last 20 min max. 
 

 

Module nº 4 / name:  Soft skills for women with disabilities at labour market 
Session nº 4.4: Self-esteem 
  
Expected duration: 3 hours and a half 
 
General Objectives: easy and clear introduction to self-esteem and self-confidence, main characteristics 
and key factors; what are the barriers that affect the good development of both and how to deal with 
them; learn simple activities to improve self-esteem and self-confidence.  
 
Resources: Classroom should be adequately equipped to achieve the purpose of the training. It must have 
the appropriate technological means for the teacher: computer with internet connection, screen and 
image projector with embedded sound. It is needed one PC per trainee with an internet connection, self-
assessment of self-esteem forms, office supplies (es. 30 Pens; 30 Pencils; 15 Coloured pens; a  
Blackboards). 

 
4.4. Self-esteem  

 
Learning outcomes:  
Learners will be trained on the improvement of self-esteem and self-confidence through the following 
issues: 

• Causes of low self-esteem in women with disabilities 

• Low self-esteem symptoms.  

• Careless vs. self-caring: how important are mental and physical health and how they influence 
self-esteem 

 
Once learners finish the unit will be able to evaluate and improve their self-esteem by  themselves. Along 
the unit some tools and resources are introduced to them for future application in their lives 
 

 
Methods / key points: 
 

− Online group workshops and discussion 

− Practical independent work. 

− Teamwork (product: interactive evaluation among them).  

− Group writing exercise. 

− “list our strengths”, self-assessment method 

− “self-presents” magic box method 

− “face the mirror” method 
(All these methods are described in document “Introduction of the Module 4 of this curriculum named 
“soft skills for women with disabilities at labour market”). 

Activities (time, description in details,…): 
 
1. The trainer introduces what are self-esteem and causes which produce low self-esteem with special 

focus on those for women with disabilities. Also symptoms of low self-esteem will be introduced. 
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Trainer will provide with examples and audiovisual resources (videos scenes from films, and 
photographs, texts…)   Presentation will last 50 minutes. 
 

2. After this presentation trainer asks them what are the differences  between Careless vs. self-caring 
concepts and they work in small groups to answer this question. Women discuss and prepare 
explanations to introduces the concepts to the other classmates. Next trainer will introduce them 
some tips for care-selves as a way to improve their self-esteem and self-confidence. This part will last 
20 minutes. 
 

3. After that women will self-assess their self-confidence through questionnaire. Women will work on 
this activity individually for 20 minutes. 
 

4. After that, trainer introduces them 3 simple methods for improving  self-esteem  and practice each of 
them for 40 minutes, adapting them to be developed with the class group of them: 

a. List your strengths. The method will be introduced by the trainer for 10 minutes, after that 
women will work individually to make the three lists and after that will work in pairs to 
exchange ideas, feelings and goals with their classmate 

b. Self-gifts raffle. The method will be introduced by the trainer for 10 minutes, after that 
women will work individually to make the gift list and writing them in a card under her name.  
Once the lists are done, the trainer will prepare  a magic box and put inside all the cards. 
Trainer choose and pick up a card from each colour ( one colour for each woman) and read 
it, and at the same time class group say a compliment to the woman of the card. After that 
the women will engage for developing their presents and the method in their daily lives. 

c. Face the mirror. This method will be introduced by the trainer for 15 minutes but they will 
implement at class in a different way. They will work in pairs  and each of them say to another 
classmate a compliment or motivating expression, then the women will answer with another 
and viceversa.  After finishing, women will share their feelings, emotions with the rest of the 
class. 

 

 
Assessment: 
 
The unit session can be completed when the trainee has acquired the results to be achieved. The trainee 
can use the learned methods and contents  in order to improve their self-esteem and self-confidence. But  
evaluation of the unit will be implemented in the following unit. 

 

Module nº 4 / name:  Soft skills for women with disabilities at labour market 
 

Session nº 4.4: Progress evaluation  
Expected duration: 30 minutes 
 
General Objectives: evaluate the achieved progress in the entire module. 
 

Resources: Office supplies (es. 30 Pens; 30 Pencils; 15 Coloured pens; a  Blackboards). 

 
4.4. Progress evaluation  

 
Learning outcomes:  
This phase aimed at establishing the progress achieved. 
 

Methods / key points: 
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− Test correction peer to peer; open comparison on the result of the course 
 

Activities (time, description in details,…): 
 
First Test on paper (with a total of 20 multiple choice questions), for a total of 12 hours of work along the 
module; 

 

 
Assessment: 
 
Test correction peer to peer; open comparison on the result of the course open discussion over the 
acquired competences and their put in practice on the world of work. 
 

 

12. Observations / Further recommendations 

This training module should be trained in a complementary way together Module 2 “New Yields of 

employment and ICT competences for women with disabilities” of this training programme and also 

Module 6.  

Module 6 “Accompanying strategy for Job Advisors” is exclusively aimed to train the trainers and 

counsellors who are going to design the professional itineraries for labour inclusion of women with 

disabilities who participate in training. 

Taking into account the above, the trainer who trains this module 2, should be trained with the 

contents of Module 6. 

Once trainers have assimilated these contents from Module 6, they can plan the training of Module 

2 & 4 together. The total duration of these modules could be planned and adapted to women 

needs: they could last from 20 to 30 hours maximum. 
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