
Tanu Girotra

Soft Skills Soft Skills 
for the for the 

TrainersTrainers
An Acitivity Based Learning

As per CBCS Syllabus

Sultan Chand & Sons

Scan to Preview

Scan to Preview



As per CBCS Syllabus

SOFT SKILLS
for the

TRAINERS
An Acitivity Based Learning

Tanu Girotra

SULTAN CHAND & SONS
Educational Publishers

New Delhi



SULTAN CHAND & SONS®

Educational Publishers
23, Daryaganj, New Delhi-110 002
Phones : 011-23281876,  23266105,  41625022 (Showroom & Shop)

011-23247051, 40234454 (Office)
E-mail : sultanchand74@yahoo.com; info@sultanchandandsons.com
Fax : 011-23266357; Website : www.sultanchandandsons.com

First Edition: 2021; Reprint: 2025
ISBN : 978-93-5161-196-7 (TC-1237)
Price : ` 195.00

EVERY  GENUINE  COPY  OF  THIS  BOOK  HAS
A  HOLOGRAM

In our endeavour to protect you against counterfeit/fake
books, we have pasted a copper hologram over the cover of this
book. The hologram displays the full visual image, unique 3D
multi-level, multi-colour effects of our logo from different angles
when tilted or properly illuminated under a single light source,
such as 3D depth effect, kinetic effect, pearl effect, gradient
effect, trailing effect, emboss effect, glitter effect, randomly
sparking tiny dots, micro text, laser numbering, etc.

A fake hologram does not display all these effects.
Always ask the bookseller to put his stamp on the first

page of this book.

All Rights Reserved: No part of this book, including its style and presentation, may be reproduced,
stored in a retrieval system, or transmitted in any form or by any means–electronic, mechanical,
photocopying, recording or otherwise without the prior written consent of the Publishers. Exclusive
publication, promotion and distribution rights reserved with the Publishers.
Warning: The doing of an unauthorised act in relation to a copyright work may result in both civil
claim for damages and criminal prosecution.
Special Note: Photocopying or Xeroxing of educational books without the written permission of
Publishers is illegal and against Copyright Act. Buying and selling of pirated books is a criminal
offence. Publication of key to this is strictly prohibited.
General: While every effort has been made to present authentic information and avoid errors, the
author and the publishers are not responsible for the consequences of any action taken on the basis
of this book.
Limits of Liability/Disclaimer of Warranty: The publisher and the author make no representation
or warranties with respect to the accuracy or completeness of the contents of this work and specifically
disclaim all warranties, including without limitation warranties of fitness for a particular purpose.
No warranty may be created or extended by sales or promotional materials. The advice and strategies
contained herein may not be suitable for every situation. This work is sold with the understanding
that the publisher is not engaged in rendering legal or other professional services. If professional
assistance is required, the services of a competent professional person should be sought. Neither the
publisher nor the author shall be liable for damage arising herefrom.
Disclaimer: The publisher have taken all care to ensure highest standard of quality as regards
typesetting, proofreading, accuracy of textual material, printing and binding. However, they accept
no responsibility for any loss occasioned as a result of any misprint or mistake found in this
publication.
Author’s Acknowledgement: The writing of a Textbook always involves creation of a huge debt
towards innumerable author’s and publications. We owe our gratitude to all of them. We acknowledge
our indebtedness in extensive footnotes throughout the book. If, for any reason, any
acknowledgement has been left out we beg to be excused. We assure to carry out correction in the
subsequent edition, as and when it is known.

Printed at : Raja Offset, Dilshad Garden Industrial Area, Delhi-110095



Preface

Soft skills Training contributes to smoother running practices,
better services, greater efficiencies, fewer unhealthy conflicts,
more satisfied staff and an improved ability to meet the
challenges of an evolving and increasingly complex work
environment. This book will equip students, employees,
employers, trainers with the skills needed to work effectively
with stakeholders, co-workers, target groups and trainees. It
is designed for trainers, coaches, teachers, managers,
employers, consultants to upgrade their skills. This book
offers innovative and engaging activities designed by leading
soft skills expert. The straightforward, practical instructions
help you prepare and deliver the training programs quickly
and effectively.

Whether you are a professional trainer who needs to pull
together a training program, or someone who does a bit of
training as a part of your job, you’ll find this activity-based
book useful and a timesaver.The book can enhance soft skills
to a wide community of trainers, coaches, HR advisors,
consultants and psychologists.

This book is a comprehensive source of information and
provides elements of training methodology, instructions and
tips for the trainers and facilitators to conduct soft skills
training programmes in their concerned institutes, schools,
colleges etc.

The main target users of this book are managers,
employers, employees, trainees, teachers, college students like



iv

students of Psychology, Soft Skills Training programme,
Management, Social Work, Mass Communication. They can
use this book in Schools, Colleges, Organizations, NGOs or
Corporate sector as it involves the process of participatory
learning.

This book mainly deals with the topics on Soft skills which
enable the facilitators to provide effective, joyful based
experiences to their target groups.

Conducting sessions with their target groups on soft skills
without using activities can be boring, monotonous and lacks
interest from the people. And by implementing these activities
along with the theory can help to build people’s interest and
encourage them to take active participation.

Tanu Girotra

Preface
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Soft Skills have become absolutely essential for the 
growth and success of an individual, students, 
employees and organizations. The reliance on soft 
skills is on the increase due to constant change in the 
work environment, changing education system, 
information-based economy, globalization and 
customer-driven market. Soft skills are not 
replacement for any technical skills, in fact, they are 
complementary to each other and serve to unlock the 
potential of people equipped with technical or 
knowledge-based skills. This book on Soft Skills is a 
comprehensive source of information and provides 
elements of training methodology, instructions and tips 
for the trainers and facilitators to conduct Soft Skill training programmes in their 
Schools, Colleges, Institutes, NGOs, Government Organizations and Corporate 
sector. It enables the trainers to provide effective, joyful and practical based 
learning and experiences to their target groups.
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