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Lecture # (1) Part-1
What is the Subject of this Course 2?2

The Main Tobics of this Lecture #1:
#> Introducing the instructor & TA's.

#» Introducing the GEN 1004 Course

> What are 'Soft’ vs. 'Hard' Skills?
> The Course Specification file has:

> The ILO's of the Course.

The Teaching System is2methods:
(Direct Lectures & Self Study/Reading)

*Exams & Assessment System.
*References of the Course.

-Note the Self-studypart of the sheets
whichizsbasedontheszereferences.

*

#
"

&N

We study some types of Soft (Life) Skills that are essential for Engineers
What are these Skills? And Why ?7?

Introduction:

Most organizations require that those who work in them to have A If}ou h‘“_e
certain abilities that allow them to do their jobs effectively. These f: s one of this
abilities are known as ‘Hard or Technical SKkills’ and to learn them one F" U se |t
usually enrolls in some sort of educational program i.e. where they
receive classroom instructions and often do practical training as well.
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However, to work in any occupation you also need what are referred
to as ‘Soft SKills’ (often referred to as Life SKills). Soft skills as
opposed to Hard/Technical Skills greatly impact personality
development of all employees. Organisations today recognize that
professional development of their employees are essential and plays
an important part in maintaining relationships with their customers,
clients, suppliers co-workers and in developing a successful business
or work. Furthermore, it is found that ‘Soft SKkills’ are not
replacement for ‘Hard Skills’. In fact, they are comlementary to them and serve to unlock the
potential of people equipped with ‘Hard Skills’.

The sooner the relevant soft skills Hard Ski]_ls VS. SOft SkﬂlS:

are learned and developed the ' ° >
better. The learning stage of theses What S the Dlﬁ‘esl;%lls('i%ls )

skills must start at .least at .the o ;Iagﬁj t_SkI"Sk_” t VS Also known as "people e skills
gradute school level - if not earlier. |JEEEEEEUEEERIELY S? S or "interpersonal skills:

Note that ,today most companies, |RUEIEICEERAE quantlfy. gl (2 s 303 ) ol 53
while interviewing the job seekers, | .qu- Proficiency in a foreign language =~ Communication

are not really very worried about . e s e it
the candidates’ technical or | [= JAdegree orcertificate j ¥ Flexibility
domain depths. Companies know

that they can teach them the most 54 Typing speed ¥ |11|_Leader5hf
exotic/hard technology effortlessly, @ Machine operation % eamwor
but they also know that soft skills W Computer programming T } 3 Time Management

are the hardest to drive in Hence,
the right time to learn these essential skills is the time when you are preparing for your
graduate program.

What Are Soft Skills? >3 A% o p3 (¥ L e (Biia diaa die 3 b s (e

Soft Skills are the personal character traits or qualities each of us has. They make us who we
are, generally encompassing our attitudes, habits and how we interact with other people. Soft
Skills refer to abilities that make people better employees and open doors for opportunities
that are not directly related to the subject matter of their jobs. In other words, soft skills refer
to person’s ability to relate to others, to get him/her and others organized, to communicate in
written, spoken or any nonverbal other forms.

Soft skills have been defined by the World Health Organisation as follows:
“These are the abilities for adaptive and positive behaviour that enable

individuals to deal with the demands and challenges of everyday life.”

UNICEF defines these skills (called life skills) as:
“A behaviour change or behaviour development approach designed to

address a balance of three areas: knowledge, attitude and skills.”

Importance of Soft Skills
Many researches at(e.g., Harvard University, Stanford Research Center, and 850
Carnegie Foundation) have concluded that 85% of job success comes from
having well-developed soft/life/people skills. Same researches showed that
only 15% of job success comes from technical or hard skills.
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Types of Soft Skills:

Soft skills include psycho-social abilities and interpersonal skills that help people take decisions,
solve problems, think critically, communicate effectively, build health relationships,
demonstrate qualities of leadership and team building, manage time effectively, and cope with
the stress and strain of life in a healthy, positive, and productive manner.

Essentially, there are two kinds of soft skills- those related to thinking called ‘Thinking Skills’
and skills related to dealing with others called ‘Social Skills’. While thinking skills relate to the
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personal level, the social skills include interpersonal skills. It is the combination of these two
types of skills that are needed for achieving behaviour change and negotiating effectively.

Examples of ‘Thinking Soft Skills’: All types of analyfical skills(communication: reading, listening, writing,
speaking) critical thinking; data analysis; research; presentation; problem solving; creativity; commitment; time
management; initiative; assertiveness, self awareness; interpersonal skills, flexibility; integrity; diplomacy;
organization; personal grooming; risk taking; stress management; ability to work under pressure; briefing; etc..
Examples of ‘Social Soft Skills’: Team work; team building; leadership: meeting management; negotiation
skills; conflict resolution; coaching; work ethics; work etiquette; arguing; public speaking; job interview; etc..

Creative Thinking Definition, Skills, and Examples

Top Creative Thinking Skills

ANALYTICAL zi] [;% |
Ability to analyze p = E‘
things first —

ORGANIZATION
Being able to structure
a plan of action with clear
goals and deadlines

®)

COM MUNICATION
Strong written and oral
skills, ability to listen and
ask the right questions

/

OPEN-MINDED
Thinking of things no

one else has considered
before -

PROBLEM SOLVING
Ability to solve an
important issue

=
W
o

|

The Need for Soft Skills: Using "Soft skills" to

Soft skills allow us to use, effectively and efficiently, |(;-hicve higher goals
our technical skills and knowledge. They improve
the way we interact with our bosses, co-workers,
friends, family and customers/clients. Soft skills
permit us to get work done on time. They influence
how we feel about our jobs and how others perceive
us. Consequently, the demand for and reliance on
soft skills is on increase due to constant change in
work and social environment, customer-driven
market, information-based technology and
globalization. The development of effective soft skills in this new market is important as there
is intense completion for many available positions. The ability to develop and use soft skills can
make the difference between the achiever person and the non-achiever one.

& Successful Career

Many years ago, the focus of management was on ‘hard’ skills. The emphasis was on the
technical skills necessary to perform the job effectively. The hard skills tended to be more
closely related to the actual task being performed. But now every occupation you can think of
demands also that you have specific character traits. Moreover, an important thing to note is
that soft skills are also fransferable between occupations. While you have to go back to school
to learn new technical skills if you change careers, you can always take your soft skills with you
since they are valued in a variety of fields.

Today, employers want people with efficient soft skills. These are key skills to effective
performance across all job categories. As the world has changed, and the nature of work has
changed, the skill set required of managers and other executives has also changed. Today’s
business is all about people. It is about communication, relationships and about presenting
yourself, your company and your ideas in the most positive and impactful way. Many business

Head Office New Mech. Power Building No.1700¢ 6/11 Tel: 3567860Q/35678729 Mob:01002861989
4t floor Faculty of Engineering Cairo University accvlab@gmail.com \www.acc—vlab.cu.edu.eg|




people like to think that success is based on logical, rational thoughts and acts, but it is also to
be remembered that the human element is an important as the skills mentioned above. That is
why an effective strong soft skills is considered to be very important.
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Next part is the Full Course Specification File of GEN 1004
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» The Content= of
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Cairo University
Faculty of Engineering

Course Specifications

Programs on which this course is
given:

Sc.
Sc.
Sc.
Sc.
Sc.
Sc.
Sc.

WEEEEEE

of Mechanical Power Engineering

of Mechanical Design & Production Engineering
of Civil Engineering

of Aerospace Engineering

of FElectrical Power Engineering

of Petroleum Engineering

of Metallurgical Engineering

Departments offering the program:

Department
Department
Department
Department
Department
Department
Department

of Mechanical Power Engineering

of Mechanical Design & Production Engineering
of Civil Engineering

of Aerospace Engineering

of Electrical Power Engineering

of Petroleum Engineering

of Metallurgical Engineering

Department offering the course:

Department

of Mechanical Power Engineering

Department of Civil Engineering

Department
Department
Department
Department

of Aerospace Engineering

of Electrical Power Engineering
of Petroleum Engineering

of Metallurgical Engineering

Academic Level:

1% Year

Date of specification approwval:

Date of Bylaws approval: 12" July 2018 (2 semester system)

Semester (based on final exam timing)

A O Fall

{Except for Metallurgical Eng. Dept. v OSpring)

A- Basic Information

1. Title:

Presentation , Communication and Technical Writing Skills(1+3+0)

Code: GEN 1004

2. Units/Credit hrs per week:

Lectures:

1 hriwk

Tutorial:

3 hrs/wk [Practicals:| 0 Total: | 4 hrs/wk

B- Professional Information

Overall Aims of Course: This course has two different parts as follows:

1. Course
description:

Part-1: Presentation & Communication Skills: Types of Soft Skills vs. Hard Skills - Methods of
oral Communication - How to analyze the background of listeners-Selection of subject and
objectives - Identify types of speeches and presentations - Overcome stress and build
confidence during presentation - Design of effective visual accompaniment tools-Use the
skills of moving from topic to topic - Dealing with the part of questions and answers part at
the end of the presentation.

Part-2: Technical Writing Skills: How to write ideas and dissertations - Planning the article -
How to write the summary and results for long research - Writing official letters and reports
- Article and Scientific Research - Biography -Writing references of all kinds - Extract
keywords, headings and subheadings - Types of review.

Head Office New Mech. Power Building No.1700(
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2+TLO's of the Course (Intended Learning Outcomes).

[-—* -
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2. Intended
Learning
Outcomes
of Course

(TLAOs):

a) Knowledge and Understanding: (FasDidn B o o8 W) Dila planall agdll g 35 mall i A

Having successfully completed this course, the student should be able to demonstrate both
knowledge and understanding of:

1. Meaning and main Differences between “Soft or Life Skills” and “Hard or Technical skills”.

2. The main components of Soft Skills (i.e., Personality development; Communication Skills;
Interpersonal relationships; Team building, Leadership; Time management; Presentation Skills;
Managing Stress; Thinking Skills; Problem Solving; Decision Making; Employment
Communication; Work Place Etiquette; and Technical Writing Skills].

3. Methods to hawve and improwve both types of “Soft or Life Skills” and “Hard or Technical skills".

4. Essential facts and concepts relevant to various types of background of listeners.

5. Different types of Speechs and Presentations.

6. Twvpes of Essential Presentation & Communication Tools for various Engineering areas/fields.

7. Different Types of Articles, Official Letters, Technical Reports and Dissertations.

8. The role and importance of Biography. Remember:

9. Different Types of References. | S:;_';;Ilear! ;.:gai:lbifu

10. The role and importance of Keywords. are very important

11. The form and methodology of Writing Headings and Subheadings | tools to get fachiew

12. Different Types of Reviews.

2. Intended

Learning
Outcomes
of Course

(ILOs):

| all types ofthe ILO"s

T

b) Intellectual Skills: | AaTRall g Aia T ) _jgall ||
Having successfully completed this course, the student should hawve the ability to:

1. Recognize the differences between “Soft or Life Skills” and “Hard or Technical Skills”
2. Identify main components of Soft Skills &ldentify the role of Soft Skills in building Personality.
3. Recognize the importance of Presentation, Communication and Technical Writing Skills for
hawving a successful Engineering career.
4. ldentify warious tools and select appropriate method for building & dewveloping Presentation,
Communication and Technical Writing Skills for different Engineers.
5. Analyze background of listeners or audients of a specific presentation or a speech.
6. Analyze background of recipients of a specific Report, Official Letter, Technical Report, etc...
7. Select and identify the subject and main objectives of each specific Presentation or a Report.
8. Plan&organize different ideas& elements relevant to the presentation/report subject or area.
9. Think in a creative & innovative way to perform a high quality presentation/technical Report.
10. Select effective and appropriate methods to manage presentation time, to mowve smoaothly
from topic to topic, to overcome stress, and to build confidence during presentation.
11. Analyze the range and scope of questions and answers part at the end of the presentation.
12. Use available visual and audio accompaniment tools to improwve the presentation quality.
13. Create & follow organized scientific methodology to produce a high quality technical report.

2. Imtended
Learning
Dutcomes
of Course

(ILOs):

c) Professional and Practical Skills: Adgea gl AalED g Aol i slgea
Hawing successfully completed this course, the student should hawve the ability to:

1. Apply the available effective and practical tools and methods to produce an interesting and
successful presentation, an official Letter, a technical report and an engineering Dissertation.
2. Design a specific attractive presentation or a high quality technical report based on some
given requirements relevant to time, subject, recourses, data, budget, etc...

3. Practice using various tools & technigues including pertinent software, IT, Multimedia effects,
& relevant hardware dewvices to produce & perform an eng Presentation or a Technical Report.

4. Search for information related to the subject of the presentation or Technical report problem.

5. Exchange knowledge with various engineering community.

6. Prepare and present informative and neat technical reports.

7. Demonstrate overall control of information/data relevant to subject of presentation or Report.

8. Display professional and ethical responsibilities; and contextual understanding of the subject
of the presentation or the Technical Report.

d) General and Transferable Skills: Sa o) ma GTEUE ffan Aale D lgw
Hawving successfully completed this course, the student should hawve the ability to do:

1. Work in stressful environment and within specific constraints._

2. Communicate effectively.

3. Demonstrate efficient IT capabilities to prepare Report assignments.

4. Effectivelv manage tasks and resources.

5. Search for information and adopt life-long self learning,

6. Refer to relevant literature

7. Work effectively within multi-disciplinary teams.

8. Engage in self —and life- long leaming_
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a Contents:

W eeH
#

Topic

Lectures
1 hr/week

Tutorial/Practical
3 hrs. each week

|[Pari-1: Introduction to Soft vs. Hard Skills, Course
specification file, IT.O"s, Teaching, Assessment, Exams
and References1&2

Pl-Lecture 1

tutorials/assignments
Sheet#1l on Lecture 1

Defining & tools of communicationskills,
[Basic &importantissuesin Commmunication

Pl-Lecture 2

tutorials/assignments
Sheet#2 on Lecture 2

[Effective listening skills & Reading Skills " Writing Skills
(How to keep it simple)

Pl-Lecture 3

tutorials/assignments
Sheet#3 on Lecture 3

lArguing &Discussion in Communication- Effective

tutorials/assignments

Briefing checklist- Coaching and Communication

4 speakingskills (effectivespeech) Pl-Lecture 4 Sheet#4 on Lecture 4
Presentation skills-Power Point Tools-Oneto one catorials/assh ¢
s e A : p . YWithi ~ utorials/assignments
S5 | Interv 1.e“-s. ManagingMeetings -Within Your Pl-Lecture S Sheet?S on Lecture S
Organization (FECT)
6 Briefing Skills (the effective speaking in briefings & Pl-Lecture 6 tutorials/assignments

Sheet#6 on Lecture 6

General summary of Oral Communication and
Presentation Skills

Pl-Lecture 7

tutorials/assignments
Sheet#7 on Lecture 7

Mid-Term Exam (on Part-1 only)

On-Paper midterm exam (on Part-1 only)

Part-2: Technical Writing Skills (a8 sl 223 5 j8al) (s (S ¢ jall) A guud¥) ) pualaal)

Paer-2: Introduction to Written Communication Skills,

tutorials/assignmenis

Self Study Readings

9 |[Effective Writing, Characteristics of P2-Lecture 1
Sheet #A P2-Lecture 1
Technical Writing, References of Part-2 e on ectare
Technical Writing Process- Ethics of Writing - Usage tutorials/assi .
10|of resources- Plagiarism- Computer Check Tools- How| P2-Lecture 2 onaisiassignments
) L. Sheet #B on P2-Lecture 2
to Avoid Plagiarism?
Non effective Writing- Tvpes of grammar & modifiers tutorials/assi .
11 |errors in Techmnical Writing- Style & Parallelism — P2-Lecture 3 orialsrassignments
.. ) Sheet #C on P2-Lecture 3
Abbreviations-Punctuation
Consistency in Style in Techmical Writing-E ffective tutorials/assi .
12 [Writing Process- Effective sentences & Paragraphs- P2 Lecture 4 oralsiassignments

Sheet #D on P2-Leciure 4

Using graphics, charits & tables in Technical Writing-

13 [Effective arguing & Discussion skills inm written

communication- Self study readings

P2-Lecture 5

tutorials/assignments
Sheet #E on P2-Lecture 5

14 Term Final Exam on Part-1 & Part-2

On-Paper Term Final Exam on Part-1 &

Part-2

Al Bel_Bal g (Sl oy sy Ol udalaca) (e il Al 4

a Al Algd Slatia 4 af dwad (S JeSS o slad Jaf e lE5) cda ol ae g g asEill A1 D

. Lectures () Practical Training’ Laboratory () Seminar Workshop (V)
4. Teaching and = - -
Learning Methods Class Activity (V) Case Study/Beports (V) Projects ()
E-deaming () Assisnments /Homework [4) Other: 4

Also for Teaching and Learning:

- Hand-outs materials.

- Lectures and problem solving in tutorial classes.

- Information collection from text material, class notes and the Internet sites.
- Reports and research assignments. Number of assignment Sheets (1 to 7 on Part-1 & A to E on P-2)
- Group discussions in lectures and tutorial classes.

5. Student Assessment Methods:

- Test/quiz’Report(1) to assess understanding Topics (weeks 1 to 7) and solving Sheets #1-7 on ILO's of Part-1
- Test'quiz’Report(2) to assess understanding Topics (weeks 8-13) and solving Sheet #A-E on ILO's of Part-2
-Mid-term exam to assess understanding topics of weeks 1 to 7 and Sheets #1 to 7 on ILO"s of Part-1

- Final Term Exam to assess gains of all completed topics and gll of the course ILO"s.

Head Office New Mech. Power Building No.1700(
4" floor Faculty of Engineering Cairo University
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* Assessment Schedule Week
-Assessment 1; Test (1) & Report (1) End of Week # 4.
-Assessment 2; Test (2) & Report (2) End of Week #7.
-Assessment ..; Test (3) & Report (3] End of Week #10.
Mid-term Exam In Week 8
Final Term Exam End of Term

* Weighting of Assessments
Tests 1, 2,... assignments & class performance 10 %
Reports 1, 2,... 10 %

Mid-term Exam 20 %
Final-term Examination 60 %
-Total 100 %

6-a List of References

- Essential Books (Text Books all available in pdf format):

1-For- Partl-Contents as per Reference #(1): The Concise Adair on Communication and Presentation
Skills, By John Adair & Neil Thomas, ©John Adair 2003, Pub. by Thotogood (pub. division of Acorn|
Magazines Ltd

2- For Partl- Reference #(2): Oral Communication, SKills, Choices, and Consequences. 3
Edition, 2012 By Kathryn Sue Young & Howard Paul Travis. WAVELAND Press.INC, Long Grove, 1L.

3- For Part2-Reference#(3):>>Where You May Get it Wrong When Writing English, A Practical
Guide for Students, Teachers and Professionals’ by LEON BARHO, 1* ed., 2016, Free eBooks
at bookboon.com.

4- For Part2-Reference#(4):>>Technical Communication Process and Product™, by Sharon J.
Gerson & Steven M. Gerson, 7™ Ed., Published by Prentice Hall. 2012 by Pearson Education, Inc.

Recommended Books [Reference # (S) - available in pdf format]:
- “Soft Skills” 1** ed. ©2017 by Manmohan Joshi & bookboon.com
Other Reading & Teaching Materials:

- Course Notes: Compiled Notes corresponding to the different course Topics +Training & applied
practical Videos {from the Net.

- Hand-outs and Web Sites information,... etc

7. Facilities Required for Teaching and Learning
- Data Show. white Screen, new reference in library
- Internet for Enhancing the ability to think for students in Engineering Schools
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==+ End of Lecture # 1 of Part (1) ««++
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