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1. Introduction

Soft skills are defined as "skills, abilities, and traits that pertain to personality,
attitude, and behaviour rather than formal or technical knowledge," and they are an
essential component of employability for jobs at both the top and bottom of the
labour market.

According to Nickson et al., qualifications tend to play a minor role in employers'
perceptions of employability, whereas interpersonal skills tend to be more significant.
Organisation Skills are soft skills that can assist you in managing your daily duties
and responsibilities, staying on top of things, and completing everything on time. It is
one of the most valuable assets an employee can possess. Being organised allows
you to meet deadlines, experience less tension, and complete various tasks
efficiently and effectively.

Organisational skills are the foundation of soft skills, as they are essential to
achieving higher-level employment proficiencies and developing crucial soft skills
such as time management, flexibility, problem solving, and teamwork.

Organisational skills are exceptionally important for managers; without them, you will
struggle in the workplace. But they are also equally important for employees, as they
help them balance their responsibilities accordingly. Moreover, they support work life
balance.
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2. The module in the
professional environment

Despite the fact that all soft skills are important in the workplace, there are some
specific skills that are more important for females, that fit their special challenges
they have to face in their everyday life.

Organizational soft skills are very important for female leaders as they can assist
them in using their resources effectively and efficiently and achieve balance.

These are the top organizational skills for the workplace for female leaders and
employees:

1. Setting Goals; Setting objectives is crucial for both personal and professional
development. To achieve success with these objectives, they must be specific,
measurable, achievable, pertinent, and time-bound. Additionally, it would be
beneficial to put together an Action Plan, establish priorities that will aid in
achieving these objectives, and monitor progress.

2.Planning Skills; planning skills goes hand in hand with setting goals. In order to
ahieve your goals you must break them down into smaller steps and tasks, on
daily, weekly, monthly and yearly basis. When being a female leader it is also
important to get ahead of situations and conflicts.

3.Time Management; all managers and employees may believe that there is not
enough time in the day to complete all work tasks. A method to improve this
would be to complete energy-intensive tasks first thing in the morning, followed
by less demanding tasks after lunch break.

4.Work-Life Balance and Self-Care; Female managers are frequently subject to
additional pressures and expectations pertaining to work-life balance. Self-care,
establishing boundaries, and promoting a healthy work-life balance are essential
skills for female leaders who wish to maintain their health and set a positive
example.

5.Resouce & task allocation; This competency relates not only to budget
allocation but also to human resources. Success in proper duties is possible for
individuals with varying abilities. If you discover the right person for the right
position, you will be able to reduce employee stress amongst other benefits.
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3. Impacts recognized
through gender stereotypes

It takes a combination of individual effort and the backing of one's organisation in
order to break gender stereotypes in the workplace. The ability to challenge and
overcome gender stereotypes is significantly aided by having strong organisational
soft skills.

There is a substantial difference in the professional and personal growth that might
result from the acquisition of organisational soft skills. In the first place, it can help
enhance communication skills by encouraging individuals to share their views, ideas,
and problems in an open and honest manner. In addition to this, it can assist them in
becoming more resilient, in accepting greater challenges, and in effectively adjusting
to changes. This will offer them the ability to find solutions to problems and disputes,
as well as the bravery to take advantage of new chances.

The ability for women to achieve a healthy balance between their personal and
professional lives is an extremely vital quality for them to possess, particularly given
the fact that they are held to not just their professional responsibilities but also those
of a mother and wife. Proper organisation and assistance in managing their time and
activities is necessary in order to prevent burnout and attrition among employees.

Women have the potential to gain professional and personal autonomy through the
acquisition of organisational soft skills since these abilities provide women with the
tools necessary to achieve success in a variety of areas of life.
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4. Good practices and tips

As previously stated, excellent planning and organisation can help you become more
efficient and effective at work and save you a great deal of time and effort. In
addition, you set an excellent example for other women to follow.

Tips to succefully become more organized on the long term.

1.Focus on what is most essential and what must be completed first; Set
daily priorities and small duties that will help you achieve your long-term
objectives.

2.Make to-do lists; Each morning, develop to-do lists with daily priorities and tick
off each completed task.

3.Schedule duties and responsibilities in accordance with the amount of time
they may consume; When a task requires more time and may be more energy-
intensive, attempt to schedule it when your schedule is less demanding.
Consequently, you will feel lighter and your daily activities will operate more
smoothly.

4.Use digital calendar & planners; Use planning and meeting software to ensure
that everything is scheduled without relying on your memory to avoid scheduling
conflicts.

5.Try to delegate tasks to others based on their skills and knowledge when your
workload exceeds your capacity. Try to train them accordingly and be supportive
throught out the task implementation phase.

6.Utilise your phone or computer to consolidate all of your duties and
responsibilities on a single device; This way, you will not need to consult
multiple devices and notebooks in order to remember your schedule.
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5. Conclusions

The term "soft skills" refers to "skills, abilities, and traits that pertain to personality,
attitude, and behaviour rather than formal or technical knowledge." These skills are
an essential component of employability for jobs at both the top and bottom of the
labour market.

There are a few particular abilities that are more vital for females, despite the fact
that all soft skills are essential in the workplace, because they fit the distinct
challenges that females have to confront on a daily basis in their lives.

These include setting goals, planning ahead, managing time, planning ahead,
managing time, planning ahead, planning ahead, and managing resources and staff
in a wise manner. Taking care of oneself, planning ahead, managing time, creating a
healthy work-life balance, planning ahead, managing time, planning ahead,
managing time, and creating a healthy work-life balance are also included.

In order to overcome gender stereotypes in the workplace, it is necessary for there
to be both individual efforts and the support of the organisation that an individual
works for. Having strong organisational soft skills is a significant help when it comes
to being able to challenge and overcome gender stereotypes.

( Breaking - t.;o-fémded by un
ﬂ the Ceiling the European Union




References

« Atanacio, A., 2021. Forbes. [HAektpoviko] Available at:
https://www.forbes.com/sites/theyec/2021/11/05/top-six-organizational-skills-for-
the-workplace/?sh=2139d2f33ff4 [MpdoPaon 12 07 2023].

« Herrity, J., 2023. indeed. [HAektpoVvIKO] Available at:
https://www.indeed.com/career-advice/career-development/organization-skills
[MpbéoBacon 12 July 2023].

« Johanna Macnelil, Z. L., 2017 . The role of organizational learning in soft
regulation of workplace gender equality. Employee Relations, April , pp. 317-334.

« McCale, C., 2008 . It's Hard Work Learning Soft Skills: Can Client Based
Projects Teach the Soft Skills Students Need and Employers Want?. The Journal
of Effective Teaching, pp. 50-60 .

Co-funded by

f Breaking - oy |
ﬁ the Ceiling the European Union




Funded by the European Union. Views and opinions expressed are however those of
the author(s) only and do not necessarily reflect those of the European Union or the
European Education and Culture Executive Agency (EACEA). Neither the European
Union nor EACEA can be held responsible for them.

This project has been funded with support from the European Commission. This
publication [communication] 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.

© May 2023 — EBB GmnH, Step-by-Step, VAEV R&D, INDEPCIE, Skill-Up Srl.,
SVERONIS & SIA O.E.

This publication was carried out with the financial support of the European
Commission under Erasmus + Project “2022-1-DE02-KA220-VET-000085146"

@O0

(CC BY-SA): You are free to Share- copy and redistribute the material in any
medium or format and Adapt — remix, transform, and build upon the material for any
purpose, even commercially. The licensor cannot revoke these freedoms as long as
you follow the license terms under the following terms:

Attribution — you must give appropriate credit, provide a link to the license, and
indicate if changes were made. You may do so in any reasonable manner, but not in

any way that suggests the licensor endorses you or your use.

ShareAlike- If you remix, transform or build upon the material, you must distribute
your contribution under the same license as the original.

No additional restrictions — you may not apply legal terms.





