Section 1: Basic Social Skills

What Are Social Skills?
Social skills are the skills we use to get along with other people. Often we take our social skills for granted, without realizing all the complicated skills we use when we interact with others. Some of these skills are very basic and simple, like saying hello and good-bye, or smiling and making eye contact when we see someone we know. Others are more complex, like the skills we use to negotiate a conflict with a coworker. Some people learn social skills easily and quickly, whereas others find social interactions more challenging, and may need to work on developing their social skills consciously.

Developing social skills


Social skills are like any other kind of skill; they can be learned. How do you know if you need to improve your social skills? Ask yourself if you:

· Have had difficulty finding and keeping jobs.

· Consider yourself a shy person. 

· Wish that you had more friends but don't know how to go about making them. 

· Often feel uncomfortable with other people. 

· Find it hard to know what to say sometimes. 

· Think of yourself as a 'loner'. 

· Sometimes feel like there's nobody to turn to when you need support. 

If any of these things are true, then you may benefit from working on your social skills.
Basic Interaction Skills

These are the simple skills involved in conversing and interacting with others on an everyday basis. They include:

· Making frequent eye contact 

· Smiling when greeting people and while you are talking to them
· Showing "confident" body language: an open, direct stance, not fidgeting or twisting. 

· Basic politeness: saying please and thank-you, saying hello and good-bye, etc. 

· Showing interest in others, e.g., asking how their day was, how they thought they did on an exam, etc. 

Considering the above, what are some things you can begin doing at work to build/help/improve these skills? 

1. ___________________________________________________________________________________
_____________________________________________________________________________________
2. ___________________________________________________________________________________
_____________________________________________________________________________________
3. ___________________________________________________________________________________
_____________________________________________________________________________________

Making Conversation
Getting to know your coworkers makes getting work done a lot easier.  A good conversation will teach you something new about the person you’re talking to.  Making conversation isn’t always easy, especially when you’ve just met someone.  Good conversation utilizes a variety of skills.  Like any other skill, they can be learned with practice if they don’t come naturally.  They include:

· “Small talk”—the ability to chat about unimportant things  

· Taking turns when talking 

· Listening and showing interest in what the other person has to say 

· Nodding and smiling to indicate that you are following along 

· Using humor 

· Knowing when to disclose personal information and when not to 

Small Talk

Do you sometimes have a hard time finding something to talk about, especially with people you don’t know well?  Do you hate those awkward silences that just seem to come out of nowhere?  Pretty much everyone does, but that’s why “Small Talk” is so handy.  Here are a few small talk topics to try out next time you find yourself in one of those situations:
· Talk about the setting.  For example, if you’re waiting in line for coffee, you could comment on how long the line is.  At work, you could try commenting on décor (remember, find something positive to say, especially to people you don’t know well, no matter how ugly you may think the décor is!)  If someone is interested in making small talk, they’ll respond.  If you just get a polite smile in return, than that may be a sign they don’t want to talk right now.  That’s ok though- they may have something on their mind or they may not have the great conversational skills that you have!

· Talk about things you would like to know about someone you just met.  Try and remember the first time you talked to the person that became your best friend.  What did you talk about?  Chances are you discussed where they work, where they live, their family, etc.  The “getting to know you” phase of a relationship is built from great small-talk topics!  Exploring these topics is essential to creating a stronger relationship with someone.  The more you know about someone, the easier it is to find something the two of you can relate to.  

· Ask how someone’s day has been so far.  This is one of the easiest to practice and can often serve as a jumping off point for deeper conversation.

· Talk about the weather (and more).  This may seem silly, but it works because the weather is a shared experience we all have.  No one can escape the weather, so we can relate our experiences and reactions to it with others.  You’re not limited to the weather though; try finding other shared experiences to talk about. 

Who are your Co-workers?
All relationships have to start somewhere.  Typically that “somewhere” is with a name.  This week at work, try to learn and write down the names of your co-workers.
1. _________________________________________________________

2. _________________________________________________________

3. _________________________________________________________

4. _________________________________________________________

5. _________________________________________________________

6. _________________________________________________________

7. _________________________________________________________

8. _________________________________________________________

9. _________________________________________________________

10. _________________________________________________________

 Building & Maintaining Friendships

There are many skills involved in making and sustaining friendships. For example:

· Approach skills: being able to go up and start talking to someone who you don't know or don't know well. 

· Sharing decision making, i.e., not always insisting on having one's way but negotiating and compromising about what to do, where to go, etc. 

· Showing appropriate affection and appreciation. 

· Maintaining contact, i.e., not expecting the other person to "do all the work" of keeping up the friendship. 

· Being supportive, i.e., showing concern when your friend is having a hard time. 

· Allowing distance and closeness. People need time apart as well as together. 

· Thoughtfulness: "thinking ahead" about what might be a nice thing to do for your friend. 

Learn/Find out one thing about each of your coworkers you named and make a list: 
1. ____________________________________________________________________

2. ____________________________________________________________________

3. ____________________________________________________________________
4. ____________________________________________________________________
5. ____________________________________________________________________
6. ____________________________________________________________________
7. ____________________________________________________________________
8. ____________________________________________________________________
9. ____________________________________________________________________
10. ____________________________________________________________________
Accepting and Receiving Compliments

For some people, receiving a compliment makes them feel awkward.  They feel like they need to deflect, downgrade or deny a compliment so they don’t appear conceited.  Some people have problems giving compliments without feeling uncomfortable, or are afraid that what they say will be misinterpreted as something inappropriate.  

Gracefully accepting compliments and giving appropriate compliments will help you strengthen your relationships with others, both at work and at home.

When you receive a compliment:

· Take the compliment at face value and say, “Thank you!” and move on.  This is an easy basic strategy and is almost always an appropriate response.

· If possible, return the compliment.  One of the best ways to respond to praise is to give some.  Keep it simple and honest.  You’ll be surprised how powerful a few kind words can be.

· Smile!

· Use a compliment to further conversation.  After acknowledging and accepting a compliment, use it to start a conversation.

· If you have a hard time saying “thank you,” try writing out a brief script of how you would respond.  Practice reading the script out loud.

When you give someone a compliment:

· Be specific.  Don’t be vague; notice what it was you liked and describe it.  For example, “I like your new hair cut,” or “Your t-shirt is funny!”
· Don’t just acknowledge what someone did; acknowledge who they had to be to do it too.  What did it take to make it happen?  For example, “Your Christmas tree is beautiful, you must have stayed up all night decorating it,” or “You are so creative.  I love the way you arranged that display.”

· Be authentic.  If you don’t mean it, don’t say it.  People can tell when you’re being genuine.  Everybody has a gift worth noticing; try to find it.

· Express your appreciation.  When you compliment someone for something they did that benefited you, acknowledge that.  For example, “It means a lot to me that you…” or “I appreciate that you…”
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