
bcozitsyou Free knowledge. Honest guidance. You do the work.

bcozitsyou.com Page 1

2026 EDITION

Soft Skills Practice Guide
Improve communication, listening, storytelling, presentations and professional confidence

through practice.

This guide is free. No email, no paywall, no promised outcome. Use it, test it, adapt it to your

circumstances, and do the work.

How to use this guide
Read one section, complete the action, collect evidence, and only then move forward. AI may help you research,

organise, critique and practise. It should not invent your experience, make your decisions, or replace your judgment.

Remember: guidance improves decisions; persistence and execution create results.
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1. Communication starts with clarity
Soft skills are observable behaviours. Improve them through deliberate practice, feedback and reflection.

Know the outcome

Before speaking or writing, decide what the other person should understand, decide or do.

Lead with the point

Give the conclusion first, then the essential context, evidence and requested next step.

Adjust to the audience

A technical peer, senior leader, customer and student need different detail - not different truth.

Confirm understanding

Summarise decisions, owners and dates. Ask the other person to challenge anything unclear.

Action: Rewrite one long message using: purpose, essential context, request, deadline.

AI support prompt

Review this message for clarity, tone and missing context. Ask me about the intended audience before rewriting.



bcozitsyou Free knowledge. Honest guidance. You do the work.

bcozitsyou.com Page 3

2. Listening and better questions
Listening is not waiting for your turn. It is building an accurate model of the other person's meaning.

Remove assumptions

Separate what was said from what you inferred. Test important interpretations aloud.

Ask open, then narrow

Start with what, how and why-now questions. Narrow into examples, constraints and success measures.

Reflect back

Use a short summary: 'What I heard is... Have I understood correctly?'

Notice incentives

People may optimise for time, risk, status, cost or certainty. Ask rather than guessing.

Action: In your next conversation, ask two follow-up questions before offering advice.

AI support prompt

Role-play a colleague with incomplete requirements. Make me clarify the goal, constraints and definition of done.
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3. Storytelling without exaggeration
A professional story helps people follow cause and effect. It does not turn ordinary work into fiction.

Context

Explain the situation and why it mattered in one or two sentences.

Tension

Name the obstacle, trade-off or uncertainty.

Choice

Explain what you decided and why.

Outcome and learning

State what happened, what you learned and what you would change.

Action: Prepare a two-minute story about a mistake and the behaviour you changed afterward.

AI support prompt

Listen to this transcript and mark context, tension, choice, outcome and learning. Identify anything that sounds inflated.
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4. Presentations and meetings
A useful presentation changes understanding or enables a decision. Slides are supporting material, not the

performance.

One governing idea

Write the main message in a single sentence before creating slides.

Design the route

Use: current state, problem, evidence, options, recommendation, next steps.

Rehearse transitions

Practise the opening, hand-offs, difficult data and final request. Do not only rehearse silently.

Facilitate meetings

Share the purpose, invite relevant voices, park unrelated topics and close with decisions and owners.

Action: Record a five-minute presentation, watch once without sound and once audio-only.

AI support prompt

Act as a sceptical audience. Ask five questions about my recommendation, assumptions and evidence.
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5. Feedback, disagreement and boundaries
Professional confidence includes the ability to disagree respectfully and receive correction without becoming

defensive.

Give specific feedback

Describe the observed behaviour, its effect and the requested change. Avoid labelling the person.

Receive before responding

Ask for an example, summarise the point and decide what you will test.

Disagree with evidence

State the shared goal, the risk you see, the evidence and a practical alternative.

Set boundaries

Say what you can do, by when and what trade-off is required. A vague yes often creates a later failure.

Action: Write one respectful disagreement using shared goal, concern, evidence and alternative.

AI support prompt

Challenge the tone of this response. Help me be direct without becoming aggressive or apologetic.
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6. Discipline and emotional regulation
Consistency improves communication because preparation, reliability and reflection reduce avoidable pressure.

Create small standards

Define a minimum daily action that can survive busy periods.

Pause under pressure

Slow down, name the decision and request time when the consequence is significant.

Protect recovery

Sleep, movement and breaks are performance inputs, not rewards after burnout.

Review behaviour

Ask: what happened, what did I control, what evidence changed, and what will I do next?

Action: Choose one behaviour to practise for 14 days and one measure you can observe.

AI support prompt

Guide a factual reflection. Stop me when I use vague labels and ask for specific events and behaviours.
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Weekly communication review
A conversation I handled well and the behaviour that helped:

A moment where I assumed instead of asking:

Feedback I received and the experiment I will run:

One difficult message or meeting I will prepare for next week:

My observable practice target:
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7. Four-week practice plan
Practise one narrow skill at a time and obtain feedback from real interactions.

Week 1 - Clarity

Lead with the point in emails and meeting updates. Ask whether the request was clear.

Week 2 - Listening

Summarise before responding and ask two genuine follow-up questions.

Week 3 - Stories

Practise three two-minute evidence-based stories and remove unnecessary detail.

Week 4 - Feedback

Give one useful piece of feedback, request one, and review your response.

Action: Repeat the cycle with a harder audience or higher-stakes situation.

AI support prompt

Help me design a weekly practice scorecard using behaviours I can observe rather than personality labels.


