
Soft Skills
To Hone
In Business



Hello There!
For the longest time, creatives have not had the knowledge to make their skill mean
something to them. Most times, they cannot balance between what they should earn
and passion.

Brait Academy is simply a knowledge hub by Brait Consulting Limited that offers
completely FREE training and business insights for creatives in dire need to improve
their skills and grow their businesses

Our biggest resolve is this, “Nobody should die with the talents and skills they have!
Freely were they given and freely should they pass them on!”
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https://braitconsulting.com/


A Little About Brait Consulting
Brait Consulting Limited is an award-winning, leading web design company in Kenya known for
state-of-the-art web development, digital branding, graphic design, UI/UX design, and
unmatched digital marketing services.

With our balance of visual aesthetics and usability, we have helped streamline processes for
businesses as well as create new revenue streams for start-ups and established businesses alike.
Check us out at – https://braitconsulting.com
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We hope you read that as “Bright!” 😉😉

https://braitconsulting.com/


“

”

“You have an innate power to 
achieve anything in life. You can and 

you will. Never limit the ‘YOU’ you 
haven’t explored!”
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- Stephen Siloma | CEO, Brait Consulting



Introduction
There are so many things school doesn’t teach. School will not teach you
how to handle that erratic client. It will more often than not teach you
about academics on how to do the task and not how to handle the task.

School of academics will only mention of having emotional intelligence
as a virtue but will not show you how exactly to cultivate it. The school of
life will make you cultivate it.

Most creatives do not know how to handle clients; how to tickle them,
how to present themselves, how to negotiate on pricing and how to win
over deals. Well, this is the class to teach you that.
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Soft Skills
TO HONE

In Business



Soft Skills vs Hard Skills?
According to the Oxford Dictionary, soft skills are personal attributes
that enable someone to interact effectively and harmoniously with other
people. E.g communication skills, people skills, time management etc

theforage.com describes hard skills as objective, quantifiable skills
gained through training, school, or work experiences. Hard skills are
often usually something that can be taught or learned. For that reason,
hard skills can typically be easily proven — you either know how to write
code, or you don’t.

Hone simply means: refine or perfect (something) over a period of time.
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Communication Skills
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Types of Communication
Communication is the imparting or exchanging of information by
speaking, writing, or using some other medium.

Communication can be categorized into three basic types:
(1) Verbal Communication, in which you listen to a person to understand
their meaning;
(2) Written Communication, in which you read their meaning; and
(3) Nonverbal Communication, in which you observe a person and infer
meaning.
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Verbal Communication
Verbal communications in business take place over the phone or in person. The
medium of the Message is oral. Verbal communication examples include:

● Explaining your processes for gathering results to a coworker
● Presenting your final project findings to relevant stakeholders
● Introducing an external client to your brand
● Giving your teammate real-time feedback on their presentation
● Asking follow-up questions to clarify what your manager has asked of you
● Complimenting a teammate on their work and sharing what they did well
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Verbal Communication
Verbal communication skills to hone include:

1. Tone: Have a positive, confident tone when speaking to the client.
2. Responsiveness: Avoid simply responding to questions with structured,

prepared answers. Instead, aim to make the meeting more conversational
rather than a rigid back-and-forth.

3. Clarity: Be concise and straightforward, even if that means pausing to get your
thoughts together before answering.

4. Curiosity: Ask original questions during the interview that help you understand
the company further and demonstrate your interest.
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Written Communication
Written communication is any written message that two or more people
exchange. Written communication is typically more formal but less efficient
than oral communication. Examples of written communication include:

● Emails
● Text messages
● Blog posts
● Business letters
● Reports
● Proposals
● Contracts
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Written Communication
All effective forms of written communication have these qualities:

● Comprehensive: Includes all the relevant details
● Accurate: All details are correct
● Appropriate: Has the right tone and level of formality
● Composition: Has correct spelling and grammar
● Clear: Is understandable
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Non-Verbal Communication
Nonverbal communication is the transmission of messages or signals through a
nonverbal platform such as eye contact, facial expressions, gestures, posture, and
body language.

Types of non-verbal communication include:

1. Body language
Body language is the way someone positions their body depending on the
situation, the environment and how they are feeling. Example: Someone might
cross their arms if they are feeling angry or nervous.
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Non-Verbal Communication
2. Movement
The way you move your arms and legs such as walking quickly or slowly, standing,
sitting or fidgeting, can all convey different messages to onlookers. Example:
Sitting still and paying attention in a meeting conveys respect and attention.

3. Posture
The way you sit or stand can also communicate your comfort level, professionalism
and general disposition towards a person or conversation. Example: Someone
might slouch their shoulders if they feel tired, frustrated or disappointed.
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Non-Verbal Communication
4. Gestures
While gestures vary widely across communities, they are generally used both
intentionally and unintentionally to convey information to others. Example:
Someone might display a “thumbs up” to communicate confirmation or that they
feel positive about something.

5. Space
Creating or closing distance between yourself and the people around you can also
convey messages about your comfort level, the importance of the conversation,
your desire to support or connect with others and more. Example: You might stand
two to three feet away from a new contact to respect their boundaries.
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Non-Verbal Communication
6. Paralanguage
Paralanguage includes the non-language elements of speech, such as your talking
speed, pitch, intonation, volume and more. Example: You might speak quickly if you
are excited about something.

7. Facial expressions
One of the most common forms of nonverbal communication is facial expressions.
Using the eyebrows, mouth, eyes and facial muscles to convey emotion or
information can be very effective. Example: Someone might raise their eyebrows
and open their eyes widely if they feel surprised.
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Non-Verbal Communication
8. Eye contact
Strategically using eye content (or lack of eye contact) is an extremely effective
way to communicate your attention and interest. Example: Looking away from
someone and at the ground or your phone may convey disinterest or disrespect.

9. Touch
Some people also use touch as a form of communication. Most commonly, it is
used to communicate support or comfort. This form of communication should be
used sparingly and only when you know the receiving party is okay with it. It should
never be used to convey anger, frustration or any other negative emotions.
Example: Placing your hand on a friend’s shoulder may convey support or empathy.
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How To Read Non Verbal Cues
Reading nonverbal cues, such as body language, is a difficult skill you 
will continue to develop throughout your career. While each person uses 
nonverbal communication differently, there are several common cues to 
pay attention to that will inform you about a person’s feelings, intentions 
and motivations.

When communicating with someone, it’s helpful to be mindful of any 
signs of nonverbal communication, while also taking in their verbal 
communication. Here are a few cues you might observe:
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How To Read Non Verbal Cues
1. Posture
If a person has their shoulders back and spine straight, this is a sign that they are 
engaged, listening and open to the ideas or information you are presenting. If they 
are exhibiting poor posture with their shoulders slouched or raised and spine bent, 
they might be nervous, anxious or angry.

2. Use of arms
If a person has their arms down to their side, on the table or arranged in some 
other open way, this is a sign that they feel positive and ready to absorb 
information. If their arms are crossed or closed, they might be experiencing some 
sort of negative emotion.
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How To Read Non Verbal Cues
3. Use of legs
If a person has both feet placed flat on the ground, this is a sign that they feel 
ready and open to hear your ideas. If their legs are crossed or arranged in some 
other closed formation, they might be feeling irritated or stressed.

4. Use of facial expressions
If you're communicating with someone who is frowning, has a furrowed brow or 
tight lips, you might pause to ensure they don’t feel confused, angry or some other 
negative emotion. If you are communicating with someone who has a soft smile, 
relaxed facial muscles or gently raised eyebrows, this is a sign that they feel good 
about the information you are presenting.
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Using Nonverbal Communication 
When Talking To A Client
Nonverbal communication is an essential part in communicating with 
your clients. It is important both to read and interpret the nonverbal cues 
of your clients and to respond with appropriate body language 
throughout. Here are a few tips for using nonverbal communication in 
your next meeting with a client:

● Stand up when your client enters the room and greet them with a 
reasonably confident handshake.

● Smile when greeting your client and naturally throughout your 
meeting with them.
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Using Nonverbal Communication 
When Talking To A Client
● Sit with your shoulders back and chin up to convey confidence.
● Place both feet on the ground or crossed at the ankles and lay your 

hands on top of one another on the table to express openness and 
friendliness.

● Use gestures naturally without being distracting.
● Speak with a reasonable, confident tone so your client can easily 

and clearly understand you without being too loud.
● Use natural, conversational intonation without going up or down too 

unnaturally.
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”

“The single biggest problem in 
communication is the illusion 

that it has taken place.”
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- George Bernard Shaw



Personal Skills
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Personal Skills
Personal skills are abilities that help people positively interact with one
another. Sometimes called interpersonal skills or people skills, personal
skills are soft skills. That means people acquire them naturally or through
practise, rather than formal study. People get and develop personal skills
by interacting and forming relationships with others.

Personal skills are quite many but we will cover those which are vital in
your business.
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Personal Skills
1. Emotional Intelligence
Emotional intelligence is the ability to recognize and manage your emotions and
the emotions of others. It's made up of five key elements:

• Self-awareness - conscious knowledge of one's own character, feelings,
motives, and desires.

• Self-regulation - control over oneself. It may involve control over our thoughts,
emotions, impulses, appetites, or task performance.

• Motivation - the desire to act in service of a goal. It's the crucial element in
setting and attaining our objectives.

• Empathy - the ability to understand and share the feelings of another.
• Social skill - skills we use to communicate and interact with each other
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Personal Skills
2. Confidence
Be confident always. Learn to express your ideas with ease and do not fidget.
Appear sure and never second guess yourself? NEVER question your abilities.
Believe in yourself. Handle new situations with bravery and focus on your strengths
instead of harboring on your flaws.

3. Growth Mindset
In your business, you'll encounter roadblocks, disappointments, and other situations
that might frustrate you. A soft skill that's critical to your ability to persevere is
having a growth mindset. Know that beyond all odds you MUST win and overcome
any challenges that may come.
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Personal Skills
4. Attention to Detail
Paying attention to detail is a very important skill for your business. This skill will
always make you stand out as you are keen on every aspect of your service. Always
ensure that you have cross-checked your work before submitting it to the client.

5. Flexibility & Dependability
A client should be assured that they can depend on you and that you are flexible in
your services. E.g. A client should be assured that you can rework minor changes
that may arise even if they were not agreed before in your negotiation.
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Personal Skills
6. Time Management
You need to know how to manage your time. Always arrive earlier than the client in
meetings and communicate any emergencies or hitches as early as possible. This
will assure the client that you are the best person for the job.

7. Stress Management
Never show the client that you are stressed either on personal issues or work
related issues. No matter how amazing your work is, the client will be convinced
that you cannot handle their project since you cannot handle your personal life.
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Personal Skills
8. Adaptability
The world is not static and it will never be. Learn to adapt to changing
environments and situations. E.g. A client may have hired you for a logo design and
just when you are about to submit your samples, they inform you the business
name has changed. Learn to adapt to that change and craft a way forward and
not complain to the client.

9. Work Ethic
It is sad that most people do not have this skill. Work ethic is simply knowing what
behavior to have in the workplace. This involves respecting the client’s space in
your language and behavior. It also involves you giving your deliverables in time
and sticking to your agreed workplan.
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Personal Skills
10. Be polished.
Your appearance remains one of the main factors that will encourage others to
work with and for you. It is important, not only in first impressions, but also in
ongoing interactions. It is the filter through which your talent, suitability, and
communication skills will be evaluated.

Dress well in meetings with clients and also in your daily life. Note that everywhere
and with everyone you represent your business. How you look is how your business
looks. Clients will always perceive your business based on how you present yourself.
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”

“The future belongs to those who 
learn more skills and combine them 

in creative ways.”

33

- Robert Green



Interactive Skills
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Interactive Skills
Interactive skills refer to the general ability to interact with the external
world to accomplish a task. A typical interactive task requires the person
to look for relevant information and choose the right actions.

You can’t control how others behave. But you can decide how you react,
and this is one of the most essential soft skills we need.
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Interactive Skills
1. Selling
You need to learn how to be convincing. You need to know how win
people over to your point of view. Show clarity and salesmanship
without hustling. Be persuasive and inspire trust and confidence in the
eyes of your clients. Ensure you close deals and if not now, make sure
you leave the door open for the next conversation. Give your clients
something to ponder about.

You can learn a lot from Vusi Thembekwayo -
https://vusithembekwayo.com/
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Interactive Skills
2. Networking
You need to be comfortable connecting with strangers and
acquaintances. Learn how to interact with ease, be personable, even
share quick pitches in a group or one-on-one setting.

Be skilled at making small talk. Small talk “breaks the ice;” it makes
others feel comfortable and puts them at ease. It is the first level of a
conversation; it is about the current situation, how you got there, the
weather, the location, mutual friends or other connections, such as
sports, your pets, or your children.
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Interactive Skills
3. Negotiation
Arriving at a compromise goes beyond contracts or pricing. It also involves
deadlines, to-do’s, even finalizing info and content. Are you win-win focused? Can
you plan and anticipate a conversation? Lose a negotiation with grace?

These are some negotiation skills that can help you win deals:
● Listen and understand the other party’s issues and point of view – Don’t do all

the talking. Listen to the other side, understand their key issues and hot
buttons, and then formulate an appropriate response.

● Be prepared - Review and understand thoroughly the client’s business and the
client/person you will be negotiating with. Simply do your research.
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”

“Knowledge is power but enthusiasm 
pulls the switch.”

39

- Ivern Ball



Negotiation Skills
● Keep the negotiations professional and courteous - Nobody really wants to do

business with a difficult or abusive personality.
● Always draft the first version of the agreement - An absolutely fundamental

principle of almost any negotiation is that you should prepare the first draft of
the proposed contract. This lets you frame how the deal should be structured,
implement key points that you want that haven’t been discussed, and gets
momentum on your side.

● Be prepared to “play poker” and be ready to walk away - You must be able to
play poker with the other side, and be able to walk away if the terms of the
deal aren’t up to your liking. Know before you start what your target price or
walkaway price is. Be prepared with market data to back up why your price is
reasonable, and if you are confronted with an ultimatum that you absolutely
can’t live with, be prepared to walk away.
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Negotiation Skills
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Negotiation Skills
● Keep in mind that time is the enemy of many deals - You have to understand

that the longer a deal takes to get completed, the more likely that something
will occur to derail it. So be prompt at responding and keep the deal
momentum moving. However, that doesn’t mean you should rush through
negotiations and make concessions that you don’t need to make. Understand
when time is on your side and when time could be your real enemy.

● Don’t get hung up on one issue - You want to avoid getting stuck on a
seemingly intractable issue. Sometimes it’s best to suggest that an issue be set
aside for the moment and both parties move on to make progress on other
issues. A creative solution may come to you later outside the heat of the
negotiation.
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Negotiation Skills
● Identify who the real decision-maker is - You want to understand

what kind of authority the other person that you are negotiating
with has. Is he or she the ultimate decision-maker?

● Never accept the first offer - It’s often a mistake to accept the first
offer from the other side. If you don’t counter, the other party will be
concerned that they offered too much and may end up with buyer’s
remorse and attempt to get out of the deal. And buyers expect that
there will be a counter as they expect that their first offer will likely
be rejected.
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Negotiation Skills
● Ask the right questions - Don’t be afraid to ask the other party many questions.

The answers can be informative for the negotiations. Depending on the type of
deal, you could ask:

i. Is this the best pricing or offer you can give me?
ii. What assurances do I get that your product or solution will actually work

for me?
iii. Who are your competitors? How do their products compare?
iv. What else can you throw in to the deal without cost to us? (A particularly

useful question to ask car dealers.)
v. What is your desired timing for the deal?
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Interactive Skills
4. Conflict Resolution
In business, conflict can arise inside many different interactions – between
negotiating parties, workmates, buyers, vendors etc. The ability to resolve conflict
can make work more peaceful and productive, and can salvage partnerships that
affect the financial health of your organization.

5. Openness To Feedback
Most creatives feel attacked when clients do not appreciate their work. They ask
themselves questions like, “Does this client know what I have undergone to give
him my best?” “Why does this client not appreciate my work?” To make it in
business, you need to be open to feedback and criticism. This will help you view
yourself/your business from the client’s perspective.
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”

“The greatest danger for most of us 
is not that our aim is too high and we 

miss it. Rather, it’s that we aim too 
low and we reach it.”
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- Michelangelo
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Thank You!
Thank you for reading this amazing resource. I poured my heart 
and soul into it and so pour your heart and soul into helping 
other upcoming creatives in your field. 

Share this FREE resource to as many people as you can and let 
it be a good resource to them as well. We are a community of 
young people who are always willing to learn and share ideas.

Login & register as a student at https://braitacademy.com and 
join our live classes every Saturday as from 9:00pm – 11:00pm all 
for free.

https://braitacademy.com/


Appendix
The Extras, Freebies & Add-Ons



I Will Appreciate

https://braitconsulting.com

https://braithosting.com

https://braitacademy.com
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A mention of my work on your social media

https://braitconsulting.com/
https://braithosting.com/
https://braitacademy.com/


Check Out
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https://siloma.co.ke/blog

https://silomasays.com

I also double up as a creative writer in my 
other passions. 

My Other Passions

https://siloma.co.ke/blog
https://silomasays.com/


Follow Us On Social Media
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https://facebook.com/braitconsuting

https://twitter.com/braitconsuting

https://instagram.com/braitconsuting

https://www.youtube.com/channel/UCFVosDr-F57zOtlohun4-eg

https://linkedin.com/company/braitconsulting



Brait Consulting Limited 
Contacts

Lower Hill Duplex Building, Bunyala Rd, 
Suite 55, 

P.O Box 35755-00200, Nairobi

Email: info@braitconsulting.com

Phone: +254722 973964

Website: wwww.braitconsulting.com
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