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this book soft skills is like a companion guiding the students young men and women at

every step in the job market and corporate personnel soft skills have become absolutely

essential both for the growth and success of an individual as well as the organization
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the book soft skills for career success plays a vital role in the soft skill development

and career success of young talents since most of the companies are giving more

importance to soft skill of their employees along with the technical skills the topic

soft skills become more important than ever today as companies increasingly need to

become more dynamic interconnected and flexible soft skills are critical these skills

important to fostering employee retention improving leadership and building a meaningful

culture the good news is that soft skills are learnable this book covers all the

topics related to the area soft skills that you re sure to get some interesting nugget

of wisdom from it each topic has a clear description which would enable the readers to

comprehend easily this book will also support young people in choosing rewarding and

successful careers consistent with your personality and character this book is an

excellent tool for individuals preparing to look for or start new jobs as well as

individuals who are currently working but need to step back and evaluate their

performance it is a practical helpful book about the employability skills which are

absolutely necessary to attain glorious career success the book style is challenging

and playful serious and engaging and a stepping stone to developing the soft skills

indispensable to climb heights in one s career

the direction in which education starts a man will determine his future plato currently

there is a wide chasm between the campus and the industry there is vast gap between the

art and the craft the book helps in connecting the campus with the corporate by

bridging the gap between the campus and the industry and by blending both the art and

the craft it helps you understand and appreciate both soft and hard skills it

differentiates between unemployability and unemployment it enlightens you about the

expectations of employers it equips you with tools and techniques to enhance your

employability finally it builds your confidence and competence to bag your coveted job

the book is divided into three sections section i deals with various aspects of soft

skills and what constitutes soft skills section ii outlines the current challenges in the

indian educational system section iii emphasizes on overcoming the challenges it unveils

the secrets and strategies in enhancing employability the book concludes that an

integrated and coordinated approach by all the stakeholders such as educational

institutions educators students recruiters and parents is essential in enhancing

employability among youth the book is beneficial to all those who would like to

enhance their employability skills and also to educators employees educational

institutions recruiters and above all students

our world is witnessing a major change in communication patterns with expanding social
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spheres openness in communication and professionals working in multicultural environments

it is crucial therefore that india s workforce remains world class through re training

and continuous improvement to remain competent competitive and successful to create

and nurture successful professionals the acquisition cultivation and fine tuning of soft

skills are highly essential in the given business paradigm the ace of soft skills is a part

of this educational process that produces top notch professionals divided into three

parts attitude communication and etiquette this unique book provides a broad based

coverage of what constitute soft skills the foundations of soft skills lie in a strong

attitude this attitude gets manifested as communication which gets further refined as

etiquette this book covers a wide range of topics a gamut of nearly 40 essential soft

skills including personal accountability listening skills business proposals and the role

of small talk and humour at work the numerous case studies cartoons figures tables

and quotations not only offer an insightful practical and well rounded perspective into

soft skills but also make reading a joyful experience

ability to express oneself clearly and confidently is a very important personality trait

and this is given the highest importance during the evaluation process in recruitment many

people fail miserably in this aspect even though they have very strong technical skills

communication skills can be categorized into oral communication skills and written

communication skills communication is very important for any professional because during

one s career every professional has to talk to a number of people of varying

backgrounds and technical knowledge there is and axiom in business circle which suggests

that hard skills will get a person an interview but soft skill will land that person a

job this means an applicant with years of education and experience in the field might have

the hard skills necessary to fill the position but lack soft skills such as leadership

ability or self motivation necessary to perform well on the job this is true at other

levels as well thus this book presents a balanced view of soft skills key to

professional excellence and has focused on current thinking in the field in this book on

hundred

soft skills make the hard skills work soft skills are the personal qualities that make

you a great communicator problem solver and leader on the job and in your personal

life soft skills for dummies helps you hone in on the traits you already have or fine

tune the ones that may need some extra attention to market yourself as a workplace

leader who s in touch with what today s employers are looking for people who can

lead and inspire through interpersonal communication cultural awareness time management

teamwork critical thinking and problem solving sharpen the skills you need for a
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successful career improve your ability to work with others become a more confident job

seeker and leader grasp the concept of soft skills through real world applications

inspirational stories and industry spotlights with content based on a time tested

curriculum designed to prepare you for work and life success this book is packed with

everything you need to build your soft skills to make the strongest impact possible

this accessible text looks at the range of soft skills sought after by employers and

provides a practical guide to developing and effectively demonstrating these skills soft

skills including communication customer service teamwork problem solving and personal

management represent a major component of any worker s professional identity this book

analyzes major soft skills including both inward facing soft skills how workers manage

themselves to effectively perform their work and outward facing skills how workers

effectively interact with others and in groups it explores how these skills are rooted in

fundamental areas of liberal arts including interpersonal communication psychology and

ethics it provides an active learning pedagogy including creative exercises and case

studies through which students can assess their understanding of underlying concepts

and their application in real world situations the book can be used as a supplement for

communication business and career oriented courses and it will be of interest to

individual students and junior professionals as well as career counselors postsecondary

instructors across the curriculum and professionals in human resources and learning and

development

this high impact book has been written by an experienced industry professional with a

corporate perspective the author is a master trainer who approaches the soft skills

training from the point of view of a corporate soft skills training written in a business

storytelling format the training in the book is imparted by a skillful industry leader

this has not been written as the theoretical exercise no boring theory no wasted time

rather each chapter has been approached as a working session imparting soft skills by

solving real problems and discussing workable solutions which the reader can apply

immediately and keep for life the structure of the book is in the form of a personal

development compass developed by the author just as a compass guides travelers

through their journey and helps them to reach their destination in the same way the

personal development compass too guides the reader to navigate their way through the

maze of the different soft skills and help them to polish their personalities the

methodology applied is learning by doing this approach can be summed up as follows

educate briefly then train at length on other words less focus on theory more real

world action and solutions the training imparted in the book starts with the
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personality development objective in mind and then facilitates and demonstrates methods

to achieve those objectives vertical 1 theme confidenceheadings relationships well

beingthis vertical helps the reader in gaining the mental strength motivation confidence to

approach their lives with a positive mental attitude the ability to be optimistic even in

dire situations enables them to develop emotional intelligence and have meaningful

relationships with their peers and colleagues paving the way for the next level of

competence vertical 2 theme competenceheadings communication careergood communication is

a huge demand from recruiters and employers today in fact it is a pre requisite for

success effective communication helps the reader to get a head start in their careers

they are able to think fast and creatively impress and convince others of their point of

view they develop good listening skills thereby gaining an edge over others they become

the candidates of choice for promotion and progress vertical 3 theme courtesyheadings

etiquette habitsthere is a popular saying the first impression is the last impression a

good first impression is created through effective habits and an ability to say the right

thing at the right time to the right person to develop these skills the reader learns to

exhibit appropriate behavior in all situations personal and professional sustained

behavior becomes a habit this then becomes part of the reader s basic nature a good

professional need to have strong language skills recognizing this need the book has a

section in every chapter that highlights important words and business phrases used in the

corporate industry along with their meanings contentssoft skills an overviewemotional

intelligenceself image managementteam building and cooperationtime management and goal

settingcommunication skillsverbal communication part 1verbal communication part 2non

verbal communicationlevel 2 careerlevel 3 courtesy habitsresume writing job

applicationsgroup discussionpersonal interviews and interactions

this workbook is a compilation of the soft skills class material i have developed over

an eighteen year period i have used this material with great success and have taught

soft skills in schools inner city church programs nonprofits and government funded job

training programs it is a unique collection of essays exercises quotes and maxims that

will give students a realistic perspective on work related expectations and the

expectations of the supervisors who hire them it will help students develop their

problem solving skills guide them in making appropriate decisions and create a desire to

plan out goals and achieve them the workbook style is challenging and playful serious

and engaging and a stepping stone to developing the cognitive skills necessary to quash

unproductive thinking and self defeating emotional behaviors back cover

this book dedicated to my father and mother who inspired me to write this book and my
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friend mr shajeevb u who was professor in mca and also an h o d of computer

application who inspired me to write this book and this book is use full for all

professional and students who can benefit from reading this book and they can use it

throughout their life for career enhancement

soft skills for hard times is a hand book for the over achiever it is written for people

who understand that when competence is present it is only the ticket to the game it

does not make one a player it is a book for those who would invest resources in

getting good and no time in getting chosen it is a book for the potential high performer

who constantly wonders why since they are so smartwhy is it that the seemingly

average performer keeps getting ahead these are hard timeswe need skills to navigate the

course

what will you learn learn about key soft skills that contribute to career success

understand the importance of soft skills in professional development learn how to be a

successful leader utilize soft skills to build your personal and professional network

learn problem solving conflict resolution and be a better leader apply soft skills to

specific situations and bring about solution problem solving requirements for the course

an open mind willing to learn having self awareness a notebook and pen to make notes a

strong will ready to accept change in habitswho is this course for this course is ideal

for professionals managers and leaders who want to improve their soft skills any

professional who wishes to take up more challenging role in management and leadership in

future a quick introductionhaving the technical skills and knowledge to successfully

execute your tasks is one part of your success at workplace technical knowledge to

do a job is called hard skills and this is very much needed for you to get a job and be

efficient at work however in order to be successful in career one needs to have great

soft skills soft skills are those skills that allow us to work efficiently with others

be it co workers team members or management no matter what you position organization

or industry is you will continue to work with other employees investing your time and

thoughts in developing and improving your soft skill will contribute to a more efficient

and more productive you at the work place having better soft skills will give you and

your team a sense of happiness and better job satisfaction concept of soft skills hard

skills reflect ones knowledge soft skills indicate who the person really is when we look

at any resume we see it is generally filled with details of what the person knows these

are skills that a person may acquire by education or professional work experience or

any other training received as part of work hard skills are important hard skills make

you qualify to be called for an interview or meeting for an example if a company
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wishes to hire software engineers the minimum qualification would be knowledge of

software certain degree diplomas and certifications would be kept as a minimum qualifier

for selection to interviews same way it is very difficult for a mechanical engineer to be

called for an interview of financial analyst whatever you career aspirations may be

domain knowledge and depth in the certain area of work is critical for you to be

successful however only the domain knowledge is not enough in a fast changing world

the expectations of employer is changing rapidly as well hard skills can be your entry

ticket to interview but you may require soft skills to get through the interview we

must keep in mind everyone who is appearing for the interview has certain minimum

qualification and most of the candidates that have been called have similar

qualification and experience what makes some of them get selected in some cases domain

knowledge or hard skills can get you selected for a job however to be successful in

the job you would require soft skills in today s world of fierce competition and

globalization organizations are paying high attention to every minute details they are

increasingly looking at what value are you able to bring to the organization not only

in terms of your domain but also team spirit interpersonal skills communication skills

prioritizing the work how would you be able to face difficult situation communication

skills both written and verbal ability to remain calm during phone conversations video

conference or presentation skills will add to your chances of getting selected for the

job and also help you get success in your role

this book is among the first of its kind to comprehensively examine the implementation of

soft skills in universities in the developing country vietnam the context is unique as the

implementation is taking place within the distinctive socio economic cultural and

political characteristics of the country amidst several simultaneously executed

educational reforms tran lays down the foundation for discussion by providing readers

with a comprehensive review of how soft skills implementation has come into existence in

higher education across the globe before diving into the implementation of soft skills in

vietnamese universities he goes on to highlight the interesting differences in the

conceptualization of soft skills between vietnamese universities and those in the west the

book depicts and compares how university leaders and managers tackle contextual

factors submit to constraints enforced by political forces and how they use

institutional advantages available for implementation it goes further to examine how

personal and contextual factors affect teachers and students engagement with the

implementation and highlights the role of work integrated learning and extra curricular

activities in developing soft skills for students finally the book investigates the
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contribution of external stakeholders such as alumni employers skills experts and local

authorities to the implementation and obstacles that prevent their participation this

book will be a valuable reference for the implementation of soft skills in higher

education around the world

if you look for a book dealing with soft skills with a difference here it is yes you are

at the right place for the right material this special book deals with not only the

importance of soft skills also the use of it both at your workplace and at your

homes the concern is that you are going to make a difference not only in your

workplace also in your family as the book emphasizes the importance of soft skills for

making your professional career highly on demand it also shows ways to make your

family life more pleasant and happy a search for a homely relationship with your wife

and children soft skills are interpersonal and intra personal skills and they objectively

refer to a term relating to a person s eq emotional intelligence quotient this is a

package of skills related to personality development that including social skills

communication and language skills interpersonal habits assertiveness friendliness and

optimism that demonstrate the relationship with the other soft skills remain essential to

any person who wants to demonstrate the maturity of thinking and responding to the

people and situations soft skills are personal skills which make a person more polished

and more successful soft skills are part of interpersonal and intra personal skills that

play a crucial role in demonstrating the characterized relationship with the other soft

skills differentiate a person from the other based on his her interpersonal relationship

within the group or outside of it behavioral experts say that there are many soft

skills which need to make our interaction with people or the environment friendly and

productive another reason for training ourselves in soft skills is that they are not

taught in schools or colleges to an extent comparable to the regular academic studies

soft skills make you assertive in your approach to your peers or customers

assertiveness can be defined as the ability to express yourself without being rude or

aggressive the fine tuning of character is done with the soft skills soft skills enable

the employee to focus on real time problems and challenges that he she faces ordinarily

at the work place soft skills are not those which are in demand only in work places

or with colleagues or with bosses it is not that as an employee with a dream to go

up on your professional ladder you should not be demonstrating your soft skills

professionally in your workplace or with your peers and superiors recognizing the

individuality of the other and valuing their perspectives are important qualities of

interpersonal relationship however it is also important to distinguish the difference
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between being assertively friendliness and submissive it means you should not permit the

other to trample over you and crush your dignity strong interpersonal skills imply the

ability to interact with confidence and soft skills make this possible for you in your

life this book is written keeping in mind the contemporary trend on soft skills and their

importance in today s world iland business publishing specialises in the area of reference

guides for readers seeking practical information to improve themselves in careers finance

and other related core business topics we bring our readers the information they need to

stay in step with required skills and techniques our authors are experts in their fields

and deliver well written easy to follow yet comprehensive books that inform advise and

educate

soft skills are extremely important in today s dynamic workplace as the line between

technical expertise and interpersonal effectiveness blurs there is a greater demand for

people with a diverse set of skills this book is a source of motivation empowerment and

practical advice for individuals looking to develop the critical soft skills that will

lead to success and fulfillment divided into twelve parts each portion functions as a

full manual providing a comprehensive resource on soft skills for work chapter one lays

the groundwork by presenting the concept of soft skills for employability kicking off a

transformative exploration of these critical qualities required for success in today s

competitive workplace chapters two and three go further into the intricacies of

communication skills and interpersonal interactions emphasizing their importance in

establishing effective professional involvement chapters four and five focus on time

management organizational skills adaptation and resilience all of which are required for

long term success in today s fast paced professional environments chapters six through

eleven focus on developing problem solving skills critical thinking leadership competencies

emotional intelligence cooperation collaboration networking and personal branding the

voyage concludes with chapter twelve which delves into the core principles of

professionalism and employment ethics understanding and embracing these ideals is critical

in fostering an integrity based culture in a society that values moral integrity highly

this book serves as a compass for navigating the complex world of soft skills guiding

readers toward a future in which the harmonic merger of competence character and

teamwork serves as the criterion for professional success surpassing mere technical

aptitude

corporate softskills provides fresh insight on topics such as business communication

skills time management leadership skills time management leadership skills negotiation skills

negotiation skills and building and maintaining successful relationships with customers
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colleagues and effective ways of dealing with stress

this soft skills workbook is an excellent tool for individuals preparing to look for or

start new jobs as well as individuals who are currently working but need to step back

and evaluate their performance it is a practical helpful guide about acting appropriately

and professionally on a job and addresses realities of the working world and how to

cope with them and not just ideal situations soft skills are the nontechnical skills and

traits that an individual needs to function in the workplace they include four sets of

workplace competencies oral communication skills interpersonal and teamwork skills

personal qualities and work ethic and problem solving and other cognitive skills two

very important soft skills addressed in this workbook are work attitude and work

behavior work attitude is the way an employee feels about his or her job and the

approach to the job it is internal and cannot be seen by other employees a positive

work attitude is the ability to carry out job tasks and work assignments with pride

work behavior is the way an employee does his or her actual job and how the job gets

done it is usually a direct response to his or her work attitude it can be seen by other

employees a positive work behavior includes the knowledge hard work dedication and skill

put into the finished product

the ultimate guide to unleash your potential key features book aims to be the

professional guide coach and mentor to all those who want to upgrade their soft

skills to get a head start in their careers book is designed to give all individuals the

all important personality development soft skills required by them to become successful

and powerful personalities book has been designed to be a bridge between academic

curriculum education and the industry effective communication and personal development

training concepts given in this book impart knowledge that is geared towards enhancing

their soft skillsdescriptionis it possible to get high impact communication skills and soft

skills in a very short period is there a way to build executive presence to get

promotion progress and visibility for your efforts from your leaders and recruiters can

you develop mental strength motivation confidence to approach your lives with a

positive mental attitude can you develop emotional intelligence and have meaningful

relationships with everyone to live your dream life do you want learn from a

corporate expert s 20 years experience so that you can avoid costly and time

consuming mistakes and make the right decisions yes through this book you can do all

the above and more welcome to the ultimate guide to unleashing your potential a good

professional needs to have strong language skills recognizing this need the book has a

section in every chapter that highlights important words and business phrases used in the
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corporate industry along with their meanings the attached cd has all new content

essential soft skills training for life success through a series of videos the author

shares corporate tips and provides coaching for career advancement and realisation of

personal goals hacks used for speed learning experts quotes learning milestones learning

mastery the essentials of the topic case in point real world examples for application of

the concepts illustrations and graphics knowledge check case studies applied knowledge

based on the case studies business jargon and start up terminologies english vocabulary

building what will you learnthis books aims to impart high impact soft skills like

executive presence time management public speaking first impression professionalism etiquette

negotiation job interview group discussion leadership teamwork communication creativity

interpersonal skills emotional intelligence and much more who this book is forthrough

this book anyone wishing to develop powerful personalities will be able to choose and

attain a career of their choice they will develop well rounded personalities attain self

confidence and an ability to successfully overcome any challenge that life throws at

them table of contents1 soft skills an overview2 emotional intelligence3 self image

management4 team building and cooperation5 time management and goal setting6

communication skills7 verbal communication part 18 verbal communication part 29 non

verbal communication10 level 2 career11 level 3 courtesy habits12 resume writing job

applications13 group discussions14 personal interview and interactions15 neuromarketing

the art of promoting yourself about the authorprashant sharmalife coach master soft

skills facilitator andbehavioral trainer ed tech entrepreneur conducted his first training

program in 1996 when he was invited by the new delhi ymca to lead a course in public

speaking effective communication the times of india too has recognized this achievement

prashant has extensive expertise in mentoring leaders inspiring professionals and has helped

thousands of students realize their true potential prashant is a first prize diploma

holder in public speaking from the nazareth s speakers academy mumbai and a b com from

the sydenham college mumbai upon completion of his masters in management from the

university of massachusetts usa he returned to india to be part of the indian post

liberalization story
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Projects For Soft Skills

By Beverly Amer excels in

this dance of discoveries.

Regular updates ensure

that the content landscape

is ever-changing, presenting

readers to new authors,

genres, and perspectives. The

unexpected flow of literary

treasures mirrors the

burstiness that defines

human expression.

An aesthetically appealing

and user-friendly interface

serves as the canvas upon

which New Perspectives

Portfolio Projects For

Soft Skills By Beverly
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Amer portrays its literary

masterpiece. The website's

design is a demonstration of

the thoughtful curation of

content, presenting an

experience that is both

visually attractive and

functionally intuitive. The

bursts of color and images

coalesce with the intricacy

of literary choices, shaping

a seamless journey for

every visitor.

The download process on

New Perspectives Portfolio

Projects For Soft Skills

By Beverly Amer is a

symphony of efficiency. The

user is acknowledged with

a direct pathway to their

chosen eBook. The

burstiness in the download

speed ensures that the

literary delight is almost

instantaneous. This

effortless process

corresponds with the human

desire for quick and

uncomplicated access to

the treasures held within

the digital library.

A key aspect that

distinguishes news.xyno.online

is its devotion to

responsible eBook

distribution. The platform

rigorously adheres to

copyright laws, ensuring

that every download

Systems Analysis And

Design Elias M Awad is a

legal and ethical effort.

This commitment adds a

layer of ethical complexity,

resonating with the

conscientious reader who

esteems the integrity of

literary creation.

news.xyno.online doesn't

just offer Systems Analysis

And Design Elias M Awad;

it fosters a community of

readers. The platform offers

space for users to connect,

share their literary

journeys, and recommend

hidden gems. This

interactivity adds a burst

of social connection to the

reading experience, elevating

it beyond a solitary

pursuit.

In the grand tapestry of

digital literature,

news.xyno.online stands as

a vibrant thread that

blends complexity and

burstiness into the reading

journey. From the fine dance

of genres to the rapid

strokes of the download

process, every aspect

echoes with the fluid

nature of human expression.

It's not just a Systems

Analysis And Design Elias M

Awad eBook download

website; it's a digital oasis

where literature thrives,

and readers begin on a

journey filled with

delightful surprises.

We take pride in curating

an extensive library of

Systems Analysis And

Design Elias M Awad PDF

eBooks, carefully chosen to

appeal to a broad audience.

Whether you're a supporter

of classic literature,

contemporary fiction, or

specialized non-fiction,

you'll uncover something

that fascinates your

imagination.

Navigating our website is a

cinch. We've crafted the

user interface with you in

mind, ensuring that you can

easily discover Systems

Analysis And Design Elias M

Awad and download

Systems Analysis And

Design Elias M Awad

eBooks. Our lookup and
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categorization features are

easy to use, making it easy

for you to discover

Systems Analysis And

Design Elias M Awad.

news.xyno.online is devoted

to upholding legal and

ethical standards in the

world of digital literature.

We emphasize the

distribution of New

Perspectives Portfolio

Projects For Soft Skills

By Beverly Amer that are

either in the public domain,

licensed for free

distribution, or provided by

authors and publishers with

the right to share their

work. We actively dissuade

the distribution of

copyrighted material

without proper

authorization.

Quality: Each eBook in our

selection is thoroughly

vetted to ensure a high

standard of quality. We

intend for your reading

experience to be pleasant

and free of formatting

issues.

Variety: We consistently

update our library to bring

you the latest releases,

timeless classics, and hidden

gems across fields. There's

always an item new to

discover.

Community Engagement: We

value our community of

readers. Connect with us on

social media, exchange your

favorite reads, and

participate in a growing

community dedicated about

literature.

Whether or not you're a

enthusiastic reader, a

student in search of study

materials, or someone

exploring the world of

eBooks for the very first

time, news.xyno.online is here

to cater to Systems

Analysis And Design Elias M

Awad. Accompany us on

this reading adventure, and

allow the pages of our

eBooks to take you to

fresh realms, concepts, and

encounters.

We grasp the thrill of

finding something novel.

That's why we frequently

refresh our library, ensuring

you have access to

Systems Analysis And

Design Elias M Awad,

celebrated authors, and

hidden literary treasures.

On each visit, anticipate

new opportunities for your

reading New Perspectives

Portfolio Projects For

Soft Skills By Beverly

Amer.

Appreciation for opting for

news.xyno.online as your

trusted destination for PDF

eBook downloads. Happy

reading of Systems Analysis

And Design Elias M Awad
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