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Module One: Getting Started 

As we grow, we learn to become leaders. Being a leader is natural for 

some, and learned for others.  No matter how we have become a leader, it 

is important to remember we must lead ourselves before we lead others. 

Take the time to motivate yourself and realize that you can do it. 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with 

learning, it occurs more easily and rapidly. With that in mind, let’s review our goals 

for today.  

At the end of this workshop, participants should be able to: 

• Understand what self-leadership is 

• Motivate yourself 

• Set goals 

• Reward yourself when positive things happen 

• Think positively 

 

 
 
 
  

Argue for your limitations and sure enough, 

they're yours. 

Richard Bach 
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Module Two: What Is Self-Leadership? 

Self-leadership involves leading yourself. It involves working on 

yourself and your skills from the inside out. A self-leader develops 

and takes responsibility for their actions. A self-leader has the ability 

or has learned to have the ability to influence their thinking, 

behaviors, and feelings. This person guides themselves in positives 

ways, which equals success.  

 

 

 

 

Sources 

Before you can be a self-leader, you need to know ways to become a 

self-leader. Self- leaders are built from within. They are constantly 

developing themselves. They work hard for what they want, and work 

even harder to keep it that way.  

Sources of self-leadership involve: 

• Self-awareness - Knowing your intentions. Knowing your values. Being aware of what can keep 

you from becoming a good leader.  

• - Knowing your strengths as well as your abilities. Taking actions to develop skills to build 

confidence.  

• Self-efficacy - Believing whatever comes your way is something that you can handle.  

 

  

He who controls others may be powerful, but 

he who has mastered himself is mightier still. 

Lao Tzu 
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Before Action 

To be a proper leader, you need to think about your actions. It is important to realize and 

understand when it is appropriate to act and when it is not. One must be prepared to act, 

and it must be done with the best intent. 

 

Before taking any action, it is important to consider: 

• Intention- The person should proceed with a purposeful action in mind. 

• Influence- We must positively influence ourselves if we want to make change. 

• Impact- We must think about how our actions will be measured around us. 

 

During 

Once you decide to be a self-leader, act like it. You have to change your 

mindset, and realize you are a leader. Take the actions necessary to fulfill this 

role. Continually work on yourself. Never be content with where you are. Work 

to be better. Give your all to establish yourself, and show others that you 

deserve your role.  

Tips to help a person self-lead: 

• Establish and work on your purpose 

• Focus on what makes you happy 

• Be passionate, brave, and optimistic 

• Have a healthy self-belief 

• Be enthusiastic 
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After Action 

Once you have become a self-leader and have taken action to prove it, you need 

to continue it. In self-leadership, it is your duty and your duty alone to continue 

to be a self-leader. You must advance yourself and ensure that all of your actions 

continue to be on the right track and doing what you need them to do.  

 

To continue self-leadership: 

• Take full responsibility for your actions 

• Make efforts to continually improve 

• Envision your future 

• Never give up 

• Learn to love your ideas and actions taken 

• Be a lifelong learner 

 

Case Study 

Jack and Jillian work together at Software Needs Co. They are supervisors who 

work closely together. Jack is an amazing leader. He takes the initiative and works 

hard. He works to meet his own goals and helps others meet theirs. Jillian works 

hard as well, but has trouble leading herself. She has goals, but does not know 

how to meet them. She is missing the self-leadership factor. Jack told Jillian that 

he learned how to be a better self-leader and so could she. He recommended that 

Jillian focus on self-awareness, self- confidence, and self-efficacy. Jillian knew she wanted to better 

herself, and took his words to heart. She looked into ways to do this, and began becoming a better self-

leader. Jack and Jillian's subordinates noticed a major difference in Jillian and her leadership skills.  
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Module Two: Review Questions 

1. What source of self-leadership involves knowing your intentions, values, and being aware of 

what can keep you from becoming a good leader? 

a) Self-awareness 

b) Self-confidence 

c) Self-efficacy 

d) Self-conflict 

2. Which of the following is associated with knowing your strengths as well as your abilities and 

building those?  

a) Self-awareness 

b) Self-efficacy 

c) Self-conflict 

d) Self-confidence 

3. Which of the below is associated with the person proceeding with a purposeful action in mind? 

a) Influence 

b) Intention 

c) Impact 

d) Idealism 

4. Before we take action, which is associated with positively influencing ourselves if we want to 

make change?  

a) Idealism 

b) Intension 

c) Impact 

d) Influence 

5. To be a self-leader, the person must what? 

a) Tell others that they are a self-leader 

b) Focus on others, and never themselves 

c) Realize that they are a leader 

d) Have one lifelong goal 
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6. Which of the following is a tip to self-lead? 

a) Establish and work on your purpose 

b) Focus on what makes you happy 

c) Have a healthy self-belief 

d) All of the above 

7. Whose duty is it to maintain your self-leadership skills? 

a) Your peers 

b) Yours 

c) Your leaders 

d) Your family’s 

8. Which of the following is a way to continue being a self-leader? 

a) Take full responsibility for your actions 

b) Take full responsibility for your actions and make efforts to continually improve 

c) Make efforts to continually improve and envision your future 

d) Take full responsibility for your actions, make efforts to continually improve, envision your 

future, and never give up 

9. What did Jack recommend for Jillian to work on? 

a) Her self-awareness skills 

b) Her self-awareness skills and self-confidence skills 

c) Her self-confidence and self-efficacy skills 

d) Her self-awareness, self-confidence, and self-efficacy skills 

10. Where do Jack and Jillian work? 

a) Hardware R Us 

b) Software Needs Co 

c) Hardware Needs Org 

d) Computers Galore 
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Module Three: Motivators 

In life, everyone needs motivators. We all need something 

that gets us going and wanting more and wanting better. 

You can have different motivators for different things. You 

may have a motivator that helps you with work, and then a 

motivator that helps with your home life. You need to 

determine what motivates you. Others cannot tell you this. 

Experiment and find what works for you. 

 

 

Need for Autonomy 

To understand the need for autonomy, we need to understand what it is. Autonomy is 

related to a person's ability to make informed and un-coerced decisions for themselves. It is 

one's abilities to act on their own values and interests. The term is actually derived from the 

ancient Greek word which means self-governance.  

Ways to be more autonomous: 

• Get to know yourself 

• Challenge your beliefs and assumptions 

• Become more assertive 

• Make your own decisions 

• Make sure you can meet your needs 

• Learn to soothe yourself 

 

Self-Efficacy 

Do you know what self-efficacy is? If you don't, let me tell you. It is a person's 

belief in their capacity to perform behaviors and complete tasks to reach 

different goals. Bandura is the person responsible for creating this definition. 

Self-efficacy determines how people think, behave, and feel.  There are four 

major sources of self-efficacy, according to Bandura. They are: mastery experiences, social modeling, 

social persuasion, and psychological responses. 

Individuals with strong self-efficacy: 

The longest journey is the journey inward. 

Dag Hammarskjold 
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• View challenging problems as things to master 

• Develop deeper interests  

• Have a strong sense of commitment to their interests 

• Can recover quickly from setbacks 

 

Individuals with weak self-efficacy: 

• Avoid challenging tasks 

• Believe difficult tasks are beyond their capabilities 

• Focus on personal failures 

• Lose confidence quickly 

 

 

External Factors 

We all need to find what motivates us to live a happy life. Extrinsic motivation is related 

to behavior that is driven by external rewards. Not everyone will be driven by the same 

thing. Some people may be driven by money and fame while another may be driven by 

praise. Extrinsic motivation comes from outside the person. You need find what 

motivates you. It may take some trial and error, but once you find what you want, you 

can become more motivated.  

 

Internal Factors 

Internal motivation is different from external motivation. Internal motivation is driven 

by doing something because you enjoy doing it. Intrinsic motivation is not concerned 

with external rewards like awards or praise.  What you feel inside from an experience 

makes you want to do it again in the future.  

 

Needs that lead to intrinsic motivation: 

• Competence- Succeeding in what one does 

• Relatedness- Connecting with others 

• Autonomy- Being in control of one's own life 
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Case Study 

Ricky and Cindy work together at Elite Care Center. The two employees work as 

supervisors.  Cindy has not shown much motivation at work recently. She goes 

through the day, but it is only because she has to. Ricky has noticed the decline in 

her motivation. Ricky told Cindy that he wants to help her. He said she needs to find 

what motivates her at work, and use that to be happier and accomplish her tasks. 

He recommended that Cindy think about what motivates her both internally and externally. Cindy 

thought about it and found what makes her happy about work. She also found that praise makes her 

work harder. Being aware of this, Ricky praised her for her accomplishments.  
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Module Three: Review Questions 

1. What does the word autonomy mean in ancient Greek? 

a) Epiphany 

b) Involvement 

c) Learning curve 

d) Self-governance 

2. Which of the following is not a way to be more autonomous? 

a) Learn to soothe yourself 

b) Take the time to get to know yourself 

c) Never challenge your own beliefs 

d) Become more assertive 

3. According to Bandura, there are how many major sources of self-efficacy? 

a) 4 

b) 3 

c) 2 

d) 10 

4. What does a person with strong self-efficacy look like? 

a) Avoids challenging tasks 

b) Believes difficult tasks are beyond their capabilities 

c) Focuses on failures 

d) Views challenges as a problem to master 

5. Extrinsic motivation is related to what? 

a) A lack of rewards 

b) Both internal and external rewards 

c) Internal rewards 

d) External rewards 

6. What is an example of external motivation? 

a) Praise 

b) Money 

c) Fame 

d) All of the above 
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7. What is intrinsic motivation related to? 

a) A lack of rewards 

b) Internal rewards 

c) External rewards 

d) Both internal and external rewards 

8. According to the lesson, which is a need that leads to intrinsic motivation? 

a) Competence 

b) Relatedness 

c) Autonomy 

d) All of the above 

9. Where do Ricky and Cindy work? 

a) Elite Care Center 

b) ABC Hospital 

c) Care Creators 

d) Medical Assistants Org 

10.  Ricky told Cindy that she needs to think about what? 

a) What motivates her internally and externally at work 

b) What motivates her internally 

c) What motivates her externally 

d) Where she wants to be in her career 

.   
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Module Four: Behavior Focus  (I) 

A person's behavior is a direct reflection from the environment 

around. People learn from their surroundings, and their reactions are 

based on those surroundings. Behavior itself is a range of actions or 

mannerisms that a person does. It is a response system to actions 

around us. It is our duty to work on our behavior and ensure it is 

proper for the environment we are in.   

 

 

Focusers and Reminders 

Behavior is something that comes naturally in intense situations. We are able to 

control our behavior, though. We must stay focused and think about our actions and 

reactions. To be a strong leader, the ability to control emotions is a very important 

skill to possess.  You need to focus on what good behavior looks like and what bad 

behavior looks like. Focus on what makes you happy for good behavior. Act as if you 

are trying to impress someone else, but really do it for yourself.  

Avoid bad behavior because: 

• It's a prelude to poor self-esteem 

• It draws you to others with poor behavior 

• It's a symptom of a bigger issue 

Avoid common bad behavior habits of: 

• Guilt tripping 

• Temper tantrums 

• Manipulation 

• Gossiping 

• Jealousy 

• Poor listening 

• Bad manners 

The secret of change is to focus all of your 

energy, not on fighting the old, but on building 

the new. 

Socrates 
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Cues 

For most of us, we want to be good people. It is in human nature to feel this 

way. Sometimes we forget about our behavior and do not realize we are 

hurting ourselves or others. To help this, we can create cues for ourselves to 

remind us to act correctly. Cues can be learned to re-direct negative 

behaviors. No words are needed for some cues. Non-verbal cues can help 

motivate us to stay on task with proper behaviors and stop behaviors that get us off task. You should 

always watch for cues to adjust your behavior. It can make all the difference for you, and it helps avoid 

problems.  

Non-verbal cues include: 

• Gestures 

• Body posture 

• Facial expressions 

• Eye contact 

• Proximity 

 

Self-Observation 

Self-observation is the starting point for making changes in our lives. It is done to be 

aware of your feelings, moods, and thoughts throughout the day. This is also the 

beginning of self-knowledge. You need to be able to be able to see yourself before 

you can truly know yourself.  

 

Keys to Self-Observation: 

• Seeing how you affect others 

• Being able to see the positive and negative 

• Can experience the present during the present 
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Goal Setting 

Goals give us a reason to live. They are what motivate us. We set goals that will better 

ourselves and help us move forward. When setting goals, it is important that these 

goals are positive. You must also be precise with setting goals. Set timelines for 

yourself and make the goal a priority. One important aspect of setting goals is that 

they are realistic. This will keep you sane and motivated at the same time. SMART is a 

mnemonic that is used to help people make goals. You should try it! 

• S- Specific or Significant 

• M- Measurable or Meaningful 

• A- Attainable or Action-oriented 

• R- Relevant or Rewarding 

• T- Time bound or Trackable 

 

Case Study 

Andy and Lisa work at Paper Reams Org. The two coworkers are both office 

managers with the company. Lisa is in awe of Andy. Andy always sets goals for 

himself and meets them. Lisa does not like to set goals. Lisa feels like she does 

not know how to properly set goals. Andy recommended using SMART goals to 

help her.  Lisa was excited to see how easy setting goals would be with this. Lisa 

followed the outline and created goals for her personal and professional self. It made such a difference 

in her work ethic, even Andy noticed.  
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Module Four: Review Questions 

1. Which is a reason to avoid bad behavior? 

a) It is a prelude to poor self-esteem 

b) It is a prelude to poor self-esteem and it draws you to others with poor behavior 

c) It draws you to others with poor behavior and it is a symptom of a bigger issue 

d) It is a prelude to poor self-esteem, it draws you to others with poor behavior, and it is a 

symptom of a bigger issue 

2. Which of the following is a bad habit that should be avoided in one's behavior? 

a) Jealousy 

b) Gossiping 

c) Guilt tripping 

d) All of the above 

3. Which of the following is a non-verbal cue? 

a) Gestures 

b) Body posture 

c) Facial expressions 

d) All of the above 

4. In the lesson, cues are used for what? 

a) To change positive behavior to negative behavior 

b) Reminding us to act correctly 

c) To reward us with physical gifts 

d) To enhance problems 

5. Which of the following is not a key to self-observation? 

a) Seeing how you affect others 

b) Being able to push others away 

c) Being able to see the positive 

d) Able to experience the present during the present 

6. Self-observation allows you to what? 

a) Be aware of your feelings 

b) Be aware of your feelings and moods 

c) Be aware of your moods and thoughts 

d) Be aware of your feelings, moods, and thoughts 
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7. What does the S in SMART goals stand for? 

a) Super 

b) Secret 

c) Standard 

d) Specific 

8. The M in SMART goals stands for: 

a) Managed 

b) Measurable 

c) Maximum 

d) Minimum 

9. What position does Andy hold? 

a) Salesmen 

b) Office Assistant 

c) Supervisor 

d) Office Manager 

10. What is Lisa's issue in the case study? 

a) She is unmotivated 

b) She has too many goals 

c) She never meets her goals 

d) She does not know how to set goals 
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Module Five: Behavior Focus (II) 

We get to choose how we act. It is part of being a human being. With 

that said, it is up to us to behave properly and respectfully.  We must 

focus our behaviors for acting wisely. Our actions should provide 

positive results and help us reach our end goal. Focusing on our 

behavior allows us to be good self-leaders. 

 

 

 

Purpose 

Purpose motivates us. It gives us a fulfilling life. Everyone can have their own 

individual purpose. Purpose has to be meaningful to you. Other people cannot 

tell you your purpose. You need to know and create yours. Remember not 

everyone knows their purpose right away. It takes time. There is no universal 

formula to finding your purpose. You will know your purpose when you are supposed to. 

Reasons to find your purpose: 

• It gives meaning to everything one does 

• It directs you 

• It guides you 

• It motivates you 

 

  

Behavior never lies. 

Gary Ryan Blair 
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Reward 

Incentives drive behavior. You are more likely to see positive behavior if incentives 

are present. Incentives do not have to be physical rewards. They can be mental. By 

this, I mean praise and hearing that one is doing a good job. If you know internally 

that you are doing a good job and you know others know you are doing a good job, 

you are more likely to repeat the behavior.  Consider two different types of 

rewards: intrinsic and extrinsic rewards. Intrinsic rewards are associated with the 

satisfaction that a person gets from doing a job or action itself. Intrinsic rewards are self-initiated 

rewards. They are having pride in one's self or having the feeling of an accomplishment. Extrinsic 

rewards are physical rewards. These include money, promotions and fringe benefits. These types of 

rewards come from an outside source rather than yourself. If there is positive behavior, a reward is 

deserved. 

 

Punishment 

Punishment is used to change a behavior. It is done to reduce the likelihood of it 

happening again. Punishment is different from negative reinforcement. Reinforcement 

is used to make the behavior happen again, punishment is meant to reduce it. There are 

two types of punishment. These types, identified by behaviorist B.F. Skinner, are 

positive punishment and negative punishment. 

 

• Positive punishment- Also known as punishment by application. It includes presenting an 

aversive stimulus after a behavior has happened.  

• Negative punishment- Also known as punishment by removal. It includes taking away a 

desirable stimuli after a behavior has occurred.  
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Practice 

Have you ever heard the saying practice makes perfect? Well it is true. You 

cannot be an expert at anything without practice. Even your behavior needs 

practice. You need to practice controlling your emotions and acting a certain 

way. This is normal. It takes time, but in the end, the practice will always be 

worth it. Remember learning rewires the brain, and it takes time to do this. 

Be patient when practicing, and let yourself get used to it. 

Distinct practice patterns: 

• Broken record method- When we repeat something over and over 

•  Autopilot method- When we activate our autopilot system and practice without realizing the 

action is occurring 

Reasons people do not practice: 

• They believe it is a waste of time 

• It makes them less confident 

• They believe it is mind numbing 

 

Case Study  

Jessica and Matthew are employees at Group Marketing. Jessica works 

as an office manager, and Matthew is a supervisor.  The co-workers are 

good friends. They help each other out when they can. Jessica is new to 

her office manager position. She has been trained on the position, but is 

still having problems getting used to it. She understands it, but it is not 

coming as second nature to her. Matthew recommended to her that 

she practice the different skills required for the position. Jessica said practice is boring and mind 

numbing. Matthew responded with letting her know that practice has many benefits, including making 

everything more understandable for her. Jessica knew he was right. She started practicing the skills for 

the position, and the position became second nature to her in no time. 
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Module Five: Review Questions 

1. According to the lesson, which is true about purpose? 

a) Everyone's purpose is the same 

b) You know your purpose by the time you are an adolescent 

c) Not everyone knows their purpose right away 

d) A person's purpose is not meaningful 

2. Which of the following is a reason to find purpose, according to the lesson? 

a) It gives meaning to everything one does 

b) It directs you 

c) It guides you 

d) All of the above 

3. Which of the following is an example of an intrinsic reward? 

a) Fringe benefit 

b) Promotion 

c) Money 

d) Pride 

4. Which of the following is an example of an extrinsic reward? 

a) Feeling accomplished 

b) Feeling good about one's self 

c) Pride 

d) Getting a physical gift 

5. What type of punishment is also known as punishment by application? 

a) Neutral punishment 

b) Standard punishment 

c) Positive punishment 

d) Negative punishment 

6. Punishment by removal is also known as what? 

a) Negative punishment 

b) Positive punishment 

c) Neutral punishment 

d) Standard punishment 
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7. What practice pattern is associated with repeating something over and over? 

a) Autopilot method 

b) Broken record method 

c) Management method 

d) Straight method 

8. Which of the following is a reason that people do not practice? 

a) It is mind numbing 

b) It makes you less confident 

c) It is a waste of time 

d) All of the above 

9. What job position does Matthew hold? 

a) Supervisor 

b) Office Manager 

c) President 

d) Office Assistant 

10.  Where does Jessica work? 

a) ABC Marketing 

b) Standard Marketing 

c) Marketing Group 

d) Group Marketing 
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Module Six: Natural Rewards 

Rewards provide inspiration to people. People act because they know 

they will receive something in return. It is important to note that not all 

rewards need to be physical. Rewards can also be natural. Natural 

rewards come after you have done something well and deserve it. If you 

do something good, naturally something comes in return.  

 

 

 

Definition 

There are all different types of rewards that can be given for all different types of 

reasons. Natural rewards are similar to intrinsic rewards. They are not physically- 

based. They strike a sense of positive emotions. Natural rewards provide self-

motivation. It encourages people to do better at whatever the task may be. 

 

Natural rewards have: 

• A sense of meaningfulness 

• A sense of choice 

• A sense of competence 

• A sense of progress 

 

  

It takes time to succeed because success is 

merely the natural reward for taking time to 

do anything well. 

Joseph Ross 
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Competence 

Do you realize rewards are all around you? You may not even realize it. Have you 

ever thought about competence being a natural reward? Well it is. As we reach 

goals, we become more competent in the areas we are focusing on. Knowledge is 

a great reward that will get us far in life. It can help us personally and 

professionally. It is up to you on how you use your competence. Be proud of it and accept it as a natural 

reward for all of your hard work.  

Competence as a natural reward: 

• Can be used as a motivational tool 

• Reinforces self-improvement  

• Reinforces gaining further knowledge 

 

Purpose and Self-Control 

Purpose and self-control are needed to have meaning in your life. It is a natural 

reward that we typically have to find on our own, but others can help us find it as 

well. Purpose makes us feel self-fulfilled. It allows us to know why we are here. This 

feeling takes time to achieve, but once you do, you will feel rewarded for all your 

hard work. This natural reward can come at any time in life. It is different for 

everyone. Self-control has to do with one's ability to regulate one's emotions, 

behaviors, and thoughts. It helps you face impulses and temptations and make the right decisions. Being 

a self-controlled person allows you to be happy. You act when appropriate and avoid problems for 

yourself.  

Ways to build self-control to build your own natural rewards: 

• Recognize impulsive thoughts 

• Place time limits on impulsive thoughts 

• Practice breathing exercises 

• Find a healthy distraction 

• Find a go-to activity 

  

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 24  Atlantic Speakers Bureau and Human Skills Development  

Life Activities 

Life is what you make of it. You must decide what activities in life make you 

happy and what are worth doing. Activities can be considered natural rewards. 

We do activities because they make us happy. Happiness is a natural reward in 

itself.  In each stage of life, you will enjoy different things and different 

activities will be rewarding to you.   

To reap natural rewards from life activities, it is important to: 

• Know what you want 

• Know what you do not want 

• Cultivate the belief that it is possible 

• Cultivate the motivation for success 

• Change unhealthy patterns  

• Create new patterns to replace the old ones 

• Reinforce what you love 

 

Case Study 

Mandy and Kodie work together in the Human Resources Department. They 

work at Staffing Co. Mandy is very motivated and knows her purpose within the 

company and in her life. Everything she does is in order to achieve goals and reap 

natural rewards. Kodie, on the other hand, does not feel like he has a major 

purpose in the company and has problems with self-control since he does not care. He does not feel like 

he receives many natural rewards. In his position, he has not been helping new employees out as much 

as he has in the past and does not get the benefit of natural rewards for doing so. Mandy is worried 

about Kodie and does not want him to lose his job. Mandy pulled Kodie aside and told him that his 

position is very important and he needs to act like it. She also told him he needs to act with more self-

control in order to be successful. She said success and happiness are both natural rewards that come 

with hard work. Kodie took her words to heart and really thought about his place within the company. 

He decided that his position was crucial and started to act like it. He also began to exercise self-control 

after realizing his purpose professionally. He began to feel better about himself in the process. 
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Module Six: Review Questions 

1. According to the lesson, natural rewards: 

a) Cause the person to reach a sense of euphoria 

b) Strike a sense of positive emotions 

c) Are physical rewards only 

d) Are useless for motivation 

2. Natural rewards cause a sense of what? 

a) Meaningfulness 

b) Choice 

c) Competence 

d) All of the above 

3. Competence as a natural reward does what?  

a) Does not help us either personally or professionally 

b) Helps us personally, but not professionally 

c) Helps us professionally, but not personally 

d) Helps us professionally and personally 

4. Competence as a natural reward can what? 

a) Be used as a motivational tool 

b) Reinforce self-improvement 

c) Reinforce gaining further knowledge 

d) All of the above 

5. According to the lesson, what is the set timeframe for a person to find their purpose and be 

naturally rewarded? 

a) No set timeframe 

b) Four to six months after reaching adulthood 

c) 2 years after reaching adulthood 

d) 5 years after reaching adulthood 

6. Which of the following is a way to build self-control so you can be naturally rewarded? 

a) Recognize impulsive thoughts 

b) Practice breathing exercises 

c) Find a healthy distraction 

d) All of the above  
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7. According to the lesson, activities can be considered what? 

a) Limited rewards 

b) Unhealthy rewards 

c) Natural rewards 

d) Corrective rewards 

8. According to the lesson, in life, you should ____ to reap natural rewards. 

a) Know what you want 

b) Cultivate the belief that what you want is possible 

c) Reinforce what you love 

d) All of the above 

9. What department does Mandy and Kodie work in? 

a) Professional Development 

b) Accounting 

c) Human Resources 

d) Payroll 

10. Which is true about Mandy? 

a) She is very motivated and knows her purpose at work. 

b) She is unmotivated 

c) She is ready to quit her job 

d) She takes control of her co-workers’ lives 
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Module Seven: Constructive Thinking 

To be a happy person, you have to think 

constructively. You have to look at things in a 

positive way and determine how it will benefit 

you. Always think things through, and determine 

the best course of action. Your brain is a powerful 

tool, so use it to your advantage.  

 

 

Positive Thinking  

Look on the bright side of things, and stay in that mindset. Having a positive 

thinking attitude will benefit you in so many ways. It helps with your mental 

health as well as your physical health. It is amazing the power that the mind has.  

Positive people attract positivity to their lives. What you exude comes back to 

you.  

Benefits of positive thinking: 

• Improves ability to learn 

• Lowers depression risks 

• Increases resistance to physical illness 

• Easier to bounce back after stressful situations 

Ways to think more positively: 

• Stop negative self-talk 

• See the humor in things 

• Cultivate optimism 

• Always work on being positive 

 

  

Very little is needed to make a happy life; it is 

all within yourself, in your way of thinking. 

Marcus Antoninus 
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Self-Talk 

Self-talk is something that we all need to be aware of. For a healthy mind, we want to 

focus on developing better self-talk and practicing it. Self-talk is our little inner voice. 

It may not always be loud, so we need to listen for it. It is important to pay attention 

to this because it can either be positive or negative. Positive talk is what makes you 

feel good about yourself. Negative self makes you feel bad about yourself. It is 

pessimistic. Get rid of the negative voice, and focus on the positive one. 

Positive self-talk can help with: 

• Feeling better about yourself 

• Boosting one's confidence 

• Building one's self esteem 

• Creating relationships 

• Feeling in control 

 

Aware of Personal Beliefs and Assumptions 

It is your responsibility to be aware of your own personal beliefs and assumptions. This 

may be something you already know or have to sit down and think about. We generally 

all have our own beliefs, but do not think about them often unless we are in a situation 

where we need to.  Each person will have their own beliefs, but they may be partially 

influenced by others in our lives. Beliefs come from real experiences. They make us. 

They are part of our identity. We should not make assumptions about our own and others’ beliefs. This 

is something that comes from within, and is meaningful.  

 

Opportunity Thinking 

Think about it and make it happen. Opportunities present themselves to 

people who want them and pursue them.  They are chances for you to make 

a change and for something better to happen to you. There are many habits 

that can help you reach those opportunities that you are thinking about. It is 

important to take opportunities, even if you are scared. They may make all 

the difference in your life. Look for the positive in opportunities, and go for it. 

Habits to make opportunities happen: 

• Pay attention to your surroundings 

• Think of what you do as important 

• Imagine opportunities everywhere you look 
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• Look for opportunities that suit you 

• Make decisions on whether you want an opportunity to happen 

 

Case Study 

Renee and Nicole work together at Learning Center Co. Both women work 

as office managers for the business. The business focuses on providing 

educators with affordable classroom supplies. Lately, Renee has been down 

on herself. She goes through the work day with little effort and a neutral 

mood. Nicole noticed the change in Renee. Nicole remembered that Renee 

used to be so positive and was always looking for opportunities. Renee and 

Nicole talked and Nicole told Renee that she noticed the change. She recommended that Renee try 

thinking positively and using self-talk to increase her well- being. Renee knew she had to make a change, 

and tried. Renee was able to motivate herself from within, and became the old Renee again. 
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Module Seven: Review Questions 

1. According to the lesson, which of the following is a benefit of positive thinking? 

a) Improves ability to learn 

b) Lowers depression risks 

c) Increases resistance to physical illness 

d) All of the above 

2. Which of the following is not a way to think more positively? 

a) Stop negative self-talk 

b) Cultivate optimism 

c) Avoid the humor in things 

d) Continue to work on being positive 

3. Negative self-talk is associated with: 

a) Neutrality 

b) Pessimism 

c) Optimism 

d) Happiness 

4. What can positive self-talk help with? 

a) Feeling better about yourself 

b) Feeling better about yourself and boosting one's confidence 

c) Boosting one's self esteem and creating relationships 

d) Feeling better about yourself, boosting one's confidence, boosting one's self esteem, and 

creating relationships 

5. Which is true about personal beliefs? 

a) It is something you may already know or have to think about 

b) It is difficult to have an understanding of your own personal beliefs 

c) Personal beliefs should never be shared 

d) Everyone shares the same personal beliefs 

6. According to the lesson, beliefs come from where? 

a) Primarily from early childhood 

b) Beliefs are the same for everyone 

c) From our parents only 

d) Real experience 

  

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 31  Atlantic Speakers Bureau and Human Skills Development  

7. Which of the following is a habit to make opportunities happen? 

a) Think of what you do as important 

b) Imagine opportunities everywhere you look 

c) Look for opportunities that suit you 

d) All of the above 

8. According to the lesson, opportunities present themselves to whom? 

a) Those who have advanced careers 

b) People who want them, but do not pursue them 

c) People who want them and pursue them 

d) Everyone 

9. What does the company that Renee and Nicole work for do? 

a) Sells classroom supplies 

b) Teaches students 

c) Provides more education for teachers 

d) Babysits students after school 

10. What did Renee do to help herself? 

a) Quit her job 

b) Secluded herself 

c) Went to counseling 

d) Used positive self-talk 
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Module Eight: Well-Being (I) 

It is crucial that we take our own well being into account 

and we take care of ourselves. We cannot take care of 

others, unless we take care of ourselves first. This may be 

professionally, personally, and physically. Put yourself in a 

positive state of mind.  A positive well-being leads to a 

positive and fulfilled life.  

 

 

 

Emotional Intelligence 

Emotional intelligence is a concept associated with one's ability to 

control, evaluate, and perceive emotions. It can be learned over time. 

Emotional awareness is part of emotional intelligence. This is when you 

can identify yours and others emotions as well as having the ability to 

harness and manage emotions.  

 

Emotional intelligence has four factors: 

• Perceiving emotions 

• Understanding emotions 

• Reasoning with emotions 

• Managing emotions 

  

Happiness and well-being are actually best 

regarded as skills. 

Richard Davidson 
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Stress Management 

To manage stress, we must understand what it is. It is any chemical, 

emotional, or physical factor that causes either bodily or mental unrest. 

Stress will always be there, but there are ways to learn to manage and 

minimize it. Individuals who create strong social support networks are less 

likely to experience high levels of stress than those who do not have the 

support. Stress can be caused by internal and external factors. Internal factors include: your body's 

ability to deal with stress, your overall health, emotional well-being, sleep, and nutrition status. External 

factors include: your physical environment, your job, your home, and your relationships. 

There are many types of techniques that can be used to manage stress: 

• Relaxation techniques- Yoga, guided imagery, biofeedback, tai chi 

• Time management skills 

• Counseling 

• Exercise 

 

Optimism 

Look on the bright side of things and enjoy the benefits of it. An optimistic person is 

hopeful. They look for the best in things and people. It's a positive way to live that 

provides benefits. An optimistic person expects the best, believes it will happen, but 

also works for it to happen. An optimistic person does not sit around hoping 

something will happen for them without any effort.  

Habits of optimistic people: 

• Gracious 

• Forgiving 

• Good listeners 

• Smiles often 

• Exercises and eats healthy 

• A forward thinker 

• Does not blame others 

Benefits of being optimistic: 

• Healthier heart 

• Better stress management tendencies 

• Lower risk for stroke 
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Fun and Happiness 

Do you ever watch happy people? These people live life to the fullest. They are 

prepared for life and enjoy life. The key to a long life is happiness. Only you can 

make yourself happy. Others can help, but it is you who truly can decide if you 

are going to live as a happy person or a sad person. Make the decision and 

decide you want happiness. Have fun in life, try new things, be adventurous. Laugh out loud. Do it often. 

Laughter is known to help increase a person's health. What a simple way to be happier.  

Ways to be happier: 

• Accept that life is not perfect 

• Do not take yourself seriously 

• Appreciate yourself 

• Have goals that mean something to you 

 

Case Study 

Stella and Kim work at Becca Consulting Firm. The two both hold supervisor 

positions. Stella has had trouble with the position recently. She has become 

stressed and overwhelmed. Kim has taken notice and wants to help. Kim has 

recommended that Stella take the time and effort to manage her stress. Kim 

said that she uses stress management techniques to control her stress. She stated that she likes to do 

yoga. Stella became interested and wanted to try it and practice different stress management 

techniques. The two went to a yoga class the next day. Stella liked it so much that she continued to go. 

The technique allows her to relax and focus on things that need to be focused on instead of the stress. 

The technique has helped her greatly at work.  
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Module Eight: Review Questions 

1. Which of the following is a branch of emotional intelligence? 

a) Perceiving emotions 

b) Reasoning with emotions 

c) Understanding emotions 

d) All of the above 

2. Emotional intelligence refers to a person's ability to what? 

a) Perceive emotions 

b) Perceive and evaluate emotions 

c) Evaluate and control emotions 

d) Perceive, evaluate, and control emotions 

3. Which of the following is not an external factor that can contribute to stress? 

a) Your physical environment 

b) Your job 

c) Your nutritional status 

d) Your home  

4. Which of the below is not an internal factor that can cause stress? 

a) Your relationships with others 

b) Overall fitness 

c) Emotional well-being 

d) Amount of sleep you get 

5. Which of the following is not a habit of an optimistic person? 

a) Is gracious 

b) Blames others 

c) Is a forward thinker 

d) Smiles often 

6. Which of the below is a benefit of being optimistic? 

a) Healthier heart 

b) Have better stress management techniques 

c) Lower risk of stroke 

d) All of the above 
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7. Which is recommended by the lesson to help with happiness and one's well-being? 

a) Seclude yourself 

b) Laugh often 

c) Make as much money as possible 

d) Focus primarily on others for help 

8. According to the lesson, what are ways to be happier? 

a) Accept that life is not perfect 

b) Do not take yourself too seriously 

c) Appreciate yourself 

d) All of the above 

9. What position do Stella and Kim hold? 

a) Office Manager 

b) Supervisor 

c) Vice President 

d) Senior Director 

10. Where do Stella and Kim work? 

a) Becca Gym 

b) First Firm 

c) Tartest Agency 

d) Becca Consulting Firm 
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Module Nine: Well-Being (II) 

Put yourself as number 1 in your life and focus on your well-
being. There are so many things that you can do to focus on 
yourself. This may include exercising, dieting, and getting enough 
sleep. Find a happy medium in life and determine what makes 
you feel good inside and out, and do it. 

 

 

 

 

 

Fitness 

To promote a positive well-being, fitness is very important. It will make all the 

difference in your mind and body. Fitness allows a person to function more 

effectively. It is simple to do, and can be done just about anywhere. You do not 

have to have big workouts to become fit. Start small, and work your way up. It is 

great to have a partner who can encourage you and keep you motivated to 

continue working on your fitness.  

Reasons to focus on fitness: 

• It boosts brainpower 

• Movement helps melt away stress 

• Gives you energy 

• Wards off disease 

• Builds a stronger heart 

 

When it comes to health and well-being, regular 

exercise is about as close to a magic potion as you 

can get. 

Nhat Hanh 
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Diet 

One of the most important factors to our well-being is how we eat. We must have a 

healthy body in order to have a healthy mind. Having a healthy diet is not only 

meant for weight loss. It is also meant to help you feel great, improve your overall 

health, give you more energy, and help with your mood.  

Important notes for a healthy diet: 

• Consume a variety of foods 

• Utilize portion control 

• Eat a lot of produce 

• Incorporate whole grains into meals 

• Eat fish 

• Minimize animal fat 

• Avoid trans fats 

• Decrease sodium, increase potassium 

 

Sleep 

Sleep, it is something many of us want more of, but do not make doing it a priority. 

Now it's time to prioritize. How well sleep benefits you depends on the quality of 

sleep and the amount of sleep you get. You want to sleep through the night with as 

little disturbances as possible.  Adults generally need 7 to 9 hours of sleep at night. 

It is important to have a cozy, dark, and quiet place to sleep. This is how your body 

will get the best rest it can. Sleep is crucial to the body and mind, because it allows them to recuperate 

from the day and refresh themselves. 

Ways to get better sleep: 

• Stick to a sleep schedule 

• Focus on what you eat and drink before bed (avoid caffeine and nicotine) 

• Create a bedtime ritual 

• Be comfortable in your bed 

• Limit day naps 
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Personal Effectiveness 

You are the person that will make all the difference in your life. You need to 

determine whether you will use all the resources at your disposal or ignore them. 

Take a look at your life, and look around. You will see all the different personal 

resources available to you. Personal resources include energy, knowledge, attitude, 

creativity, skills, talent, and time. All of these can be used to help you achieve 

personal and professional goals.  

 

Case Study 

Michelle and Kathy work at Link Together Co. They have worked together for a 

while and are comfortable talking to each other.  Michelle has not had that 

much energy lately. She barely gets through the work day. Kathy has noticed 

this. Kathy asked Michelle how she has been feeling, and Michelle told her tired 

and drained. Kathy asked about Michelle's diet, fitness, and sleep patterns. 

Michelle said she eats fast food a lot, does not really exercise anymore, and sleeps maybe 5 hours each 

night. Kathy told her that she needed to completely revamp her lifestyle if she wanted to feel better. 

Kathy recommended that she gets at least 7 hours of sleep each night, exercises daily, and starts eating 

healthier. Michelle knew Kathy was right and started to change her lifestyle. Within a month, Michelle's 

energy at work had drastically changed. She thanked Kathy for the advice and told her it made a major 

difference in her well-being.  
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Module Nine: Review Questions 

1. Which of the following is a reason to focus on fitness? 

a) Gives the body energy 

b) Helps melt away stress 

c) Boosts brainpower 

d) All of the above 

2. Fitness helps do what? 

a) Increase blood pressure 

b) Minimize muscle mass 

c) Allows a person to function more effectively 

d) Guarantees a person will not get a disease 

3. According to the lesson, a person should do what? 

a) Increase animal fats, increase sodium 

b) Decrease sodium, increase potassium 

c) Decrease potassium, increase sodium 

d) Increase potassium, increase animal fats 

4. In regards to a healthy diet, which is true? 

a) Utilize portion control 

b) Utilize portion control and incorporate whole grains into meals 

c) Incorporate whole grains into meals and avoid trans-fat 

d) Utilize portion control, incorporate whole grains into meals, and avoid trans-fat  

5. How many hours does an adult need of sleep each night? 

a) 4 to 5 

b) 6 to 7 

c) 7 to 9 

d) 10 to 12 

6. Which of the following is a way to get better sleep? 

a) Stick to a sleep schedule 

b) Be comfortable in your bed 

c) Focus on what you eat and drink before bed 

d) All of the above 
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7. According to the lesson, energy is considered what? 

a) Life activity 

b) Cue 

c) Personal resource 

d) Locus of control 

8. Which of the following is a personal resource? 

a) Knowledge 

b) Skills 

c) Time 

d) All of the above 

9. For what company do Michelle and Kathy work? 

a) Happy Workers Inc. 

b) Work Day Co 

c) Link Together Co 

d) ABC Co 

10. What did Michelle need to improve to feel better? 

a) Her exercise patterns 

b) Her exercise patterns and sleep patterns 

c) Her sleep patterns and diet 

d) Her exercise patterns, sleep patterns, and diet 
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Module Ten: Individuality 

Do you realize how important it is to be yourself? You are 

unique, and there is not anyone out there exactly like you. 

You are as unique as your fingerprints. Be proud of who you 

are, and do what makes you happy. You do not have to 

please anyone but yourself, so be true to yourself. What 

some people may think is odd, others will think is amazing. 

Focus on you, and be you, not someone else.  

 

 

Personality 

What is one thing that everyone has of their own? If you are thinking fingerprints, you 

are right, but right now we're focusing on personality. Each person has their own 

unique personality. It is what makes you, you, and me, me.  Personality traits can 

change over time. It can change based on your life experiences. People can have 

positive personalities or negative personalities. Some personalities work well with 

others, while some types of personalities clash with others. People typically gravitate 

towards people with similar personalities.  

Components of personality: 

• Consistency 

• Impacts behaviors 

• Impacts actions 

• Multiple expressions  

Widely accepted aspects of personality: 

• Openness 

• Conscientiousness 

• Extraversion 

• Agreeableness 

Everyone should be respected as an individual, 

but no one idolized. 

Albert Einstein 
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Some types of personalities: 

• The architect 

• The commander 

• The debater 

• The advocate 

 

• The protagonist 

• The entertainer 

• The adventurer 

• The virtuoso 

 

Locus of Control 

Not everyone has heard of locus of control. It is associated with the degree that 

individuals believe that they have control over different outcomes of events that 

happen in their lives. There are two types of locus of control. There is internal 

control and external control.  Internal locus of control is related to a belief that one's 

life can be controlled. External locus of control is related to a belief that life is 

controlled by outside factors, which the person does not have the ability to 

influence.  It is important to note that locus of control is one of four different dimensions of core self-

evaluations. The other three are: self-efficacy, self-esteem, and neuroticism.  

 

Self-Monitor 

Self-monitoring is a personality characteristic. This characteristic is used to make a 

person pay close attention to social situations so the person can modify their behavior 

to fit that situation. There are high and low self-monitors.  High self- monitors have an 

easy time blending into social situations. They know what to say and do with people 

they interact with. This type of monitor will appear friendly and not anxious to 

observers. A high self-monitor is able to read non-verbal behavior pretty well and make their behavior 

fit the situation. This type of person is flexible and adaptable. Low self-monitors will act like themselves 

regardless of the situation they are in. They do not conform to the social setting norms. A low self-

monitor is not sensitive to social cues. A low self-monitor is consistent and principled with their 

behaviors.  
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Autonomy 

Have you heard of the term autonomy? It may be a term you have heard in passing but 

never really thought about. Autonomy is a person's right to self-management. It gives a 

person the right to manage his or her own affairs. It is associated with a person's right to 

make his or her own decisions. An autonomous decision is not forced or manipulated by 

other people.  Self-leaders make their decisions on their own. They make decisions 

without needing others, but listen to the opinions of others and draw on information 

from them. A self-leader is autonomous. They act as they see fit. 

 

Case Study 

Terry and Chelsea work together at Photos Unlimited, Inc. Terry is an office assistant 

and Chelsea is the office manager. Chelsea has noticed that Terry does not adapt to 

situations at the workplace well with customers. Terry acts the same no matter what, 

and it sometimes makes the customers feel uncomfortable. Chelsea asked Terry if 

she had heard of self-monitoring before. Terry said no, and Chelsea explained it to 

her. Chelsea presented both types of self-monitoring people. Chelsea said that Terry 

comes off as a low self-monitoring type of person. Chelsea recommended to try and open up a little bit 

more towards the idea of being somewhat of a high self-monitoring person with customers. Chelsea told 

Terry that it makes customers feel more comfortable. Terry agreed to try. After trying the technique for 

a few weeks, Chelsea noticed a major difference. Terry's sales went way up and the customers were a 

lot happier in the store.  
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Module Ten: Review Questions 

1. According to the lesson, which of the following is a component of personality? 

a) Consistency 

b) Consistency and impacts behavior 

c) Impacts actions and has multiple expressions 

d) Consistency, impacts behavior, impacts actions, and has multiple expressions 

2. According to the lesson, which of the following is a widely accepted aspect of personality? 

a) Openness 

b) Conscientiousness 

c) Agreeableness 

d) All of the above 

3. How many types of locus of control are there? 

a) 1 

b) 2 

c) 3 

d) 4 

4. Which of the following is a type of locus of control? 

a) Internal 

b) Esteem 

c) Self-granting 

d) Euphoria 

5. What type of self-monitoring person has an easy time blending into social situations? 

a) Neutral self-monitors 

b) Low self-monitors 

c) High self-monitors 

d) Coercive self-monitors 

6. A person that acts the same regardless of the situation is known as what? 

a) Low self-monitor 

b) High self-monitor 

c) Neutral self-monitor 

d) Coercive self-monitor 
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7. What term is associated with a person's right to self-management?  

a) Epiphany 

b) Self-esteem 

c) Social responsibility 

d) Autonomy 

8. An autonomous decision is what? 

a) Not forced and not manipulated 

b) Not forced 

c) Manipulated 

d) Forced and manipulated 

9. Where do Terry and Chelsea work? 

a) Photos R us 

b) Unlimited Photos, Inc. 

c) Photos Unlimited, Inc.  

d) Unlimited Photography Co 

10. What type of self-monitor did Terry start the case study as? 

a) High self-monitor 

b) Low self-monitor 

c) Neutral self-monitor 

d) Coercive self-monitor 
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Module Eleven: Personal Application 

Everyone needs to put their leadership skills into place in their own 
ways. It is up to you to decide what type of leader you want to be 
and how to get there. Each person has their own journey. In this 
journey, one will face highs and lows. What makes you, you is how 
you handle these.  

 

 

 

Diversity 

Diversity is all around us. People come from all different walks of life, and have 

different opinions. We all learn differently and act differently. Each of us leads 

ourselves and others in our ways. What is our biggest responsibility with diversity is 

being respectful of others. Never put down someone else for being different. 

Uniqueness is what makes the world go round.   

Benefits of diversity: 

• Increased adaptability 

• Variety of viewpoints 

• Promotes humanistic values 

• Improves productivity 

  

My humanity is bound up in yours, for we can only 

be human together. 

Desmond Tutu 
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Personal Problems 

Even the best of us have personal problems. Personal problems can range in severity, 

but what is most important is how you handle it. Personal problems stem from 

within, and it is something that you need to figure out.  If you handle your problems 

with dignity, it shows that you are a resilient person and a good self-leader. Those 

that overreact to personal problems do not lead themselves well. You need to lead 

yourself in the right direction, and beat your personal problems in the most effective manner possible.  

Ways to handle personal conflicts: 

• Avoid behaviors that worsen the problem 

• Be clear about what the actual problem is 

• Try to see what other people's perspectives are 

• Take control of the problem 

• Talk it out 

• Stay calm 

 

Workplace Problems 

Conflict is all around us, and sometimes in life we run into conflict in the 

workplace. Handling problems in the workplace can be tricky, because it must 

be handled in a professional manner. Acting in a non-professional way can 

mean the loss of your job.  Leadership and conflict pretty much go hand-in-

hand. What makes a leader stand out is how well they are able to handle the 

situation and resolve the conflict so both parties are happy. When dealing with a problem, make sure 

you always take a step back and think about the situation before acting. 

Ways to handle workplace problems: 

• Communicate with each other 

• Define what is acceptable behavior 

• Take the conflict head on 

• Gather information on the problem  

• Create multiple options to solve the issue 

• Be respectful of each other 

• Get all sides of the conflict 

• Never take sides 

 

http://www.atlanticspeakersbureau.com/
http://www.humanskillsdevelopment.ca/


Page 49  Atlantic Speakers Bureau and Human Skills Development  

Social Responsibility 

Are you socially responsible? Are you aware of what this means? Being socially 

responsible means that individuals behave in an ethical way towards different types 

of issues. This means you are sensitive towards social, economic, cultural, and 

environmental issues. To be socially responsible, you should work towards having a 

positive impact on those around you.  Social responsibility is something that is 

voluntary. No one can force you to be socially responsible, but good leaders work 

towards this. The idea is to be proactive rather than passive. Human social responsibility does not have 

any specific duties, rather it is based on opinion. It is what you think should be done to make your 

surrounding environment better. 

 

 

Case Study 

Cecil and Mark are employees at Water Marketing Inc. Both employees have done 

the same position for years. They are both supervisors.  Cecil is very open to 

diversity in the workplace. She thinks it is great, and loves to learn from people that 

are different from here. Mark, on the other hand, has been stuck in his bubble and 

has very minimal diversity in his life. He typically does not interact too much with 

employees, because Cecil typically fills that role. Things started to change and Mark 

had to deal with more employees. He told Cecil that everyone is so different from 

him, and he was not sure how to take it. Cecil told Mark about the wonderful things that she has learned 

from the diversity in the workplace. Hearing this, Mark was excited and became more open to diversity. 
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Module Eleven: Review Questions 

1. According to the lesson, what is our biggest responsibility with diversity? 

a) Thinking we are better than others 

b) Ignoring diversity 

c) Being respectful of others 

d) Focusing our attention on ourselves 

2. Which of the following is a benefit of diversity? 

a) Increased adaptability 

b) Variety of viewpoints 

c) Promotes humanistic values 

d) All of the above 

3. Which is true about personal problems, according to the lesson? 

a) No one can help you deal with them 

b) Personal problems cannot be solved 

c) They are meaningless 

d) They stem from within 

4. Which of the following is not a way to handle personal conflicts? 

a) Surround yourself with behaviors that worsen the issue 

b) Be clear about what the problem is 

c) Talk it out 

d) Get other's perspectives of the problem 

5. When dealing with a problem, it is important to do what? 

a) Take a step back 

b) Think about the situation before acting 

c) Both take a step back and think about the situation before acting 

d) Both act immediately and avoid thinking too much about the situation 

6. Which of the following is a way to handle workplace problems? 

a) Communicate with each other 

b) Define what acceptable behavior is 

c) Take on the conflict 

d) All of the above 
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7. Which of the following is associated with behaving in an ethical way towards different types of 

issues? 

a) Social responsibility 

b) Forced responsibility 

c) Standardized performance 

d) Employment standards 

8. Which is true about social responsibility? 

a) It is mostly negative 

b) It is involuntary 

c) It is counterproductive 

d) It is voluntary 

9. What position does Cecil hold? 

a) Marketing assistant 

b) CEO 

c) Supervisor 

d) Office manager 

10. Where do Cecil and Mark work? 

a) Water Marketing Co 

b) Water Marketing, Inc. 

c) Waiter Marketing, Inc.  

d) Water Management, Inc. 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to Self-Leadership is just beginning.  Please take a moment to 

review and update your action plan. This will be a key tool to guide 

your progress in the days, weeks, months, and years to come. We wish 

you the best of luck on the rest of your travels!  

 

 

 

Words from the Wise 

• Oliver Wendell Holmes: Man's mind, once stretched by a new idea, never regains its original 

dimensions. 

• Albert Einstein: Only we accept our limits, we go beyond them. 

• Theodore Roosevelt: Believe you can and you're halfway there. 

• Anthony J. D'Angelo: Become addicted to constant and never-ending self-improvement. 

• Robin Sharma: One of the most important of all personal leadership skills is self-awareness.―  

 

Lessons Learned 

• What self-leadership is 

• What can be used to motivate you 

• How to stay focused 

• When and how to reward yourself 

• How to be a more positive thinker 

• How to take care of yourself 

• How to move up in your company 

When your self-wroth goes up, your net worth 

goes up with it. 

Mark Victor Hansen 
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