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Module One: Getting Started 

Welcome to the Trust Building and Resilience Development 

workshop. Creating relationships that are built on trust, and having 

the tools to be resilient are crucial in creating a workplace that is 

safe and a stable place for all to work. 

This workshop will introduce you to your company’s responsibility 

with regard to promoting honesty, as well as how to deal with the 

inevitable changes that come along with building a stronger 

business. 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with learning, it occurs 

more easily and rapidly.  

This workshop is designed to help you in the following ways: 

• Gain the trust of employees by empowering them. 

• Promote transparent communication. 

• Keep the promises you make. 

• Identify different personality types and how to work with them. 

• Respect all those you work with. 

• Keep stress at bay. 

• Overcome adversities. 

• Accept and manage change. 

• Stay motivated. 

  

I believe fundamental honesty is the 

keystone of business. 

Harvey Firestone 
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Pre-Assignment 

Complete this worksheet before the class begins. Make note of what you hope to learn or 

goals you want to address after the class.  

 

1.) How do you feel about developing trust within the workplace?  

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

2.) List some qualities that you feel are important to trust building and resilience development. 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

 

3.) What are some ways in which a workplace can benefit from gaining an understanding of trust 

building and resilience development? 

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________________ 

 

4.) What do you hope to take away from this course? 

_______________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 
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Pre-Test  

1.) What does “S” in SMART stand for? 

a) Succinct 

b) Specific 

c) Simple 

d) Savvy 

 

2.) What does “M” in SMART stand for? 

a) Memorable 

b) Meticulous 

c) Methodical 

d) Measurable 

 

3.) Good verbal communication is necessary in the workplace to: 

a) Keep employees in the loop of the salaries of upper management 

b) Keep employees in the loop of the status of the company 

c) Keep employees in the loop of new hires 

d) Keep employees in the loop of who is retiring each year 

 

4.) Which of these is not a tip to ensure one’s verbal communication is sending the intended 

message? 

a) Speak with confidence 

b) Use a natural tone 

c) Be humble 

d) Speak clearly and succinctly 

 

5.) Which of the following is not a question that was asked in the “Be Organized” lesson? 

 

a) Do I have the time to commit to this? 

b) Am I the one who should be doing this? 

c) Do I have the resources? 

d) Why am I agreeing to do this? 

 

6.) Of the following, what was not asked in “Be Organized”? 

 

a) What outcome am I looking for? 

b) Is this too lofty of a promise? 

c) Is this absolutely necessary? Why or why not? 

d) When is the earliest I can get started? 
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7.) What can you do to ensure respect in the workplace? 

 

a) Don’t insult or demean others 

b) Consider others’ feelings 

c) Encourage everyone to be themselves 

d) All of the above 

 

8.) Why should you show respect?  

 

a) To ensure an efficient workplace 

b) To avoid disagreements and arguments 

c) To make sure everyone feels safe 

d) To treat others the way you want to be treated 

 

9.) According to the “Get-to-Know Colleagues” lesson, what is a way to get to know your 

colleagues?  

 

a) Respect your colleagues 

b) Sponsor a charitable event 

c) Encourage health 

d) Use an icebreaker 

 

10.) According to the “Get-to-know Colleagues” lesson, how will building and maintaining a support 

system with colleagues benefit you?  

 

a) It will make you more efficient 

b) It will build your feeling of empathy 

c) It will overall make you better with relationships 

d) It will make accomplishing things easier 

 

11.) Of the following, which of these was not listed as a characteristic of “the leader” personality? 

 

a) Optimistic 

b) Ethical 

c) Shy 

d) Passionate 

 

12.) Which of these was not listed as an attribute of “the leader”? 

 

a) Decisive 

b) Prefers to work alone 

c) Reliable 
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d) Influential 

 

13.) According to the “Change is Constant” lesson, what is something you can do that will make 

change easier?  

 

a) Give control 

b) Prepare in advance 

c) Give support 

d) Know your limits 

 

14.) According to the “Change is Constant” lesson, if you do not make changes, your business will 

not ________.  

 

a) Survive 

b) Benefit 

c) Grow 

d) Stay healthy 

 

15.) According to the “Recognizing Mistakes” lesson, how can recognizing our failures be beneficial? 

 

a) It helps you to have hope for seemingly impossible tasks 

b) It gives you experience 

c) It relieves stress and anxiety 

d) It teaches you resilience 

 

16.) According to the “Recognizing Mistakes” lesson, failure is _________. 

 

a) Unavoidable 

b) Common 

c) Bad 

d) Encouraging 

 

17.) According to the “Exercise” lesson, what is a benefit to exercise?  

 

a) Prevents cognitive decline 

b) Weight management 

c) Improves self-confidence 

d) Sharpens memory 
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18.) According to the “Exercise” lesson, what is a way to stay motivated to exercise?  

 

a) Don’t overthink 

b) Choose exercises you like and can do 

c) Set a goal 

d) Accountability 

 

19.) According to the “Keep End Goal in Mind” lesson, what is a tip for staying motivated?  

 

a) Have a strategy, but be prepared to change course 

b) Only focus on positive thoughts 

c) Change your perspective 

d) Prioritize high-impact tasks 

 

20.) According to the “Keep End Goal in Mind” lesson, when you begin to feel like you have nothing 

left to give, think back to the goal you _________________. 

 

a) Set to accomplish 

b) Thought about from time to time 

c) Have to do 

d) Forgot to do 
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Action Plan Form 

MODULE GOAL SPECIFIC? MEASURABLE? ACHIEVABLE? RELEVANT? TIMED? NEXT STEPS 

ONE        

TWO        

THREE        

FOUR        

FIVE        

SIX        

SEVEN        

EIGHT        

NINE        

TEN        

ELEVEN        

TWELVE        
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Evaluation Form 

Workshop Title: 

_____________________ Date: _____________________ 

Workshop Instructor: 

_____________________ 

   

Please rate the following items on a scale of one to ten, with one being abysmal, five being acceptable, 

and ten being perfect. 

WORKSHOP ROOM 1 2 3 4 5 6 7 8 9 10 

Comments: 

WORKSHOP FACILITIES 1 2 3 4 5 6 7 8 9 10 

Comments: 

INSTRUCTOR KNOWLEDGE 1 2 3 4 5 6 7 8 9 10 

Comments:  

INTERACTIVITY OF 

WORKSHOP 

1 2 3 4 5 6 7 8 9 10 

Comments: 

 

Would you recommend this course to others? Why or why not? 

 

Other thoughts you would like to share? 
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Module Two: Empower Staff 

When many think of gaining the trust of their employees and co-

workers, they think it can simply be done by being trustworthy 

themselves. While this may be an effective way to gain trust, you must 

consider active methods of gaining trust, such as empowering others. 

Trust is not just something you say, it’s something you do. Providing 

others with the tools they need in order to be successful shows them 

that you are willing to invest in them because you believe they have what it takes to be an asset in the 

workplace. Gain trust by giving trust! 

 

Set Expectations 

It is unfair to believe that your expectations are obvious to your employees. How can 

anyone meet your expectations if they don’t know what they are? Not everyone thinks 

alike. What is routine to you, may not be routine to others. Once you set your 

expectations, you must communicate them to the others. As you are writing your 

expectations, ensure they are: 

SMART…Specific…Measurable…Attainable…Reasonable…Timely. 

Here are some other important things to keep in mind when setting your expectations: 

1. Are they necessary? Only create expectations that are absolutely necessary. 

2. Write them down. 

3. Make them clear. If you don’t understand your expectations, it’s likely no one else will. 

4. Discuss them with employees. Don’t just hand employees a document to read. Sit down with 

them and explain your expectations. Give employees the opportunity to ask questions. 

5. Gain employee agreement and commitment. 

  

Your words and deeds must match if you 

expect employees to trust in your leadership. 

Kevin Kruse 
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Accept Input 

No employee wants to be viewed as a number or as just another worker. Each 

wants to be considered a valuable, contributing team member. What better way to 

do this than to seek the input of each member on various issues? There are some 

issues that will require an executive decision, but there will also be situations when 

it is appropriate to gather and assess the feedback of others before making a final 

decision. 

Use a formal means of obtaining input such as a questionnaire, but an informal, word-of-mouth method 

can prove to be equally effective. Once the ideas have been evaluated, action must be taken. This does 

not mean that every idea will be implemented, but employees must be given some indication that you 

are listening and onboard with executing necessary changes. Any ideas that will not be used should be 

addressed and an explanation given as to why they were not used. Don’t forget to give credit where it is 

due! 

 

 

Delegate 

“If you want something done right, you have to do it yourself.” While this may be 

true in some instances, it is not always the case. You do not want to develop a 

mindset that says you are the only one who can successfully perform a certain task. 

Putting that responsibility on yourself is not healthy for you, or the employees 

around you.  

According to the Merriam-Webster Dictionary, to delegate is to “assign responsibility or authority”. Let’s 

take a look at some of the advantages of delegating work to others: 

• Builds trust between employer and employees. 

• Strengthens communication between employer and employees. 

• Allows others to showcase their skills. 

• Allows other to develop their skills. 

• Affords the manager time to work on higher-level tasks. 
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Supply Resources 

Another part of building trust between yourself and employees is providing them 

with what they need to be successful. This includes whatever they need to do their 

everyday jobs, as well as whatever they may need in order to successfully complete 

newly delegated tasks. It is healthy to allow employees to determine and seek 

resources for themselves to some degree, but in order to be efficient and productive, you must provide 

them with the basic required resources. Some of these resources include: 

• Human  

• Reasonable accommodations 

• Office supplies 

• Training 

 

 

Practical Illustration 

Beth and Jamal are two managers at Pearson’s Paper Company. Pearson’s is a 

relatively new company, with the recent hire of ten employees; five assigned to each 

manager. The two felt it was appropriate to have a meeting on what they feel is 

important to bring to their teams. 

Jamal starts the conversation by saying that the number one factor in making sure their teams are 

successful, is building trust with each team member by empowering them. Beth agrees and begins to 

write a list of several ways in which this trust can be built. 

Beth’s list looked like this: 

1. Set expectations. 

2. Accept input. 

Jamal said the list is a great start, then added “Delegate” and “Supply resources”. Beth states Jamal’s 

additions are perfect. The pair then begin to develop a document that outlines the specifics of each step 

listed. 
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Module Two: Review Questions 

1.) What does “S” in SMART stand for? 

a) Succinct 

b) Specific 

c) Simple 

d) Savvy 

2.) What does “M” in SMART stand for? 

a) Memorable 

b) Meticulous 

c) Methodical 

d) Measurable 

3.) What does “A” in SMART stand for? 

a) Attainable 

b) Absolute 

c) Academic 

d) Advanced 

4.) What does “R” in SMART stand for? 

a) Reliable 

b) Resilient 

c) Reasonable 

d) Radical 

5.) What does “T” in SMART stand for? 

a) Tolerant 

b) Trendy 

c) Tremendous 

d) Timely 

6.) Which of these was mentioned in the module as an informal method of obtaining input? 

a) Questionnaire 

b) Word-of-mouth 

c) Staff meeting 

d) Teleconference 
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7.) According to the Merriam-Webster Dictionary, which term was used to define “to delegate”? 

a) Concern 

b) Obligation 

c) Responsibility 

d) Duty 

8.) As per the Merriam-Webster Dictionary, _____ was used to define “to delegate”? 

a) Power 

b) Authority 

c) Permission 

d) Ability 

9.) Of the following, which was not mentioned as a resource that should be supplied to employees 

by an employer? 

a) Uniform 

b) Human 

c) Reasonable accommodations 

d) Office supplies 

 

10.) Which of these was mentioned as a resource that should be provided to employees by an 

employer? 

 

a) Office space 

b) Training 

c) Food 

d) College education 
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Module Three: Transparent Communication 

Transparent communication is exactly what it sounds like: 

communication that is open and honest. This is an essential aspect of 

any successful relationship. This module will discuss the idea that all 

communication with employees should be transparent in order to build 

trust. 

 

 

Verbal 

What is verbal communication? Simply using your words to express yourself. When 

speaking, most people hear what you say, but perhaps not your intention behind it. 

It’s important to get it right the first time, otherwise, you may have to do damage 

control. Speaking comes easily for some, and not so easily for others. If you fall into 

the latter category there are ways you can improve this. For example: practice what you are going to say 

before saying it. Granted, it’s not reasonable to practice everything you say, but there are those times 

when what you say will have a major impact, and you don’t want to leave any room for 

misinterpretation. 

Keep employees in the loop of the status of the company or of any upcoming changes that may affect 

them directly. Make employees aware of important changes as they happen. Some people will be 

forgiving if you get it wrong the first time, but for others, this means starting from scratch in the trust-

building department. 

Here are some tips to help ensure your verbal communication is sending the right message: 

• Speak with confidence 

• Use a natural tone 

• Speak clearly and succinctly 

• Make sure your body language isn’t saying the opposite of your words 

• Be an active listener 

Trust, honesty, humility, transparency and 

accountability are the building blocks of a positive 

reputation… 

Mike Paul 
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Non-Verbal 

For many, non-verbal communication can be difficult to master, because you are 

not consciously aware of what you are “saying”. However, it is important for you 

to be mindful of your non-verbal communication and ensure it supports your 

intended message. Again, not doing so can give the impression that you are not 

being transparent, or are an untrustworthy individual. 

Here are some non-verbal communication cues to consider: 

• Eye contact 

• Handshake 

• Posture 

• Body movements 

• Facial expressions 

• Aspects of speech (tone and speed) 

• Silence 

 

Honest Feedback 

When giving feedback, it may be tempting to say what you believe the other 

person wants to hear, but doing so is a disservice to that person and non-

beneficial to you. The purpose of feedback is to highlight strengths and make the 

person aware of potential areas for improvement. No matter how great a job one 

is doing, there is always something that can be done better or more effectively. Don’t rob that employee 

of an opportunity to grow. On the other hand, if all you focus on are areas for improvement without 

commending the employee for what they are doing well, you are robbing them of a chance to shine. 

When giving feedback that requires change on the part of the employee, make sure you are specifically 

focusing on the behavior that needs to be changed, not something that can’t be changed, such as the 

employee’s personality. Also, be timely in your feedback, and set clear expectations of change and gain 

the employee’s commitment to do so. 
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No Gossip 

Gossip is not appropriate for the workplace, or any place, for that matter. It is designed 

to tear down, not to build up. So why would you want that as a part of your company? 

Besides, if one person shares gossip with you, chances are they will be sharing gossip 

about you. 

Gossip is the opposite of transparent communication. It tells secrets to one party, while 

keeping the other party in the dark. This typically means the whole truth isn’t being 

exposed. Truth is what honesty is based on. Promoting an environment where gossip is not tolerated is 

promoting a workplace where trust thrives. 

Here are some suggestions for ridding your workplace of gossip: 

1. Institute a zero-tolerance policy. 

2. Address the gossiper. 

3. Set a positive example. 

 

 

Practical Illustration 

Brett and Mike are in the break room talking about how they feel working for the 

company. Brett said he loves his job and the benefits the company offers, but feels 

like employees aren’t kept in-the-know regarding the state of the company. Judging 

by the body language of some of the managers, it seems that the company isn’t 

doing so well, but since no one has said anything, he’s not really sure. 

Mike agreed that something seems to be amiss, but he thinks it’s best not to assume anything. He 

encouraged Brett to share his concerns with his manager so he can get peace of mind. 

Brett agreed, and talked to his manager, Beverly. She assured Brett that everything is fine and she 

believes in transparent communication, so if there was ever anything that the team needed to be aware 

of, she would be sure to share with them. 

Brett was relieved and thanked Mike for encouraging him to talk to Beverly. 
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Module Three: Review Questions 

1.) With regard to verbal communication, this module referenced general communication as well 

as: 

a) Keeping employees in the loop of the salaries of upper management 

b) Keeping employees in the loop of the status of the company 

c) Keeping employees in the loop of new hires 

d) Keeping employees in the loop of who is retiring each year 

2.) Which of these was not mentioned in the module as a tip to ensure one’s verbal communication 

is sending the intended message? 

a) Speak with confidence 

b) Use a natural tone 

c) Be humble 

d) Speak clearly and succinctly 

3.) Of the following, which was mentioned as a tip to ensure one’s verbal communication is sending 

the intended message? 

a) Be authentic 

b) Be friendly 

c) Be an active listener 

d) Think of audience’s perspective 

4.) Which of the following is not mentioned in the module as a non-verbal cue to consider? 

a) Space 

b) Eye contact 

c) Handshake 

d) Posture 

5.) Of the items below, which is not mentioned in the “Non-Verbal” lesson as a non-verbal cue? 

a) Body movements 

b) Artifacts 

c) Facial expressions 

d) Aspects of speech 
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6.) The “Non-Verbal” lesson states ___ as a non-verbal cue. 

a) Physical appearance (clothing) 

b) Chronemics 

c) Environment 

d) Silence 

7.) What is the purpose of giving feedback? 

a) Highlight positives and point out potential areas for improvement  

b) Assess whether or not the manager is effective to the employee 

c) Highlight positives of the employee 

d) Point out areas of improvement for the employee 

8.) Which of these was not mentioned as something that needs to be done when giving feedback? 

a) Be timely 

b) Set clear expectations of change 

c) Gain employee’s commitment to change 

d) Come from a neutral position 

9.) When is gossip in the workplace appropriate? 

a) When the gossip is positive 

b) Never 

c) When the gossip is true 

d) When it is transmitted outside of work hours 

10.) In in this module, all of the following, EXCEPT ______ were mentioned as ways to get rid of 

gossip in the workplace. 

a) Institute a zero-tolerance policy 

b) Address the gossiper 

c) Dock pay from those who are gossiping 

d) Set a positive example 
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Module Four: Keep Promises 

Making a promise and not keeping it is the fastest way to lose the trust 

of your employees. Sometimes things are beyond our control, and we 

cannot stay true to your word, but making a promise and not following 

through can have dire consequences on the relationships you are trying 

to build 

 

 

 

 

Be Organized 

Do I have the time to commit to this? Do I have other resources? These are 

questions you should ask yourself before making a promise. Sometimes it’s easy 

to act in the moment and make a promise in order to make others happy without 

considering whether or not it’s even possible. Try not to act on impulse; think 

logically. 

Here are some other questions to ask yourself: 

• Why am I agreeing to do this? 

• What outcome am I looking for? 

• Is this too lofty of a promise? 

• Is this absolutely necessary? Why or why not? 

• What would be the ramifications if I’m unable to keep this promise? 

  

Always prefer the plain direct word to the long, 

vague one. Don’t implement promises, but keep them. 

C.S. Lewis 
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Stay Motivated 

You’ve weighed the pros and cons of this promise, decided to go through with 

it, now you have to do it. The excitement of being the hero who said yes has 

worn off, now the real work begins. It can be tiring. What do you do? Well, 

since you made the promise and you do not have a legitimate reason not to 

follow through, you must push through your lack of motivation and make it 

happen. 

Consider these tips in helping you stay motivated: 

• Remember why you are doing this. 

• Break down your task into smaller chunks. 

• Only focus on positive thoughts. 

• Don’t procrastinate. 

• Don’t be easily distracted by other things. 

• Visualize the outcome. 

 

 

 

Don’t Overcommit and Under Deliver 

To overcommit and under deliver is worse than just saying no in the first place. Decide 

what you can handle and agree to only that. Don’t sign on to be an overachiever, 

since this will likely cause you to appear to be the complete opposite. 

Saying you can do it all, but ending up not following through will establish you as: 

• Unreliable 

• Unskilled 

• Dishonest 

Always err on the side of caution. Don’t take on more than you can handle. 
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Keep Track 

Keeping track of what you must get done and how to get it done is what will lead 

you to the positive outcome you are looking for. How can you “keep track”? 

 

• Create a list of what needs to get done. 

• Break down the steps of how each task will get done. 

• Determine the deadlines for each task. 

• Get to work. 

• Evaluate your progress. 

• Determine whether any changes need to be made to the work you’ve done. If so, make them. 

• Deliver the final product. 

 

 

Practical Illustration 

Natalie is a member of the customer service department. She talked to her manager, 

Betty about the idea of creating a questionnaire for their customers to complete to 

get a feel for how satisfied they are with the company. Betty tells Natalie that is a 

great idea and gives her the go-ahead to create the questionnaire.  

In her excitement, Natalie tells Betty that she can get the questionnaire done during 

her lunch break that day, and have it ready for Betty’s review. Betty suggests that Natalie take a week in 

order to research the types of questions that should be included. Natalie assures Betty that she can have 

it done that day. 

Natalie begins working on the questionnaire and becomes stumped regarding whether or not some of 

the questions she included will really give them the feedback the company is looking for. She regretfully 

has to ask Betty for an extension on the questionnaire deadline. Betty grants the extension and tells 

Natalie her enthusiasm for this project is great, but it is okay to think about all of the factors that go into 

completing the task and set a deadline according to that rather than the excitement for completing it. 

Natalie agrees, then walks away feeling a bit deflated, but has learned a good lesson for the next time. 
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Module Four: Review Questions 

1.) Which of the following is not a question that was asked in the “Be Organized” lesson? 

a) Do I have the time to commit to this? 

b) Am I the one who should be doing this? 

c) Do I have the resources? 

d) Why am I agreeing to do this? 

2.) Of the following, what was not asked in “Be Organized”? 

a) What outcome am I looking for? 

b) Is this too lofty of a promise? 

c) Is this absolutely necessary? Why or why not? 

d) When is the earliest I can get started 

3.) Of the questions below, which was asked in the “Be Organized” lesson, regarding whether or 

not one should make a promise? 

a) What would be the ramifications if I’m unable to keep the promise? 

b) Am I afraid to do this? 

c) Do I have enough information in order to make this choice? 

d) If I do this, will I get credit for it? 

4.) Which of these was not listed in the “Stay Motivated” lesson as a tip for staying motivated? 

a) Remember why you are doing this 

b) Break down your task into smaller chunks 

c) Reward yourself 

d) Only focus on positive thoughts 

5.) Of the following tips for staying motivated, which was not mentioned in “Stay Motivated”? 

a) Don’t procrastinate 

b) Don’t be easily distracted by other things 

c) Visualize the outcome 

d) Find like-minded people 

6.) According to “Don’t Overcommit and Under Deliver”, signing on to be the overachiever will 

likely cause you to appear to be the ____. 

a) Complete opposite 

b) Hero 

c) Promise keeper 

d) Inefficient 
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7.) In “Don’t Overcommit and Under Deliver”, what adjective was not used to describe how co-

workers will likely view one who agrees to do a lot, but does not follow through? 

a) Unreliable 

b) Unskilled 

c) Negligent 

d) Dishonest 

8.) In the “Keep Track” lesson, which one of these is not used to describe what keeping track 

means? 

a) Create a list of what needs to get done 

b) Break down the steps of how each task will get done 

c) Keep an open mind 

d) Determine the deadlines for each task 

9.) Thinking back to the “Keep Track” lesson, which of these was not mentioned as something that 

describes what keeping track means? 

a) Get to work 

b) Evaluate your progress 

c) Stay in touch with your manager 

d) Do changes need to be made to the work you’ve done? If so, make them 

10.) Select the item listed in the “Keep Track” lesson as a way of keeping track of the promises you 

make. 

a) Have regular meetings with all those involved 

b) Train others on the tasks 

c) Deliver the final product 

d) Follow a budget 
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Module Five: Respect 

Respecting others should go without saying, but unfortunately, sometimes 

people forget that respect should be afforded to everyone, not just the 

ones you get along with. Let’s take a look at some areas to keep in mind 

when thinking about respecting others. 

 

 

 

Position 

Everyone in the workplace makes up a body. What kind of body would it be if 

everyone was the “head” or “arms”? Even though not everyone holds the same 

position as you, all positions are important. It’s simple: Treat others the way you 

want them to treat you. 

Here are some things you can do to ensure you are exhibiting respect for employees holding various 

positions: 

• Encourage others to share their ideas 

• Listen to their ideas 

• Utilize others’ ideas when appropriate 

• Don’t insult or demean others 

• Give credit where it is due 

 

 

 

Respect is how to treat everyone. 

Richard Branson 
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Opinion 

An opinion is one of those things that everyone has. One is not “more right” than 

another. Opinions are typically based on experiences, not on fact. Keep this in mind 

when working with employees who have an opinion that differs from yours. Your aim 

should not be to change their opinion, although sometimes having a discussion about 

differing opinions can be beneficial. Nor should your aim be to discredit someone 

because of their opinion. Regardless of what someone thinks of a particular issue, 

they have a right to feel that way, and should continue to be respected. 

In essence: 

• Don’t take someone else’s opinion personally 

• Don’t let your emotions take control when it comes to someone else’s opinion 

• If beneficial, encourage dialogue about your opinions 

 

 

Time 

Time is a commodity that there never seems to be enough of. Knowing that, you 

should value all employees’ time. Whether you want to meet with an individual 

employee, or conduct training for a group, consider the fact that they have other 

work to do. So, use their time and yours wisely. Here are some ways to use time 

wisely: 

• If you can send an email rather than calling or having an in-person meeting, do so. 

• If your coworker is working on something that is time-sensitive or otherwise should not be 

interrupted, wait. 

• If you continually promise deliverables by a certain deadline, but do not deliver on time, change 

this. 

• If you are not prepared for meetings, make that a priority before going into your next one. 

• Set a time to start and end meetings. Stick to it. 

• No matter how great a job a person may do, do not volunteer someone else without consulting 

them first. 
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Strengths/Weaknesses 

As previously mentioned, everyone serves a particular purpose in the workplace. 

As such, everyone brings with them a certain skill set. What may be a strength for 

one, may be an area for improvement for another, and vice versa. Pointing out 

another’s weakness is of no benefit. Instead, work to help your co-worker gain 

strength in their specified area of need. An organization is only as strong as it’s weakest link. 

Examples of areas that can be a strength for some, and a weakness for others. 

• Communication 

• Problem-solving 

• Work ethic 

• Integrity 

• Creativity 

• Taking Initiative 

• Flexibility 

• Accountability 

• Being organized 

• Leadership 

• Decisiveness 

• Goal-oriented 

 

Practical Illustration 

Stacy and Reba are having a conversation about respect in the workplace. Stacy said 

that’s one thing about the Sweet Candy Company that she loves. Everyone seems to 

respect everyone else regardless of the job they do. Reba agreed that respect seems 

to be a strong focus of the company, but sometimes feels like her manager doesn’t 

listen to her ideas about how they can build morale when they have to work a lot of 

overtime. Stacy said it’s sad that Reba feels that way, and encouraged her to talk to 

her manger one-on-one. 

Reba shared her concerns with her manager, Fred. He assured Reba that was never his intention. He 

went further to say that she should always feel welcome to share her ideas, and if she ever feels like she 

is being dismissed to call him on it. 

Reba thanked Fred for his time, and told him she felt a lot better after talking to him. She shared the 

good news with Stacy. 
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Module Five: Review Questions 

1.) According to “Position”, what can you do to ensure respect in the workplace? 

a) Give constructive criticism 

b) Don’t insult or demean others 

c) Consider others’ feelings 

d) Encourage everyone to be themselves 

2.) According to “Position”, why should you show respect?  

a) To ensure an efficient workplace 

b) To avoid disagreements and arguments 

c) To make sure everyone feels safe 

d) To treat others the way you want to be treated 

3.) According to “Opinion”, what should you not do when someone’s opinion differs from yours?  

a) Call your opinion a fact 

b) Ignore someone’s opinion 

c) Take someone else’s opinion personally 

d) Try to change someone’s opinion 

4.) According to “Opinion”, what are opinions based on?  

a) One’s family life 

b) One’s responsibilities 

c) One’s emotions 

d) One’s experiences 

5.) According to “Time”, what is something you can do to make good use of yours and someone 

else’s time?  

a) Use all of your resources appropriately 

b) Don’t procrastinate 

c) Prepare everything beforehand 

d) Set a time to start and end meetings. Stick to it 

6.) According to “Time”, how can you value an employee’s time?  

a) Consider the fact that they have other work to do 

b) Consider how hard they work 

c) Provide fast, constructive feedback 

d) Break work into pieces to ensure full concentration 

 



Page 32 

 

7.) According to “Strengths/Weaknesses”, why should you never belittle someone’s weakness? 

a) It won’t help to fix the weakness 

b) It has no benefit 

c) It doesn’t help efficiency 

d) It tears down the person 

8.) According to “Strengths/Weaknesses”, ________ is a strength for some and a weakness for 

others. 

a) Emotions 

b) Experiences 

c) Greed 

d) Creativity 

9.) According to “Strengths/Weaknesses”, what does everyone come to a workplace with? 

a) Rights 

b) Responsibilities 

c) A certain skill set 

d) A different work process 

10.) According to “Opinions”, what should you do when someone has a different opinion? 

a) Look from their point-of-view 

b) Keep an open mind 

c) Respect them 

d) Be tolerant of them 
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Module Six: Develop Positive Relationships 

As humans, we are not designed to be completely alone. Whether at 

home or work, for your mental health and to build resiliency, it is 

important to develop positive, non-toxic relationships with others. 

 

 

 

 

 

 

Get-to-Know Colleagues 

When at work, do you ever feel like the world is sitting on your shoulders? 

There is no need to let this happen. Building and maintaining a support 

network will benefit you extensively. It will change your life for the better and 

make dealing with uncomfortable situations, and accomplishing new tasks 

easier.  When we think of a support network, it’s usually family and friends 

that come to mind, but getting to know your colleagues and building a network at work can be just as 

beneficial. 

Before building a support network of your colleagues you must get to know them as individuals.  

Here are some tips for getting to know them: 

• Use an icebreaker 

• Remember names 

• Find common interests 

• Spend time together outside of work 

 

 

Never look down on anyone unless you’re helping 

them up. 

Jesse Jackson 



Page 34 

 

Manage Boundaries 

Establishing new relationships or strengthening old ones doesn’t mean anything 

goes. You want these relationships to be positive for you and the other party. 

Part of having a positive relationship is having and managing boundaries. For 

some, talking about boundaries is addressing the elephant in the room, but you 

want to be honest and upfront about them so no one gets hurt. 

How can I set boundaries? 

• Recognize your limits 

• Clearly communicate your boundaries 

• Be aware of your feelings 

• Let your actions speak louder than your words 

• Address any breach of boundaries set 

 

 

Collaborate with Others 

It goes without saying, that in order to develop relationships, you have to 

collaborate at some point. Whether it be working on a particular project together, 

or working in the same department. 

Collaborating with others can be a valuable experience, but can also be stressful if you don’t understand 

the concept of working with others. Each person is different and has a different personality. Learn how 

to work with different personality types. Some of these include: 

• Extroverted and playful: These people require more attention and verbal approval than some 

other personalities. 

• Assertive leaders: This type of personality requires loyalty and recognition of achievements. 

• Meticulous planners:  Meticulous people need the space to complete the tasks, and their 

perfectionist habits require understanding. 

• Peacemakers: Peacemakers work to avoid and settle conflict. They require a calm work 

environment and appreciation for their efforts. 
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Show Appreciation 

Thanking others for their help is not hard to do. It doesn’t have to be 

elaborate. A simple, “Thank you”, goes further than you know. Whether you 

are thanking someone for volunteering to help with something that is not part 

of their required duties, or thanking them for what they get paid to do, it is 

always appreciated, and can build morale. 

While the words, “thank you” are sufficient, it’s understandable that 

sometimes you want to do a little more. Below are some ideas on things you can do. 

• Free lunch 

• Opportunities of career advancement 

• Peer recognition program 

• Give employee extra time off 

• Bonus 

• Company branded merchandise 

• Gift card 

• Movie passes 

 

 

Practical Illustration 

Amelia has been with the company for three years. Although she has talked to a 

couple of her co-workers outside of work, she feels like a stranger each time she 

walks into the office. She decided to share this concern with Beth, a co-worker she 

knew before starting with the company. Beth recommended that Amelia get to know 

other co-workers so she can build deeper relationships. Amelia agreed that was a 

good idea, but admitted getting to know others is not one of her strong suits. Beth suggested they have 

lunch together so she can share important aspects of developing relationships, such as collaborating 

with others. Amelia agreed. By the time lunch was over, Amelia felt confident enough to begin talking to 

others right away. 
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Module Six: Review Questions 

1.) According to the “Get-to-Know Colleagues” lesson, what is a way to get to know your 

colleagues?  

a) Respect your colleagues 

b) Sponsor a charitable event 

c) Encourage health 

d) Use an icebreaker 

 

2.) According to the “Get-to-know Colleagues” lesson, how will building and maintaining a support 

system with colleagues benefit you?  

a) It will make you more efficient 

b) It will build your feeling of empathy 

c) It will overall make you better with relationships 

d) It will make accomplishing things easier 

 

3.) According to the “Manage Boundaries” lesson, what is a good way to set boundaries? 

a) Practice setting your boundaries 

b) Clearly communicate your boundaries 

c) Consider your past and present 

d) Seek support 

4.) According to the “Manage Boundaries” lesson, how should you address the boundaries you’re 

setting?  

a) Strict and firm 

b) Emotionally and filled with empathy 

c) Honest and upfront 

d) A little at a time 
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5.) According to the “Collaborate with Others” lesson, which of the following is not a personality 

trait mentioned?  

a) Introvert: Introverts have more interest in working by themselves than with others 

b) Meticulous planners:  Meticulous people need the space to complete the tasks, and their 

perfectionist habits require understanding 

c) Assertive leaders: This type of personality requires loyalty and recognition of achievements 

d) Peacemaker: Peacemakers work to avoid and settle conflict. They require a calm work 

environment and appreciation for their efforts 

6.) According to the “Collaborate with Others” lesson, what is a benefit of collaboration?  

a) Heightens creativity 

b) Creates flexibility 

c) Develops relationships 

d) Increased efficiency 

7.) According to the “Show Appreciation” lesson, what is a way to say thank you?   

a) Host a brunch 

b) Write a note 

c) Give them their favorite candy 

d) Movie passes 

8.) According to the “Show Appreciation” lesson, why might thank you not be enough?  

a) They are always working hard and giving their best 

b) They have been good to the company 

c) They did something above and beyond 

d) You want to do a little more 

9.) According to the “Show Appreciation” lesson, why would you show appreciation?  

a) To show people you care 

b) To motivate people to do better 

c) To build the person’s self-esteem 

d) To praise someone for volunteering outside of their duties 

10.) According to the “Manage Boundaries” lesson, _________ boundaries is part of having a 

positive relationship.  

a) Ignoring 

b) Switching 

c) Not creating 

d) Having 
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Module Seven: Personality Types 

It’s important to understand personality types when working 

with others. Most people tend to believe that others think and 

act the way that they do, and if they don’t, the person has a 

personality flaw. If you truly want to build the trust of your co-

workers, then learn what it means to interact with one who is 

the leader, the analytical, the amiable, and the expressive. 

 

 

 

The Leader 

Those with “the leader” personality thrive at taking charge. Although they are 

skilled at delegating when necessary, they are always involved in seeing something 

through to the end and have the motivation to do what it takes to get there. 

 

Some of the common traits of the leader are: 

• Confident 

• Have high expectations 

• Optimistic 

• Not easily discouraged 

• Accountable 

• Full of integrity 

• Passionate 

• Ethical 

• Charismatic 

• Strong communicator 

• Influential 

Always be yourself, express yourself, have 

faith in yourself, do not go out and look for a 

successful personality and duplicate it. 

Bruce Lee 



Page 39 

 

• Reliable 

• Cooperative 

• Decisive 

• Calm 

 

 

The Analytical  

Those with “the analytical” personality thrive at deep thinking in order to get to the 

bottom of things. They can sometimes be viewed as unfriendly, rigid, and insensitive, 

but they aren’t this way consciously, they are just focused on getting results. 

Some of the common traits of the analytical are: 

• Serious 

• Set very high standards 

• Organized 

• Reserved and quiet 

• Orderly 

• Modest 

• Problem-solver 

• Intelligent 

• Prefer to work alone 

• Rational/logical thinkers 

• Formal 

• Dependable 

• Goal-oriented 

• Task-oriented 

• Introspective 

 

  



Page 40 

 

The Amiable 

Those with “the amiable” personality thrive at being easy-going. They don’t want to 

offend people, and want everybody to get along. They are patient and sympathetic to 

the needs of others. 

 

Some of the common traits of the amiable are: 

• Trustworthy 

• Relaxed 

• Loyal 

• Supportive 

• Listener 

• Agreeable 

• Friendly 

• Solicits feedback 

• Rapport-building 

• Caring 

• Respectful 

• Cooperative 

• Team player 

• People-oriented 

• Soft spoken 
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The Expressive 

The expressive personality is one that includes high-energy and the drive to 

brainstorm. An expressive person is enthusiastic about starting new projects and 

focuses on the big picture.  

 

Some of the common traits of the expressive are: 

• Engaging 

• Socially adept 

• Talkative 

• Trusting 

• Imaginative 

• Persistent 

• Pragmatic 

• Creative 

• Spontaneous 

• Highly involved 

• Works quickly 

• Inspirational 

• Relationship-oriented 

• Persuasive 

• Funny 

 

 

Practical Illustration 

Peter, the new manager of the sales department is holding a meeting with his team 

regarding a new pot and pan set the company is offering. His excitement about the 

product carries over into his overall governing of the meeting. He begins spouting 

several techniques that his salespeople can use to get their customers interested in 

learning more about the set. 

John leans over to Paul and says, “This guy can’t be serious. His excitement is too much. I don’t believe 

what he’s saying about the pots and pans is true. What makes him think the customers will believe it?” 

Paul agrees that Peter is very excited, but says that’s just his personality. He goes further to say that it’s 

not fair to judge his sincerity based on how he expresses himself. John pauses for a minute, then tells 

Paul he’s right, and says he’s just not used to such personalities. 
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Module Seven: Review Questions 

1.) Of the following, which of these was not listed as a characteristic of “the leader” personality? 

a) Optimistic 

b) Ethical 

c) Shy 

d) Passionate 

2.) Which of these was not listed as an attribute of “the leader”? 

a) Decisive 

b) Prefers to work alone 

c) Reliable 

d) Influential 

3.) Choose the one that was listed as a quality of “the leader”. 

a) Full of integrity 

b) Soft spoken 

c) Friendly 

d) Rapport-building 

4.) Of the following, which of these was not listed as a characteristic of “the analytical” personality? 

a) Serious 

b) Sets very high standards 

c) Organized 

d) Listener 

5.) Which of these was not listed as an attribute of “the analytical”? 

a) Outgoing 

b) Reserved and quiet 

c) Orderly 

d) Modest 

6.) Choose the one that was listed as a quality of “the analytical”. 

a) People-oriented 

b) Friendly 

c) Goal-oriented 

d) Spontaneous 
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7.) Of the following, which of these was not listed as a characteristic of “the amiable” personality? 

a) Trustworthy 

b) Relaxed 

c) Loyal 

d) Influential 

8.) Which of these was not listed as an attribute of “the amiable”? 

a) Supportive 

b) Accountable 

c) Solicits feedback 

d) Respectful 

9.) Of the following, which of these was not listed as a characteristic of “the expressive” 

personality? 

a) Formal 

b) Engaging 

c) Trusting 

d) Persistent 

10.) Which of these was not listed as an attribute of “the expressive”? 

a) Pragmatic 

b) Inspirational 

c) Persuasive 

d) Logical thinker 
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Module Eight: Change: Acceptance and Management  
 

Accepting the fact that change has occurred and managing those 

changes can be difficult, but it must be done in order to grow. In this 

module, the idea that change is constant will be addressed, as will 

some techniques to demonstrate how change can be integrated into 

the business.  

 

 

 

Change is Constant 

There are changes that you initiate, and those that naturally occur. Whether you are 

prepared or not, change is inevitable. Below are some tips to help you feel like you 

have some level of control when change is knocking at your door. 

 

• Prepare in advance: When you are aware of impending changes, implement plans to 
accommodate those who will be affected  

• Be clear – Give complete explanations of the impending change and why it is beneficial as well 
as access to any and all necessary resources 

• Address potential questions – Give adequate information regarding indirect consequences of 
any changes 

• Simplify implementation – Make the change as easy as possible by providing support and 
preparing everyone so that they can continue to focus on their jobs with as little distraction as 
possible. 

  

Adaptability is about the powerful difference 

between adapting to cope and adapting to win. 

Max McKeown 
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Dealing with Evolution 

You see that your current method is not working, so you change it. It seems to work 

for a while, but then you see it is no longer effective. You begin to feel like you don’t 

know what you are doing because another change is in order. What do you do? First, 

take a breath. Remember, change is constant. You are not the problem. It’s just that 

it’s time for another change. 

Here are some ways to deal with the evolution of change so discouragement does not set in: 

• Work to maintain a positive mindset 

• Learn new things 

• Communicate with others 

• Ask questions 

• Step outside of yourself and help others 

• Help implement the change 

• Look at the big picture 

 

 

The Other Side 

You have made it to a point where you can take a breather. You don’t have to change 

your current way of doing things, but that doesn’t mean it’s time for you to get 

comfortable. Reflect on the changes you have made and how they have affected the 

company’s status.  

If the change, and your practice of being resilient in the face of adversity have been 

effective, you should notice that you are: 

 

• More self-aware 

• More confident 

• More mindful (moment-by-moment awareness) 

• More optimistic 

• More in touch with boundaries 

• More willing to learn 

• More empathetic 

• More communicative 

• More flexible 
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Integrate the Change 

As stated before, change can be scary for anybody. With that in mind, it is 

important to slowly and steadily integrate change to avoid intimidation, and at the 

same time, ensure your goals are still being achieved. 

 

Step 1: Promote the change before integrating 

Step 2: Highlight the benefits of the change 

Step 3: Train employees on the changes 

Step 4: Integrate changes into the work day 

Step 5: Get feedback on the integration 

Step 6: Consider feedback and make additional changes, if necessary 

Step 7: Start over with Step 1 

 

 

Practical Illustration 

James and Kathleen are having lunch.  They just finished working on a course 

designed to train employees on the integration of new technology. James states 

that he believes their training covers everything employees will need to know to get 

started using the technology. Kathleen agrees that the trainers did a great job, but 

she is concerned there may be glitches in the technology that they won’t catch until 

employees begin using it. James says that is possible, but that is the nature of change. The kinks may not 

all be worked out the first go-round, and they’ll have to make additional changes. Kathleen strives for 

perfection and is concerned that if things aren’t perfect the first time around, they may lose credibility 

with the employees. James assures Kathleen that they have what it takes to implement any further 

changes if necessary, and that everything will work out. Kathleen feels at ease and says she is ready to 

conduct the training. 
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Module Eight: Review Questions 

1.) According to the “Change is Constant” lesson, what is something you can do that will make 

change easier?  

a) Give control 

b) Prepare in advance 

c) Give support 

d) Know your limits 

2.) According to the “Change is Constant” lesson, if you do not make changes, your business will 

not: 

a) Survive 

b) Benefit 

c) Grow 

d) Stay healthy 

3.) According to the “Dealing with Evolution” lesson, what is a way to deal with the evolution of 

change so discouragement does not set in?  

a) Look at the big picture 

b) Don’t let your ego get in the way of development 

c) Remember there is no such thing as failure, just a new learning experience 

d) Don’t compare yourself to others 

4.) According to the “Dealing with Evolution” lesson, when your current method is not working, you 

_______.  

a) Get rid of it completely 

b) Keep it 

c) Think about it 

d) Change it 

5.) According to the “The Other Side” lesson, if you continue to practice being resilient in the face 

of adversity, you will notice you are ___________.  

a) Less stubborn 

b) Less selfish 

c) More adaptive 

d) More in touch with boundaries 
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6.) According to the “The Other Side” lesson, you should ___________ the changes you have made.  

a) Follow 

b) Use 

c) Reflect on 

d) Learn from 

7.) According to the “Integrate the Change” lesson, change can be _________ for everybody.  

a) Unique 

b) Beneficial 

c) Scary 

d) Emotional 

8.) According to the “Integrate the Change” lesson, how should you integrate change?  

a) Formally 

b) Slowly 

c) Straight to the point 

d) Informally 

9.) According to the “Integrate the Change” lesson, what is step 1 of integrating change?  

a) Evaluate the nature of the change and how it affects the business 

b) Find the right employees to help integrate the change 

c) Promote the change before integrating 

d) Create concrete ideas for the company 

10.) According to the “Dealing with Evolution” lesson, change is ________.  

a) Common 

b) Unpredictable 

c) Constant 

d) Confidential 
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Module Nine: Overcoming Adversities 

 
Resilience development can improve our ability to overcome adversity at work.  It improves our 

relationships, assists in conflict management, and decreases the anxiety and stress related to our 

careers.  Failure is one of the common adversities that we must 

overcome.  How we handle our emotions after a failure is key to learning 

to turn a negative into a positive. 

 

 

Recognize Mistakes 

Failure: the state of lacking success.  Failure is unavoidable.  We have been trained to view failure in a 

negative light, but we must begin to realize that failure can offer us an opportunity for growth  

 

Recognizing our failures, rather than ignoring, hiding, or blaming others for 

them, will relieve stress and anxiety and improve our relationships.  It will 

exhibit a level of honesty, and diminish the appearance of the need for 

perfection; depicting us as more approachable. 

  

Success seems to be largely a matter of 

hanging on after others have let go. 

William Feather 
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Fix Mistakes 

Failures open the door to improvements, both in ourselves and at work.   
What we learn from our fails is more important than the act itself.  How can 
we learn from our mistakes?  We can first and most importantly turn the 
negative failure into a more positive plan for the future.  Here are some 
examples: 

 
 

 
 
 
 

 

Evaluate Your Improvements 

Taking the time to evaluate your changes and improvements will help you 

determine if they were effective.  

As an example: for the past three quarters you have worked on several projects. 

During each quarter, there was one project you missed the deadline on so you 

requested an extension. You’ve decided that missing deadlines is not acceptable, and have created a 

plan so that this is no longer your norm. 

Here are some questions to ask yourself in order to determine whether or not your plan is effective. 

1. Have I managed my time well so that I didn’t have to ask for anymore extensions? 

2. Is the quality of my project as good as it was when I had to ask for extensions? 

  

• You need to seek out more 
support or training.

You make a careless 
mistake.

• You may need to seek out a 
different career path.

You do not receive 
the promotion.

• You may need to reduce your 
work load and slow down.

You raised your 
voice to a co-worker.



Page 51 

 

Avoid Same Mistakes in Future 

Learning from mistakes should not be just a one-time thing. If you have in fact 

learned something, it becomes a part of you; meaning that you will carry it forward 

with you. 

What are some steps to help you avoid the same pit-holes in the future? 

• Give your complete attention to what you are working on 

• Take breaks to give your brain a chance to re-group 

• Don’t get easily distracted 

• Keep track of your progress 

• Think ahead 

• Consult with your network 

 

 

Practical Illustration 

Gilbert missed the deadline at work.  He is devastated.  He really wanted to impress 

his boss by completing the task on time He goes home and turns on the television.  

He finds a movie about a man who initially fails at his job, but turns himself around 

to end up becoming a success.   

The next day, Gilbert talks to his coworker, Hal about the movie and how he wishes 

he was the guy in the movie.  Hal explains to Gilbert that he too can turn a failure into a good thing.  All 

he has to do is acknowledge his mistake and learn from it.  Once Gilbert makes the decision to use the 

experience of not meeting his deadline and feeling so bad about it, he creates a strategy for staying on 

task and for meeting deadlines. 
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Module Nine: Review Questions 

1.) According to the “Recognizing Mistakes” lesson, how can recognizing our failures be beneficial? 

a) It helps you to have hope for seemingly impossible tasks 

b) It gives you experience 

c) It relieves stress and anxiety 

d) It teaches you resilience 

2.) According to the “Recognizing Mistakes” lesson, failure is _________. 

a) Unavoidable 

b) Common 

c) Bad 

d) Encouraging 

3.) According to the “Fix Mistakes” lesson, what is an example of a mistake?  

a) You raised your voice to a co-worker 

b) You spend a lot of money for something unnecessary 

c) Using the wrong tool for the job 

d) You handle something improperly 

4.) According to the “Fix Mistakes” lesson, failures open the door for ___________.  

a) Embarrassment 

b) Opportunity 

c) Improvements 

d) Adaptation 

5.) According to the “Evaluate Your Improvements” lesson, what is something you can ask yourself 

to determine whether or not your plan is effective?  

a) Have I managed my time well so that I didn’t have to ask for anymore extensions?  

b) What else can I do to make sure that I went above and beyond expectations?  

c) Does my plan include all parts needed in order for me to succeed?  

d) How could extensions help me in the long run?  

6.) According to the “Evaluate Your Improvements” lesson, what should you ask yourself when 

evaluating any changes you’ve made?  

a) Are your changes effective?  

b) Do your changes show a higher level of thought? 

c) Are you happy with your changes?  

d) Have the changes you’ve made execute your point better?  
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7.) According to the “Avoid Same Mistakes in Future” lesson, what is a way to avoid same mistakes 

in the future?  

a) Change behavior, direction, or actions 

b) Reflect on the mistake 

c) Give your complete attention to what you are working on 

d) Have colleagues hold you accountable for every mistake 

8.) According to the “Avoid Same Mistakes in Future” lesson, what should you do after you have 

learned from a mistake?  

a) Carry the lesson learned with you  

b) Apologize if your mistake included other people 

c) Take ownership of your mistake 

d) Accept any consequences in stride 

9.) According to the “Avoid Same Mistakes in Future” lesson, what is another way to avoid the 

same mistake in the future?  

a) Focus on the feeling of humiliation and negativity 

b) Take breaks to give your brain a chance to re-group 

c) Build your awareness and accountability 

d) Find a mentor to help you grow 

10.) According to the “Evaluate Your Improvements” lesson, missing deadlines is __________. 

a) Negative 

b) Disappointing 

c) Frustrating 

d) Unacceptable 
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Module Ten: Stress Management 

How can you be mentally resilient if you are physically worn out? You can’t. Good 

habits outside of the workplace will affect your ability to manage stress in the 

workplace, which will in turn help increase your resilience. 

 

 

 

 

Exercise 

Exercising: You either love it or hate it. For those of you who hate it, exercise is 

that dreaded thing to be avoided at all costs. For the people who love it, it's a 

euphoric experience that makes you feel good and look good. Loving exercise can 

be learned. Once you start, it has an addictive property. It makes you feel 

physically and mentally better. It may take a while to get to this point, but if you 

commit to exercising, you will soon feel the benefits. 

Ways to stay motivated to exercise on a regular basis:  

• Change your perspective on exercise 

• Set a goal 

• Create a regular workout time 

• Make it fun and include variety 

Benefits of exercising:  

• Fitness 

• Feeling of well being 

• Sleeping better 

• Feeling alert 

• Being relaxed 

The greatest weapon against stress is our 

ability to choose one thought over another. 

William James 
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• Weight management  

• Appearance 

 

Balanced Diet 

You can exercise as much as you want, but you truly will not be a healthy person 

without eating well. Eating well is what gives us energy throughout the day and 

keeps our minds and bodies functioning properly. How many calories you should 

consume each day is dependent on your sex, age, and activity level. This can be 

determined by a doctor, if needed. Whenever you can, try to eat healthy. Make 

healthy food decisions and remember that the better you eat, the better you will feel.  

A healthy diet will include:  

• Protein- fish, meat, eggs, nuts, and beans 

• Fat-dairy products, nuts, and oils 

• Vitamins- Vitamin A, B, C, D, E, and K 

• Minerals- calcium, potassium, and iron 

• Water 

 
It is important to set yourself up for success. Make it easy on yourself to follow a healthy diet. Ways to 

do this include:  

• Prepare your own meals 

• Make the right changes 

• Simplify your meals 

• Read product labels 

• Drink lots of water 

• Focus on how you feel after eating certain foods 
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Sleep 

Sleep is the thing we all wish we had more of. Sleep is so incredibly important to 

our health. Getting proper sleep keeps us mentally aware and physically healthy. As 

an adult, 7 to 9 hours is considered the ideal amount of sleep. This may seem 

impossible to some, but if you put in the effort, you can accomplish this. Sleep 

provides the body with so many benefits. It is not something that should be skimped on.  

Consequences of not enough sleep: 

• Memory problems 

• Depression 

• Weakened immune system 

• Increase in perception of pain 

• Increased risk of chronic diseases 

Habits to improve your sleep health: 

• Be consistent going to bed the same time each night 

• Be consistent eating at the same time each morning 

• Keep the bedroom quiet and dark 

• Avoid large meals and caffeine before going to bed 

• Exercise 

 

 

Work Under Pressure 

An important aspect of taking your health into your own hands is working at your 

own pace. You never want to jump right in and over work yourself. It will only cause 

you to become exhausted and discouraged. Working too slow, on the other hand, 

can leave you with minimal results. It is important to find a pace that fits your body 

and your needs. Through trial-and-error, you will discover the correct pace for you. Once you find that 

pace, increase it gradually. No need to go from 0 to 100, but once your body becomes content with a 

routine it is time to move forward.  

  



Page 57 

 

Practical Illustration 

Andy and Casey work together and hold the same position. The job is not too 

overwhelming, and both of them have been doing it for years. Andy has been 

complaining to Casey about being tired and having no energy lately. Andy said he 

knew it was not from the job, because nothing has changed there. Casey asked Andy 

about exercise. She wanted to know if he exercises regularly and eats healthy. Andy 

mentioned that he has not exercised in a long time and his diet has not been so good lately. She 

reminded Andy that bad exercise and diet routines can lead to tiredness and lack of energy. She 

suggested that Andy take daily vitamins, overhaul his diet to include minerals, protein, and more water, 

and begin exercising at least 15 minutes daily. Andy took her up on her suggestion, and within a few 

weeks, Andy looked better, felt better, and had a better mental state. 
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Module Ten: Review Questions 

1.) According to the “Exercise” lesson, what is a benefit to exercise?  

a) Prevents cognitive decline 

b) Weight management 

c) Improves self-confidence 

d) Sharpens memory 

 

2.) According to the “Exercise” lesson, what is a way to stay motivated to exercise?  

 

a) Don’t overthink 

b) Choose exercises you like and can do 

c) Set a goal 

d) Accountability 

3.) Which of the following is not mentioned in the “Balanced Diet” lesson? 

a) Minerals-calcium, potassium, and iron 

b) Water 

c) Fat-dairy products, nuts, and oils 

d) Vegetables-potatoes, peas, corn, butternut squash 

4.) According to the “Balanced Diet” lesson, what is an easy way to help yourself follow a diet?  

a) Prepare your own meals 

b) Start with realistic expectations 

c) Think about what really motivates you 

d) Carry healthy snacks 

5.) According to the “Sleep” lesson, which of the following is a consequence of a lack of sleep?  

a) Decreased alertness 

b) Depression 

c) Increased risk for motor vehicle accidents 

d) Increased anxiety 

6.) According to the “Sleep” lesson, what is a habit that can improve your sleep health?  

a) Avoid large meals and caffeine before going to bed 

b) Increase bright light exposure during the day 

c) Reduce irregular or long daytime naps 

d) Relax and clear your mind in the evening 



Page 59 

 

7.) According to the “Work Under Pressure” lesson, __________ is an important aspect of taking 

your health into your own hands.  

a) Having good personal hygiene 

b) Working at your own pace 

c) Working on your physical health 

d) Working on your emotional health 

 

8.) According to the “Work Under Pressure” lesson, what is a good way to find the pace that fits 

your body and your needs?  

a) Find your strengths and weaknesses 

b) Use past experiences 

c) Trial-and-error 

d) Cause and effect 

9.) According to the “Sleep” lesson, what is the average amount of sleep an adult should get?  

a) 7-8 hours 

b) 8-9 hours 

c) 8-10 hours 

d) 7-9 hours 

10.) According to the “Balanced Diet” lesson, what is your calorie consumption dependent on?   

a) Sex 

b) Weight 

c) Height 

d) Metabolism 
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Module Eleven: Stay Motivated 

There will be times when you’re faced with challenges and 

reaching your goals may be taking longer than expected, but 

you cannot give up. Find ways to motivate yourself. Remember 

what Vince Lombardi said. “Winners never quit and quitters 

never win”. 

 

 

 

 

Keep End Goal in Mind 

When you begin to feel like you have nothing left to give, think back to the goal 

you set to accomplish. There is a beginning and an end. It would be a shame to 

think you invested many resources to reach your goal, but stop halfway. 

Refer back to Module 4’s tips on staying motivated. 

 

• Remember why you are doing this. 

• Break down your task into smaller chunks. 

• Only focus on positive thoughts. 

• Don’t procrastinate. 

• Don’t be easily distracted by other things. 

• Visualize the outcome. 

 

 

 
 

Don’t watch the clock; do what it does. Keep going. 

Sam Levenson 
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Be Optimistic 

Possessing the quality of ‘optimism’ is the ability to find the bright side of every 

situation. This is an admirable position that not all naturally have, but can achieve. The 

secret to exhibiting this characteristic is to understand that there are no issues that 

cannot have a positive spin. 

Not only is this beneficial for an individual’s personal life, but optimism can be a 

competitive advantage in the business world. Like every other entity, businesses suffer 

losses and setbacks, but the trick to maintaining the stability of a company is leadership that knows how 

to look past the current problem to a nearby resolution. Optimistic employees tend to be more 

productive in terms of the quality and productivity of their work, which financially benefits the company, 

and creates personal growth for the employee. 

  

 

Like-Minded People 

Having a small circle of like-minded people, which can consist of colleagues, 

mentors, etc. is great for bouncing ideas around. Sometimes you feel like you’ve 

gone as far as you can go with a particular thought, but your circle can prove the 

adage, “Two heads are better than one”. In addition, your inner circle will keep 

you motivated and accountable for what you are aiming to accomplish. 

Here are some ideas for maintaining your relationship with your inner circle. 

 

• Communicate regularly: Regularly connect with the members. Call, text, email, or use social 

networking; make an effort to communicate. 

• Individual attention: Let each member know that they are valued. 

• Limit your network: Remember, your inner circle consists of a small group. It is not possible to 

give thousands of people individual attention. Limit the size of your network so that you will be 

able to maintain relationships with everyone.  
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Reward Yourself 

Rewarding yourself is a nice motivational tool; a way of patting yourself on the 

back when the job is complete. What is considered a reward varies from individual 

to individual, but let’s take a look at some common rewards that tend to be 

popular choices: 

• Take time off to relax at home 

• Go on a trip 

• Take a long bath 

• Go on a hike 

• Read a fun book 

• Look at yourself in the mirror and give praise 

• Do a puzzle 

• Take yourself out to dinner 

• Buy yourself a small gift 

• Get a massage 

 

 

Practical Illustration 

Bill, who is head of the product development team, is working on a new product that 

the company would like to roll out next year. He and his team have been working 

long shifts to get the work done, but are beginning to get tired because it seems like 

every time they take a step forward, they take two back. Just when they think 

they’ve worked out the glitches, something new needs to be fixed. 

Phil, who is part of the team sits down with Bill to share his concern that he feels like he is losing 

motivation, and has noticed the same for several other team members.  

Bill calls a meeting with the team and lets them know he understands their frustrations, then gives them 

three tips for gaining back their motivation: 1. keep the end goal in mind, 2. be optimistic, and 3. 

connect with like-minded people. He goes into depth about what each of these means, then ends the 

meeting with the announcement that he would like to reward everyone for a job well-done. 

After the meeting, Phil goes to Bill’s office and thanks him for listening to their worries and working hard 

to help them get through this rough patch. 
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Module Eleven: Review Questions 

1.) According to the “Keep End Goal in Mind” lesson, what is a tip for staying motivated?  

a) Have a strategy, but be prepared to change course 

b) Only focus on positive thoughts 

c) Change your perspective 

d) Prioritize high-impact tasks 

 

2.) According to the “Keep End Goal in Mind” lesson, when you begin to feel like you have nothing 

left to give, think back to the goal you _________________. 

a) Set to accomplish 

b) Thought about from time to time 

c) Have to do 

d) Forgot to do 

3.) According to the “Be Optimistic” lesson, what is the definition of optimism? 

a) The ability to find the bright side of every situation 

b) Having hope or confidence of a possible result 

c) Mental attitude reflecting a belief or hope that the outcome of some specific endeavor, or 

outcomes in general, will be positive, favorable, and desirable 

d) An inclination to put the most favorable construction upon actions and events or to 

anticipate the best possible outcome 

4.) According to the “Be Optimistic” lesson, optimism can be a __________ advantage in the 

business world and reaching goals. 

a) Specific 

b) Good 

c) Competitive 

d) Sensible 
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5.) According to the “Like-Minded People” lesson, what is an idea for maintaining the relationship 

in your inner circle?  

a) Replace screen time with people time 

b) Communicate regularly 

c) Cultivate a sense of trust 

d) Build multidimensional relationships 

6.) According to the “Like-Minded People” lesson, having a __________ circle of like-minded 

people, which can consist of colleagues, mentors, etc. is great for bouncing ideas around. 

a) Discussion 

b) Handpicked 

c) Large 

d) Small 

7.) According to the “Reward Yourself” lesson, what is mentioned as something you can do to 

reward yourself?  

a) Go on a trip 

b) Go to a concert 

c) Listen to meditation podcasts 

d) Plan a night with friends 

8.) According to the “Reward Yourself” lesson, rewarding oneself is an excellent way to 

___________.  

a) Find a new passion 

b) Take a break 

c) Stay motivated 

d) Find a new hobby 

9.) According to the “Be Optimistic” lesson, optimistic employees tend to be more ____________ in 

terms of the quality and productivity of their work, which financially benefits the company, and 

creates personal growth for the employee. 

a) Productive 

b) Positive 

c) Playful 

d) Powerful 
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10.) According to the “Like-Minded People” lesson, what adage can your circle prove?  

a) “Pride goes before a fall.” 

b) “The love of money is the root of all evil.”  

c) “Birds of a feather flock together.”  

d) “Two heads are better than one.” 
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Module Twelve: Wrapping Up 

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

to improve your understanding of Trust Building and Resilience 

Development in the workplace 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 

Trust starts with trustworthy leadership. It must be built into the corporate culture. -Barbara Brooks 
Kimmel  

It is not fair to ask of others what you are not willing to do yourself. -Eleanor Roosevelt 

Trust is the lubrication that makes it possible for organizations to work. -Warren Bennis 

Fall seven times, stand up eight. -Japanese Proverb 

The difference between a strong man and a weak one is that the former does not give up after a defeat. 
-Woodrow Wilson 

 

Lessons Learned 

The objective of this course was to teach the following: 

• Gaining the trust of employees by empowering them. 

• Promoting transparent communication. 

• Keeping the promises you make. 

• Identifying different personality types and how to work with them. 

A good half of the art of living is resilience. 

Alain de Botton 
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• Respecting all those you work with. 

• Keeping stress at bay. 

• Overcoming adversities. 

• Accepting and manage change. 

• Staying motivated. 
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Appendix 

Worksheet 1 

SMART Expectation 

List an expectation you have of your employees. Then explain how this expectation is specific, 

measurable, attainable, reasonable, and timely. 

 

Expectation 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________  

 

Specific: 

 

Measurable: 

 

 

Attainable: 

 

 

Reasonable: 

 

 

Timely: 
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Worksheet 2 

No Gossip 

 

As a manager, you notice gossip is a growing problem in your workplace. Using the lines below, write a 

brief but comprehensive zero-tolerance policy to help rid the company of this problem. 

 

Gossip Zero-Tolerance Policy 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Worksheet 3 

Time 

 

Read the scenario below, and write a paragraph of how you would respond to the situation. 

 

Tammy is the manager of the sales department. She agrees to meet with John regarding an HR issue 

that affects one of Tammy’s employees. Tammy tells John that she has another meeting at 11:30 a.m. 

John says that’s perfect timing and tells Tammy that the meeting will last from 10 a.m. to 11 a.m. The 

meeting starts promptly at 10. John does most of the talking, not giving Tammy ample time to respond 

to his questions. Tammy looks at her watch and sees that it is 11:25. John is in the middle of asking a 

question. It doesn’t appear that Tammy will be able to make it to her meeting on time. 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Worksheet 4 

Boundary 

 

Using the lines below, describe a boundary you have set for yourself. In the section below it, compose 

steps you can take to ensure the boundary is not violated. 

 

Boundary: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Steps to ensure boundary is not violated: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Worksheet 5 

Fix Mistakes 

 

Use this worksheet to list some common failures and then list the ways that we can learn from those 

failures. 

Failures: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 

Learn from those failures: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
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Worksheet 6 

Train 

 

Use the lines below and create a brief plan of how to train employees on a change that will be 

integrated. 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 
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Post-Assessment 

1.) What does “A” in SMART stand for? 

a) Attainable 

b) Absolute 

c) Academic 

d) Advanced 

 

2.) What does “R” in SMART stand for? 

a) Reliable 

b) Resilient 

c) Reasonable 

d) Radical 

 

3.) What is the purpose of giving feedback? 

a) Highlight positives and point out potential areas for improvement  

b) Assess whether or not the manager is effective to the employee 

c) Highlight positives of the employee 

d) Point out areas of improvement for the employee 

 

4.) When is gossip in the workplace appropriate? 

a) When the gossip is positive 

b) Never 

c) When the gossip is true 

d) When it is transmitted outside of work hours 

 

5.) Of the questions below, which was asked in the “Be Organized” lesson, regarding whether or not 

one should make a promise? 

a) What would be the ramifications if I’m unable to keep the promise? 

b) Am I afraid to do this? 

c) Do I have enough information in order to make this choice? 

d) If I do this, will I get credit for it? 
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6.) Which of these was not listed in the “Stay Motivated” lesson as a tip for staying motivated? 

a) Remember why you are doing this 

b) Break down your task into smaller chunks 

c) Reward yourself 

d) Only focus on positive thoughts 

 
7.) According to “Time”, how can you value an employee’s time?  

a) Consider the fact that they have other work to do 

b) Consider how hard they work 

c) Provide fast, constructive feedback 

d) Break work into pieces to ensure full concentration 

 

8.) According to “Strengths/Weaknesses”, why should you never belittle someone’s weakness? 

 

a) It won’t help to fix the weakness 

b) It has no benefit 

c) It doesn’t help efficiency 

d) It tears down the person 

 

9.) According to the “Collaborate with Others” lesson, what is a benefit of collaboration?  

a) Heightens creativity 

b) Creates flexibility 

c) Develops relationships 

d) Increased efficiency 

 

10.) According to the “Show Appreciation” lesson, what is a way to say thank you?   

a) Host a brunch 

b) Write a note 

c) Give them their favorite candy 

d) Movie passes 

 

11.) Choose the one that was listed as a quality of “the analytical”. 

a) People-oriented 

b) Friendly 

c) Goal-oriented 

d) Spontaneous 
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12.) Of the following, which of these was not listed as a characteristic of “the amiable” personality? 

a) Trustworthy 

b) Relaxed 

c) Loyal 

d) Influential 

 

13.) According to the “Integrate the Change” lesson, change can be _________ for everybody.  

a) Unique 

b) Beneficial 

c) Scary 

d) Emotional 

 

14.) According to the “Integrate the Change” lesson, how should you integrate change?  

a) Formally 

b) Slowly 

c) Straight to the point 

d) Informally 

 

15.) According to the “Evaluate Your Improvements” lesson, what should you ask yourself when 

evaluating any changes you’ve made?  

a) Are your changes effective?  

b) Do your changes show a higher level of thought? 

c) Are you happy with your changes?  

d) Have the changes you’ve made execute your point better?  

 

16.) According to the “Avoid Same Mistakes in Future” lesson, what is a way to avoid same mistakes 

in the future?  

a) Change behavior, direction, or actions 

b) Reflect on the mistake 

c) Give your complete attention to what you are working on 

d) Have colleagues hold you accountable for every mistake 

 

17.) According to the “Sleep” lesson, what is a habit that can improve your sleep health?  

a) Avoid large meals and caffeine before going to bed 

b) Increase bright light exposure during the day 

c) Reduce irregular or long daytime naps 

d) Relax and clear your mind in the evening 
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18.) According to the “Work Under Pressure” lesson, __________ is an important aspect of taking 

your health into your own hands.  

a) Having good personal hygiene 

b) Working at your own pace 

c) Working on your physical health 

d) Working on your emotional health 

 

19.) According to the “Like-Minded People” lesson, having a __________ circle of like-minded 

people, which can consist of colleagues, mentors, etc. is great for bouncing ideas around. 

a) Discussion 

b) Handpicked 

c) Large 

d) Small 

 

20.) According to the “Reward Yourself” lesson, what is mentioned as something you can do to 

reward yourself?  

a) Go on a trip 

b) Go to a concert 

c) Listen to meditation podcasts 

d) Plan a night with friends 
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