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Introduction 

An individual’s personality is the combination of traits and patterns that influence their 

behavior, thought, motivation, and emotion. 

The development of one’s personality, done in the right manner, is a challenging and 

rewarding task for every individual, particularly for the energetic youth who can gain 

much from it.  

It is challenging because it demands hard, methodical labor, perseverance, and careful 

attention. And it is rewarding since no effort in this direction goes in vain. In fact, every 

effort brings success and satisfaction proportionate to the attempt. Moreover, it is every 

person’s duty to work towards it, since personality development is necessary for success 

in any field. 

If your actions are making you feel helpless, ashamed and guilty of your behavior which 

spurts the worse situation, then you seriously need to change your personality. You need 

to be in control of your actions and emotions and act accordingly. 

This book contains all the guidance that you need or will ever need to know in order to 

develop your personality.   This book is exclusively designed to serve as a textbook that 

addresses the requirements of persons of any age group – students, employees, 

entrepreneurs of any discipline who are on the threshold of starting their careers. The 

book would prove equally beneficial to young managers who have already had a taste of 

corporate life.  

The book aims to provide crucial insights into various facets of developing one's 

personality, as well as improve written, verbal and non-verbal communication skills. 

Full attention is paid to specific needs such as body language, time and stress 

management, overcoming failures and fears etc.  

By providing a rich array of tips, techniques, and carefully developed routines, the book 

attempts to provide the reader with hands-on experience to cope with the demands of 

the world of business. 
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Every individual has his own characteristic way of behaving, responding to emotions, 

perceiving things and looking at the world. No two individuals are similar. 

You might like going out for parties but your friend might prefer staying back at home 

reading his/her favorite book. It is really not necessary that if you like partying around, 

your friend will also like the same. Here comes the role of personality. 

1.1 What is Personality? 

Personality has been derived from the Latin word “persona” which means “mask” used 

by the actors to change their appearance. It is the combination of individual thoughts, 

characteristics, behaviors, attitude, idea, and habits. 

A brief definition would be that personality is made up of the characteristic patterns of 

thoughts, feelings, and behaviors that make a person unique. In addition to this, 

personality arises from within the individual and remains fairly consistent throughout 

life. 
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Personality is the product of social interaction in group life. In society, every person has 

different traits such as skin, color, height, and weight. They have different types of 

personalities because individuals are not alike. It refers to the habits; attitudes as well as 

physical traits of a person which are not the same but have varied from group to group 

and society to society. 

Everyone has a personality, which may be good or bad, impressive or unimpressive.  It 

develops during the process of socialization in a culture of a specific group or society. 

One cannot determine it of an individual exactly because it varies from culture to culture 

and time to time. For example, a killer is considered criminal in peacetime and a hero in 

war.  

The feeling and actions of an individual during interaction molds the personality. It is 

the sum of total behaviors of the individual, interests, mentality, and intelligence. It is 

the sum of physical and mental abilities and capabilities. 

Explanations for personality can focus on a variety of influences, ranging from genetic 

explanations for personality traits to the role of the environment and experience in 

shaping an individual's personality. 

Environmental factors that can play a role in the development and expression of 

personality include such things as parenting and culture. How children are raised can 

depend on the individual personalities and parenting styles of caregivers as well as the 

norms and expectations of different cultures. 

1.2 What is ‘Personality Development’? 

Personality development means developing a personality cult so as to create a strong 

positive impression about you. Or Personality development is the development of the 

organized pattern of behaviors and attitudes that makes a person distinctive.  

Personality development occurs through the ongoing interaction of temperament 

character, and environment. Personality constitutes of various elements like 
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intelligence, physique, temperament, patience etc. All these elements lead to a good 

personality.  

In the field of management, personality plays a key role in career building and success. 

The personality development has become a vital constituent of a successful person. 

People undergo a personality development program in order to improve their personal 

skills and thereby enhancing their personality. Personality is somewhere eternal and it is 

mainly dependent on the atmosphere in which a human being grows up. 

 

Personality development is essential in guiding one to reach one’s goal. It involves 

emotional control and balance. Personality development entails coordination, 

cooperation, understanding, and right communication. To possess a charismatic 

personality one needs high emotional intelligence. 

For developing our personality we need well-nourished thoughts that would lead us 

from immaturity to maturity from the state of naivety to a state of the knowledgeable 

and alert individual. 
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Everyone has something great in them. Someone plays the piano well, someone is a 

great cook or someone is brilliant in organizing and managing teams. These are our 

skills but they are used for a certain period of a day. However, the life skills we are 

talking about are used 24×7 in our life to make it better for ourselves and for others as 

well. Hence the question what is personality development can be answered in several 

manners since there are several ways to explain it. 

At an individual level, personality development can be understood to include: 

 Self-Awareness 

 Self-Knowledge 

 Building self-identity and self-esteem 

 Spiritual Development 

 Talent development 

 Identifying potential 

 Acceptance of responsibility for self 

 Enhancing the quality of life 

 Improving physical and mental health 

 Aspiration fulfillment 

 Improving social abilities 

1.3 Why Personality Development is Important? 

If you have a good personality, the chances of being noticed increase by several folds. 

When you have an attractive personality, the first impression on the person in front of 

you is always good.  

If you are at an interview or just meeting someone for the first time, you will feel 

confident. To make the person in front of you to have faith in you, a good personality is 

very important. A few years ago, the concept of personality development was not that 

popular but as the competition is increasing in the market, every aspect of human 

behavior is being explored to gain success in life. 
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The importance of personality development can be stated as follows: 

 Confidence: 

If you have a good personality, you will feel confident. Properly dressed and well-

groomed person is always liked by the peers and it makes you less anxious while 

meeting someone for the first time. If you are confident, you will gain control of the 

situation. 

 Helps to develop Positive Attitude: 

 

(Get More Info in Training Guide…) 
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You are here in this world for three main reasons. The first one is to experience as many 

different things as possible and enjoy life to the full. The second one is to create, 

contribute, share, and leave a positive legacy behind. 

And the third reason why you’re here on this planet is to improve, evolve, grow and 

become the best version of yourself. So the question is: what can you do to make sure 

you become the best version of yourself? Let’s find out… 

2.1 What Is Your Better Version Of Yourself? 

Your best self is the one where you are performing at your highest potential in all facets 

of your life. That potential is different for all of us, and nobody is going to be the best at 

every single thing. Rather, we strive to be our best in how we act and interact in 

relationships, the attitudes we use to guide our ways, the behaviors that manifest in our 

actions and lack of actions, and the beliefs that drive our every thought. Striving to be 

your best results in being a better version of yourself. 

 

2.2 Where Do We Find Our Best Selves? 
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Your best version of yourself is the result of knowing who you are at all levels, by 

identifying all of your beliefs and then choosing the beliefs that create the best outcomes 

in our life.   

As an example, what if you believed that you should never settle for second best? That 

belief may help you be more competitive, ambitious and to go after your goals. Not a bad 

belief, per se. But what if that same belief also leads you to feel inadequate, under-

achieving and constantly unhappy? What if you looked around and always felt like you 

never had enough? Then that belief, to never settle for second best, would not be serving 

you as well as another belief could. What if you changed the belief to "never settle for 

unhappiness"? Then you might find yourself happier and less jealous; still ambitious, 

but not to a fault. 

2.3 How to Change? 

The key to becoming your best version of yourself is to identify beliefs that are limiting 

you, beliefs that drive your behaviors and beliefs that bring out your best. To create a 

change in yourself, it is important to identify beliefs and choose better ones.  

Here's a 4 step process on how to make any change: 

1. You must want to change:  

Really, you must have such a strong desire to change that you're willing to overcome the 

pain and challenges of change. You can't just say you want to change, you must have a 

motivational desire to do so. If you lack this desire, then compare the pros and cons of 

changing to help build and reinforce that desire. 

2. You must believe you can change: 

This may sound simple (and it actually is) but many people don't believe they can 

change for a lot of reasons. Instead of focusing on why you can't change a specific thing 

or haven't changed it in the past, focus on the fact that you have made other changes and 

can change. Did you cut your hair? Then you changed. Did you learn something new? 
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Then you changed. You don't have to believe you can save the world, all you have to 

believe is that you can change. Keep it simple to empower yourself.  

3. Identify the belief driving your behavior: 

(Get More Info in Training Guide…) 
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Have you ever been drawn to someone as soon as they enter the room, but you have no 

idea why? There’s something about them — that “it” factor you can’t quite pinpoint. 

Body language is a primary factor in making a strong first impression. The aim is to be 

perceived as relaxed, confident, and comfortable. 

While there are many key traits of successful people, one part of the equation that often 

gets overlooked is body language. There are ways to use it to set you up for ongoing 

success, especially in the workplace. But first thing first… 

3.1 What Is Body Language? 

Body language is a type of nonverbal communication that relies on body movements 

(such as gestures, posture, and facial expressions) to convey messages. 

 

Silent (non-verbal) messages communicated through the sender's body movements, 

facial expressions, voice tone, and loudness, etc. In social psychology, all behavior in 

presence of another person is considered communication. 
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Put simply, body language is the unspoken element of communication that we use to 

reveal our true feelings and emotions. 

When we are able to "read" these signs, we can use it to our advantage. For example, it 

can help us to understand the complete message of what someone is trying to say to us 

and to enhance our awareness of people's reactions to what we say and do. 

We can also use it to adjust our own body language so that we appear more positive, 

engaging and approachable. 

Body language may be used consciously or unconsciously. It may accompany a verbal 

message or serve as a substitute for speech. 

3.2 Conscious or Subconscious? 

Many of our mannerisms are subconscious, and we also read other people's mannerisms 

subconsciously. In fact, in the first two minutes of meeting somebody, your chances of 

remembering their name is slim, because your subconscious mind is busy evaluating 

that person's body language and getting to know their personality that way. (So if you 

want somebody to remember your name, make sure you repeat it after the first two 

minutes of conversation; it drastically improves their chances.) 

But body language — specifically our control over it — can also be quite conscious. By 

identifying the habits you have that don't serve you well and adopting new habits that 

increase the engagement factor with other people, you can consciously improve your 

body language — and hence your communication skills.  

At first, some of the techniques might seem awkward or forced, but most often it's only 

you who feels that way since you're changing an ingrained habit. Keep it up, and you'll 

be naturally socializing like a star in no time. 

3.3 Ways to Improve Body Language: 

1. Be Aware: 
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The first step to body language improvement is awareness. Start to pay attention to 

everything you do, and when you do it. When you notice certain actions you do while 

conversing with people and if you are aware of it, with that realization you can better 

understand why you do it and what it means. Awareness is half the battle. 

2. Mind Your Vocal Tone: 

You’ve heard how dogs pick up on sounds that the human ear can’t hear. Well, it turns 

out we pick up on certain tones too, human to human. Researchers have known for a 

long time that when we speak, we put out low-frequency sounds we’re not consciously 

aware of.  

People who put out the right kind of sounds — below the range of conscious human 

hearing - become the leaders of most groups. The good news is that you can learn how to 

increase your production of these secret influencers.  

Simply put, lower, richer tones are more pleasing to us than higher ones. Want a quick 

fix? Take a deep breath before speaking so you nervously don’t let out anything too high-

pitched. A thin, nasal voice is less appealing to us than a rich, resonant one. 

3. Take on a Powerful Pose: 

 (Get More Info in Training Guide…) 
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If you will not believe in yourself, then who will? It is not like thinking about the world 

will follow you, it is about you will lead. One can have a role model for an inspiration but 

still, nothing can change anything unless and until you do not get a voice from your 

heart to do anything or to achieve anything. 

Self-Motivation is not only about self -confidence, it is about to get out of the situation 

from where you could think to cannot move further. 

I can is a Self Confidence but it will be converted into Self-Motivation by I will. Let’s 

discuss it in detail… 

4.1 What is Self-Confidence? 

As we all aware that people who are confident, they seem to face life’s obstacles with a 

level of calm that is enviable. They get into action to respond to a problem before giving 

themselves time to dwell or worry too much. Confident people are more successful at 

work because they have a belief in their own abilities to the point that they feel 

comfortable handling whatever comes at them. Make a presentation to the board? No 

problem- the confident person plans and executes the presentation without allowing 

fear to stop them. When someone is confident, they: 

 Focus on their strengths while managing their weaknesses 

 Aren’t afraid to take risks 

 Enjoy challenging themselves and setting high goals 

 Seek out self-improvement opportunities 

 Aren’t afraid to admit when they make a mistake 

 Aren’t afraid to acknowledge when they don’t know something 

 Make good team leaders or mentors 

 Can relate to customers or company members at any level of the organization 

 Are honest about their shortcomings 
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4.2 What is Motivation? 

All of us possess a desire to achieve something in our lives. We want to know that we 

have achieved something important, of value, of quality, or of meaning. Being motivated 

to meet our goals means that we are able to: 

 Improve our self-confidence 

 Enhance our self-discipline 

 Set examples of ourselves of what we can achieve 

 Challenge ourselves to stretch beyond our perceived limits 

 Reward ourselves for reaching our goals 

 Enjoy the recognition or perks associated with reaching our goals 

The more we are able to achieve, the more self-confident we become. Then the more 

self-confident we become, the more we are able to achieve. The reverse can happen if we 

fail to meet our goals. If we fall short of achieving something, we may experience a dip in 

our self-confidence levels, which in turn may impact our motivation to try again. 

Understanding this relationship between motivation and self-confidence is important if 

you want to be able to improve either trait in yourself. 

4.3 What Is Self-Esteem? 
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In psychology, the term self-esteem is used to describe a person's overall sense of self-

worth or personal value. In other words, how much you appreciate and like yourself. 

Self-esteem is often seen as a personality trait, which means that it tends to be stable 

and enduring. 

Self-esteem can involve a variety of beliefs about yourself, such as the appraisal of your 

own appearance, beliefs, emotions, and behaviors. 

Self-esteem can play a significant role in your motivation and success throughout your 

life. Low self-esteem may hold you back from succeeding at school or work because you 

don't believe yourself to be capable of success. By contrast, having a healthy self-esteem 

can help you achieve because you navigate life with a positive, assertive attitude and 

believe you can accomplish your goals. 

4.4 What is the difference between Arrogance and Self-Confidence? 

Having self-confidence is wonderful and a positive quality to successfully navigate life. 

Self-confidence is a wonderful asset. It allows us to get past fears and doubts and take 

control of life and decisions. Those with confidence have a positive and optimistic 

attitude that is easy to be around. Others typically view a confident person as 

dependable and admirable.  
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However, as often true, too much of a good thing can become a bad thing. 

Overconfidence is a weakness and most would agree that arrogance is undesirable. 

There are significant differences between confidence and arrogance. 

Both the confident and arrogant person is aware of personal areas of strength and 

ability. However, a confident person has little difficulty seeing others gifts and strengths 

while the arrogant cannot. Additionally, a confident person does not insist on the 

adoration of others for their skills or abilities. People who are self-confident show it with 

their actions, not by their words.  

Self -confidence is knowledge of ability while arrogance insists on sharing successes 

with others. There is a quiet calm in the truly confident that the arrogant do not possess. 

If you find yourself constantly trying to impress friends, family or others with your skills 

and abilities, you have crossed the line into arrogance. 

Arrogance is rooted in insecurity – a defense from feelings of weakness that are 

unacceptable and unclaimed. An arrogant person generally has a skewed view of the 

world and a warped understanding of themselves. However, a confident person can 

accept their weaknesses or faults with grace – even though they may not like them. 

Strive for honest self-acceptance and nurture self-confidence. Beware the pitfalls of 

crossing the line into overconfidence or arrogance. As with most things in life, the 

healthy place is always with balance in the middle. 

4.5 Tips to Boost Your Self-Confidence and Self-Esteem. 

To boost your self-esteem and confidence can seem like a monumental task, especially 

when you’re experiencing self-defeating thoughts and feelings. 

Over time experts came to the Realization that the lack of confidence was influencing 

the way someone perceived not only themselves but also the situations they were in. 

Here is the collection of tips that can be very helpful in boosting your confidence and 

self-esteem. Some can be done quickly, whilst others will require some consistent effort. 
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#1 Groom Yourself & Dress Nicely: 

Have you ever noticed how throwing clothes on and running out of the house can make 

you feel uncomfortable and self-conscious? It puts you on edge and makes you hyper-

aware of your appearance. Stop doing it. 

Take the time required to shower, shave (if necessary) and dress nicely for an instant 

confidence boost. If you look good, you will feel good and this will breed confidence and 

positivity when you’re out and about. 

Besides you never know who you might bump into, so take the time you need before 

going out. 

#2 Improve Your Posture: 

(Get More Info in Training Guide…) 
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Almost everyone is guilty of procrastination occasionally. High priority tasks are usually 

difficult or time-consuming and it is often easier to find straightforward, less important 

tasks to do instead.  Procrastination is one of those things that even the most well-

organized and punctual fall victim to at some point or another. 

5.1 What is Procrastination? 

Most people at some time or another will have found themselves putting off starting a 

task, even though they feel uncomfortable about doing so. This is known as 

procrastination, which can be defined as: 

“The act of replacing high-priority actions with tasks of lower priority, or doing 

something from which one derives enjoyment, and thus putting off important tasks to a 

later time.” 

Or To voluntarily delay an intended course of action despite expecting to be worse off 

for the delay.  
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This putting off of important tasks results in a sense of guilt that causes a loss of 

motivation and personal productivity. It can also lead to stress as a result of disapproval 

for not meeting commitments. 

Sometimes delaying a high-priority task is completely justified because you don’t have 

all of the information that you need or you feel that the task may be given a lower 

priority as circumstances change. 

If you feel uncomfortable justifying to yourself why you are not getting on with a 

particular task then you need to accept that you are probably guilty of procrastination. 

5.2 The psychology behind procrastination. 

The pleasure principle may be responsible for procrastination; one may prefer to avoid 

negative emotions by delaying stressful tasks. As the deadline for their target of 

procrastination grows closer, they are more stressed and may, thus, decide to 

procrastinate more to avoid this stress. Some psychologists cite such behavior as a 

mechanism for coping with the anxiety associated with starting or completing any task 

or decision. Piers Steel indicated in 2010 that anxiety is just as likely to induce people to 

start working early as late and that the focus of studies on procrastination should be 

impulsiveness. That is, anxiety will cause people to delay only if they are impulsive. 

Coping responses 

Negative coping responses of procrastination tend to be avoidant or emotional rather 

than task-oriented or focused on problem-solving. Emotional and avoidant coping is 

employed to reduce stress (and cognitive dissonance) associated with delaying intended 

and important personal goals. This option provides immediate pleasure and is 

consequently very attractive to impulsive procrastinators, at the point of discovery of the 

achievable goals at hand. There are several emotion-oriented strategies, similar to 

Freudian defense mechanisms, coping styles, and self-handicapping. 

Coping responses of procrastinators include the following. 
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 Avoidance: Avoiding the location or situation where the task takes place (e.g. a 

graduate student avoiding driving into the university). 

 Denial and trivialization: Pretending that procrastination behavior is not 

actually procrastinating, but rather a task which is more important than the 

avoided one, or that the essential task that should be done is not of immediate 

importance. 

 Distraction: Engaging or immersing in other behaviors or actions to prevent 

awareness of the task (e.g. intensive video game playing or web browsing). The 

subject is very sensitive to instant gratification and becomes absorbed in coping 

behaviors beyond self-restraint. 

 

 Descending counter factuality: Comparing consequences of one's 

procrastination behavior with others' worse situations (e.g. "Yes, I procrastinated 

and got a B− in the course, but I didn't fail like one other student did.") 

 Valorization: Pointing in satisfaction to what one achieved in the meantime 

while one should have been doing something else. 

 Blaming: Delusional attributions to external factors, such as rationalizing that 

the procrastination is due to external forces beyond one's control (e.g. "I'm not 

procrastinating, but this assignment is tough.") 
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 Mocking: Using humor to validate one's procrastination. The person uses 

slapstick or slipshod methods to criticize and ridicule others' striving towards the 

goal. 

Task- or problem-solving measures are taxing from a procrastinator's outlook. If such 

measures are pursued, it is less likely the procrastinator would remain a procrastinator. 

However, pursuing such measures requires actively changing one's behavior or situation 

to prevent and minimize the re-occurrence of procrastination. 

5.3 Tips to Overcome Procrastination. 

As with most habits, it is possible to overcome procrastination. Follow the tips below to 

help you to deal with and prevent procrastination: 

1. Don’t Blow Tasks Out of Proportion: Stop telling yourself that your career, 

the future of your business, and even your success in life hinges on the outcome 

of this one action that you have to take. If you do this, you’re just going to put so 

much pressure on yourself that you’ll be looking for any excuse you can find to 

avoid taking the necessary action. 

2. Start Easy: The first tip is simply to start with whatever is easy, manageable and 

doesn’t fill your mind with a nameless dread. Have a look at your project, 

whatever it is, and decide to do the easy bit first. The great thing is that after 

getting going, you start to build momentum and the harder bits are more likely to 

flow. The tip relies partly on the Zeigarnik effect: the finding that unfinished 

tasks get stuck in the memory. Unfinished you see: a task can’t be unfinished 

until it’s at least been started. 

(Get More Info in Training Guide…) 
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Can you guess what the most successful and happy people think about all day long? 

The answer is quite simple… 

Healthy, happy people think about what they want, and how to get it, most of the time. 

In this way developing a positive attitude can truly change your entire life.  Let’s find out 

how… 

6.1 What is “Positive Thinking’? 

Positive thinking is a mental and emotional attitude that focuses on the bright side of 

life and expects positive results. 

Positive thinking is the idea that you can change your life by thinking positively about 

things. Positive thinking doesn't mean that you keep your head in the sand and ignore 

life's less pleasant situations. Positive thinking just means that you approach 

unpleasantness in a more positive and productive way. You think the best is going to 

happen, not the worst. 

 

A person with positive thinking mentality anticipates happiness, health, and success, 

and believes that he or she can overcome any obstacle and difficulty. 
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Positive thinking is not a concept that everyone believes and follows. Some, consider it 

nonsense and scoff at people who follow it. However, there are sheer people, who accept 

positive thinking as a fact and believe in its effectiveness. 

It seems that this subject is gaining popularity, as evidenced by the many books, 

lectures, and courses about it. 

To use it in your life, you need more than just to be aware of its existence. You need to 

adopt the attitude of positive thinking in everything you do. 

Positive thinking often starts with self-talk. Self-talk is the endless stream of unspoken 

thoughts that run through your head. These automatic thoughts can be positive or 

negative. Some of your self-talk comes from logic and reason. Other self-talk may arise 

from misconceptions that you create because of lack of information. 

If the thoughts that run through your head are mostly negative, your outlook on life is 

more likely pessimistic. If your thoughts are mostly positive, you're likely an optimist — 

someone who practices positive thinking. 

6.2 Identifying Negative Thinking. 

To understand the effect of positive thinking, it’s helpful to think about negative 

thinking first. Not sure if your self-talk is positive or negative? Some common forms of 

negative self-talk include: 

Filtering: You magnify the negative aspects of a situation and filter out all of the 

positive ones. For example, you had a great day at work. You completed your tasks 

ahead of time and were complimented for doing a speedy and thorough job. That 

evening, you focus only on your plan to do even more tasks and forget about the 

compliments you received. 

Personalizing: When something bad occurs, you automatically blame yourself. For 

example, you hear that an evening out with friends is canceled, and you assume that the 

change in plans is because no one wanted to be around you. 
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Catastrophizing: You automatically anticipate the worst. The drive-through coffee 

shop gets your order wrong and you automatically think that the rest of your day will be 

a disaster. 

Polarizing: You see things only as either good or bad. There is no middle ground. You 

feel that you have to be perfect or you're a total failure. 

Most negative emotions, such as fear or anger, are designed to help with survival. They 

cause us to take swift and effective action to save ourselves from whatever is threatening 

us. This means that they also prevent us from being distracted by other things around 

us. 

 

Negative thinking is a habit, something you can train your brain to avoid. Constant 

negative thinking can make you much more likely to be stressed and can lead to more 

serious problems, like depression. 

6.3 What are the effects of negative thinking? 

These are some of the most common effects of negative thinking: 
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 Feeling down: The extent of negative feelings can go from anger, frustration, 

irritability, to even anxiety and depression, passing through many other feelings, 

none of them pleasant. 

 Physical effects: The body lowers its defenses, as negativity subtracts from our 

energy. Because of the emotional negative state we're in, it's also easier to see 

oneself less attractive and not care for our physical needs. 

Besides, an extremely negative emotional state can cause eating disorders: from 

overeating to a complete lack of appetite and not eating enough (and not caring 

about it). 

 Closing oneself down to possibilities and the flow of abundance: When 

we are in a negative state we do not attract those elements that would make our 

lives advance; rather we attract the circumstances that support us in thinking 

something is wrong, and we get stuck. 

Simply put, when we stay thinking negative, we attract negative emotions and 

events. Thus when one is in a negative state everything seems to go wrong. 

 A negative effect on others: Have you ever wondered how you may be 

affecting other people because of the way you feel? Think about when a relative, a 

friend or someone at work seems to be having a bad day and how you feel when 

you spend time with them. 

You could be making others feel the same way when you are wrapped in your own 

negative thoughts. 

 It’s a waste of time! Look at all the effects of negative thinking explained 

above; can you tell me one single benefit of thinking negatively and being in a 

negative mood? 

Any other than the realization that it's much better to think positively, negative 

thinking doesn't contribute to our lives; rather it detracts. 
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One of the serious effects of thinking negatively is that it causes physical illnesses and 

disease. In fact, Louise Hay states that ingrained negative thoughts and negative feelings 

that are not released can even cause cancer. 

6.4 Benefits of Positive Thinking. 

Being optimistic is often portrayed as a foundation for making your life full and happy. 

And really, these are not just words. There are several benefits in positive thinking 

which influence our health, confidence, and relationships with other people. 

1. Positive Thinkers Cope Better With Stress: 

(Get More Info in Training Guide…) 
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Do you Love or Hate your Job? 

Loving or hating a job can cause more or less stress in life.  Did you know, 70% of those 

currently employed are searching for other jobs.  

Studies have shown being unhappy with or unfulfilled by work can take a toll on our 

health, relationships, and even lifespan. Those in unhealthy work environments tend to 

gain more weight, have more healthcare appointments, and have higher rates of 

absenteeism. Stress from work can also impact their family life, mental health, and even 

increase risks for chronic illnesses and heart attacks. So workplace wellness plays a 

critical role in our carrier success.  

7.1 What is Workplace Wellness? 

Workplace wellness is any workplace health promotion activity or organizational policy 

designed to support healthy behavior in the workplace and to improve health outcomes. 

Known as 'corporate wellbeing' outside the US, workplace wellness often comprises 

activities such as health education, medical screenings, weight management programs, 

on-site fitness programs or facilities.  
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Workplace wellness programs can be categorized as primary, secondary, or tertiary 

prevention efforts, or an employer can implement programs that have elements of 

multiple types of prevention.  

 Primary prevention programs usually target a fairly healthy employee 

population and encourage them to more frequently engage in health behaviors 

that will encourage ongoing good health. Examples of primary prevention 

programs include stress management, and exercise and healthy eating 

promotion.  

 Secondary prevention programs are targeted at reducing behavior that is 

considered a risk factor for poor health. Examples of such programs include 

smoking cessation programs and screenings for high blood pressure or other 

cardiovascular disease-related risk factors.  

 Tertiary health programs address existing health problems and aim to help 

control or reduce symptoms or to help slow the progression of a disease or 

condition. Such programs might encourage employees to better adhere to specific 

medication or self-managed care guidelines. 

A healthy workplace means more than just warding off colds and the flu. It is more 

holistic and takes into consideration the physical, spiritual, environmental, intellectual, 

emotional, occupational and mental health of employees. Wellness promotion doesn't 

just benefit the employee because an organization filled with healthy and fulfilled 

employees is a productive workplace that retains its employees.  

More and more organizations are creating Health and Welfare Committees who are 

responsible for recognizing health and safety concerns and identifying solutions. 

7.2 Benefits of Workplace Wellness. 

Chief Executive Officers of leading organizations are often asked what makes them 

successful. Increasingly, the answer is ‘our employees’. Workplace wellness programs 

benefit employers and employees, especially when integrated with a work health and 

safety program. 
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A healthier workplace means everyone wins. Workplace wellness program benefits 

include: 

 Greater productivity 

 Reductions in work related ill-health and injuries 

 Lower workers compensation costs 

 A decrease in absenteeism and staff turnover 

 Improving employee relations 

 A healthier work environment 

 Enhancing your corporate image 

 

Broadening successful workplace health and safety management systems to include the 

promotion of worker health is a priority in order to achieve these positive outcomes.  

7.3 Barriers to Wellness Programs in the Workplace and Ways to Overcome 

them. 

While there are many studies that prove the benefits of Wellness programs, however, 

starting and maintaining a program of this type isn't always easy. Often, barriers stand 
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in the way of program success. To reap the potential benefits of a workplace wellness 

program, employers must overcome these hurdles and stay strong in their dedication to 

establishing programs that promote employee health. 

1. Insufficient Time: A lack of time presents a 

challenge to many wellness program organizers. 

Most employers are loathed to allow their 

employee's large amounts of time away from 

their work duties to participate in a program of 

this type, and many workers are unwilling to 

spend many hours at the office after they have 

already clocked out.  

To overcome this challenge, many employers 

arrange programs of this nature during lunch 

times or other natural breaks in the day, 

allowing individuals to participate without 

missing quite as much work. 

2. Lack of Interest: Garnering interest in a workplace wellness program can 

present a challenge for organizers. While many workers proclaim an interest in 

improving their health, often when it comes to actually take part in a wellness 

program, the interest dies off.  

(Get More Info in Training Guide…) 
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Most organization requires that those who work in them have certain abilities that allow 

them to do their jobs effectively. Like computer programmers need to know how to use 

programming languages. These abilities are known as hard skills or technical skills.  

However, to work in any occupation you also need what are referred to as ‘soft skills’. 

Soft skills greatly impact the personality development of employees. Organizations 

today recognize that the professional development of their employees plays an 

important part in maintaining relationships with their customers, clients, co-workers 

and developing a successful business. 

8.1 What are Soft Skills? 

Soft skills are the personal character traits or qualities each of us has. They make us who 

we are. Generally encompassing our attitudes, habits and how we interact with other 

people. They refer to abilities that make people better employees and open doors for 

many opportunities that are not directly related to the subject matter of their jobs.  

In other words, soft skills refer to a person’s ability to relate to others, to get him/her 

and others organized, to communicate in written, spoken or other forms. 

 

 World Health Organization defines Soft Skills as: 
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“These are the abilities for adaptive and positive behavior that enable individuals to deal 

with the demands and challenges of everyday life.” 

 UNICEF defines Soft Skills as: 

“A behavior change or behavior development approach designed to address a balance of 

three areas: Knowledge, attitude and skills.” 

Soft skills include psycho-social abilities and interpersonal skills that help people make 

decisions, solve problems, think critically, communicate effectively, build healthy 

relationships, demonstrate qualities of leadership and team building, manage time 

effectively, and cope with the stress and strain of life in a healthy and productive 

manner. 

Essentially, there are two skills – those related to thinking called ‘thinking skills’ and 

skills related to dealing with others called ‘social skills’. While thinking skills relate to 

the personal level, social skills include interpersonal skills. It is the combination of these 

two types of skills that are needed for achieving behavior change and negotiating 

effectively. 

8.2 Why is it Important to Develop Soft Skills? 

Soft skills allow us to effectively and efficiently use our technical skills and knowledge. 

They improve the way we interact with our bosses, co-workers and customers/clients. 

They permit us to get our work done on time. They influence how we feel about our jobs 

and how others perceive us. 

Consequently, the demand for and reliance on soft skills is on the increase due to the 

constant change in the work environment, customer-driven market, information-based 

technology, and globalization. 

The development of soft skills in this market is important as there is intense competition 

for many available positions. The ability to develop and use soft skills can make the 

difference between the achiever and the non-achiever. 
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Earlier the focus of management was on hard skills. The emphasis was on the technical 

skills necessary to perform effectively. These skills tended to be more closely related to 

the actual task being performed. But now every single occupation you can think of 

demands that you have specific character traits.  

 

Moreover, an important thing to note is that soft skills are transferable skills if you 

change careers, you can always take your soft skills with you since they are valued in a 

variety of fields. 

Today employers want people with efficient soft skills. These are key skills to effective 

performance across all job categories. As the world has changed, and the nature of work 

has changed, the skills set required of managers and other executives has changed. 

Today’s business is all about people. It is about communication, relationships and about 

presenting yourself, your company and your ideas in the most positive and impactful 

way. A productive and healthy work environment depends on soft skills. After all, the 

workplace is an interpersonal space, where relationships must be built and fostered, 

perspectives must be exchanged, and occasionally conflicts must be resolved. 

8.3 What are the Key Soft Skills? 
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It’s hard to judge which soft skills are most important, but this list is broadly what 

employers mean when they talk about good soft skills and the skills which are most 

likely to enable you to build constructive working relationships with others or to be a 

constructive and helpful employee. 

 

 Communication: As a soft skill, communication is not about multiple syllables 

or rousing speeches. Able communicators can adjust their tone and style 

according to their audience, comprehend and act efficiently on instructions, and 

explain complex issues to colleagues and clients alike. Communication is also an 

important aspect of leadership since leaders must be able to delegate clearly and 

comprehensibly. 

(Get More Info in Training Guide…) 
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Are you the proverbial juggler? 

You’ve got multi-tasking down to a fine art, consistently thinking ahead, planning, 

organizing and orchestrating the household finances, holidays, food, shopping, family 

celebrations whilst holding down a responsible job or running your own business and 

maybe one or two community/social commitments or projects that take your time. 

The problem here is that whilst we’re busy helping and sorting out everyone else we 

neglect ourselves in the process often ending up shattered by the end of a week. In many 

respects, we can be our own worst enemies. That’s why it is of uttermost important to 

learn and master the art of work-life balance. 

9.1 What is Work-Life Balance? 

Work–life balance is the term used to describe the balance that an individual needs 

between the time allocated for work and other aspects of life. Areas of life other than 

work-life can be, but not limited to personal interests, family and social or leisure 

activities. 

In other words, work-life balance refers to the level of prioritization between personal 

and professional activities in an individual’s life and the level to which activities related 

to their job are present in the home. 

Work-life balance is a topical issue due to the increased amount of technology that 

removes the importance of physical location in defining the work-life balance. 

Previously it was difficult or impossible to take work home and so there was a clear line 

between professional and personal. 

 

The increase in mobile technology, cloud-based software and the proliferation of the 

internet has made it much easier for employees to be ‘permanently’ at work, blurring the 

distinction between professional and personal. Some commentators argue that 
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smartphones and ‘always-on’ access to the workplace have replaced the authoritarian 

control of managers. 

 

Work-Life Balance does not mean an equal balance. Trying to schedule an equal number 

of hours for each of your various work and personal activities is usually unrewarding 

and unrealistic. Life is and should be more fluid than that. 

Your best individual work-life balance will vary over time, often on a daily basis. The 

right balance for you today will probably be different for you tomorrow. The right 

balance for you when you are single will be different when you marry, or if you have 

children; when you start a new career versus when you are nearing retirement. 

There is no perfect, one-size fits all balance you should be striving for. The best work-life 

balance is different for each of us because we all have different priorities and different 

lives. 

9.2 Importance of Work-Life Balance 

Work-life balance is an important aspect of a healthy work environment. Maintaining 

work-life balance helps reduce stress and helps prevent burnout in the workplace. 

Chronic stress is one of the most common health issues in the workplace. It can lead to 
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physical consequences such as hypertension, digestive troubles, chronic aches and 

pains, and heart problems. Chronic stress can also negatively impact mental health 

because it’s linked to a higher risk of depression, anxiety, and insomnia. 

Too much stress over a long period of time leads to workplace burnout. Employees who 

work tons of overtime hours are at a high risk of burnout. Burnout can cause fatigue, 

mood swings, irritability and a decrease in work performance. This is bad news for 

employers because according to Harvard Business Review, the psychological and 

physical problems of burned-out employees cost an estimated $125 billion to $190 

billion a year in healthcare spending in the United States. 

By creating a work environment that prioritizes work-life balance, employers can save 

money and maintain a healthier, more productive workforce. 

Work-life balance concept allows an employee to maintain a fine balance in the time he 

or she gives to work as well as to personal matters. By having a good balance, people can 

have a quality of work life. This helps to increase productivity at the workplace as the 

employee is relaxed about his personal commitments. It also allows the employee to give 

quality time with family to spend vacations, leisure time, work on his/her health etc. 

Hence work-life balance is extremely important for employees and increases their 

motivation to work for the company. 

9.3 Root Causes of Work-Life Imbalance. 

Most people who suffer from work-life imbalance tend to assume the problem is one of 

time. They often lament, "If only there were more hours in the day!" But while we don't 

have control over the passage of time, we do have control over what we do during it. If 

you feel that you don't have enough time to achieve your goals and fulfill your 

responsibilities, then you may need to find additional resources to deal with them. More 

realistically, you probably need to reassess the goals and responsibilities you currently 

have. 

Pitfalls to Avoid if You Struggle with Work-Life Balance: 
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 Excessive multi-tasking: The more tasks you try to do at once, the less well 

you'll do on any single one. This includes trying to juggle work tasks when you're 

home. 

 

 Trying to work faster: The way to achieve your goals is through efficient time 

management, not revving yourself up to work at an unsustainable pace. As a 

short-term tactic, working faster may produce results. Over the long term, 

however, it will leave you physically, mentally, and emotionally drained – and far 

less effective in achieving your ultimate life goals.  

 Making promises that you can’t keep: Don't tell someone at work or at 

home that you'll do something if you know you can't really do it. You'll only end 

up short-changing the demands you already have, while simultaneously 

disappointing the other person. 

9.4 Ways to Improve Your Work-Life Balance. 

“Work-life balance” is a hot buzzword amongst corporations these days, but 

acknowledging its importance and actually putting it into practice are two different 

things. Try these tips for promoting a healthy work-life balance: 
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1. Build downtime into your schedule: Because hard-charging entrepreneurs 

are proficient at filling their schedules with goal activities, we can make great 

progress by using our planning strengths to our advantage. Make downtime a 

specific goal and schedule in the time and the steps you will take to achieve it. 

Exercise and reading are activities you can schedule in to achieve. The same 

applies to date night or to planned activities for physical relaxation and play. 

(Get More Info in Training Guide…) 
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Oftentimes things go OK or even better than that. 

But on some days they don’t. 

You make a mistake, have a setback or you simply fail. It’s no fun. But you can’t avoid it 

either unless you avoid doing anything at all. 

So what’s needed is a smart and self-kind way to handle such situations instead of 

letting them lead to vicious self-beatings and to them dragging you down into negativity 

for the day or month. Let’s find out in detail. 

10.1 What is the Failure? 

Failure is the state or condition of not meeting a desirable or intended objective and 

may be viewed as the opposite of success. 

 

You probably are thinking that you’re not good enough and that you should give up. 

A simple definition of failure is: “An act or instance of failing or proving unsuccessful; 

lack of success.” 
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Failure is a blessing in disguise. Failure is deemed negative but if you think over it, it is 

indeed a positive term that plays an integral role in climbing up the stairs of success. 

There can be two perspectives on failure. One considering it an obstruction and the 

other one is considering it a lesson. The understanding of failure or success is 

completely contingent on how one controls one’s mind. 

It is all about controlling one’s mind and detaching oneself from pre-conceived notions 

of failure and success. An attachment to a particular success or failure makes one 

stagnant and once a person is stuck in a particular thing his mind won’t be able to think 

beyond it. 

A common mistake that everyone makes is counting on the past failures or success as 

the failure or success of life. 

Think of the above-mentioned line and try to acknowledge the misconception we all live 

with. 

Don’t we? You ought to understand the fact that things achieved or lost in past is a 

matter of past and it has nothing to do with the success or failure of the present 

moment. 

So, all you have to do is that you need to draw all your focus on your present so that your 

energy doesn’t get wasted in thinking about the past or future. 

10.2 Why failure is so important in life? 

Donald Trump says, “Sometimes by losing a battle you find a way to win the war.” 

Sit back and ponder over the following questions: 

 What if you achieve your goals or success without meeting failures? 

 What if you attain your desires without facing a hard time? 

Now introspect, if things are this easy, will you be able to attain the basic understanding 

of life? 
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We often associate the meaning of “goal” and “success” with money but the actuality of 

life is that the ultimate goal and success of life lies in “inner happiness”, ”satisfaction”, 

and ‘enjoyment in whatever you are doing. 

Believe you in me, money has little importance in comparison to these things because no 

matter how much you earn, in the end, you just need the basic necessities and that is all. 

And where do you think this level of maturity and understanding would come from? 

It comes from experience and experience comes from your failures and bad experiences. 

If you attain everything easily, you will be replete with vanity and will always boast but if 

you achieve everything after facing all the ups and downs of life, you will replete with 

pride but will remain down to earth. 

The most progressive companies deliberately seek employees with track records 

reflecting both failure and success. That’s because someone who survives failure has 

gained irreplaceable knowledge and the unstoppable perseverance born from 

overcoming hardship. 
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Sure, failing hurts. In fact, it cuts deep like a razor, slicing its way to our inner core. Yet, 

it’s necessary. 

And the most successful people in life have failed the most times. If you try to go 

through life without failing at anything, then you’re not really living a life at all. Taking 

risks and falling down flat on our faces is part of life; it makes us into who we are. 

What we don’t realize as is just what some people had to go to in order to get where they 

are in life. Like the baby learning to walk, they had to fall down and fail many times. 

Society tends to celebrate the successes rather than highlighting the epic journeys 

towards success that are filled with trials, tribulations, upsets, setbacks, and failures. 

There are 5 very powerful life lessons that failure helps to teach and instill in us… 

#1 Experience: The first important lesson gained from failure is an experience. The 

experience of failing at something is truly invaluable. It completely alters our frame-of-

mind through the induction of pain. It makes us reflect on the real nature of things and 

their importance in our lives, transforming and improving our future-selves. 

(Get More Info in Training Guide…) 
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If you've ever been afraid of failing, it's time to get over it. Fear comes in many forms. It 

can be the nervous butterflies when you have to speak in public. It might be the 

uncertainty that keeps you from leaving your job and starting a business. Perhaps it's 

the fear of repercussion from sharing bad news, or even the avoidance of shame by 

covering your big mistakes. 

No matter your fear, you will have to deal with it at some point. Some believe in just 

ripping off the bandage, others sip their worst fears a little at a time. Regardless, if you 

don't conquer your fears you'll never achieve your full potential.  

11.1 What is ‘Fear’? 

Fear is a feeling induced by perceived danger or threat that occurs in certain types of 

organisms, which causes a change in metabolic and organ functions and ultimately a 

change in behavior, such as fleeing, hiding, or freezing from perceived traumatic events. 

Fear is a vital response to physical and emotional danger — if we didn't feel it, we 

couldn't protect ourselves from legitimate threats. But often we fear situations that are 

far from life-or-death and thus hang back for no good reason. 

 

Fear in human beings may occur in response to a specific stimulus occurring in the 

present, or in anticipation or expectation of a future threat perceived as a risk to body or 
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life. The fear response arises from the perception of danger leading to a confrontation 

with or escapes from/avoiding the threat (also known as the fight-or-flight response), 

which in extreme cases of fear (horror and terror) can be a freeze response or paralysis. 

Traumas or bad experiences can trigger a fear response within us that is hard to quell. 

Yet exposing ourselves to our personal demons is the best way to move past them. 

Fear is one of the biggest obstacles people face in managing change and moving forward 

in their lives. If you’re living your life based on avoiding the things that you fear, you’re 

not free to take risks or pursue your dreams. If your energy is being expended in 

avoiding failure, rejection, physical harm, and emotional pain by avoiding the people, 

places, and situations that trigger your fears – then that energy is tied up in your 

vigilance to stay safe instead of in fulfilling your potential. 

When fear is persistent or has a negative impact on daily function, a therapist or other 

mental health professional may be able to help address this challenge. 

11.2 What causes Fear? 

All people are likely to experience some type of fear. Humans and animals typically 

possess innate fearful reactions to certain stimuli, such as unexpected or loud noises. 

Some of these stimuli may differ from one person to the next, although some fears occur 

more frequently in the general population. For example, a great number of people report 

a fear of death. 

Some other stimuli that are commonly reported to cause fear includes: 

 Public speaking 

 Flying in an airplane 

 Being alone 

 The “unknown’ 

 Failure 

 Being rejected 

 Confrontation 
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 Aggression, violence, or war 

New fears are often learned. Fear-inducing stimuli paired with objects or events that are 

not normally frightening may cause new fears to form. When this occurs, those ordinary 

objects or events may become enough to cause the experience of fear.  

11.3 The effects of Fear on the Brain. 

The fear reaction starts in the brain and spreads through the body to make adjustments 

for the best defense or flight reaction.   

A person’s response to danger generally involves many different areas of the brain, but 

research in the field of psychology has identified the amygdala as pivotal in processing 

fear.  

 

When a person is confronted with a potentially dangerous situation, the amygdala sends 

excitatory signals to other brain areas to ensure that these areas also become more alert. 

Evidence of the amygdala’s importance to the processing of fear has been highlighted in 
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many studies. When monkeys and rats with damaged amygdala were exposed to snakes 

in one study, the animals demonstrated no fear of their natural predators. 

A part of the brain called the hippocampus is closely connected with the amygdala. The 

hippocampus and prefrontal cortex help the brain interpret the perceived threat. They 

are involved in a higher-level processing of context, which helps a person know whether 

a perceived threat is real. 

While the amygdala does play a critical role in triggering and processing fear, the 

research found that its effective functioning is not absolutely essential for a person to 

experience fear. The 1995 study of SM also showed alternate brain pathways that played 

roles in fear learning and processing. SM did not demonstrate signs of fear when 

exposed to fear-inducing objects, but she did experience strong fear and panic when 

asked to inhale carbon dioxide (a gas that causes choking). It was clear to the 

researchers that while potentially dangerous external factors did not trigger a fear 

response, internal threats to her health and safety did cause SM to experience fear. 

11.4 The Physical and Emotional Effects of Fear. 

Fear may cause someone to experience an enhanced perception of space and time, or 

their senses of sight, hearing, and smell may be heightened. In life-threatening 

situations, fear can also reduce the ability to notice fine detail while increasing the 

capacity to distinguish large or blurry objects. These adjustments in perception can 

increase a person’s chance of survival in a dangerous situation. 

A person may experience a variety of physical responses when experiencing fear, such 

as: 

 Temporary paralysis or an erratic heartbeat 

 Stomach pain, head pain, or nausea 

 Dizziness or fainting 

 Sweating 

 Muscle tension, twitching or trembling 

 Crying 
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 Stuttering 

 Erratic sleep patterns 

 Loss of appetite 

 Rapid or shallow breathing 

Psychological effects of fear can include intrusive or distracting thoughts, loss of focus, 

and confusion. People may also experience a variety of emotional effects, including 

terror, anxiety, anger, despair, numbness, or helplessness. 

11.5 Biggest Fears of Entrepreneurs. 

Fear causes procrastination, avoidance behavior, overwhelm and inaction. Yet it’s 

something that everyone experiences in business.  

According to a 2015 study on fear and entrepreneurship, fear is actually a major 

psychological barrier to most business leaders, as it can prevent them from taking 

necessary risks for their success. 
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Whether it’s fear of failure, of overwhelm, or of letting other people down, it is crucial to 

overcoming this feeling if you want to become a successful entrepreneur. 

Below is the list of common fears confronting an entrepreneur: 

1. Fear of failure 

2. Fear of having no safety net 

3. Fear of having no certainty, no plan, and no idea of what’s next 

4. Fear of not knowing what to do, what you love, or what idea to pick 

(Get More Info in Training Guide…) 
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In business since everyone is a potential customer, you meet contrary people regularly. 

So, not just to survive, but to be a viable and successful business person demands you 

have the skills to be able to deal with all sorts of people. The most challenging are those 

who ‘Pull your chain’ or ‘Push your buttons’ because they can cost you time and money. 

Therefore it is of uttermost importance for you as an entrepreneur or employee to learn 

to deal with difficult people. 

12.1 Difficult People - Who they are? 

By ‘difficult’ people we mean people with certain personality traits or emotional 

characteristics that make it difficult for you to communicate with them.  

 

People come in all shapes and color; therefore, the meaning of ‘difficult’ varies. A 

difficult person could be  

 The Know-it-all colleague who interrupts everyone’s speeches 

 The drama queen who is over-negative 24/7 

 The demanding one who always complains 

 The frighteningly-influential-yet-unreadable one 
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 And even the infamous gossiper. 

Basically, any acquaintance with whom you have a hard time dealing is considered 

difficult. Most of the time they are problematic enough to provide you with remarkable 

headaches. However, in certain circumstances, some of them may accompany and 

benefit you in one way or another, as long as you know how to cope with them and when 

to draw the line. 

The ability to effectively cope with such people while maintaining a healthy work 

environment is known as the skill of dealing with difficult people. 

It is inevitable for you to come across a difficult person in your life that brings about 

distress, whether it’s in the form of a neighbor, relative, colleague, employee, customer, 

or supplier. However, the intensity of their difficulty may vary depending upon the kind 

of difficult person they are; downers, better thans, passives, or tanks. 

12.2 Types of Difficult People. 

We all have difficult people we need to deal with in our lives on a daily basis. While such 

characteristics may be exaggerations, you may find traits of them in a few of the people 

in your workplace, amongst your friends, or even a loved one. Psychological research 

has suggested several ways of coping with difficult people in your life, e.g. hostile co-

workers or bosses, complainers, super-agreeable, know-it-all experts, pessimists, and 

stallers. 

1. Tank: The Tank Person is confrontational, pointed and angry, the ultimate in 

pushy and aggressive behavior. They are also known as being explosive, a handful 

or bossy. They want their way and will do anything to get it. 

2. Sniper: They use rude comments, biting sarcasm, or a well-timed roll of the 

eyes. Making you look foolish is the Sniper’s specialty. Snipers take shots at you 

to make you look bad or to try to undermine you. 

3. Know-It-All: Seldom in doubt, the Know-It-All person has a low tolerance for 

correction and contradiction. If something goes wrong, however, the Know-It-All 

will speak with the same authority about who’s to blame – you! The Know-It-All 
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can be one of the toughest of all the types of difficult people to deal with. The 

challenge with a Know-It-All is that often enough they do, which perpetuates the 

pattern. 

(Get More Info in Training Guide…) 
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In today’s high-intensity work environment, managing your energy, time and focus is 

the secret to success. You do not manage stress – you manage your energy, time and 

focus in ways that reduce stress and drive optimal effectiveness. 

There are many systems within us that can suffer from overload. The overload is caused 

by treating ourselves as one bulk commodity instead of recognizing that we run on 

different levels of energies and multiple systems. Therefore it is very important for our 

personal and professional well-being to learn proper tactics of energy and stress 

management. 

13.1 What is stress? 

Stress is your body's way of responding to any kind of demand. It can be caused by both 

good and bad experiences. When people feel stressed by something going on around 

them, their bodies react by releasing chemicals into the blood.  
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These chemicals give people more energy and strength, which can be a good thing if 

their stress is caused by physical danger. But this can also be a bad thing if their stress is 

in response to something emotional and there is no outlet for this extra energy and 

strength. 

Stress is also defined as ‘a state of mental or emotional strain or tension resulting from 

adverse or demanding circumstances.’  

Before proceeding further, let’s debunk one myth: stress is not necessarily a ‘bad’ thing. 

Without this brilliant ability to feel stress, humankind wouldn’t have survived. Our 

cavemen ancestors, for example, used the onset of stress to alert them to a potential 

danger, such as a saber-toothed tiger. 

Stress is primarily a physical response. When stressed, the body thinks it is under attack 

and switches to ‘fight or flight’ mode, releasing a complex mix of hormones and 

chemicals such as adrenaline, cortisol, and norepinephrine to prepare the body for 

physical activity. This causes a number of reactions, from blood being diverted to 

muscles to shutting down unnecessary bodily functions such as digestion. 

Through the release of hormones such as adrenaline, cortisol, and norepinephrine, the 

caveman gained a rush of energy, which prepared him to either fight the tiger or run 

away. That heart pounding, fast breathing sensation is the adrenaline; as well as a boost 

of energy, it enables us to focus our attention so we can quickly respond to the situation. 

The challenge is when our body goes into a state of stress in inappropriate situations. 

When blood flow is going only to the most important muscles needed to fight or flee, 

brain function is minimized. This can lead to an inability to ‘think straight’; a state that 

is a great hindrance in both our work and home lives. If we are kept in a state of stress 

for long periods, it can be detrimental to our health.  The results of having elevated 

cortisol levels can be an increase in sugar and blood pressure levels and a decrease in 

libido. 

13.2 What Causes Stress? 
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The situations and pressures that cause stress are known as stressors. We usually think 

of stressors as being negative, such as an exhausting work schedule or a rocky 

relationship. However, anything that puts high demands on you can be stressful. This 

includes positive events such as getting married, buying a house, going to college, or 

receiving a promotion. 

Of course, not all stress is caused by external factors. Stress can also be internal or self-

generated, when you worry excessively about something that may or may not happen, or 

have irrational, pessimistic thoughts about life. 

Common external causes of stress include: 

 Major life changes 

 Work or school 

 Relationship difficulties 

 Financial problems 

 Being too busy 

 Children and family 

Common internal causes of stress include: 

 Pessimism 

 Inability to accept uncertainty 

 Rigid thinking, lack of flexibility 

 Negative self-talk 

 Unrealistic expectations / 

perfectionism 

 All-or-nothing attitude 

Top 10 stressful life events: 

These are the top ten stressful life events for adults that can contribute to illness: 

1. Death of a spouse 
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2. Divorce 

3. Marriage separation 

4. Imprisonment 

5. Death of a close family member 

6. Injury or illness 

7. Marriage 

8. Job loss 

9. Marriage reconciliation 

10. Retirement 

Finally, what causes stress depends, at least in part, on your perception of it. Something 

that's stressful to you may not faze someone else; they may even enjoy it. While some of 

us are terrified of getting up in front of people to perform or speak, for example, others 

live for the spotlight. Where one person thrives under pressure and performs best in the 

face of a tight deadline, another will shut down when work demands escalate. And while 

you may enjoy helping care for your elderly parents, your siblings may find the demands 

of caretaking overwhelming stressful. 

13.3 Effects of Stress on Your Health. 

When you are in a stressful situation, your body launches a physical response. Your 

nervous system springs into action, releasing hormones that prepare you to either fight 

or take off. It's called the "fight or flight" response, and it's why, when you're in a 

stressful situation, you may notice that your heartbeat speeds up, your breathing gets 

faster, your muscles tense, and you start to sweat. This kind of stress is short-term and 

temporary (acute stress), and your body usually recovers quickly from it. 

(Get More Info in Training Guide…) 
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There aren’t enough hours in a day.” If you’ve ever said or thought about this at any 

point in your daily grind, you’re not the only one! When we think about our 

responsibilities (spending time with loved ones, being a good employee, continuing your 

professional education, taking up hobbies, etc.), it can feel like 24 hours are, in fact, too 

little for each day. But, they’re all we have! The key is to become extremely disciplined 

and manage our time well—something we’re all constantly learning to do. 

14.1 What is the meaning of 'Productive Day'? 

Productivity is a popular buzzword that’s used way too much. You always hear people 

talking about how productive they are. You’ll even see companies track employee 

productivity. 

But what does being productive really mean? The most common productivity definition 

is the rate at which a person does useful work. Simple enough, right? The faster you 

produce something, the more productive you are. But maybe it’s not that simple. 

 

Productivity may be evaluated in terms of the output of a person in a specific period of 

time. In other words, the success of your day can be measured by how productive your 

day was. A productive day is not about getting a lot done; it is about getting the 
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important stuff done i.e. stuff which really matters to you. A productive day does not 

happen by accident. You cannot just go to work and start on the first task which comes 

your way.  

You need to have an effective productivity system to ensure that you capture all of the 

commitments you make but once that is done, you still need to turn those commitments 

into effective action.  

In order to do this, you still need to plan your day. With a few simple steps conducted 

the night before and little tweaks here and there, you can increase your chances of 

having a highly productive day.  

14.2 Advantages of Having a Productive Day. 

Having a productive day has many advantages; mostly it depends on the what you 

define as being productive and what are your goals. 

In general, if you’re truly productive it means: 

 

 You get more things done in less time = you have more time 
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 You know how to manage time = less stress caused by missed deadlines or 

completing the project in last seconds 

 Knowing your priorities. If you’re really productive, it means you know what is 

important and what is not. 

 You don’t waste your time - it’s also about priorities - if you do only important 

things you don’t waste your time and you feel better about your work 

 You feel fulfilled and happy because you’re back on track and you know it’s the 

right direction 

 You’re able to reach your goals and dreams - because productivity means that 

things that seemed impossible in the past are happening 

It allows you to balance the demands of your workload better because you think about 

what is most important and focus on that instead of trying to do everything. 

Lots of people are busy and being busy is a great way to fill your day, to feel important 

and needed and to not think about bigger things. It is also easy because you just deal 

with everything instead of making choices about what is really important. 

14.3 How To Have The Most Productive Day, Every Day? 

If you’ve ever wondered how to be productive at home or how you could possibly have a 

more productive day, look no further. Below you’ll find easy tips that will help you make 

the most out of your day: 

1. Start preparation the night before: You should plan ahead if you want a 

productive day. Before going to bed for the night, make a to-do list. Actually, 

make one that's doable. If you list an onslaught of tasks, this is more likely to 

stress you out than make you productive. Stick to 3 to 5 big daily goals. 

If your goals are bigger, stick to a lower number and if you don't have any big 

tasks ahead, reach for 4 or 5 smaller goals.  

Remember, you may get more done. In fact, if you work hard and stay productive, 

there is a good chance you will exceed this list. The point of making your list is to 
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get a sense of what absolutely must be done by the end of the day. Seeing your 

main goals written down can help you prioritize. 

 

2. Start with exercise: Researchers at the University of Bristol found that people 

who exercise during the workday have more energy and a more positive outlook, 

which are both critical to getting things done.  

(Get More Info in Training Guide…) 
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When it comes to achieving personal growth and making both the personal and the 

professional strides you need to be successful, sometimes taking the advice of a 

complete stranger is one of the best things that you can do to grow. That is if you take 

the time to really listen to and follow the advice of some of today’s top personal growth 

experts. 

The finest method used by experts to share their most recommended advice is Blogging. 

They write highly engaging and beneficial blogs and their posts have been liked by 

millions struggling to enhance their personality. 

Here is the list of Experts, their best blog post and the most effective advice in their blog, 

so you can incorporate them in your life and enhance your personality. 

15.1   Words of Expert Advice on Personality Development. 

1.  Henrik Edberg - The Positivity Blog 

Most Popular Post: Do You Make These 10 Mistakes in a Conversation? 

 

Excerpt: Ernest Hemingway once said: “I like to listen. I have learned a great deal from 

listening carefully. Most people never listen.” Don’t be like most people. Don’t just wait 
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eagerly for your turn to talk. Put your own ego on hold. Learn to really listen to what 

people actually are saying. When you start to really listen, you’ll pick up on loads of 

potential paths in the conversation. But avoid yes or no type of questions as they will not 

give you much information. 

2. Lori Deschene - Tiny Buddha 

Most Popular Post: How to Deal with Criticism Well: 25 Reasons to Embrace It 

 

Excerpt: We can’t control what other people will say to us, whether they’ll approve or 

form opinions and share them. But we can control how we internalize it, respond to it, 

and learn from it, and when we release it and move on. 

3. Alex Blackwell - The Bridgemaker 

Most Popular Post: A Beautiful Life 
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Excerpt: Making the choice to see beauty gives me an unfair advantage. My choice 

allows the opportunity to see life’s subtleties along with the obvious. This perspective 

gives me the power to appreciate every detail I care to acknowledge. This power is the 

perfect conduit to happiness. It’s the small things, as well as the large, that create my 

beautiful life. 

4. Ken Wert - Meant to Be Happy 

Most Popular Post: 10 Ways You Can Stop Being So Easily Offended 
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Excerpt: Talk Yourself out of Being Offended. It can be just that simple. In the heat of 

the moment, try asking yourself these questions: “What am I getting so bent out of 

shape for? Does this really matter? What’s the big deal?” Reason with yourself: “Did he 

really mean it the way I was just about to take it? Is he truly actually trying to hurt me? 

Well, then, what is he really trying to say?” 

5. Jonathan Wells - Advanced Life Skills 

Most Popular Post: 10 Simple Ways to Be More Likable 

(Get More Info in Training Guide…) 
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Conclusion 

Every individual has a personality of his own. People usually say when they speak of the 

personality of different personalities; ‘He has handsome personality’ ‘He has a 

wonderful personality’ such statements reflect only the outer features of a person 

indication handsomeness, good look, calmness etc. but not the real distinctive character. 

There are no short-cuts to personality development. You know Rome is not built in a 

day. Likewise, personality cannot be achieved overnight. Can electricity be produced just 

by allowing water to flow from a height or producing steam? There are different stages. 

Water has to be stored and then it is made to flow under pressure through the turbines 

(steam also). A generator coupled to the turbine rotates as turbine rotates.  

The generator produces electricity due to electromagnetic induction. The personality 

development is similar. It has to be acquired in stages. Action plan for the same has to 

be changed out. 

Be motivated 

Be dynamic 

Don't have fear of failing or fear of rejection. Be able to use your talent, be on 

improvement side. Evaluate your achievements now and then. Achieve your set goals. 

Have a plan to accomplish. 

Dr. S Radhakrishna, the great Philosopher once said that man has learned to swim in 

water, fly in the air but he has not learned to become a human. One of the basic 

advantages of personality development is to become a human. 

Develop your personality, learn to become a human and get immense success in your 

career. 

To Your Success! 
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