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UNDERSTANDING THE LIFE SKILL MANAGEMENT 

LIFE SKILL MANAGEMENT 

INTRODUCTION:  

The term ‘Life Skills’ refers to the skills you need to make the most out of life. 

Any skill that is useful in your life can be considered a life skill. Tying your shoe laces, swimming, 
driving a car and using a computer are, for most people, useful life skills. Broadly speaking, the term 
‘life skills’ is usually used for any of the skills needed to deal well and effectively with the challenges of 
life. 

It should therefore be clear that everyone will potentially have a different list of the skills they 
consider most essential in life, and those that they consider unnecessary. Someone living in a remote 
rural community might put driving a car high on their list of essential skills. A Londoner or New Yorker, 
however, would probably rank that pretty low. 

Defining Essential Life Skills 

There is no definitive list of life skills. 

Certain skills may be more or less relevant to you depending on your life circumstances, your culture, 
beliefs, age, geographic location, etc. However, in 1999, the World Health Organization identified six 
key areas of life skills: 

 Communication and interpersonal skills. This broadly describes the skills needed to get on and 
work with other people, and particularly to transfer and receive messages either in writing or 
verbally. 

 Decision-making and problem-solving. This describes the skills required to understand 
problems, find solutions to them, alone or with others, and then take action to address them. 

 Creative thinking and critical thinking. This describes the ability to think in different and 
unusual ways about problems, and find new solutions, or generate new ideas, coupled with 
the ability to assess information carefully and understand its relevance. 

 Self-awareness and empathy, which are two key parts of emotional intelligence. They 
describe understanding yourself and being able to feel for other people as if their experiences 
were happening to you. 

 Assertiveness and equanimity, or self-control. These describe the skills needed to stand up for 
yourself and other people, and remain calm even in the face of considerable provocation. 

 Resilience and ability to cope with problems, which describes the ability to recover from 
setbacks, and treat them as opportunities to learn, or simply experiences. 



 

It is also true that different life skills will be more or less relevant at different times your life. For 
example: 

 When at school or university, you'll need study skills. These may include understanding how to 
organize you for study, do research, and even write up a dissertation or thesis. These are not 
skills that everyone will need, but writing skills are likely to be useful in a variety of careers and 
jobs. 

 When buying a house, you may need to employ negotiation skills, and you will certainly need 
plenty of patience and good temper. These skills are also likely to be high on your ‘essential life 
skills’ list if you have children! 

 You'll need to work on your employability skills to get a job, and will also need to think about 
how you apply for a job, and how you might cope in an interview; 

 When you have a job, you may need to develop leadership skills, especially if you need to lead 
teams or groups; 

 When you start a family, you'll need parenting skills. You may also find that time management 
and organizing skills become much more important. 

By learning new skills, we increase our understanding of the world around us and equip ourselves with 
the tools we need to live a more productive and fulfilling life, finding ways to cope with the challenges 
that life, inevitably, throws at us. 

Most people associate learning with a formal education, but learning can, and should, be a lifelong 
process that enhances our understanding of the world and improves the quality of our life. 

It will be clear that Skills You Need has many pages that can help you to develop these important life 
skills, and lots more. 

These skills fall into a number of areas, including personal skills, interpersonal skills, writing skills and 
numeracy skills. Each of us already has a number of these skills; equally, we will all recognize that 
there are particular areas that could be improved. 

Personal Skills 

Personal skills are the essential life skills we need to help maintain a healthy body and mind. 

These skills include many of those on the World Health Organization’s list, such as resilience, self-
control and self-awareness. They include skills such as how we recognise, manage and cope with 
emotions. You can find out more about your personality type on our page Myers-Briggs Type 
Indicators (MBTI) and our page Keeping your Mind Healthy is also worth a read. 

Being able to manage anger and stress can also be essential life skills. Learning about anger and stress, 
recognising what may trigger them (in ourselves and others), what the symptoms are and how to 
control or manage such emotions can greatly enhance the quality of our lives. You can find more 



about how to cope with stress in our pages on Stress and Managing Stress. We also have a section on 
Anger and Anger Management. 

Many people battle with low self-esteem and confidence, which can cause stress and prevent them 
from reaching their full potential. Our pages Improving Self-Esteem and Building Confidence provide 
practical ways to overcome these issues. 

Our personal skills pages also contain a section on Caring for your Body, including more on the 
importance of food, diet and nutrition, and why and how you should exercise to remain healthy. 

 

Interpersonal and Communication Skills 

The second important area of life skills is interpersonal and communication skills. These are the skills 
that we use to make connections with other people and are therefore an important part of what 
makes us human. 
 
Communication skills are generally seen as a subset of interpersonal skills, as are decision-making and 
problem-solving, but both are important enough to consider in their own right too. 
 
This is such a huge area that you may find that it is worth taking our Interpersonal Skills Self-
Assessment Test to find out how good your listening and other interpersonal skills are. 
 
Communication and other interpersonal skills cover a huge range of skills, including: 
 
Effective listening skills, together with techniques such as clarification and reflection, can help prevent 
misunderstanding. 
Verbal and non-verbal communication, include both how to use your voice and choose the right 
words, and also the use of tone of voice, body language and how you dress. They can help to build 
rapport. 
Unfortunately, there are also many barriers to effective communication in any communication 
situation. These can lead to misunderstanding or even conflict. 
 
Literacy: Reading and Writing Skills 
Most people communicate, at least some of the time, using the written word—through letters, 
emails, reports, text messages, social network feeds and a host of other methods. 

Being able to write clearly and concisely is a very powerful way to communicate, either one-to-one or 
to a much larger audience.  We provide articles that will help you to improve your written 
communication and learn or refresh your knowledge on some of the fundamental rules of writing. 

Our Writing Skills section includes lots of help and practical advice to help you improve your writing. 



Numeracy Skills 

Many people struggle with maths or numeracy. Developing or refreshing your numeracy skills, 
however, can give you a real boost in life. Better numeracy skills can: 

 Make you more employable; 
 Help you to develop a better understanding of the world around you; 
 Save you time and money; and even 
 Improve your mental health. 

We don’t all need to be great mathematicians, and we’re certainly not all rocket scientists, but an 
understanding of the basic principles of day-to-day numeracy, arithmetic and maths will help to open 
many doors. 

See our Numeracy Skills section for easy-to-follow, real-world examples of basic numeracy. There is 
plenty there about particular areas of maths that may be a struggle. The section also contains useful 
information about real-world maths, including budgeting, understanding interest, and loans and 
savings, all of which could save you money in both the short and longer term. 

Lifelong learning and personal development 

When you look at this list, it will probably be clear why a willingness to learn may be the most 
important life skill of all! 

There are so many important life skills, but it is also important to remember that you have been 
developing these skills since you were born. Continuing to learn and grow is only an ongoing part of 
that process. 

DEVELOPING AN IDENTITY: 

 Research your audience, value proposition, and competition. 
 Design the logo and a template for it. 
 Integrate language you can use to connect, advertise, and embody on social media. 
 Know what to avoid. 
 Monitor your brand to maintain its brand identity. 

UNDERSTANDING SELF 

1. Mental process of a person who comprehends; comprehension; personal interpretation: My 
understanding of the word does not agree with yours. 

2. Intellectual faculties; intelligence; mind: a quick understanding. 

3. Superior power of discernment; enlightened intelligence: With her keen understanding she should 
have become a leader. 



4. Knowledge of or familiarity with a particular thing; skill in dealing with or handling something: an 
understanding of accounting practice. 

5. A state of cooperative or mutually tolerant relations between people: To him, understanding and 
goodwill were the supreme virtues. 

PSYCHOLOGICAL PROBLEMS: Types of mental health problems 

If you’ve been diagnosed with a mental health problem you might be looking for information on your 
diagnosis, treatment options and where to go for support. Our information pages will help you learn 
more. 

Anger 

Explains what anger is, and how to deal with it in a constructive and healthy way. 

Anxiety and panic attacks 

Explains anxiety and panic attacks, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Bipolar disorder 

Explains what bipolar disorder is, what kinds of treatment are available, and how you can help 
yourself cope. Also provides guidance on what friends and family can do to help. 

Body dysmorphic disorder (BDD) 

Explains body dysmorphic disorder, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Borderline personality disorder (BPD) 

Explains what BPD is and what it’s like to live with this diagnosis. Also provides information about self-
care, treatment and recovery, and gives guidance on how friends and family can help. 

Depression 

Explains depression, including possible causes and how you can access treatment and support. 
Includes tips for helping yourself, and guidance for friends and family. 

Dissociation and dissociative disorders 

Explains dissociative disorders, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Drugs - recreational drugs & alcohol 



Explains the mental health effects of recreational drugs and alcohol, and what might happen if you 
use recreational drugs and also have a mental health problem. Includes suggestions for where you 
might find support. 

Eating problems 

Explains eating problems, including possible causes and how you can access treatment and support. 
Includes tips for helping yourself, and guidance for friends and family. 

Hearing voices 

Explains what it is like to hear voices, where to go for help if you need it, and what others can do to 
support someone who is struggling with hearing voices. 

Hoarding 

Explains hoarding, including possible causes and how you can access treatment and support. Includes 
tips for helping yourself, and guidance for friends and family. 

Hypomania and mania 

Explains hypomania and mania, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Loneliness 

Explains loneliness, giving practical suggestions for what you can do and where you can go for 
support. 

Mental health problems - introduction 

Explains what mental health problems are, what may cause them, and the many different kinds of 
help, treatment and support that are available. Also provides guidance on where to find more 
information, and tips for friends and family. 

Obsessive-compulsive disorder (OCD) 

Explains obsessive-compulsive disorder (OCD), including possible causes and how you can access 
treatment and support. Includes tips for helping yourself, and guidance for friends and family. 

Panic attacks 

Explains what panic attacks are, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Paranoia 



Explains paranoia, including possible causes and how you can access treatment and support. Includes 
tips for helping yourself, and guidance for friends and family. 

Personality disorders 

Explains personality disorders, including possible causes and how you can access treatment and 
support. 

Phobias 

Explains phobias, including possible causes and how you can access treatment and support. Includes 
tips for helping yourself, and guidance for friends and family. 

Postnatal depression & perinatal mental health 

Explains postnatal depression and other perinatal mental health issues, including possible causes, 
sources of treatment and support. Also gives advice for friends and family. 

Post-traumatic stress disorder (PTSD) 

Explains what post-traumatic stress disorder (PTSD) and complex PTSD are, and provides information 
on how you can access treatment and support. Includes self-care tips and guidance for friends and 
family. 

Premenstrual dysphoric disorder (PMDD) 

Explains what PMDD is and explores issues around getting a diagnosis. Also provides information on 
self care and treatment options, and how friends and family can help. 

Psychosis 

Explains what psychosis is, including possible causes and how you can access treatment and support. 
Includes tips for helping yourself, and guidance for friends and family. 

Schizoaffective disorder 

Explains what schizoaffective disorder is, including its symptoms and causes. Gives advice on how you 
can help yourself and what types of treatment and support are available, as well as guidance for 
friends and family. 

Schizophrenia 

Explains schizophrenia, including possible causes and how you can access treatment and support. 
Includes tips for helping yourself, and guidance for friends and family. 

Seasonal affective disorder (SAD) 



Explains seasonal affective disorder, including possible causes and how you can access treatment and 
support. Includes tips for helping yourself, and guidance for friends and family. 

Self-esteem 

Explains how to increase your self-esteem, giving practical suggestions for what you can do and where 
you can go for support. 

Self-harm 

Explains self-harm, including possible causes and how you can access treatment and support. Includes 
tips for helping yourself, and guidance for friends and family. 

Sleep problems 

Explains insomnia and other sleep problems, giving practical suggestions for what you can do and 
where you can go for support. 

Stress 

Explains what stress is, what might cause it and how it can affect you. Includes information about 
ways you can help yourself and how to get support. 

Suicidal feelings 

Explains what suicidal feelings are, including possible causes and how you can learn to cope. 

Tardive dyskinesia 

Explains what tardive dyskinesia is, what causes it and what you can do to manage it. 

Trauma 

Explains what trauma is and how it affects your mental health, including how you can help yourself, 
what treatments are available and how to overcome barriers to getting the right support. Also 
includes tips for people who want to support someone who has gone through trauma. 

INTRODUCTION OF Psychological disorders 

Psychological disorders, also referred to as mental disorders, are abnormalities of the mind that result 
in persistent behavior patterns that can seriously affect your day-to-day function and life. Many 
different psychological disorders have been identified and classified, including eating disorders, such 
as anorexia nervosa; mood disorders, such as depression; personality disorders, such as antisocial 
personality disorder; psychotic disorders, such as schizophrenia; sexual disorders, such as sexual 
dysfunction; and others. Multiple psychological disorders may exist in one person. 

The specific causes of psychological disorders are not known, but contributing factors may include 
chemical imbalances in the brain, childhood experiences, heredity, illnesses, prenatal exposures, and 



stress. Some disorders, such as borderline personality and depression, occur more frequently in 
women. Others, such as intermittent explosive disorder and substance abuse, are more common in 
men. Still other disorders, such as bipolar disorder and schizophrenia, affect men and women in 
roughly equal proportions. 

When a person experiences mood or cognitive problems or behavioral issues for a long time, a 
psychological evaluation may be beneficial, and a diagnosis of a psychological disorder may follow. 
Treatment frequently involves psychotherapy to work on behaviors, skill development, and thought 
process. A person may be hospitalized for coexisting medical problems, serious complications, severe 
disorders, or substance abuse. Medications can be quite helpful for some psychological disorders. 

Properly treated, people who have psychological disorders often improve; however, relapses are 
possible. Left untreated, some psychological problems can lead to academic, legal, social and work 
problems. Alcohol poisoning, drug overdose, suicide, and violent behavior are other potential 
complications. 

Psychological disorders can have serious, even life-threating, complications. Seek immediate m edical 
care (call 911) for inability to care for one’s basic needs (food, water, shelter) or threatening, irrational 
or suicidal behavior. 

Seek prompt medical care if you think you might have a psychological disorder or are being treated 
for one but symptoms recur or are persistent. 

Symptoms 

Symptoms of psychological disorders vary based on the specific disorder, but mood and behavioral 
symptoms are common. Symptoms can be chronic and relapsing. They can interfere with your ability 
to interact in society. Some psychological disorders can also cause physical symptoms. For example, 
panic attacks associated with anxiety disorders may have symptoms that look and feel like a heart 
attack. Somatoform disorders, conditions in which symptoms suggest a medical cause but none can 
be found, frequently involve symptoms of pain or achiness. 

Common symptoms of psychological disorders 

Psychological disorders can cause a variety of symptoms; common symptoms include: 

 Agitation, hostility or aggression 
 Alcohol or drug abuse 
 Alterations in energy levels 
 Anxiety 
 Confusion or disconnectedness 
 Erratic behavior 
 Irritability and mood changes 
 Perception or thought process disturbances (psychoses), such as hallucinations and delusions 



 Persistent or abrupt mood changes that can interfere with day-to-day life 
 Problem denial 
 Social withdrawal 

Physical symptoms that may accompany psychological disorders 

Psychological disorders may also be associated with physical symptoms including: 

 Inexplicable physical problems 
 Lethargy or malaise 
 Sleep disturbances 
 Weight and appetite changes 

Serious symptoms that might indicate a life-threatening condition 

In some cases, psychological disorders can be life threatening. Seek immediate medical care (call 911) 
if you, or someone you are with, have any of these life-threatening symptoms including: 

 Being a danger to oneself or others, including threatening, irrational or suicidal behavior 
 Inability to care for one’s basic needs 
 Trauma, such as bone deformity, burns, eye injuries, and other injuries 

Causes 

What causes psychological disorders? 

The causes of psychological disorders are not known, but a number of factors are thought to influence 
their development. These factors include chemical imbalances in the brain, childhood experiences, 
heredity, illnesses, prenatal exposures, and stress. Gender plays a role in some, but not all, 
psychological disorders. 

What are the risk factors for psychological disorders? 

A number of factors increase the risk of developing psychological disorders. Not all people with risk 
factors will get psychological disorders. Risk factors for psychological disorders include: 

 Abuse or neglect as a child 
 Childhood problems with temperament 
 Family or personal history of mental illness or substance abuse 
 Intelligence below normal 
 Low birth weight 
 Lower socioeconomic status 
 Parental absence, criminal activity, or substance abuse 
 Prenatal exposures, such as to alcohol or drugs 
 Significant medical conditions, such as cancer, chronic pain, and hypothyroidism 



 Social disadvantage 
 Stressful or traumatic life events 
 Substance abuse 

Treatments 

How are psychological disorders treated? 

The first step in the treatment of psychological disorders is recognizing that a problem exists. Often, 
people who have psychological disorders deny their problem and do not seek medical care for their 
symptoms. Regular medical care can be helpful because it allows a health care professional to provide 
early screening tests. Regular medical care also provides an opportunity for your health care 
professional to promptly evaluate symptoms and your risks for developing psychological disorders. 

Treatment frequently involves psychotherapy to work on behaviors, skill development, and thought 
process. Initial hospitalization may be necessary for coexisting medical problems, serious 
complications, severe disorders, or substance abuse. Medications can be quite helpful for some 
personality disorders. Significant improvement can occur with proper treatment. 

Common treatments for psychological disorders 

Common treatments of psychological disorders include: 

 Antianxiety medications 
 Antidepressant medications to improve moods 
 Antipsychotic medications to treat disordered thought patterns and altered perceptions 
 Cognitive behavioral therapy to work on thought patterns and behavior 
 Family therapy to help develop support and understanding 
 Group therapy 
 Hospitalization for coexisting medical problems, serious complications, severe disorders, or 

substance abuse 
 Identification and treatment of coexisting conditions 
 Individual therapy 
 Mood-stabilizing medications 
 Psychodynamic therapy to work on discovering and understanding past issues and their 

relationship to current thoughts and behaviors 
 Support groups 
 Talk therapy 

What you can do to improve your psychological disorders 

In addition to seeking and receiving treatment, you may be able to improve your symptoms and 
decrease your risk of recurrence by: 



 Avoiding alcohol or illicit drug use 
 Avoiding caffeine or other stimulants 
 Eating on a regular schedule 
 Exercising regularly 
 Getting enough sleep 
 Keeping appointments and taking medications as directed 

What are the potential complications of psychological disorders? 

Complications of untreated or poorly controlled psychological disorders can be serious, even life 
threatening in some cases. You can help minimize your risk of serious complications by following the 
treatment plan you and your health care professional design specifically for you. Complications of 
psychological disorders include: 

 Adverse effects of treatment 
 Difficulties with the law, at work, in social environments, with relationships, and with finances 
 Increased risk of injury 
 Medical complications specific to behaviors associated with psychological disorders 
 Self-harm 
 Social isolation 
 Strained family relationships 
 Substance abuse 
 Suicide or violence 

 

CONCEPTS OF LIFE SKILLS: 

 Critical Thinking 
 Creative Thinking 
 Decision Making 
 Problem Solving 
 Interpersonal Relationship 
 Effective Communication 
 Coping With Emotions 
 Coping With Stress 
 Self Awareness 
 Empathy 

Human Brain Structure and Their Functions In Human Body 

Introduction: The most important and perhaps the most complex organ of human body is the brain. It 
controls all senses and functions of the body. Human brain weighs about 3 lbs. and is enclosed in a 
hard bony shell for protection, called skull. Interpreting information collected from different parts of 



the body and preparing the body for the generation of an appropriate response are some of the 
physiological tasks of the brain. Cerebrum, cerebellum, diencephalon and brainstem are the primary 
brain divisions. 

For centuries, researchers and scientists have been trying their best to thoroughly explore the human 
brain structure, but until recently they have been unable to examine it completely and think it 
something very hard to accomplish. In fact, many of its functions still remain least understood, such as 
thinking. 

Human Brain Structure and Functions: 

Based on their placement in the front, middle or back areas of skull, the human brain can be divided 
into three major parts, namely, forebrain, midbrain and hindbrain. These broad divisions are 
comprised of different smaller divisions, with each having a specific role to play. It oft happens that 
different parts share responsibility for the completion of the same task. In this way, the overall job of 
the brain is done in a beautiful manner. In case of a disorder or malfunctioning of any of the 
structures, the diagnosis is usually a very complex and demanding task. So, you should take special 
care of this organ. Knowledge of the structure and function of various brain divisions will help you in 
this regard. 

Forebrain – Center for Processing Sensory Information: 

The forebrain is considered as the most important part of brain because, on account of its functioning, 
it distinguishes human from other animals. This part is responsible for processing sensory information, 
collected by different sensory organs, such as eyes, nose, ears, tongue and skin. It is further divided 
into two parts, namely, diencephalon and telencephalon. The diencephalon contains thalamus and 
hypothalamus which control sensory and autonomic processes. Telencephalon contains the biggest 
part of brain, called cerebrum. 

Midbrain – Mediating between Hindbrain and Forebrain: 

The midbrain acts as a bridge to transmit signals from hindbrain and forebrain. These signals mostly 
come from the senses of touch and hearing, collected by the specialized organs, i.e. skin and ears, 
respectively. The upper part of the midbrain is called optic tectum, which serves to integrate visionary 
and auditory data. 

Hindbrain – Control Center for Visceral Functions: 

The hindbrain can be further divided into 3 parts: medulla oblongata, pons and cerebellum. The main 
function of this human brain structure is to control certain visceral functions in body (including heart 
rate, breathing and blood pressure). Looking at the tasks assigned to pons, it serves to monitor the 
sleep and waking up functions while working in coordination with other parts of the nervous system. 
The cerebellum co-ordinates the movements of arms and legs and also plays a role in processing the 
sensory information that it receives from visual and auditory systems. 



Other Brain Divisions and Their Functions: 

Apart from the basic divisions of forebrain, midbrain and hindbrain, the master organ of your body 
can also be divided along other dimensions. Here follows a precise description of some structurally 
and functionally important parts of the brain. 

The Cortex – Regulation of Voluntary Movements: 

Also known as the cerebral cortex, it is the outermost layer of the neural tissues in the cerebrum. The 
medial longitudinal fissure divides the cortex into two major components, that is, right cerebral 
hemisphere and left cerebral hemisphere. On the basis of function, it is said to be comprised of motor 
areas, sensory areas and association areas. Located in both the hemispheres of the cortex, the motor 
areas are concerned with the regulation of voluntary movements. The right side of your body is 
controlled by the left half of this area and vice versa. As the name indicates, the sensory areas are 
associated with the processing of data received from the senses. The primary function of the 
association areas, on the other hand, is to assist abstract thinking and language. They also help you in 
producing a meaningful perceptual experience of the world around you. 

Brainstem – Regulation of Sleep & Breathing: 

Comprised of hindbrain, medulla and pons, the brainstem is the posterior most part of the brain that 
extends backward to join the spinal cord. This small structure carries much importance in the brain as 
it provides passage for the nerve connections of sensory and motor systems. The basic functions of 
brainstem include the control of sleep and breathing. 

Lobes of Brain: 

The human brain structure can also be divided into several different types of lobes, including parietal, 
occipital, frontal and temporal lobes. The management of body position, handwriting and sensation 
falls under the domain of parietal lobes. The occipital lobes house the visual processing system of the 
brain. The motor function, judgment and problem solving is accomplished in the frontal lobes. The 
temporal lobes of the brain are associated with the processing of memory and hearing. 

Characteristics of healthy personality: 

Adjusted- a mentally- healthy person is not unduly distressed by conflicts- not that he has no conflicts. 
He handles his conflicts in a realistic manner. 

Productive- he has spontaneity in work and play. He uses his potentials to the full 

Zest for living- he has a high energy level and can do hard work with enthusiasm. He is not easily 
discouraged. 

A personality is a culmination of various qualities of a person which decides the mental constitution of 
that person. Every person has a peculiar personality. How people relate or retaliate to real life 



situations makes their personalities different from each other. Those people who are well adjusted 
with the environment have healthy personalities. Their efficiency to do anything is greater than 
people with unhealthy personalities. Their life is harmonious and they have achieved a sense of peace 
between themselves and the world around them. Healthy personalities do not have any self-
destructive feelings nor do they have feelings of guilt, shame, anxiety or anger because they do not 
feel inadequate or look at their life in the light of insufficiency. A healthy personality is flexible 
towards his environment and the people around him; he does not show any rigidity or redundancy in 
thoughts and actions. A person with a healthy personality moves forward with time and believes in 
progressive feelings and attitude. All of these qualities construe to the fact that a healthy personality 
is a personality with positive attitude and a realistic approach towards life. People with healthy 
personalities live a much healthier life, physically and emotionally. For example, a person with healthy 
personality has emotional stability, while a person with maladjusted personality is more prone to 
moodiness, anxiety, stress and negative thinking, which leads to neuroticism, and neuroticism affects 
the longevity and well being of a person. It is, therefore, suffice to say that people with healthy 
personalities get to live a long life with physical and mental wellness. A person with well-adjusted 
personality also has a peculiar trait that he interprets his environment exactly how it is and he knows 
his strength and weakness in their true capacity. Here are some invaluable quotes about personality 
that will change your life. To understand a healthy personality in depth, let us study its various 
characteristics. 

Traits of A Healthy Personality 

Rational Self Evaluation: A person with healthy personality looks at himself with realistic approach, 
for who he really is and not what he would like to be. There is a considerable amount of gap between 
what is real and what is idealistic in his mind. A person with healthy personality is not guarded or 
defensive towards others because he does not try to defend himself against the world. He knows his 
true abilities and inabilities; therefore there is no façade of defense mechanism to try and save 
himself of the embarrassment of the failures by not taking the responsibility of it and putting it on 
others. Every criticism for a person with well adjusted personality is constructive criticism. He is willing 
to listen to others criticize him, knowing that it will make him a better person. 

Rational Evaluation Of Rewards: A person with healthy personality will realistically appraise his 
achievements. His reaction towards them would be pragmatic and he will not get attached to it 
beyond a healthy measure. It is a trait of a person with unhealthy personality that he takes his 
rewards too personally and tries to force his superiority over others. This kind of unadjusted person 
will throw around his weight, brag about his success and make other people feel low about 
themselves. Someone with healthy personality will always take his success and failure with a pinch of 
salt and try and evaluate himself realistically. If he has achieved success, he will not let this get to his 
head and if he has failed then also he will look at the situation for what it is, trying to assess if the 
failure was because other people in the competition were better than him. 

 



 

Agreeing With Reality: The well-adjusted person will know about his limitations, whether physical or 
mental. The fact that he has clarity about his weaknesses, he will be able to improve himself. On the 
other hand a person with unhealthy personality will always feel self pity for having some sort of 
limitation and will play the blame game. This will affect his life massively because he will never be able 
to find ways to compensate for his shortcomings. 

Being Responsible: A person with healthy personality recognizes his responsibilities and will always be 
ready to give in his all to fulfill his duties. He is well aware of the fact that by denying his 
responsibilities he would have to face social disapproval, which will inevitably affect his confidence 
levels. He takes responsibility for himself and his actions. If it is his fault then he accepts it gracefully 
without unnecessarily fighting it. A well-adjusted personality will always admit his mistake. This makes 
him a reliable person. 

Emotional Stability: A person with well-adjusted personality always keeps a check on his emotions, 
making sure that they are not going out of control and are not hurting anybody else or himself. This 
kind of person is very comfortable with his emotions and does not hesitate in expressing his emotions 
in healthy amount. He has, over the period of his life, inculcated in his personality tolerance against 
stress, depression and anxiety. 

Focused: A person with healthy personality will always keep realistic and pragmatic goals, knowing 
what he can or cannot achieve. While a person with distorted personality will always fail to keep 
realistic goals for himself, he would constantly either underestimate or overestimate himself. A 
person with healthy personality is generally organized with his goals while the maladjusted one will 
not be able to keep his focus and all his resources will be scattered because he would have no clue 
how to fulfill his unrealistic goal. 

Acceptance: A person with healthy personality will always have confidence that he will be able to 
meet social demands and challenges and he will work hard towards achieving it. He will not live his life 
primarily for social acceptance but will have full faith in his personality that he will be accepted 
everywhere he will go. On the other hand, the maladjusted personality will either go out of his way to 
try and achieve social acceptance or will outspokenly detest it. 

Anxiety: Signs, symptoms and risk factors 

Your heart starts to feel like it’s coming right out of your chest. Your hands are clammy and maybe 
start to tremble. Worst of all, your head feels as though it could explode. These are just some of the 
signs and symptoms of anxiety. 

At some point in our lives, we all experience anxiety and learn how to deal with anxiety. 
Unfortunately, some of us are better at this than others. Anxiety can be occasional or even rare, or it 
can be daily and become a regular part of our lives. But in both cases, anxiety is a serious health 
concern and there are many different anxiety disorders you could have. Here is some important 



information that you should know about anxiety so you not only understand but can even learn how 
to deal with anxiety yourself. 

What is anxiety? 

Link between stress and hypertension We know what the stomach flu, a headache and even the 
common cold is, but anxiety is not often understood as well as other illnesses. So to better 
understand anxiety, let’s examine the definition of anxiety. 

According to the Mayo Clinic, the definition of anxiety is when individuals experience excessive worry 
and fear when it comes to everyday life. Furthermore, this worry and fear interferes with life and can 
become hard to control. Signs and symptoms of anxiety can last temporarily or can be ongoing, 
depending on the anxiety disorder. 

Some forms of anxiety disorders are social anxiety disorder, where people become anxious in social 
environments, and separation anxiety where the anxiety stems from being separated either from a 
person or a beloved possession. As mentioned, anxiety disorders can take a toll on a person’s life, so 
understanding where they come from is the beginning of seeking treatment. 

Risk factors of anxiety 

risks-factors-of-anxiety Even though anyone can experience anxiety at any given moment, there are a 
few risk factors of anxiety to look out for. Some of these risk factors of anxiety include: 

Personality: Certain personalities, like being introverted, are more prone to developing anxiety 
disorders. 

Substance abuse: Withdrawal from substances or continued alcohol and drug abuse can lead to 
anxiety disorders. 

Being female: Statistics reveal that anxiety disorders most commonly occur in women. 

Trauma: Childhood or even adult trauma can develop into anxiety disorders. 

Stress: Whether it is stress due to a pre-existing illness, or stress from everyday life, stress is a large 
risk factor for anxiety. 

Mental Health issues: Pre-existing mental health disorders, like depression, are among the top risk 
factors of anxiety. 

Family members: People who have family members with anxiety disorders are at higher risk of 
developing it themselves. 

Pre-existing medical conditions can also bring on anxiety. Some medical conditions that can lead to 
anxiety disorders are heart disease, diabetes, asthma, irritable bowel syndrome (IBS) and thyroid 
problems. 



These are some of the most common risk factors of anxiety and should be considered when 
attempting to diagnose or treat anxiety. 

Signs and symptoms of anxiety 

Now that we understand what the definition of anxiety is, as well as risk factors of anxiety, let’s 
examine the signs and symptoms of anxiety. Common signs and symptoms of anxiety include: 

 Nervousness 
 Feelings of being powerless 
 Feelings of impeding danger 
 Increased heart rate 
 Hyperventilation (heavy breathing) 
 Sweating 
 Trembling 
 Weakness and fatigue 
 Lack of concentration and focus other than the cause of worry. 

The signs and symptoms of anxiety also greatly affect the body’s systems. For example, anxiety 
disorders can disrupt the digestive system, the cardiovascular system, respiratory response, nervous 
system and immune system. All these major systems become affected when anxiety hits which can 
lead to poorer health over time. 

Signs and symptoms of anxiety can also affect a person’s behavior. Some behavioral signs and 
symptoms of anxiety include: 

 Repetitive or compulsive behaviors 
 Changes in personality 
 Relationship problems 
 Issues at the workplace 
 Wanting to remain isolated 
 Increased fear of situations or doing things. 

As you can see, the signs and symptoms of anxiety truly take a large toll on the body as a whole and 
the individual, changing them as a person. Because of these significant changes, anxiety can transform 
a person into someone else and inhibit their ability to function. 

Types of anxiety disorders 

Although a few anxiety disorders have been mentioned, the list is actually quite long. When it comes 
to anxiety disorders, here are some of the more common ones: 

 



 Selective mutism: The individual cannot speak in certain environments but can speak when 
around those who are close to them. 

 Specific phobia: The anxiety is developed when the person is near something they are greatly 
afraid of. 

 Social anxiety disorder: High level of anxiety being in social situations. This anxiety disorder 
makes the person feel they are being judged or looked down upon. 

 Panic disorder: Episodes of intense anxiety which can result in an anxiety attack. 
 Generalized anxiety disorder: Constant anxiety over daily life events. 
 Substance-induced anxiety: Anxiety brought on by alcohol or drugs. 
 Agoraphobia: Anxiety about places or visiting places and then losing control and bring on 

feelings of being trapped. 
 Separation anxiety disorder: Commonly found in children, it brings on anxiety from the fear of 

losing parents or parental figures. 

How to deal with anxiety 

Because there is such a large number of anxiety disorders, how to deal with anxiety may not be the 
same for every person. Common forms of treatment on how to deal with anxiety include the use of 
medications, such as antidepressants, as well as psychotherapy, which allows the individual to talk 
with someone to determine the cause of their anxiety and work through it. 

There are also natural ways that can help someone deal with anxiety. Some of these methods are: 

 Exercise: Exercising releases mood-boosting hormones, making us feel happier and more 
positive. It also reduces stress and clears the mind. 

 Avoid substances: If alcohol and drugs are the cause of your anxiety, or make it worse, staying 
off these substances is vital. 

 Reduce the use of stimulants: Smoking and caffeine can make an anxious person even more 
so, so quitting or cutting down caffeine intake are a must. 

 Meditate: Relaxation methods like meditation are useful to reduce stress. 
 Sleep: A good night’s rest is important to feeling refreshed and calming your mind. 
 Food: Well-balanced meals, including lean proteins, fruits and vegetables, can work to reduce 

anxiety. 

Managing your anxiety is the key to overall well-being. Because anxiety disorders can take such a large 
toll on the body and all its major systems, finding an effective treatment is highly important. 

Understanding the underlying cause of your anxiety is the first step when it comes to how to deal with 
anxiety. From there, you can seek out the proper treatment you need for recovery. 

Anxiety can truly hold a person hostage within their own mind and body, preventing the enjoyment of 
day-to-day life. It’s very much a serious health condition and sharing your concerns may offer relief 
and the support you need to seek professional help. 



If you have experienced any of the signs and symptoms of anxiety, or maybe have some of the risk 
factors of anxiety, take action to get yourself checked – so you can begin enjoying life once again. 

Anger Management 

1. Acknowledge That You Have a Problem. 
2. Keep a Hostility Log. 
3. Use Your Support Network. 
4. Interrupt the Anger Cycle. 
5. Use Empathy. 
6. See the Humor in Your Anger. 
7. Relax. 
8. Build Trust. 
9. Listen Effectively. 
10. Be Assertive. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UNIT-2 

MANAGING HABITS 

Neurology of Habits 

The Neurology of Habits Habits are automatic behaviours that we no longer need to think about or 
make a choice about. We don’t struggle with the decision to take a shower or brush our teeth; we just 
do it and we trust that we will always do these things, because they are habits. 

CAUSES OF ADDICTION 

In the past, addiction was viewed as stemming from an individual’s moral failing and weakness of will 
(NIH, 2010). With the advances in scientific research, biological theories of addiction as a “brain 
disease” are now widely accepted; however, this point of view is still controversial. Many prefer to 
characterize it as a condition that requires continued management, rather than a disease, as it 
promotes the idea that addiction can be managed through behavioral changes and that the individual 
is ultimately in control of the condition. 

The disease model is supported by the changes that occur in the brain as a result of continued 
substance use. Through a process of adaptation, the brain attempts to adapt to the presence of a 
substance in effort to function normally. The disease model asserts that while initial choice to use the 
substance may have been voluntary, over time behavioral choice is lessened as these neurobiological 
changes occur. 

Not only do these changes modify one’s initial response to a substance, they regulate: 

The development of craving. 

The distress associated with periods of abstinence (which is a key factor in relapse). 

Whether or not we look at addiction as a “disease,” we can clearly see that changes in the brain do 
occur that promote continued use -- both due to the rewarding feelings that the substance can initiate 
in the brain and also due to avoidance of withdrawal symptoms that present when dependence 
develops. 

The Brain and Addiction 

The most complex body organ, the brain, is impacted by substance use in 3 central areas: 

 The brain stem. This controls basic bodily functions, including breathing, sleeping, and heart 
rate. 

 The cerebral cortex. This controls executive functions, such as decision-making, planning, and 
sensory information processing. 



 The limbic system. This is the body’s emotional reward circuitry and controls our ability to 
experience pleasure and motivation for survival sustaining activities, which is activated by 
drugs of abuse 

 

RELAXATION TECHNIQUES 

Relaxation technique  

1: Deep breathing 

With its focus on full, cleansing breaths, deep breathing is a simple yet powerful relaxation technique. 
It’s easy to learn, can be practiced almost anywhere, and provides a quick way to get your stress levels 
in check. Deep breathing is the cornerstone of many other relaxation practices, too, and can be 
combined with other relaxing elements such as aromatherapy and music. While apps and audio 
downloads can guide you through the process, all you really need is a few minutes and a place to sit 
quietly or stretch out. 

How to practice deep breathing 

 Sit comfortably with your back straight. Put one hand on your chest and the other on your 
stomach. 

 Breathe in through your nose. The hand on your stomach should rise. The hand on your chest 
should move very little. 

 Exhale through your mouth, pushing out as much air as you can while contracting your 
abdominal muscles. The hand on your stomach should move in as you exhale, but your other 
hand should move very little. 

 Continue to breathe in through your nose and out through your mouth. Try to inhale enough 
so that your lower abdomen rises and falls. Count slowly as you exhale. 

 If you find it difficult breathing from your abdomen while sitting up, try lying down. Put a small 
book on your stomach, and breathe so that the book rises as you inhale and falls as you 
exhale. 

2: Progressive muscle relaxation 

Progressive muscle relaxation is a two-step process in which you systematically tense and relax 
different muscle groups in the body. With regular practice, it gives you an intimate familiarity with 
what tension—as well as complete relaxation—feels like in different parts of your body. This can help 
you react to the first signs of the muscular tension that accompanies stress. And as your body relaxes, 
so will your mind. 

Progressive muscle relaxation can be combined with deep breathing for additional stress relief. 

 



Practicing progressive muscle relaxation 

Consult with your doctor first if you have a history of muscle spasms, back problems, or other serious 
injuries that may be aggravated by tensing muscles. 

Start at your feet and work your way up to your face, trying to only tense those muscles intended. 

Loosen clothing, take off your shoes, and get comfortable. 

Take a few minutes to breathe in and out in slow, deep breaths. 

When you’re ready, shift your attention to your right foot. Take a moment to focus on the way it feels. 

Slowly tense the muscles in your right foot, squeezing as tightly as you can. Hold for a count of 10. 

Relax your foot. Focus on the tension flowing away and how your foot feels as it becomes limp and 
loose. 

Stay in this relaxed state for a moment, breathing deeply and slowly. 

Shift your attention to your left foot. Follow the same sequence of muscle tension and release. 

Move slowly up through your body, contracting and relaxing the different muscle groups. 

It may take some practice at first, but try not to tense muscles other than those intended. 

3: Body scan meditation 

This is a type of meditation that that focuses your attention on various parts of your body. Like 
progressive muscle relaxation, you start with your feet and work your way up. But instead of tensing 
and relaxing muscles, you simply focus on the way each part of your body feels, without labeling the 
sensations as either “good” or “bad”. 

Lie on your back, legs uncrossed, arms relaxed at your sides, eyes open or closed. Focus on your 
breathing for about two minutes until you start to feel relaxed. 

Turn your focus to the toes of your right foot. Notice any sensations you feel while continuing to also 
focus on your breathing. Imagine each deep breath flowing to your toes. Remain focused on this area 
for three to five seconds (or more). 

Move your focus to the sole of your right foot. Tune in to any sensations you feel in that part of your 
body and imagine each breath flowing from the sole of your foot. After one or two minutes, move 
your focus to your right ankle and repeat. Move to your calf, knee, thigh, hip, and then repeat the 
sequence for your left leg. From there, move up the torso, through the lower back and abdomen, the 
upper back and chest, and the shoulders. Pay close attention to any area of the body that causes you 
pain or discomfort. 



After completing the body scan, relax for a while in silence and stillness, noting how your body feels. 
Then slowly open your eyes and stretch, if necessary. 

4: Visualization 

Visualization, or guided imagery, is a variation on traditional meditation that involves imagining a 
scene in which you feel at peace, free to let go of all tension and anxiety. Choose whatever setting is 
most calming to you, whether it’s a tropical beach, a favorite childhood spot, or a quiet wooded glen. 

You can practice visualization on your own or with an app or audio download to guide you through 
the imagery. You can also choose to do your visualization in silence or use listening aids, such as 
soothing music or a sound machine or a recording that matches your chosen setting: the sound of 
ocean waves if you’ve chosen a beach, for example. 

Practicing visualization 

Close your eyes and imagine your restful place. Picture it as vividly as you can: everything you see, 
hear, smell, taste, and feel. Just “looking” at it in your mind’s eye like you would a photograph is not 
enough. Visualization works best if you incorporate as many sensory details as possible. For example, 
if you are thinking about a dock on a quiet lake: 

See the sun setting over the water 

Hear the birds singing 

Smell the pine trees 

Feel the cool water on your bare feet 

Taste the fresh, clean air 

Enjoy the feeling of your worries drifting away as you slowly explore your restful place. When you are 
ready, gently open your eyes and come back to the present. Don’t worry if you sometimes zone out or 
lose track of where you are during a visualization session. This is normal. You may also experience 
feelings of heaviness in your limbs, muscle twitches, or yawning. Again, these are normal responses. 

5: Self-massage 

You’re probably already aware how much a professional massage at a spa or health club can help 
reduce stress, relieve pain, and ease muscle tension. What you may not be aware of is that you can 
experience some of the same benefits at home or work by practicing self-massage, or trading 
massages with a loved one. 

Try taking a few minutes to massage yourself at your desk between tasks, on the couch at the end of a 
hectic day, or in bed to help you unwind before sleep. To enhance relaxation, you can use aromatic 
oil, scented lotion, or combine self-message with mindfulness or deep breathing techniques. 



6: Mindfulness meditation 

Mindfulness has become extremely popular in recent years, garnering headlines and endorsements 
from celebrities, business leaders, and psychologists alike. So, what is mindfulness? Rather than 
worrying about the future or dwelling on the past, mindfulness switches your focus to what’s 
happening right now, enabling you to be fully engaged in the present moment. 

Meditations that cultivate mindfulness have long been used to reduce stress, anxiety, depression, and 
other negative emotions. Some of these practices bring you into the present by focusing your 
attention on a single repetitive action, such as your breathing or a few repeated words. Other forms 
of mindfulness meditation encourage you to follow and then release internal thoughts or sensations. 
Mindfulness can also be applied to activities such as walking, exercising, or eating. 

Using mindfulness to stay focused on the present might seem straightforward, but it takes practice to 
reap all the benefits. When you first start practicing, you’ll likely find that your focus keeps wandering 
back to your worries or regrets. But don’t get disheartened. Each time you draw your focus back to 
the present, you’re strengthening a new mental habit that can help you break free of fretting about 
the past or stressing about the future. Using an app or audio download can also help focus your 
attention, especially when you’re starting out. 

7: Rhythmic movement and mindful exercise 

The idea of exercising may not sound particularly soothing, but rhythmic exercise that gets you into a 
flow of repetitive movement can produce the relaxation response. Examples include: 

 Running 
 Walking 
 Swimming 
 Dancing 
 Rowing 
 Climbing 

 

 

 

 

 

 

 



UNIT-3 

RELATIONSHIP MANAGEMENT 

EMOTIONAL INTELLIGENCE 

Emotional intelligence (EI), emotional leadership (EL), emotional quotient (EQ) and emotional 
intelligence quotient (EIQ), is the capability of individuals to recognize their own emotions and those 
of others, discern between different feelings and label them appropriately, use emotional information 
to guide thinking and behavior, and manage and/or adjust emotions to adapt to environments or 
achieve one's goal(s). 

Although the term first appeared in "The Communication of Emotional Meaning" paper by a member 
of Department of Psychology Teachers at College Columbia University Joel Robert Davitz and clinical 
professor of psychology in psychiatry Michael Beldoch in 1964, it gained popularity in the 1995 book 
"Emotional Intelligence", written by author and science journalist Daniel Goleman. Since this time, EI, 
and Goleman's 1995 analysis, have been criticized within the scientific community, despite prolific 
reports of its usefulness in the popular press. 

Empathy is typically associated with EI, because it relates to an individual connecting their personal 
experiences with those of others. However, several models exist that aim to measure levels of 
(empathy) EI. There are currently several models of EI. Goleman's original model may now be 
considered a mixed model that combines what has since been modeled separately as ability EI and 
trait EI. Goleman defined EI as the array of skills and characteristics that drive leadership 
performance. The trait model was developed by Konstantinos V. Petrides in 2001. It "encompasses 
behavioral dispositions and self perceived abilities and is measured through self report". The ability 
model, developed by Peter Salovey and John Mayer in 2004, focuses on the individual's ability to 
process emotional information and use it to navigate the social environment. 

In 1995, psychologist and science journalist Daniel Goleman published a book introducing most of the 
world to the nascent concept of emotional intelligence. The idea--that an ability to understand and 
manage emotions greatly increases our chances of success--quickly took off, and it went on to greatly 
influence the way people think about emotions and human behavior. 

But what does emotional intelligence look like, as manifested in everyday life? 

For the past two years, I've explored that question in researching my forthcoming book, EQ, Applied. 
In doing so, I've identified a number of actions that illustrate how emotional intelligence appears in 
the real world.  

Here are 13 of them: 

1. You think about feelings. 



Emotional intelligence begins with what is called self- and social awareness, the ability to recognize 
emotions (and their impact) in both yourself and others. 

That awareness begins with reflection. You ask questions like: 

What are my emotional strengths? What are my weaknesses? 

How does my current mood affect my thoughts and decision making? 

What's going on under the surface that influences what others say or do? 

Pondering questions like these yield valuable insights that can be used to your advantage. 

2. You pause. 

The pause is as simple as taking a moment to stop and think before you speak or act. (Easy in theory, 
difficult in practice.) This can help save you from embarrassing moments or from making 
commitments too quickly. 

In other words, pausing helps you refrain from making a permanent decision based on a temporary 
emotion. 

3. You strive to control your thoughts. 

You don't have much control over the emotion you experience in a given moment. But you can 
control your reaction to those emotions--by focusing on your thoughts. (As it's been said: You can't 
prevent a bird from landing on your head, but you can keep it from building a nest.) 

By striving to control your thoughts, you resist becoming a slave to your emotions, allowing yourself 
to live in a way that's in harmony with your goals and values. 

4. You benefit from criticism. 

Nobody enjoys negative feedback. But you know that criticism is a chance to learn, even if it's not 
delivered in the best way. And even when it's unfounded, it gives you a window into how others think. 

When you receive negative feedback, you keep your emotions in check and ask yourself: How can this 
make me better? 

5. You show authenticity. 

Authenticity doesn't mean sharing everything about yourself, to everyone, all of the time. It does 
mean saying what you mean, meaning what you say, and sticking to your values and principles above 
all else. 

You know not everyone will appreciate your sharing your thoughts and feelings. But the ones who 
matter will. 



6. You demonstrate empathy. 

The ability to show empathy, which includes understanding others' thoughts and feelings, helps you 
connect with others. Instead of judging or labeling others, you work hard to see things through their 
eyes. 

Empathy doesn't necessarily mean agreeing with another person's point of view. Rather, it's about 
striving to understand--which allows you to build deeper, more connected relationships. 

7. You praise others. 

All humans crave acknowledgement and appreciation. When you commend others, you satisfy that 
craving and build trust in the process. 

 

This all begins when you focus on the good in others. Then, by sharing specifically what you 
appreciate, you inspire them to be the best version of themselves. 

8. You give helpful feedback. 

Negative feedback has great potential to hurt the feelings of others. Realizing this, you reframe 
criticism as constructive feedback, so the recipient sees it as helpful instead of harmful. 

9. You apologize. 

It takes strength and courage to be able to say you're sorry. But doing so demonstrates humility, a 
quality that will naturally draw others to you. 

Emotional intelligence helps you realize that apologizing doesn't always mean you're wrong. It does 
mean valuing your relationship more than your ego. 

10. You forgive and forget. 

Hanging on to resentment is like leaving a knife inside a wound. While the offending party moves on 
with their life, you never give yourself the chance to heal. 

When you forgive and forget, you prevent others from holding your emotions hostage--allowing you 
to move forward. 

11. You keep your commitments. 

It's common nowadays for people to break an agreement or commitment when they feel like it. Of 
course, bailing on an evening of Netflix with a friend will cause less harm than breaking a promise to 
your child or missing a major business deadline. 

But when you make a habit of keeping your word--in things big and small--you develop a strong 
reputation for reliability and trustworthiness. 



12. You help others. 

One of the greatest ways to positively impact the emotions of others is to help them. 

Most people don't really care where you graduated from, or even about your previous 
accomplishments. But what about the hours you're willing to take out of your schedule to listen or 
help out? Your readiness to get down in the trenches and work alongside them? 

Actions like these build trust and inspire others to follow your lead when it counts. 

13. You protect yourself from emotional sabotage. 

You realize that emotional intelligence also has a dark side--such as when individuals attempt to 
manipulate others' emotions to promote a personal agenda or for some other selfish cause. 

And that's why you continue to sharpen your own emotional intelligence--to protect yourself when 
they do. 

RELATIONSHIP MANAGEMENT 

Relationship management allows you to connect with others in ways that help them feel understood 
and supported. Managing relationships is an essential emotional intelligence skill that enables you to 
effectively lead change or manage personal change Managing relationships is much more than being 
friendly. It takes effort and intention (and some strategy) to get the best from a situation and manage 
the way people responds. 

Emotional intelligence consists of four basic capabilities, or domains. These are: 

 Self Awareness 
 Self Regulation 
 Social Awareness 
 Relationship Management 

Four criteria for effective relationship management 

Before you can manage relationships you need to notice and manage the effect people have on you 
and be aware of what they are feeling and what's led to them feeling that way. 

Only then can you decide how best to interact with them in order to achieve the outcome that best 
suits your needs (or their needs). 

If you read that sentence again you'll see there are four criteria to effective relationship management: 

1. A decision regarding the best course of action in a particular situation. This will be based on 
research you've done to understand how people are feeling and why they're feeling that way. 

 



Based on this you'll have thought about different ways to interact with them and the different 
reactions you might get when you say or do something. You'll also be aware of their effect on you and 
how to manage this appropriately. 

2. An interaction with others based on the research you've done (this may be written, face to face, 
individual or a group interaction, for example). 

3. An outcome: how and what you say or do will be guided by a specific outcome you want to achieve. 
This makes relationship management an intentional activity. 

4. Your needs: the outcome you intend to achieve will be guided by your specific needs, or the 
business needs, at that time. 

Anyone involved in the entertainment industry might find these aspects of relationship management 
very familiar. How do you get an audience to believe in your character and help them to feel emotion? 

It's as important that in business and our personal lives we are equally aware of how we manage the 
relationships around us. 

LISTENING SKILLS: TYPES 

 The Listening Process 
 What Makes a Good Listener 
 What Makes a Bad Listener 
 Examples of Effective Listening 
 More Valuable Workplace Skills 

The Listening Process 

Listening within the work context is the process by which you gain an understanding of the needs, 
demands, and preferences of your stakeholders through direct interaction. A stakeholder could be 
anyone from your boss, a client, customer, co-worker, subordinate, upper management, board 
member, interviewer, or job candidate. 

There are two components to active listening in the workplace: attention and reflection. 

Active listening involves holding eye contact, nodding, having good posture, and mirroring the 
speaker’s body language to show genuine interest in what they're saying. In addition to these 
nonverbal cues, you must also allow the speaker to finish their thought in its entirety. 

Reflection is the repeating and paraphrasing of what the speaker has said to show that you truly 
understand what they're telling you. 

UNDERSTANDING THE TYPES OF PERSONALITY 

 



Understanding the 4 Personality Types: A, B, C, and D 

The approach taken by the Hire Success System is that each person is a unique combination of all Four 
Personality Types. Rather than put descriptive "labels" on people, we chose to keep it simple and 
refer to the various personality types as "A", "B", "C", and "D". Because the Applicant is instructed to 
respond to the Personality Profile Form based on how they are "At Work", the result will indicate 
which of the 4 types they draw from most and in varying degrees to the least. 

Understanding the 4 Personality Types 

On the Summary Report, a bar chart is provided along with a Percentage "Strength" of each of the 4 
Personality types. The higher the percentage, the "stronger", or more dominant that personality type. 
When two or more personality types are close, or the same, in strength, the Applicant may be 
characteristic of each of the types equally. 

The Type "X" Personality 

Whenever two or more Personality types are equal in strength, the Hire Success System will add an 
"X" to those personality types. For example, if an Applicant's two highest strength Personality Types 
were "A" and "B", the System would report them as "AX" and "BX". In the extremely rare event that 
all four types were identical, the Applicant would be considered an "X" personality type by Hire 
Success. 

The "X" indicates a "cross", or an intersection of two or more types. It is not unusual to see the "X" 
between two of the 4 personality types, and it does not necessarily have to include the Primary (or 
strongest) Personality. However, when it does include the Primary Personality, the Applicant may 
have a tendency to be like one type in one situation and the other type in yet another situation. Even 
when all 4 types are very close in strength, the Applicant may seem like a "chameleon" of 
Personalities. In many instances, this can be beneficial for many jobs, especially when it is important 
that they be able to get along with almost everybody, such as consultative sales people for example. 
The "X" personality type tends to change Personality "colors" as needed based on who they may be 
with. Although somewhat unpredictable at times, this rare combination could be an important asset if 
utilized fully. 

The Type "A" Personality 

The "A" personality likes to be in charge and be in control of their environment and their lives. They 
are normally not very detail oriented, choosing to delegate details to others. They are usually very 
goal oriented and practical in their solutions. However, arriving at their solutions and goals will entail 
a no-nonsense, "bottom-line" approach. 

Type "A" personalities don't like a lot of restraints or restrictions placed on them, preferring instead to 
work independently and set their own schedules. Since they often tend to be a workaholic, it is not 
unusual to see them put in whatever time and effort it takes to accomplish their goal. They may seem 



impatient at times especially if they believe someone is spending too much time going over details 
with them or impeding their successful completion of whatever goal or project they are focusing on at 
the moment. 

Don't be surprised to see this personality type in a supervisory position or management. Having an 
entrepreneurial streak, they may be a business owner or strive to own their own business someday. 
The type "A" personality is not easily discouraged and will normally exude confidence. 

If their job is "routine" or repetitive day by day, they will get bored easily and not enjoy the work. 
They will want it to appear they are "tough" in these situations but internally may be miserable if the 
job is too routine. The type "A" personality will do whatever is necessary to prevent themselves from 
falling into a pattern or routine and seek freedom and independence instead. They will also be very 
dissatisfied if they believe someone is trying to take advantage of them or hold them back. 

The "A" personality may not be very good at recognizing co-worker's feelings and needs; not because 
they don't care, but because they are so focused on achieving their goals. If you're looking for 
someone who works well under pressure and seems to excel in high stress situations, the type "A" 
personality is probably what you're looking for. 

The Type "B" Personality 

The "B" personality is a very outgoing, energetic and fast paced individual who likes to be around 
people and enjoys being the center of attention. They are good relationship builders and most people 
like them right away. Their driving need is for approval, so they try and like everyone in hopes 
everyone will in turn reciprocate and like them too. Compliments, acknowledgement of their 
achievements, words of admiration and even applause from groups will be the most important thing 
you can do for them. 

Type "B" personalities love to talk about themselves and some may view them as self-centered, but 
their real motivation is to be liked. An extreme example was the character played by Bette Midler in 
the movie "Beaches" when she invited an old friend up to see her lavish apartment and told her friend 
about her own success. Then she said to the friend: "Enough about me, let's talk about you. So what 
do you think of me?" 

Their biggest fear is being humiliated in public, since that might make many people disapprove of 
them and the thought of that would be devastating. The "B" personality doesn't want to appear 
unattractive or unsuccessful either, so they will make sure their appearance is impeccable and will 
always give the impression of being very successful at whatever they do, whether they are or not. 

Some of the strengths you can count on from the "B" personality are their enthusiasm, outgoing 
behavior, friendliness towards others, and their ability to persuade even the most skeptical of people. 
They tend to be "dreamers" and can often turn those dreams into very practical ideas in the 
workplace. Type "B" personalities are normally spontaneous and use their quick wit and humor to 



make people like them. They aren't too good about hiding their own feelings either, so if they are hurt 
or disappointed, you'll probably be able to read it in their mannerisms and overall disposition. 

Some of the natural weaknesses that are associated with the "B" personality include being impatient, 
having a relatively short attention span, and not being very detail oriented. In business, type "B" 
personalities may tend to socialize at work and not spend as much time doing their work because they 
strive for the social interaction. Although this is their natural tendency, many have learned to control 
themselves and keep their social nature in perspective. 

The Type "C" Personality 

The "C" personality is a very detail oriented individual that likes to be involved in things that are 
controlled and stable. They are interested in accuracy, rationality and logic. People who can't seem to 
control their emotions will bother them because they believe being emotional makes objectivity 
difficult or perhaps impossible. They will also dislike being around people who are full of "hype", since 
they desire facts, accuracy, and logic. Other people's emotions may not be a priority for them as they 
tend to strive for the facts and "let the chips fall where they may". 

Type "C" personalities tend to be quite controlling, both of themselves and others. They don't like 
things to get out of hand and may not appear very expressive at times because they don't really want 
themselves to display a lot of emotion. They are very outcome driven and will be sticklers for 
following procedures and protocol in getting the job done. They are careful, resourceful, and above 
all, excellent thinkers who will look at all aspects of an issue before taking a stand. Once they take a 
stand on an issue, they will have the facts to back it up so anyone who challenges them better be 
prepared. 

They like their jobs to be clearly defined and want to know exactly what is expected of them. Knowing 
those facts, they will be able to prioritize their tasks and see them through to completion. 

When in decision making roles, they are cautious, logical and require many details and facts before 
they make a decision. People who try to sell them something by trying to get them emotionally 
involved usually fail to get them to buy because the type "C" personality will consider them a "hype 
artist" and wonder what facts they are trying to hide with all that hype. 

In more public roles, the type "C" personality will strive for originality, cleverness and uniqueness in 
whatever they happen to be doing. Because of their detail orientation, they are meticulously prepared 
with all the details so nothing is left for anyone to disagree with. Many accountants and lawyers, for 
example, are "C" personalities. They are excellent for any job that requires creative thinking based on 
patience, facts and accuracy. 

The Type "D" Personality 

The "D" personality takes a slower, easy pace toward their job and life in general. They seek security 
and longevity on the job and are very happy doing a repetitive task, day in and day out as the 



repetition allows them to become very skilled in what the do. They won't like it, however, if the rules 
change a lot as that is contrary to their desire to minimize change and stick with what they know 
works. One extreme example we've all seen or heard of are bookkeepers who refuse to use 
computers because they can count on the old way and don't want to change. The "D" will resist 
change out of concern that even though the current way may be unpleasant, the unknown may be 
even more unpleasant. 

They seek the respect, sincere admiration, and acceptance of others. The type "D" personality will 
willingly work hard to please the people they work for as long as they feel appreciated and receive 
plenty of reassurance that they are needed, thus providing a sense of security that they need. They 
often think the "A" personality type is crazy for taking so many risks and not showing much concern 
for security and longevity. 

Type "D" personalities are usually very organized and being around a messy environment or 
disorganization will bother them. They are also good at playing a very supportive role with others and 
are normally very caring, thoughtful, and compassionate. They are patient, good listeners and will 
persevere when all others have given up. They especially like working in a group or on a team and will 
be a stabilizing force within that group or team. 

Although they may not be as fast as others, they are accurate and thorough. They will usually keep 
their feelings to themselves and are reluctant to express themselves, even if a more assertive type 
seems to be taking advantage of them. They will probably choose to "go along to get along". 

To attract the "D" type personality, be sure and talk about the company benefit package and the long-
term growth potential within the company. Having a secure, stable environment will be very 
important to the "D" personality. 

Application of the 4 Basic Personality Types: A, B, C, and D 

The descriptions above are the same, or similar to what you will see printed on the Hire Success 
Overview Report. The System automatically provides a description of the Primary Personality at the 
beginning of the Overview Report. Variations of the above will be printed if the personality is an "X" 
personality combined with another type. 

These type A, B, C, and D personality descriptions are "classical" descriptions designed to provide you 
with some background information about this particular Personality. The Hire Success System uses 
this classical description for contrast for the specific descriptions and values found in the Traits 
Section of the Report. In many cases, the Applicant's individual traits may differ, at least to some 
degree, from what you may see described in the overall Personality Description. 

The Hire Success System determines the Traits independently of the Personality calculation and does 
not base Trait information on what might be expected from a particular Personality type. This opens 
the door to highlight those differences that make this Applicant a unique individual, not one squeezed 
into one of 4 boxes. If and when you see a Trait differ from what might be described in the Personality 



Overview, it is not a mistake. Quite the contrary, it is most likely the true trait you can expect to see 
from the Applicant on a day-to-day basis and not just an "expectation" based on a Classical Type A, B, 
C, or D Personality Description. 

What is Personality? 

According to Gordon Allport, “Personality is the dynamic organization within the individuals of those 
psychophysical systems that determine his unique adjustments to his environments”. 

Feist and Feist said, “personality is a pattern of relatively permanent traits and unique characteristics 
that give both consistency and individuality to a person’s behavior.” 

By personality Ogburn means “the integration of the socio-psychological behavior of the human 
being, represented by habits of action and feeling, attitudes and opinions.” 

According to Lundberg and others, “The term personality refers to the habits, attitudes and other 
social traits that are characteristic of a given individual’s behavior”. 

Lawrence A. Pewin said, “Personality represents those structural and dynamic properties of an 
individual or individuals as they reflect themselves in characteristic responses to situations”. 

Hence personality is a sum total of ways in which an individual reacts and interacts with others. It is 
individual differences in characteristic patterns of thinking, feeling and behaving. It is the supreme 
realization of the innate habit of a living being. 

It is an act of courage flung in the face of life, the absolute affirmation of all that constitutes the 
individual, the most successful adaptation to the universal conditions of existence, coupled with the 
greatest possible freedom of self-determination. 

For example- he has a very pleasant personality or he was an influential personality in genetic 
engineering. 

 

Characteristics of Personality 

The term personality is used in various senses. 

Generally, it is used to indicate the external outlook of an individual. In philosophy, it means internal 
quality. 

But in social psychology, the term personality indicates-neither the external or outward pattern nor 
does it indicate the internal quality. It means an integrated whole. In the modem world and 
psychology, it has come to indicate the sum total of an individual’s characteristics and qualities. 

Various thinkers, social psychologists, and others have defined personality in various ways. It is a sum 
of physical, mental and social qualities in an integrated manner. 



Thus, personality is the sum of the ideas, attitudes, and values of a person which determine his role in 
society and form an integral part of his character. Personality is acquired by the individual as a result 
of his participation in group life. It refers to something much more essential and enduring about a 
person. 

Beyond this basic point of agreement, personality has other characteristics or features in common. 

 Personality is something which is unique in each individual. 
 Personality refers particularly to the persistent qualities of an individual. 
 Personality represents a dynamic orientation of an organism to the environment. 
 Personality is greatly influenced by social interactions. 
 Personality represents a unique organization of persistent dynamic and social predisposition. 
 Consistency. 
 Psychological and physiological. 
 It impacts behaviors and actions. 
 Multiple expressions. 

Factors of Personality 

 Environmental Factors. 
 Physical Factors. 
 Situational Factors. 
 Hereditary. 
 Family and Social Factors. 
 Identification Process. 
 Cultural Factors. 
 Intelligence. 
 Sex Differences. 
 Psychological Factors. 

CHARACTERISTICS OF HEALTHY PERSONALTY 

Much of my professional career has involved speaking, writing, and interpreting research about how 
to handle relationships that have gone wrong: partnerships that are controlling or toxic, for instance, 
or where trust has been broken. I'm often asked how to handle infidelity, betrayal, or emotional 
upheaval within a relationship — and it can be heartbreaking how widespread those issues tend to be. 

But just as important is learning to identify when a relationship is going well. Many people are unsure 
of what to look for, or worse yet, they don't know all the positives that they truly deserve to have 
within a relationship. If someone grew up watching their parents or other family members act out 
chronically toxic patterns, then that person may very well come to define those patterns as "normal" 
and have difficulty understanding the baseline of what a good relationship looks like. 



With that in mind, here is a place to start. Healthy, functional relationships have these characteristics 
— which apply especially to committed romantic relationships. They shouldn't be optional. And when 
they are missing, it's important to address the problem. 

1. Trust 

Trust is arguably among the most important relationship characteristics. Without trust, there is the 
lack of a solid foundation on which to build emotional intimacy, and your potential for hurt — over 
and over again — grows ever bigger. Without trust, you will be left constantly unsure of whether you 
can count on your partner to come through for you, and whether or not they really mean what they 
are saying. There are many ways to build and rebuild trust within a relationship, but if you are not on 
the path to doing so, your relationship is quite vulnerable to stress and uncertainty. 

2. Communication 

Communicating honestly and respectfully, especially about things that are difficult, is something that 
does not come automatically to everyone. We may have learned to keep uncomfortable things under 
the surface for the sake of harmony or the appearance of perfection, or we also may have never even 
learned how to acknowledge difficult feelings to ourselves. Other challenges involve escalating a 
conflict into a full-out war: lacking the ability to not take things over-personally or lashing out when 
we feel threatened. It's okay if you have these tendencies; what's important is that you work on them, 
as strong and healthy communication is the lifeblood that nourishes good relationships. 

3. Patience 

No one can be perfectly patient all the time, and factors like lack of sleep, stress, or physical health 
problems will make you more easily agitated at various points in your life — that's part of being 
human. But partners in a healthy, loving relationship extend each other a basic common denominator 
of patience that allows for peace, flexibility, and support when one person is having a bad day or is 
not at their best. When partners are chronically impatient with each other, they often create a 
dynamic of bean-counting and resentment, where they are mentally racking up the "offenses" that 
the other partner has committed. Being able to adjust to the ebbs and flows of a partner's moods in 
day-to-day life — within reason — can instead allow a feeling of being unconditionally loved. 

4. Empathy 

Being willing to take another person's perspective is helpful in so many cases — whether in parenting, 
being a good neighbor, or even just letting someone merge in front of you on the highway. But it is 
arguably most important with the person you've chosen as a partner. Can you truly put forth the 
effort to try to understand their perspective, even when you disagree with it? Does their pain spur 
you to try to help them feel better? Do you feel happy about their triumphs? Empathy is crucial for 
long-term love. 

5. Affection and Interest 



It likely goes without saying that love should be a part of any healthy, committed romantic 
relationship — in fact, I didn't bother to put that on the main list. But more subtle than love is the 
expression of that love in the form of affection and also a genuine interest — a liking of each other. 
Small physical gestures of affection, like hugs, kisses, and comforting touch, can go a long way to 
keeping each person feeling comforted and secure within their relationship. There is no one "right" 
amount of physical affection within a relationship — as long as both partners feel comfortable with 
how their needs match up. The same is true of physical intimacy. As for the "like" factor, this goes 
further than love — it means that you are truly interested in each other and fond of each other, and 
that you are together out of attraction (even if no longer the physical infatuation of the early days) 
rather than obligation. 

6. Flexibility 

You've heard it before — relationships take compromise. And while some things don't allow for a 
perfect scenario on that front (you can't decide to have half a child, for instance), the key component 
that makes for good compromise is important no matter what: flexibility. It's important that both 
partners show flexibility in day-to-day life and decision-making, because if it is just one partner always 
doing the bending, that imbalance can grow toxic over time. In healthy relationships, both partners 
are willing to adjust as needed to the changes and growth — positive and negative — that may come 
about during a long-term relationship. And they are able to evaluate on a joint level, especially during 
conflicts, what matters most to each person within the relationship, and how that should be 
prioritized. Two partners who are never willing to bend to meet the other will be on separate paths 
altogether before long — a far cry from truly sharing a life together. 

7. Appreciation 

The research about the importance of gratitude within relationships is striking; it makes us feel 
happier and more secure with our partners. And the more that we feel that gratitude, the more we 
feel appreciated for who we are within relationships, which also improves the relationship's well-
being. Even small expressions of gratitude and appreciation can help improve relationship satisfaction. 
So the next time you think it doesn't matter whether you say "thank you" for something your partner 
did, think again. And perhaps consider the negative feelings all of us tend to have when we notice a 
lack of appreciation over time. 

8. Room for Growth 

Relationships grow stale not just because a certain amount of time has elapsed, but because people 
feel stuck and unable to progress, either as individuals or as a couple. It is unrealistic — and downright 
unhealthy — to expect that two people will remain the exact same across months, years, and decades 
of a relationship. Hopes, fears, goals, and interests constantly evolve, and that is a very good thing. A 
relationship doesn't have to end or even suffer because of this, as long as both people allow each 
other the space to grow, by not pigeonholing each other into their younger selves, by trying to take an 



interest in learning what's important to the other person, and by not setting expectations that are 
inflexible. 

9. Respect 

We often associate the concept of respect with people or concepts that are not intimate with each 
other: respecting one's elders, respecting symbols of religious faith, or respecting authority. But 
respect is every bit as important within a close partnership, if not more so. In healthy relationships, 
people talk to each other in ways that don't debase, invalidate, or belittle. They value each other's 
time and opinions like they value their own. They protect each other's privacy and don't use each 
other as the butt of jokes or as hired help to constantly clean up the apartment or make a thankless 
dinner. When respect begins to erode within a relationship, it is a long and painstaking road to build it 
back — the damage is far easier to do than undo. 

10. Reciprocity 

In healthy partnerships, the tallying that early relationships show ("He picked me up at the airport last 
week, so I owe him a favor") fades into the background as a new, trusting equilibrium takes its place 
— you both just generally do for each other when needed. In an ideal situation, the give-and-take 
roughly works out to equal over time, and neither partner feels resentful. Of course, in many 
relationships, the give-and-take won't ever become equal (e.g., one partner needs long-term medical 
care, is naturally a more happily nurturing person, or struggles with a psychological disorder). And 
that can be okay, as long as both partners feel comfortable overall with the level of give-and-take as it 
exists, and they each find a way to give something to the relationship and their partners — especially 
in the form of emotional support — when they can. 

11. Healthy Conflict Resolution 

Much research has pointed to the fact that the way a couple argues — or doesn't — can predict a lot 
about their relationship's success. We tend to have rose-colored glasses about romance in American 
culture. We are willing to entertain conflict in the beginning (the boy-meets-girl, boy-loses-girl, then 
boy-gets-girl-back-and-lives-happily-ever-after trope common in so many popular films, for instance), 
but once a couple rides off into the sunset together, we expect that things should be a-okay from then 
on out. Ironically, couples that hide their upset with one another in order to preserve the illusion of 
everything being perfect are probably far worse off than the couples that express their emotions and 
work to resolve them as they come up, even when it causes conflict. In short, healthy relationships 
refrain from stonewalling and escalating into personal attacks when there is a difference of opinion or 
a problem. They are able to talk it through with respect, empathy, and understanding. 

 

12. Individuality and Boundaries 



Two people who were exactly the same would probably not have much to talk about after a while; 
after all, they'd already know what the other's perspective would be, so why bother to listen to it? Of 
course, two people who are so different that they don't share each other's values or daily styles of 
living are bound to have too little in common to maintain an interest in each other (at best), or be 
downright incompatible, disliking each other from the start (at worst). The sweet spot is a relationship 
where the similarities create a foundation to connect with each other, but individual differences are 
still respected and valued. Moreover, it's important that each partner is given the freedom to still live 
their own life, especially in terms of friendships, professional goals, and hobbies. A strong, healthy 
relationship brings to mind a Venn diagram — there is adequate overlap to keep the connection 
strong, but each person has aspects of their lives that are theirs alone, and that boundary is respected 
by both parties. 

13. Openness and Honesty 

Different partners have different levels of openness within their relationships — some might be 
horrified at leaving the bathroom door open, for instance, whereas others will discuss the most 
intimate of physical details with each other without giving it a second thought. So too is the case with 
openness about hopes, dreams, and even the details of one's workday. But no matter where you fall 
on the spectrum of letting it all hang out, it's important that there is a solid match — and that honesty 
underlies whatever disclosures you do make. Partners who mask their true selves, hide their 
emotional realities or actively deceive their partners about their habits and behaviors are jeopardizing 
the fundamental foundation of trust that every relationship needs. 

 

 

 

 

 

 

 

 

 

 

 

 



UNIT-4 

STRESS MANAGEMENT 

Psychology of Stress 

Stress: It’s a four-letter word that many of us dread. Whether it’s a tense interaction with a boss or 
pressure from friends and family, we all face stressful situations from time to time. 

For some of us, these events happen sporadically. For others, daily stress is a regular part of life. 

There’s a good chance we can all identify negative stress, but did you know that stress can also be 
positive? 

Good stress, called eustress, can actually be beneficial to you. Unlike bad stress, or distress, good 
stress can help with motivation, focus, energy, and performance. For some people, it can also feel 
exciting. 

On the other hand, bad stress typically causes anxiety, concern, and a decrease in performance. It also 
feels uncomfortable, and it can lead to more serious issues if not addressed. 

Psychological stress effects 

It’s no secret that the long-term effects of distress can damage our healthTrusted Source. 

Stress has the ability to negatively impact our lives. It can cause physical conditions, such as 
headaches, digestive issues, and sleep disturbances. It can also cause psychological and emotional 
strains, including confusion, anxiety, and depression. 

According to the American Psychological Association, untreated chronic stress, or stress that’s 
constant and lasts over an extended period of time, can result in high blood pressure or a weakened 
immune system. 

There’s a distinction between a stressor and actual stress. A stressor can be a person, place, or 
situation that’s causing you stress. Stress is the actual response to one or a combination of those 
stressors. 

There are any numbers of situations that can cause stress. Dr. Gary Brown, a licensed psychotherapist, 
says some of the more common stressors include: 

 relationship conflicts at home 
 new or increasing work responsibilities 
 increasing demands 
 financial strain 
 loss of a loved one 



 health problems 
 moving to a new location 
 exposure to one or more traumatic incidents, such as a car accident or a violent crime 
 Knowing how to spot the signs of stress is the first step in developing ways to manage its 

adverse effects. 

Some of the more common physical, psychological, and emotional signs of chronic stress include: 

 rapid heart rate 
 elevated blood pressure 
 feeling overwhelmed 
 fatigue 
 difficulty sleeping 
 poor problem-solving 
 fear that the stressor won’t go away 
 persistent thoughts about one or more stressors 
 changes in behavior, including social withdrawal, feelings of sadness, frustration, loss of 

emotional control, inability to rest, and self-medication 

Symptoms of Stress 

Physical symptoms of stress include: Low energy. Headaches. Upset stomach, including diarrhea, 
constipation, and nausea. Aches, pains, and tense muscles. Chest pain and rapid heartbeat. Insomnia. 
Frequent colds and infections. 

Symptoms of stress 

Although we all experience stress differently, some common symptoms include: 

 Difficulty sleeping; 
 Weight gain or weight loss; 
 Stomach pain; 
 Irritability; 
 Teeth grinding; 
 Panic attacks; 
 Headaches; 
 Difficulty concentrating; 
 Sweaty hands or feet; 
 Heartburn; 
 Excessive sleeping; 
 Social isolation; 
 Fatigue; 



 Nausea; 
 Feeling overwhelmed; 
 and obsessive or compulsive behaviors. 

Emotional symptoms of stress include: 

 Becoming easily agitated, frustrated, and moody 
 Feeling overwhelmed, like you are losing control or need to take control 
 Having difficulty relaxing and quieting your mind 
 Feeling bad about yourself (low self-esteem), lonely, worthless, and depressed 
 Avoiding others 

Physical symptoms of stress include: 

 Low energy 
 Headaches 
 Upset stomach, including diarrhea, constipation, and nausea 
 Aches, pains, and tense muscles 
 Chest pain and rapid heartbeat 
 Insomnia 
 Frequent colds and infections 
 Loss of sexual desire and/or ability 
 Nervousness and shaking, ringing in the ear, cold or sweaty hands and feet 
 Dry mouth and difficulty swallowing 
 Clenched jaw and grinding teeth 

Cognitive symptoms of stress include: 

 Constant worrying 
 Racing thoughts 
 Forgetfulness and disorganization 
 Inability to focus 
 Poor judgment 
 Being pessimistic or seeing only the negative side 

Behavioral symptoms of stress include: 

 Changes in appetite -- either not eating or eating too much 
 Procrastinating and avoiding responsibilities 
 Increased use of alcohol, drugs, or cigarettes 
 Exhibiting more nervous behaviors, such as nail biting, fidgeting, and pacing 

What Are the Consequences of Long-Term Stress? 



A little stress every now and then is not something to be concerned about. Ongoing, chronic stress, 
however, can cause or exacerbate many serious health problems, including: 

 Mental health problems, such as depression, anxiety, and personality disorders 
 Cardiovascular disease, including heart disease, high blood pressure, abnormal heart rhythms, 

heart attacks, and stroke 
 Obesity and other eating disorders 
 Menstrual problems 
 Sexual dysfunction, such as impotence and premature ejaculation in men and loss of sexual 

desire in both men and women 
 Skin and hair problems, such as acne, psoriasis, and eczema, and permanent hair loss 
 Gastrointestinal problems, such as GERD, gastritis, ulcerative colitis, and irritable colon 

Help Is Available for Stress 

Stress is a part of life. What matters most is how you handle it. The best thing you can do to prevent 
stress overload and the health consequences that come with it is to know your stress symptoms. 

If you or a loved one is feeling overwhelmed by stress, talk to your doctor. Many symptoms of stress 
can also be signs of other health problems. Your doctor can evaluate your symptoms and rule out 
other conditions. If stress is to blame, your doctor can recommend a therapist or counselor to help 
you better handle your stress. 

Tips for Stress Management 

Before discussing stress management techniques, there are several factors to consider. 

The following 7 tips are adapted from The American Psychological Association to support individuals 
with a stress management plan: 

1. Understand your stress 

How do you stress? It can be different for everybody. By understanding what stress looks like for you, 
you can be better prepared, and reach for your stress management toolbox when needed. 

2. Identify your stress sources 

What causes you to be stressed? Be it work, family, change or any of the other potential thousand 
triggers. 

3. Learn to recognize stress signals 

We all process stress differently so it’s important to be aware of your individual stress symptoms. 
What are your internal alarm bells? Low tolerance, headaches, stomach pains or a combination from 
the above‘Symptoms of stress’ 



4. Recognize your stress strategies 

What is your go-to tactic for calming down? These can be behaviors learned over years and 
sometimes aren’t the healthy option. For example, some people cope with stress by self-medicating 
with alcohol or overeating. 

5. Implement healthy stress management strategies 

It’s good to be mindful of any current unhealthy coping behaviors so you can switch them out for a 
healthy option. For example, if overeating is your current go to, you could practice meditation instead, 
or make a decision to phone a friend to chat through your situation. The American Psychological 
Association suggests that switching out one behavior at a time is most effective in creating positive 
change. 

6. Make self-care a priority 

When we make time for ourselves, we put our well-being before others. This can feel selfish to start, 
but it is like the airplane analogy—we must put our own oxygen mask on before we can assist others. 
The simplest things that promote well-being, such as enough sleep, food, downtime, and exercise are 
often the ones overlooked. 

 

7. Ask for support when needed 

If you’re feeling overwhelmed, reach out to a friend or family member you can talk to. Speaking with a 
healthcare professional can also reduce stress, and help us learn healthier coping strategies. 

For more tips about stress management check out these renowned books. 

Different Stress Management Techniques & Strategies 

62 Stress Management Techniques & Tips To Prevent A Burnout 

These tips are thing we can all benefit from doing more of. The techniques are categorized into three 
groups: 

1. Action Orientated Approaches: used to take action to change a stressful situation 

2. Emotion-oriented approaches: used to change the way we perceive a stressful situation 

3. Acceptance-oriented approaches: used for dealing with stressful situations you can’t control 

Explore the below options and find what combination works best for keeping your stress levels under 
control. 

CRISIS MANAGEMENT 



What is Crisis Management? 

In any organization or business, it is always essential that you are prepared for any problems that may 
arise when it is least expected. 

It is in the way that you deal with these issues that the success of your business will be based on. It is 
a well known fact that the biggest blow to an organization comes from the major unpredictable 
disasters that occur often leaving everyone, from the management to the public, involved in a state of 
confusion. 

No organization however big or famous is immune from various crises. This may include situations 
such as your computer systems failing or even worse, infrastructure being completely destroyed. 

Crisis management has entered the field of management only very recently but has since contributed 
a great deal to the prevention of major management disasters. 

Understanding a Crisis 

What crisis management typically requires is that you carry out forecasting of certain crises that you 
think could occur in the near future, putting your organization into jeopardy. 

You then also come up with a solution as to how you would go about dealing with such a crisis. This 
would also require you to have a clear plan of all steps that would need to be taken should such a 
situation arise. 

However, it may not always be the case that the organization has time to prepare for such a crisis. In 
such a situation, the management team would need to work on mitigating the amount of loss caused 
and recovering from the crisis at hand. 

Types of Crises 

It is important that you have a good understanding of the different types of crises that could take 
place at the very outset. 

This is vital as all crises cannot be handled in the same manner and would require different 
approaches and various techniques to be applied. Although types of crises can be categorized into 
several kinds, the most common categories are as follows: 

 Financial crises - This would be a huge problem for any organization, but is fairly predictable to 
quite an extent when compared with other types of crises. Such a crisis would basically involve 
the organization heading in the direction of bankruptcy. 

 Natural disasters - This type of crisis is highly unpredictable and could come by at any time. 
Several examples of such situations could be given today, from example, earthquakes in 
countries such as China a few years ago and Haiti and other disasters such as tsunamis and 
hurricanes, you should always be ready to face such a situation. 



 Technological crises - This is where a system collapses due to failure in the functioning of 
different equipment and machinery used. As mentioned previously, a computer system failure 
is one example of such a crisis. These crises could occur either because of human error or a 
fault in the system used which has multiple consequences. This may also include chemical 
spills and oil leaks. One famous case is that of the Chernobyl nuclear power plant in 1986 
which caused much damage. 

 Political & Social - With the current political climate the world over, you may also want to take 
into consideration any threats to security and any form of terrorist activity. 

No organization is free from internal politics and disagreement between the various levels of the 
workforce. 

It is therefore essential that you always keep in mind that high-ranking workers could always resign in 
the middle of an important project or the workers may plan a strike or protest to express their 
disgruntlement with the way certain aspects of the organization are run. 

Knowing how to manage employee disgruntlement is therefore key to preventing any future fights 
from erupting, impeding the progress of work being carried out by the organization. 

Planning for an Impending Crisis 

Without a clear plan as to how to deal with the crises that could occur at the very outset, you would 
only drag the organization into greater problems. 

It is very important that someone plays the role of a leader and chooses a dynamic team in order to 
carry out all aspects of planning. 

It is this management team that would have to not only ascertain what types of crises may occur, but 
then carry on to study various strategies that could be applied to minimize or even prevent altogether 
any damage that could be caused. 

The next step would then be to try out these strategies and see if it would work. 

At times such as these, your organization would benefit greatly from other organizations that would 
be able to provide you with invaluable resources to help you mitigate the crises to the greatest extent 
possible. 

 

 

 

 

 



Dealing with Crises 

It is essential to keep in mind that when a crisis occurs you would need to have a response team ready 
to deal with the media and the various stakeholders. 

All these parties would need information on the given situation and what is being done to deal with it. 
This also requires you to have a clear crisis communication plan with the target audience in mind. 

Remember that each group needs to be handled in a different manner; customers may not require 
the same information as the employees of the organization, and so on. 

Conclusion 

The only way to successfully control a crisis from going out of your hands is to always have a good 
plan and a good team ready to deal with various situations that may crop up. 

With these strategies in place, you would always be able to reduce the damage caused to the 
organization to a great extent. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UNIT-5 

MENTAL HEALTH AND WELLNESS 

Concept of wellness 

Wellness refers to the overall process of maintaining a healthy balance of the mind, body and spirit, 
which promotes good health and wellbeing. Multidimensional and holistic, wellness is a never-ending 
process of people becoming aware of and making lifestyle choices in order to enjoy a healthy and 
fulfilled life. 

Definition of Wellness 

Wellness is an active process of becoming aware of and making choices toward a healthy and fulfilling 
life. Wellness is more than being free from illness, it is a dynamic process of change and growth. 

"...a state of complete physical, mental, and social well-being, and not merely the absence of disease 
or infirmity." 
- The World Health Organization 
 
"a conscious, self-directed and evolving process of achieving full potential." 
- The National Wellness Institute 

Eight Dimensions of Wellness 

There are eight dimensions of wellness: occupational, emotional, spiritual, environmental, financial, 
physical, social, and intellectual. Each dimension of wellness is interrelated with another. Each 
dimension is equally vital in the pursuit of optimum health. One can reach an optimal level of wellness 
by understanding how to maintain and optimize each of the dimensions of wellness. 

1. Emotional Wellness 
2. Environmental  Wellness 
3. Financial Wellness 
4. Intellectual Wellness 
5. Occupational Wellness 
6. Physical Wellness 
7. Social Wellness 
8. Spiritual Wellness 

CONCEPT OF BALANCED DIET 

A balanced diet is a diet which contains the quality and proportions of nutrients needed to maintain 
good health and to sustain life. 



A diet is all that we consume in a day. And a balanced diet is a diet that contains an adequate quantity 
of the nutrients that we require in a day.  A balanced diet includes six main nutrients, i.e. Fats, Protein, 
Carbohydrates, Fibre, Vitamins, and Minerals. 

 

 

 

 

 

 

 

 

 

 

All these nutrients are present in the foods that we eat. Different food items have different 
proportions of nutrients present in them. The requirements of the nutrients depend on the age, 
gender, and health of a person.  

Importance of a Balanced Diet 

The following are the importance of a balanced diet: 

 Balanced Diet leads to a good physical and a good mental health. 
 It helps in proper growth of the body. 
 Also, it increases the capacity to work 
 Balanced diet increases the ability to fight or resist diseases. 

Components of a balanced diet 

Some components of a balanced diet are as follows: 

 Fats 

Some part of our energy requirement is fulfilled by fats. Fats can be found in fatty foods such as 
butter, ghee, oil, cheese, etc. 

 Proteins 



We need proteins for growth purposes and to repair the wear and tear of the body. Protein also helps 
in building muscle. It is found in dairy products, sprouts, meat, eggs, chicken, etc 

 Carbohydrates 

We need the energy to process and it is fulfilled by carbohydrates. Carbs provide us energy. 
Carbohydrates can be found in rice, wheat, chapati, bread, etc. Cereals are our staple food. 

 Minerals and Vitamins 

Vitamins, Minerals, and Fibre improve the body’s resistance to disease. We mainly obtain it from 
vegetables and fruits. Deficiency diseases like Anemia, Goitre, etc can be caused due to lack of mineral 
in the body. 

ROLE OF ART IN WELLNESS 

“The medical profession has come a long way in recognizing the healing benefits of art. My hope is 
that someday the arts will be considered as significant in everyone’s lives as breathing fresh air, eating 
clean foods, and performing physical exercise.” – Renée Phillips 

The idea that participating in creative endeavors can be a powerful force for healing has been 
embraced by many different cultures, religions and societies. Throughout history, people have used 
drawings, music, dancing, and storytelling as a means to create wellness. Many healing rituals involve 
chanting and music. 

Most people are familiar with the power of the arts to transform lives and alter one’s perception of 
the world. Many of us have had the experience of having a book, movie, or play provide a springboard 
for future dreams and aspirations. Most of us have experienced what it’s like to have a favorite song 
or painting transport us to a different place and time. 

As it turns out, nearly everyone can benefit from participating in the arts. Research has shown that 
creative expression can lower stress, boost self-esteem and stimulate the mind. A Mayo Clinic study 
published in Neurology showed that people who engaged in the arts – such as painting, drawing and 
sculpting – in both middle and old age were 73 percent less likely to develop mild cognitive 
impairment (MCI) than those who didn’t engage in artistic endeavors. Those who passively 
participated in the arts – such as going to the theater, concert or the movies – were 55 percent less 
likely to develop MCI. 

Participating in the arts can also lower stress, which can keep the mind healthier. A study published in 
Art Therapy showed that just 45 minutes of creating art – which included drawing with markers, 
modeling with clay and/or making collages – lowered the levels of cortisol (a stress hormone) in 75 
percent of participants, regardless of their skill level. Just under half of the study participants reported 
that they had limited experience in making art. 



Many health providers are now looking at the arts as of a form of therapy. A recent study from the 
University at Texas Arlington found that art therapy helped 98 percent of participating veterans better 
cope with service-related trauma (such as PTSD) or disability. The same percentage of participants 
reported that art therapy helps them better cope with everyday life. 

The creative arts are often used to help those living with dementia. Both passive enjoyment – which 
may include listening to music or enjoying the beauty of a painting – and active participation in the 
arts help people living with memory loss to better recall memories and feel more engaged in life. 

Music & Memory is a nonprofit organization that creates personalized music programs for older 
Americans, including those living with dementia. A Brown University study found that senior living 
communities that adopted the Music & Memory program saw a significant decline in residents using 
antipsychotic drugs and engaging in disruptive behaviors compared to those communities that didn’t 
adopt the program. 

The documentary film “I Remember Better When I Paint” shows how painting can help enrich the lives 
of those living with Alzheimer’s. A study published in the Canadian Journal of Neurological Sciences 
focused on Mary Hecht, a sculptor who was diagnosed with vascular dementia. She was able to draw 
detailed sketches and portraits, all from memory, of people she met or of earlier drawings she had 
created. Artistic abilities, at least in some cases, seem to be preserved in spite of the loss of memory. 

 

 


