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HAND BOOK ON TEN CORE LIFE SKILLS 

LIFE SKILLS - DEFINITION 

 World Health Organisation defines Life Skills as the abilities for adaptive and positive 

behavior that enable individuals to deal effectively with the demands and challenges 

of everyday life. 

 The International Bureau of Education (IBE) – derives its understanding from Delors 

report and defines ‗ as personal management and social skills which are necessary for 

adequate functioning on an independent basis. 

 UNESCO Defines as ―abilities that help to facilitate communication, negotiation, to 

think critically and solve problems and make independent decisions‖. 

 Life Skills as ―a behavior change and behavior development approach designed to 

address a balance of three areas: Knowledge, attitude and skills. (UNICEF) 

 It makes a person adaptive to her/his environment. 

 Life skills enables an individual to explore the potential and utilize them wisely at its 

maximum. 

World Health Organisation states Ten core Life Skills, they are 

 
1. Self-awareness 

2. Empathy 

3. Effective communication skills 

4. Inter personal relationship 

5. Critical Thinking 

6. Creative Thinking 

7. Decision making 

8. Problem solving 

9. Coping with emotion 

10. Coping with stress 

 
Importance of Life Skills 

 
 Enhancing Life Skills enables us to adapt to situations and people and helps us to lead 

a healthy and positive life. 

 Life Skills help in developing positive and flexible attitude in life. 
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 Life Skills help in building self-confidence and self- esteem and enable us to adapt to 

situations and people. 

 We learn Life Skills from our own experiences, perceptions, insight, stories, books, 

parents, teachers, religion, media, culture etc. 

 To get the best out of Life Skills we need to sharpen them regularly . 

 Emotionally Mature – Emotional Control, Balance, Desirable expression of emotions 

 Socially adjustable – possess an adequate ability to get along with him and others 

 Intellectual powers are adequately developed. 

 Able to think independently and able to take right decision in right time. 

 Possess courage and power of tolerance to face challenges and failure in life. Able to 

control worries 

 Lives in world of reality without living in fantasy and daydream. 

 Feels quite safe and secure in his respective group of environment. He likes others 

and is liked by them. 

 Belongingness, loyalty towards group 

 Free from mental disturbances, conflicts, frustrations, ailments, and diseases 

 Self confident and optimistic. No fear, anxiety 

 In-mate adjustment, in-laws adjustment. 

 Work-life balance. Rest and recreation. 

 Satisfied with profession. Job satisfaction. 

 Emotional Intelligence. 

 
Areas where Life Skills can be Applied 

 

 Education 

 Career Planning 

 Marriage 

 Workplace 

 Interpersonal Relationship 

 Sexual and Reproductive Health 

 HIV/AIDS 

 Violence Prevention / Conflict Resolution 

 Media Literacy 
 

 Self Awareness – includes recognition of ‘self’, our character, values, strengths, 

weakness, desires, likes, dislikes etc. 

 Empathy – is the ability to be sensitive to another person’s situation 
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 Critical Thinking- is the ability to analyse information and experiences in an 

objective manner 

 Creative Thinking –enables us to explore the available alternatives and generate new 

ideas by combining, changing, or reapplying existing ideas. 

 Problem Solving – enables us to deal constructively with problems that arise in our 

day to day life 

 Decision making – helps us to deal constructively with decisions we take after 

considering various options. 

 Interpersonal relationship: is the ability to relate in positive ways with the people 

we interact with. 

 Effective communication: is the ability to express, verbally through spoken or 

written language and non-verbally through gestures and body movements, in ways 

that are culturally acceptable 

 Coping with emotion – involves recognizing emotions within us and others, 

recognizing how the emotions effect our behavior and how best can we respond 

appropriately 

 Coping with Stress –means recognizing the sources of stress in our lives, recognizing 

how this affects us, and acting in ways that help us control our levels of stress, by 

changing our environment or life style and learning how to relax. 

Need for Life Skills 
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1. SELF- AWARENESS 

 
 Self-awareness includes our recognition of ourselves, our character, strengths, 

weaknesses, desires and dislikes. It can help us to recognize when we are stressed or 

feel under pressure. It is often a pre-requisite for effective communication, 

interpersonal relationship and developing empathy for others. (WHO) 

 Self -Awareness is called the mother of all skills. 

 Self- awareness is the journey to know, identify , and explore the world inside. 

 The ability to introspect, analyze and accept one‘s thoughts, actions and feelings 
 Recognizing and acknowledging one‘s needs and desires. 

 Being aware of strengths helps you build a sense of self-esteem and self-confidence. 

 Being aware of your weaknesses will make you be willing to learn more. 

 Helps to utilize the opportunities available in relation to your abilities 

 Self -awareness can be defined as knowing ourselves and our personality, and 

accepting oneself in spite of our imperfection. It involves all aspects of our selves – 

our thoughts, emotions, likes, dislikes, strengths, weaknesses, fears, fantasies, 

ambitions, values, priorities, goals, desires, needs, etc. 

 Yantif & Simkin (1989) define self-awareness as ‗being in touch with one‘s own 

existence. 

 Components of self-esteem:- i)Self- concept: it is the overall image or awareness we 

have of ourselves. It includes perception of ―I‖ and ―ME‖ together with feelings, 

beliefs and values associated with them. 

 Self Concept consists of 

◦ Body Image: Body image refers to mental image we form of our own bodies.It 

includes how we feel about our bodies. 

◦ Self Image or Real Self: the way we truly are. 

◦ Social Self: How others see us. 

◦ Ideal self: The way we would like to be - including your aspirations, moral 

ideals and values. 

 A positive self-concept helps us in life – how we behave and act with others. 

 A positive self-concept generally makes us feel happier. 

ii) Self- Esteem 
 

 The emotional appraisal of self-concept. 

 It is the personal evaluation of ourselves and the resulting feelings of worth associated 

with our self concept 

 Self Esteem is your degree of regard, and evaluation of yourself. It includes your: 

Value for yourself as a human being; 

Belief about your significance; 

Approval of, in, and about, you. 

 Self esteem is affected by a variety of influences ranging from formative childhood 

experiences to our general culture. 

High self-esteem 

 Assertive 

 Self-directed 
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 Makes decisions 

 Praises self 

 Speaks clearly 

 Attends to needs 

 Like your appearance 

Low self-esteem 

 Feel comfortable Passive ―who cares attitude‖ 

 Excessively Dependent 

 Hesitant to express views 

 Overly Critical of self 

 Monotone voice – lack of emotion & energy 

 Neglects own needs 

 Difficulty making decisions 

 Overly apologetic 

 Avoidance of eye contact 

 

Tips for building Self Esteem 
 

 Identify with people, books, videos, television shows, etc., that build your self-esteem 

 Build others – give sincere compliments often 

 Think positively 

 Set and achieve goals 

 Do something challenging each day 

 Look your best 

 Eat correctly 

 Do something for someone else 

 Learn a new skill 

 ―Act as if‖ you possess traits you would like to have 

 Handle things one at a time 

 Use criticism constructively 

 Ask for help – take advantage of learning opportunities 

 Improve your personal living space 

 Allow personal growth time each day 

 Post self-improvement reminders in obvious places 

 Do not say negative things about yourself 

 Reward yourself often 

 List your accomplishments each evening 

 Volunteer to share your skills with others 

 

SWOT Analysis 
 

 SWOT is .....(Strengths, Weaknesses, opportunities and Threats) . 
 

 A SWOT analysis focuses on the internal and external environments, examining 

strengths and weaknesses in the internal environment and opportunities and 

threats in the external 
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 The technique is credited to Albert Humphrey, who led a convention at the Stanford 

Research Institute (now SRI International) in the 1960s and 1970s using data from 

Fortune 500 companies. 
 

 

 

 

 
I 
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E 

R 

N 

A 

L 

Strengths 

Internal positive aspects that are under control and 

upon which you may capitalize in planning 

·Work Experience 

·Education, including value-added features 

·Strong technical knowledge within your field (e.g. 

hardware, software,) 

·Specific transferable skills (e.g., communication, 

teamwork,) 

·Personal characteristics (e.g., strong work ethic, 

self-discipline, creativity, optimism, or a high level 

of energy) 

·Good contacts/successful networking 

·Interaction with professional organizations 

Weaknesses 

Internal negative aspects that are under your 

control and that you may plan to improve 

·Lack of Work Experience 

·Low Marks, wrong major 

·Lack of goals, lack of self-knowledge, lack of 

specific job knowledge 

·Weak technical knowledge 

·Weak skills (leadership, interpersonal, 

communication, teamwork) 

·Weak job-hunting skills 

·Negative personal characteristics (e.g., poor 

work ethic, lack of discipline, lack of 

motivation, indecisiveness, shyness, too 

emotional) 

 

 

 

 

E 

X 

T 

E 

R 

N 

A 

L 

Opportunities 

Positive external conditions that you do not control 

but of which you can plan to take advantage 

·Positive trends in your field that will create more 

jobs (e.g., growth, globalization, technological 

advances) 

·Opportunities you could have in the field by 

enhancing your education 

·Field is particularly in need of your set of skills 

·Opportunities for advancement in your field 

·Career path you‘ve chosen provides unique 

opportunities 

·Strong network 

Threats 

Negative external conditions that you do not 

control but the effect of which you may be able 

to lessen 

·Negative trends in your field that diminish jobs 

(downsizing,) 

·Competitors with superior skills, experience, 

knowledge 

·Competitors who went to colleges with better 

reputations. 

·Obstacles in your way (e.g., lack of the 

advanced education) 

·Limited advancement in your field, 

advancement is cut-throat and competitive 

· Companies are not hiring people with your 

degree 

 
2. EMPATHY 

 
 Empathy is the ability to both recognize and understand the feelings, thoughts, needs 

and behaviours of others. 

 The great gift of human beings is that we have the power of empathy- Merly streep. 

 Empathy is forgetting oneself in the joys and sorrows of another, 

 Actually feel that the joy or sorrow experienced by another is your own joy and 

sorrow. 

 Empathy involves complete identification with another. 
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 Empathy is the capability to appreciate, understand, and accept another person's 

emotions. 

 Empathy refers to a person's understanding of and sensitivity to other peoples‘ 

feelings, thoughts, and situations. 

 Empathy is a balanced curiosity leading to a deeper understanding of another human 

being 

 Empathy and trust are a platform for effective understanding, communication and 

relationships. 

 Stages of Empathy 

◦ Awareness of Self 

◦ Understanding of emotions 

◦ Enhance sensitivity to the feelings of others 

◦ Take the perspective of the other person 

Need for Empathy 

1. The needs of others that may be different from ours. 

2. In this way we are able to achieve a subjective understanding of what the other 

person is experiencing. 

3. The world and humanity cannot exist without empathy. 

4. It is the skill that builds relationships, creates love, strengthen bonds, promotes 

peace and makes communication effective. 

5. If there was no empathy, there would be strife, war, conflict, hatred and 

violence. 

6. And insight into the state of others. The practice of this skill helps to avoid 

stereo types and perceive people as they are increasing the possibility of 

making differentiation between persons. 

7. It leads to acceptance or appreciation of the individuality and dignity of 

persons. 

8. It provides accessibility and a pre condition for the emergence of interpersonal 

relationships 

 

 

 

Sympathy Empathy 

1. Sharing only distressing feelings 
and feeling pity 

1. Positive or negative feelings 

2. Less active when listening 2. More active when listening 

3. Judging or evaluating 3. Non-judgmental 
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4. Feels a level higher than the speaker, and 
pities him. 

4. Feels at level with the speaker and 
identifies with him – literally in 

―his/her shoes‖ 

 

 

 

 

Steps involved in exercising empathy skill 
 

• Step (i) Perspective Taking 

• Step (ii) Being non-judgemental 

• Step (iii) Recognise emotions in others 

• Step (iv) Feeling with others 

• Step (v) Communicating through action/behaviour/gesture 
 

How to show empathy? 
 

Step 1: Listen attentively 

Listen to what the other person is saying. 

Eliminate distractions 

Pay attention also to tone, voice modulation, mannerisms. 
 

Step 2: Let your body language convey empathy. 

Maintain close (but not too close) proximity. 

Establish comfortable eye contact. 

Maintain good body posture. 

Don't do other things that show disinterest. 

Give 100% of your attention toward the other person. 

Step 3: Reflect upon what the other person just said. 

Step 4. Validate the others' emotions. 

Step 5. Offer personal support. 

Step 6. Engage the other person in a partnership. 

Step 7. Show respect whenever possible 
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3. Effective communication 

 Communication is sharing of ideas, opinions, feelings and understanding. It is an 

important aspect in every day life for all of us. Often the way we communicate the 

information with another person or group of persons determines the outcome of the 

issue. 

 Effective communication refers to the exchange of ideas, views, beliefs etc without 

any distraction or barriers. 

 Effective communication involves: 

i. Verbal communication. 

ii. Non- Verbal communication 

iii. Listening 

 
Effective Communication involves: - 7 Cs 

1. Completeness- include all the information the recipient needs 

2. Conciseness - keeping it to the point 

3. Consideration - always consider and value the recipient's needs, moods and points of 

view 

4. Concreteness- message is supported by facts and figures 

5. Courtesy - being respectful of the recipient's culture, values and beliefs 

6. Clearness - communication has also to be clear and specific 

7. Correctness – use grammar and syntax correctly. 

 
10 ways to improve Effective Communication 

 
1. Develop your voice – A high whiney voice is not perceived to be one of authority. In 

fact, a high soft voice can make you sound like prey to an aggressive co-worker who 

is out to make his/her career at the expense of anyone else. Begin doing exercises to 

lower the pitch of your voice. Here is one to start: Sing — but do it an octave lower 

on all your favorite songs. Practice this and, after a period of time, your voice will 

begin to lower. 
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2. Slow down – People will perceive you as nervous and unsure of yourself if you talk 

fast. However, be careful not to slow down to the point where people begin to finish 

your sentences just to help you finish. 

3. Animate your voice – Avoid a monotone. Use dynamics. Your pitch should raise 

and lower. Your volume should be soft and loud. Listen to your local TV news 

anchor; take notes. 

4. Enunciate your words – Speak clearly. Don‘t mumble. If people are always saying, 

―huh,‖ to you, you are mumbling. 

5. Use appropriate volume – Use a volume that is appropriate for the setting. Speak 

more softly when you are alone and close. Speak louder when you are speaking to 

larger groups or across larger spaces. 

 

 
6. Pronounce your words correctly – People will judge your competency through your 

vocabulary. If you aren‘t sure how to say a word, don‘t use it. 

7. Use the right words – If you‘re not sure of the meaning of a word, don‘t use it. Start 

a program of learning a new word a day. Use it sometime in your conversations 

during the day. 

8. Make eye contact – I know a person who is very competent in her job. However, 

when she speaks to individuals or groups, she does so with her eyes shut. One 

technique to help with this is to consciously look into one of the listener‘s eyes and 

then move to the other. Going back and forth between the two (and I hope they only 

have two) makes your eyes appear to sparkle. Another trick is to imagine a letter ―T‖ 

on the listener‘s face with the cross bar being an imaginary line across the eye brows 

and the vertical line coming down the center of the nose. Keep your eyes scanning 

that ―T‖ zone. 

9. Use gestures – Make your whole body talk. Use smaller gestures for individuals and 

small groups. The gestures should get larger as the group that one is addressing 

increases in size. 

10. Don’t send mixed messages – Make your words, gestures, facial expressions, tone, 

and message match. Disciplining an employee while smiling sends a mixed message 

and, therefore, is ineffective. If you have to deliver a negative message, make your 

words, facial expressions, and tone match the message. 

Non Verbal communication includes, 
 

 Facial expression 

 Gestures 

 Body Posture 

 Orientation 

 Eye contact 
 

Always communicate TACTFULLY: 

T- Think before you speak 
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A- Assertive communication 

C - Clarity of thought and content 

T- Tone and pitch of voice 
F - Focus on interests, needs of the listener 
U - Uncover hidden feelings 

L- Listen for feedback 
 

Some more tips for Improving Communication Skills 

 

Prepare well, think before you speak 

Start in an interesting manner 

Use the right words 

Use short words and short sentences. 
Speak slowly and clearly pronouncing words correctly 
Emphasize main points by letting your voice rise and fall 
Use appropriate volume 

 

Barriers in Communication : 
 

a) Physiological Barriers 

 

b) Physical Barriers: 

c) Perceptual Barriers: 

d) Emotional barriers 
 

e) Cultural barriers 

f) Language barriers 
 

g) Gender barriers 
 

h) Interpersonal barriers 

There are six levels at which people can distance themselves from one another: 

1. Withdrawal is an absence of interpersonal contact. It is both refusal to be in touch 

and time alone. 

2. Rituals are meaningless, repetitive routines devoid of real contact. 

3. Pastimes fill up time with others in social but superficial activities. 

4. Working activities are those tasks which follow the rules and procedures of contact 

but no more. 

5. Games are subtle, manipulative interactions which are about winning and losing. 

They include "rackets" and "stamps". 

6. Closeness is the aim of interpersonal contact where there is a high level of honesty 

and acceptance of yourself and others. 

7. Attitudinal barriers 

Factors that affects the effectiveness of communication: 

 Overloading: Distribution of too much information may lead to communication 

inefficiency. 

 Upward communication: Insufficient upward communication. 

 Downward communication: Insufficient downward communication 
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 Filtering: Sender manipulate the information and makes more favourable to the 

reciever (correct information is not transferred). 

 Selective perception: the recievers selectively see and hear based on their needs, 

motivations, experience, background, etc. 

 Defensiveness: Recievers will be in a preconcieved defensive mood. It will reduce 

their ability to achive mutual understanding. 

 Words (language): Words mean different things to different people. 

 

 

 

 

 

 

 

 

4. INTERPERSONAL RELATIONSHIP (IPR) 

 

 Ability to establish positive relationships - helps us to relate in positive ways with the 

people we interact with. 

 Positive relationships can be established by valuing the way others think and 

appreciating and understanding the other person‘s point of view. 

 Being able to make and keep friendly relationships, which can be of great importance 

to our mental and social well-being. 

 An interpersonal relationship is an association between two or more people that may 

range from fleeting to enduring. 

 This association may be based on love, solidarity, regular business interactions, or 

some other type of social commitment. 

 They may be regulated bylaw, custom, or mutual agreement, and are the basis 

of social groups and society as a whole. 

 Interpersonal relationships usually involve some level of interdependence. 

 People in a relationship tend to influence each other, share their thoughts and feelings, 

and engage in activities together. Because of this interdependence, most things that 

change or impact one member of the relationship will have some level of impact on 

the other member. 

 

 
 Types of Relationships: 

 

Personal Relations Social Relations 
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 Voluntary  Marriage 

 Best Friends 

 Cohabiting Couple 

 Adoptive/Foster 

Family 

 Acquaintances 

 Casual Friends 

 Relational 

Marketing 

 Exogenously 

Established 

 Parent-Child 

 Siblings 

 Grandparents-Child 

 Distant Relatives 

 Work Relationships 

 Monopoly Provider- 

Client 

 
 

 Strategies to Building Effective IPR - 4 Dimensions in Building IPR 

o Understanding Yourself, 

o Understanding Others 

o Understanding Teams, 

o Handling Conflicts 

 Healthy Relationship Wheel 
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Knapp's Relationship Escalation Model 
 

Knapp's Relationship Escalation Model 
 

 

   Initiation: This stage is very short, sometimes as short as 10-15 seconds. In this stage, 

interactants are concerned with making favorable impressions on each other 

   Experimenting: In the next stage, individuals ask questions of each other in order to 

gain information. "Many relationships progress no further than this point". 

   Intensifying: Self-disclosure becomes more common in the intensifying stage. The 

relationship becomes less formal, the interactants begin to see each other as 

individuals 

   Integrating: The individuals become a pair in the integrating stage. They begin to do 

things together and, importantly, others come to see them as a pair 

Bonding: During the bonding stage, a formal, sometimes legal, announcement of the 

relationship is made. Examples include a marriage, "best friend" ritual, or business 

partnership agreement 

   Differentiating - In this stage, partners begin to stress the "me" instead of the "we." In 

other words, the individuals begin to assert their independence. 

   Circumscribing: Communication between the couple diminishes during this stage. 

They tend to avoid certain topics of discussion 
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   Stagnating: During the stagnating stage, the individuals avoid discussing the 

relationship because they think they know what the other will say 

   Avoiding: The pair begins to physically separate themselves during the avoiding stage 

   Terminating: This is the final stage of the relationship. Termination may come 

naturally, such as at the end of the semester when roommates move out, or arbitrarily, 

through divorce. Termination of the relationship can occur positively or negatively. 

 

General Principles of Successful Human Relations: 

The general principles of human relationships are: 

 People differ, so treat them differently 

 You get more from others by helping them 

feel important than you do by making them feel 

good. Building their self-esteem raises your own 

 Actions results more often out of old habits or

emotion than they do from logic or new information 

 You have to like people (including yourself) 

to get along with people.

Advantages of practicing Interpersonal Relationship skill 
 

 

Robert Weiss 1974 identified six specified areas where relationships provide us with 

something special, needed or valued. These six provisions of relationships are as follows. 

 Belonging and a sense of reliable alliance

 Emotional integration and stability

 Opportunities for communication about ourselves

 Opportunity to help others

 Provision of assistance and physical supporting

 Reassurance of our worth and value.

The most important single 
ingredient in the formula of 
success is knowing how to get 
along with people . 

 

Theodore Roosevelt 

You can make more friends in 
two months by becoming really 
interested in other people, than 
you can in two years by trying 
to get other people interested 
in you. - 
Dale Carnegie 
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5. CREATIVE THINKING 

 
 Thinking is a complex process. It involves manipulating information, as when we 

form concepts, solve problems, think critically, reason and make decisions. 

 Thinking refers to a pattern of behaviour in which we make use of internal 

representations (symbols, signs etc) of things and events for solution of some 

specific purposeful problem. 

 Thinking can be defined as mental activity that goes on in the brain when a person 

is processing information- organizing and attempting to understand information 

and communicating information to others. 

 Creative thinking is chiefly aimed at creating something new. In this type of 

thinking, new relationship and associations evolve and merge to describe and 

interpret the nature of things, events and situations. 

 It is not bound by any pre established rules. 

 Unique and innovative arrangement or combining new or existing ideas to 

generative new, creative ones. 

 Creativity is process of thinking up new things. (generating of original ideas that 

are useful) 

 Creative thinking is the ability/ skill to imagine something new/original and 

appropriate/meaningful 

 Creative thinking when used to face challenges in life is a LIFE SKILL. 

 It consists of three factors- knowledge, imagination, and evaluation 

 A creative approach implies that you are attempting 

 to advance toward an outcome that is new, unstructured, and open ended and at 

the same time useful. 

 Steps involved in creative thinking: 

1. Preparation – Formulates the problem and 

2. collect the facts and material 

3. Incubation – Sitting and thinking 

4. about various ways of doing things 

5. Illumination – An idea of solution suddenly comes up into consciousness 

6. Evaluation – Analyse the apparent solution 

7. Remission – Correction of solved problems with final modification 

 
 ―Creative problem solving is - looking at the same thing as everyone else and 

thinking something different.‖

 Creative problem solving requires an attitude that allows you to search for new ideas 

and use your knowledge and experience

 A technique to enhance creative thinking is Brain storming-To generate a large number 

of ideas in a short period of time.
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6. CRITICAL THINKING 

 
 Critical Thinking is used to describe thinking that is purposeful, reasoned, and goal 

directed.

 It is the kind of thinking involved in solving problems, formulating inferences, 

calculating likelihoods, and making decisions, when the thinker is using skills that are 

thoughtful and effective for the particular context and type of thinking task

 A set of skills needed to assess ideas (Robert Ennis).

 
◦ – Comparing/Contrasting 

◦ – Classifying 

◦ – Analysing 

◦ Deductive reasoning 

◦ Reflecting 

◦ Solid judgement 

◦ – Causal Explanation 

◦ – Evaluating (Robert Swartz) 

 The ability and intellectual commitment, to use those skills to guide behaviour 

(Scriven and Paul, 2004.

 Critical thinking is an intellectually disciplined process of actively and skilfully 

conceptualizing, applying, analyzing, synthesizing and evaluating information

 Is the ability to analyze information and experiences. It can help us recognize and 

assess the factors that influence our attitude and behavior

Example: Media pressure, Peer pressure 

 Skilful, responsible thinking that facilitates good judgment because it (1) relies upon 

criteria, (2) is self-correcting, and (3) is sensitive to context (Lipman, 1995, p. 146).

 Critical thinking requires:

◦ Reasoning – thinking logically; making links between ideas and information 

◦ Evaluating –, to assess information whether it is useful, relevant, and reliable 

◦ Problem solving – considering available information before making an 

appropriate decision 

◦ Examining – investigating or probing about the truth 

◦ Analyzing the information – exploring it in detail 

◦ Thinking creatively – thinking about different perspectives and possibilities 

◦ With regard to the cognitive skills, the very core of critical thinking includes: 

interpretation, analysis, evaluation, inference, explanation, and self-regulation. 

 
 Aspects of Critical Thinking

1. Critical thinking is a productive and positive activity. 
 

2. Critical thinking is a process, not an outcome. 
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3. Manifestations of critical thinking vary according to the contexts in which it occurs. 
 

4. Critical thinking is triggered by positive as well as negative events. 
 

5. Critical thinking is emotive as well as rational 
 

◦ Critical Thinking is Also about Attitudes 

◦ Open-mindedness – willing to examine multiple points of views, 

◦ Wholeheartedness: Eagerness, enthusiasm in knowing 

◦ Responsibility: Interest in taking tasks 

◦ Flexibility – able to change your point of view 

◦ Persistence – able to follow a line of reasoning 

◦ Interpersonal sensitivity – willing to respect the opinions of others 

◦ Intercultural sensitivity – respecting diversity of culture, socioeconomic variations, 

etc. 

 Stages of Critical thinking: 

Stage 1 : Unreflective Thinker - We are unaware of significant problems in our thinking 

Stage 2: Challenged Thinker - We become aware of problems in our thinking 

Stage 3: Beginning Thinker - We try to improve, but without regular practice 

Stage 4: Practicing Thinker - We recognize the necessity of regular practice 

Stage 5: Advanced Thinker - We advance in accordance with our practice 

Stage 6: Master Thinker - Skilled and insightful thinking becomes second nature (Only 

through years of advanced practice can one become an ‗advanced‘ or ‗master‘ thinker) 

 Developing as a thinker is a challenging, requiring internal motivation 

 We develop through these stages if we: 

1) accept the fact that there are serious problems in our thinking (accepting the challenge to 

our thinking) and 2) begin regular practice. 

 

7. DECISION MAKING 

a) Decision : is a solution chosen from among alternatives . 

b) Decision making is a process of selecting the best among the different alternatives. It 

is the act of making a choice that will solve a problem. 

c) Choosing between alternative courses of action using cognitive processes - memory, 

thinking, evaluation, etc 

d) Every decision making process produces a final choice. It can be an action or an 

opinion. 
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e) It begins when we need to do something but we do not know what. Therefore, 

decision making is a reasoning process which can be rational or irrational, and can be 

based on explicit assumptions or tacit assumptions. 

f) Examples: 

Shopping, deciding what to eat, What to wear, when to sleep, etc.. 

g) In short, decision making is an ability to choose from the varied options keeping in 

mind the positive or negative consequences of each of the option. 

h) How Generally people Decide? 

a) Someone else takes it for them 

b) Decide suddenly 

c) Wait until someone else decides 

d) Do what an older person says 

e) Don't take any decision at all 

f) Think through the choices and then choose 

 Types of decision making: 

 Irreversible 

The decision once made, cannot be unmade-such as when signing an agreement to 

buy or sell a house. 

 Reversible 

a) The decision can be changed completely – before, during or after the agreed 

action begins. 

b) Allows you to acknowledge a mistake early in the process rather than 

perpetuate it. 

c) Can be used when you see the circumstances may change, so that reversal may 

be necessary. 

 Experimental 

a) The decision is not final until the first results appear the prove themselves to 

be satisfactory. 

b) Requires positive feedback before you can decide on a course of action. 

c) Useful and effective when correct move is unclear but general direction of 

action is understood. 

 Trial-and-error 

a) Taken in knowledge that changes in plan will be forced by what actually 

happens in the course of action. 

b) Allows you to adapt and adjust, plans continuously before full and final 

commitment. 

c) Uses positive and negative feedback before you continue with a particular 

course of action. 

 
 Made in stages 

a) After the initial step, further decision follow as each stage of agreed action is 

completed. 
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b) Allow close monitoring of risks, as you accumulate evidence of outcomes and 

obstacles at every stage. 

c) Permits feedback and further decision before the next stage of decision is 

made. 

 
 Cautious 

a) Decision allows for contingencies, and problems that may crop up later. 

b) Limit the risk inherent in decision making, but also may limit the final gains. 

c) Allows you to scale down projects that look too risky in the first instance. 

 
 Conditional 

a) Decisions altered if certain foreseen circumstances arise. 

b) An either/or decision, with options kept open. 

c) Prepares you to react if the competition makes a new move or if the game plan 

changes radically. 

d) Enable you to react quickly to ever changing circumstances. 

 
 Delayed 

a) Put on hold until decision makers‘ think the time is right. Go ahead given 

when the required elements are in place. 

b) The decision environment will be larger, providing more information. There is 

also time for more thoughtful and extended analysts. 

c) New alternatives might be recognized or created. 

d) The decision maker‘s preferences might change. With further thought, 

wisdom, maturity, you may decide something else. 

 Barriers to Good Decision Making 

a) Hasty - Making quick decisions without having much thought. 

b) Narrow - Decision making is based on very limited information. 

c) Scattered - Our thoughts in making decisions are disconnected or disorganized. 

d) Fuzzy - Sometimes, the lack of clarity on important aspects of a decision causes 

us to overlook certain important considerations. 

 Decision Making Strategies 

There are four main decision making strategies: 

a) Rational 

 Rational decision making models involve a cognitive process where each step 

follows in a logical order from the one before. 

 It is based on thinking through and weighing up the alternatives to come up with 

the best potential result 

 Pros and cons: A rational decision making model presupposes that there is one 

best outcome. It is sometimes called an optimizing decision making model. 

 The search for perfection is frequently a factor in actually delaying making a 

decision. 
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b) Intuitive Decision Strategies 

 It indicate that there may be no rationale or logic behind the choices made. 

 Some people consider these decisions to be unlikely coincidences, lucky guesses, 

or some kind of new-age hocus-pocus. 

 Some researchers are even studying the logic behind the intuitive decision 

making models! 

 ―A good plan, executed now, is better than a perfect plan next week." 

c) Recognition primed decision 

 Gary Klein's model is a combination of the first two. 

 Intuition is used to generate a workable course of action and then you consider it 

logically to confirm it as appropriate. 

d) The Ultimate Decision Making strategy 

 The Ultimate Decision Making model put forward on this site goes beyond Klein's 

model in that it teaches you your own personal decision making signals that are 

built into your own biology. 

 Minimax: the idea is to minimise the maximum possible loss. 

 Basically you determine what the worst outcome of each alternative is and go for 

'the best of a bad lot'. The attention is obviously on minimizing the worst that can 

happen. 

 This decision making strategy is designed to choose the alternative with the least 

chance of disaster. 

 Maximax: the idea here is to maximise the maximum outcome, ie., choose your 

alternative with the best potential outcome. Also called decisions under 

uncertainty because several outcomes may occur, but the probabilities of the 

outcomes are not known. People who enjoy risk use these decision making 

strategies. 

 Risk minimization principle: is about choosing the alternative with the best 

chance of an acceptable outcome. At first, this may seem like maximax, but the 

latter has to do with best outcome, this one has to do with best chance of a 

favorable outcome. 

 Loss avoidance principle: choosing the alternative with the lowest possibility of 

loss. 

There are many models which can be used in the process of decision making , two of them have 

been described below 

The DECIDE can be elaborated as – 

 

D - Describe the situation you need to make 

E - Explore your options 

C - Cross out the negative options 

I - Investigate the positive options 

D - Determine best course of action 

E - Evaluate what happens as a result 
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3 C's model - This is also an easy to remember method. The 3 C's are 

 

Challenges - Problem(s) 

Choices - Options available 

Consequences - Positive and negative consequences of each option 
 

These models paves an path to make informed decisions. This acts as an procedure which one 

could use while making an decision. 

 
8. PROBLEM SOLVING 

 

 A PROBLEM is an obstacle which makes it difficult to achieve a desired goal, object or 

purpose. 

 It refers to a situation, condition, or issue that is yet unresolved. 

 In a broad sense, a problem exists when an individual becomes aware of a significant 

difference between what actually is and what is desired. 

 Problem solving helps us to deal constructively with problems in our lives. 

 Problem solving – Every problem asks for an answer or solution. Trying to find a 

solution to a problem is known as problem solving. 

 It empowers us not only to control our problem, but also turns them to opportunities. 

 Problem solving is a process of cognition that occurs when a goal must be reached by 

thinking and behaving in certain ways. 

 Significant problems that are left unattended can cause mental stress and give rise to 

accompanying physical strains. (Life skills education in schools by WHO) 

 A solution is the management of a problem in a way that successfully meets the goals 

established or treating it. 

 Thus one requires a skill to get to this wanted goal, to find the solution the problem 

solving skill would give assistance. 

 Problem solving is a process of cognition that occurs when a goal must be reached by 

thinking and behaving in certain ways. 

 The problem-solving process involves: 

 Identify: What is the real problem? In simple words, write down the key issues in the 

problem. 

 Explore: Why is there a problem? What has caused this problem? Usually a problem 

has more than one cause. List them all. Also write any important circumstances or 

explanations about the problem. 

 Set goals: What outcome are we hoping for? What is your objective? 

 Look at alternatives: 

i. How can we solve it? Brainstorm! This is where you can use your imagination. 

ii. During this stage, first come up with all the ideas you can think of. 

iii. Let some ideas be wild. This thinking out of the box‖ and is the way many new 

inventions took place. Look at it from different perspectives. 
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 Select: 

a) Which solution is most appropriate – given your circumstances? You have a 

collection of possible solutions, write them all down. 

b) Then look over your ideas and choose what you think is the finest solution among 

them. 

c) What are the positive and negative consequences of each option? 

d) Which will work best for you under the given circumstances? 

 Implement: 

a) Act on your solution. 

b) It won‘t always work. Even if it doesn‘t – you have others to try. 

c) Problems are an important part of life, 

d) And it is always in your best interest to improve your ability to create good solutions. 

 Evaluate and reflect: 

a) Is the problem solved or partially solved? 

b) Was the strategy useful? 

c) Can it be repeated? 

d) If not, then go back to step number 1 and re-look the problem and option again. 

 

POWER Model in Problem Solving 

 

P = Clearly state/identify the Problem/issue. 

 

O = Examine what your Options currently appear to be. Generate other choices, if possible. 

The more options you generate the better. 

 

W = Weigh each option – Look at the potential consequences (positive and negative) of each 

choice – and how the options reflect your own personal values and beliefs. Talk to a person 

you trust. 

 

E = Elect and Enact the best option. Pick the first and second best choices based on the 

potential outcomes. 

 

R = Review and Reflect on what happened because of your decision. Did you learn 

something for the next time you have to make a decision? 

 

9. COPING WITH EMOTION 
 

 Emotion is a complex condition, underlying feelings, actions, thoughts and 

physiological changes such as happy, sad, anger, fear, excitement and so on. 

 

 It alters/disrupts routine experiences and activities. 

 

 Emotions- Overt (outside) action of feelings. 

 Emotions involve three major components: 

 The subjective cognitive states – the personal experiences labelled as emotions by 

emphasizing the importance of thoughts, beliefs, and expectations in determining
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the type and intensity of emotional response. 

 Physiological aspects – changes within our body. It involves active changes in the 

body physically – rise in heartbeat.

 Expressive behaviour – outward signs or the expression which can be seen by 

others. It involves the various forms of expressions that emotions may take, e.g. 

facial expressions, postures, gestures.

 Types of emotions: 

 Positive Emotions:  Positive emotions that lead one to feel good about one self 

will lead to an emotionally happy and satisfied result.

 Negative Emotions: Negative emotions sap your energy and undermine your 

effectiveness. In the negative emotional state, you find the lack of desire to do anything.

 Emotions form an integral part of our life. 

 Coping with emotions 

 Managing emotions: Handling feelings so that they are appropriate; realizing 

what is behind a feeling; finding ways to handle fears and anxieties, anger, and 

sadness

 The ability to accept positive and negative emotions that arise and deal with them 

in a manner that is healthy and productive.

 Coping firstly involves recognizing emotions within us and others

 Incase left unattended leads towards stress

 A good way to know our emotions is to understand our associated body language.

  Understanding how our body reacts to the feelings helps us to think about the 

feeling and express it the way we choose

 Happiness or unhappiness is a state of mind, therefore, the real source of these lies 

in the mind, not in external circumstances.

 Coping technique of emotions: 

 Breathing technique: Take a deep slow breath in through your nose and out 

through your mouth. This simple step is a natural way to calm a racing pulse and 

mind and centre yourself. Relax any tight areas you find. Imagine the tension 

flowing out as you breathe deeply.

 Take a brief time to compose yourself: If you are with others and it is not an 

appropriate/convenient time to express intense emotions, excuse yourself for a 

few minutes.

 Contact supportive people and discuss your feelings or situation: Sharing your 

feelings with those you trust can help you to feel normal and not as isolated. They 

may also be able to help you see the situation from additional perspectives.

 Write your feelings down in a private journal/diary: The process of putting 

something down on paper can help a person to stop ruminating. Closing and 

putting away the journal can also be a symbolic closure on the distressing events 

or feelings.

 Be kind to yourself: This is a good time to practice self-soothing. Do some small 

things for yourself that give you comfort and provide a mental ‗mini
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vacation‘. For example, take a quite walk in the park, make yourself a meal with 

some special comfort foods, listen to your favourite music, or go to bed early with 

your favourite book. 

 Temporarily distract yourself: Sometimes being flooded with feelings can 

make it hard to cope. Visualize putting your emotional pain in a box on the 

closet shelf where you can get back to it to sort it out when you are calmer. 

Expand your energy with physical activity. Engage in tasks that required 

concentration.

 Do the regular routine things you would do on an average day(e.g. yoga, 

exercise, meditation). This will help you feel more in control of your emotion.

 If painful feelings are a regular occurrence, explore why that might be the case 

and what in your life might need to be addressed. You might want to use self-help 

books or counselling as additional resources in that exploration process.

 Positive thinking

 
 

Coping with our emotions helps us to: 

 Express feelings productively.

 Respectfully confront someone when you are bothered by his or her behavior.

 Express difficult feelings without attacking the self-esteem of the person.

 Clarify for you and the other person precisely what you feel.

 l Prevent feelings from building up and festering into a bigger problem.

  Communicate difficult feelings in a manner that minimises the other person's need 

tobecome defensive, and increases the likelihood that the person will listen.

 

The Importance of Coping with Emotions: 

 Better skills for resolution of Conflicts

 Peace in the world

 Improved interpersonal relationships

 Better skills in handling interpersonal problems

 Fighting for justice

 Decrease in violence and crime (less delinquent behaviours)

 Better self esteem

 Improved problem solving

 Better impulse control

 Better coping with anxiety

 
10. COPING WITH STRESS 

 

 Physical or Psychological imbalances because of situational demand 

 An adaptive response to a situation that is perceived as challenging or threatening to 

the person‘s well-being 

 It is our body‘s reaction to people and events and to our own thoughts. 

 Types of stress: 

 PERSONAL STRESS

- Financial Stress 
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- Relationship Stress 

- Expectation Stress 

 WORK Related STRESS

- Relationship Stress 

- Workload Stress 

- Deadline meeting Stress 

- Job Security Stress 

- Long work hour stress 

 Impact of Stress: 

 Feelings:

Anxiety, irritability, fear, moodiness, embarrassment. 

 Thoughts:

Self-criticism, difficulty in concentration, forgetfullness… 

 Behaviours:

Stuttering, difficulty in speaking, crying, nervous laughter, yelling at family & 

friends, grinding teeth, increased smoking and alcohol or drug use, increased or 

decreased appetite. 

 Physical symptoms:

Tight muscles, headache, back or neck pain, stomachache, cold and infections, 

rapid breathing, pounding heart, shaky hands and legs, dry mouth. 

 Things people can do to control Stress: 

 Identify stressful situations

 Think of solutions

 Don‘t expect to be perfect

 Exercise and eat regularly

 Build a network of friends

 Practice meditation/yoga

 Take a Deep Breath

 Talk It Out

 Maintain your sense of humor

 Must You Always Be Right?

 Have a Good Cry

 Look for the Good Things Around You

 Yoga and Meditation and Deep Breath Exercise.

 Coping with Stress 

 Recognize sources of Stress

 Recognizing How this affects us

 Acting in ways that can help us control our levels of stress by:

 Changing environment

 Learning how to relax
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Functions of a Leader : 

 
A leader has to perform many functions. The functions or the different roles that a leader has 

to perform depend on the type, structure and goal of the group. The functions that a general 

of the army has to perform are quite different from the functions that a political, social, or 

religious leader has to perform. 

 

Some of the many different functions that a leader has to perform are: 

 

1. Policy Maker: An important function of the leader of any social group is to plan out 

the group goals objectives and policies. He has to lay down specific policies and objectives 

and inspire subordinates to work towards the attainment of the goal. 

 

2. Planner: The leader also functions as a planner. He decides the ways and means that 

are to be adopted to achieve the objective of the group. He draws up both long-term and 

short-term plans. Based on it, he prepares a step-by-step plan to achieve the group‘s 

objectives. He also plans for contingencies or unexpected events. 

 

3. Executive: Setting goals and drawing plans is of no use until and unless they are 

implemented. In his executive function, the leader has to ensure that the plans are executed. 

The leader has to coordinate the activities of the group. As an executive, the leader does not 

carry out work or activities himself but assigns it to other group members and ensures that 

they implemented. 

 

4. External Group Representative: The leader has to assume the role of representative 

of the group in its external relations. All incoming and outgoing communications are 

channeled through the leader. Members of other groups deal with the leader as a 

representative of the particular group. He is the official spokesperson of the group. 

 

5. Controller of Internal Group Relationship: The leader controls the internal relations 

among the members of the group. All communication in the group is channeled through him. 

He tries to establish good relations among the group members. He encourages team spirit and 

tries to develop the group in to a cohesive unit. 

 

6. Controller of Reward and Punishment: The leader uses the power to give rewards 

and punishments to motivate, discipline and control group members. He rewards members 

who contribute and work towards the attainment of group goals and punishes those obstruct 

the group‘s progress. 

 

Rewards may be in the form of cash rewards, appreciation in public, promotion, increased 

status etc. Punishment may be in the form of scolding, taking away responsibility assigned, 

penalties etc. 

 

7. Arbitrator and Mediator: The leader acts an arbitrator and mediator when there are 

conflicts or differences in the group. He must resolve disputes in a fair and just manner. He 

tries to establish good inter-group relationships, reduce tensions in the group and establish 

harmony. 
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8. Exemplar: The leader serves as a role model to the members of the group. He must 

serve an example for other to follow and set high standards. The leader must ‗walk the talk.‘ 

He should practice the ideology, beliefs, values and norms laid down in the group, 

 

9. Father Figure: The leader has to sometimes play the emotional role of a father figure 

for members of the group. He has to be a source of psychological and moral support to the 

followers. He guides his followers not only in work related issues but also helps in their 

personal life. He sometimes acts as a punching bag for the frustrations of the followers. The 

followers vent out their feelings on him. 

 

10. Scapegoat: The leader is accountable for the performance of the group. Hence when 

the group does well the leader gets a lot of credit for it. However, when the group performs 

poorly or fails the leader is held responsible for it even though the leader did everything 

possible. Thus he has to play the role of a scapegoat. 

 

Leadership 

”Setting vision” is developing a vision of the future and producing the strategies to 

make the changes to achieve the vision. 

 

“Inspiring” is communicating direction and collaboration and energizing people to 

overcome obstacles to change and the realization of personal goals and group 

vision. 

 

“Coaching” is mentoring and training workers so they acquire the skills and attitudes 

required to accomplish the change. 

 

Management 
“Planning” is deciding what is to be accomplished by the group, and then 

determining how it is going to be done. 

 

“Organizing” is putting together a new organizational structure of people and jobs or 

modifying an existing one, to do the things that have been planned. 

 
“Directing” is checking to see if the work being turned out meets the predetermined 
standard - and taking remedial action if it does not. 
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 Leadership 
 

 Overview 
 

 Conceptualizing Leadership 
 

 Leadership Definition 
 

 Components of the Definition 
 

 Followers & Leadership 
 

 Conceptualizing Leadership 
 

 The focus of group processes 
 

 A personality perspective 
 

 An act or behavior 
 

 In terms of the power relationship between leaders & followers 
 

 An instrument of goal achievement 
 

 A skills perspective 
 

 Definition of Leadership 
 

• ―Leadership is a process whereby an individual influences a group of individuals to 

achieve a common goal.‖ 
 

» Peter G. Northouse 
 

• ―Leadership at its core, is a very simple process of thinking well or thinking clearly 

about the situation facing them‖ 

» Sean Ruth 
 

 Components Central to the Phenomenon of Leadership 
 

 Is a process 
 

 Involves influence 
 

 Occurs within a group context 
 

 Involves goal attainment 
 

 LEADERSHIP 

DESCRIBED 

 Trait vs. Process Leadership 
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 Assigned vs. Emergent Leadership 
 

 Leadership & Power 
 

 Leadership & Coercion 
 

 Leadership & Management 
 

 Trait vs. Process Leadership 
 

 Certain individuals have special innate  or inborn characteristics or qualities that 

differentiate them from nonleaders. 

– Resides in select people 
 

– Restricted to those with inborn talent 
 

 Trait vs. Process Leadership 
 

 Leadership is a property or set of properties possessed in varying degrees by different 

people (Jago, 1982). 

– Observed in leadership behaviors 
 

– Can be learned 
 

 Assigned vs. Emergent Leadership 
 

 Leadership based on occupying a position within an organization 
 

– Team leaders 
 

– Plant managers 
 

– Department heads 
 

– Directors 
 

  An individual perceived by others as the most influential member of a group or 

organization regardless of the individual‘s title 

– Emerges over time through communication behaviors 
 

 Verbal involvement 
 

 Being informed 
 

 Seek other‘s opinions 
 

 Being firm but not rigid 
 

 Emergence Leaders 
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 These type of leaders have positive communication behaviours 
 

– Verbally involved 
 

– Being informed 
 

– Seeking others‘ opinions 
 

– Initiating new ideas 
 

– Being firm but not rigid 
 

– Personality i.e., More dominant, intelligence and confident (self-efficacy) 
 

– Social Identity theory – A person is fit to a groups to become a prototype 
 

– Leadership & Power 
 

 The capacity or potential to influence. 
 

– Ability to affect others‘ beliefs, attitudes & actions 
 

 Framework of dyadic rlsh person influencing and influenced 
 

 Referent 
 

 Expert 
 

 Legitimate 
 

 Reward and Coercive 
 

 Leadership & Power 
 

Five Bases of Power 
 

 Leadership & Power 
 

 REFERENT POWER – Based on followers‘ identification and liking for the leader. 
 

– ex. A schoolteacher who is adored by her students has referent power. 
 

 EXPERT POWER – Based on followers‘ perceptions of the leader‘s competence. 
 

– ex. A tour guide who is knowledgeable about a foreign country has expert 

power. 

 LEGITIMATE POWER – Associated with having status or formal job authority. 
 

– ex. A judge who administers sentences in the courtroom exhibits legitimate 

power 

Five Bases of Power 
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 Leadership & Power 
 

 REWARD POWER – Derived from having the capacity to provide rewards to others. 
 

– ex. A supervisor who gives rewards to employees who work hard is using 

reward power. 

 COERCIVE POWER – Derived from having the capacity to penalize or punish 

others. 

– ex. A coach who sits players on the bench for being late to practice is using 

coercive power. 

Five Bases of Power 
 

 Leadership & Power 
 

 Power derived from office or rank in an organization 
 

– Legitimate 
 

– Reward 
 

– Coercive 
 

 Power is influence derived from being seen as likable & knowledgeable 
 

– Referent 
 

– Expert 
 

 Leadership & Coercion 
 

 Use of force to effect change 
 

 Influencing others to do something via manipulation of rewards and penalties in the 

work environment 

 Use of threats, punishments, & negative rewards (Adolf Hitler, Jim Jones, David 

Koresh) 
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Characteristics of Leadership and Types 

Characteristics of Leadership 

 Proactive vs. Reactive 
 

 Flexible/Adaptable 
 

 A Good Communicator 
 

 Respectful 
 

 Quiet Confidence 
 

 Enthusiastic 
 

 Open-Minded 
 

 Resourceful 
 

 Rewarding 
 

 Well Educated 
 

 Open to Change 
 

 Interested in Feedback 
 

 Evaluative 
 

 Organized 
 

 Consistent 
 

 Delegator 
 

 Initiative 
 

 Most Common Characteristics 
 

 Caring 
 

 Approachable 
 

 Has Integrity 
 

 Accepting of people 
 

 Respectful 
 

 Affirming 
 

 Understanding 
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 Enthusiastic 
 

 Thoughtful 
 

 Bring out the best in people 
 

 Positive 
 

 Supportive 
 

 Has a vision 
 

 Good listener 
 

 Challenging 
 

 Inspiring 
 

 Sense of Humour 
 

Leadership Characteristics 
 

 Enthuser 
 

 Integrity-lives his/her values 
 

 Leads by example 
 

 Aware of own behaviour 
 

 Intellect to meet job needs 
 

 Aware of group needs 
 

 Exhibits trust in his followers 
 

 Able to represent the organisation to his people and his people to the organisation 
 

 Generates good leaders from his followers 
 

Authoritarian or Autocratic Leadership 
 

 Keeps strict, close control over followers by keeping close regulation of policy's and 

procedures given to followers. 

 Distinct professional relationship 
 

 Direct supervision is what they believe to be key in maintaining a successful 

environment and follower ship 

 Impose their will on employees 
 

 This leadership style benefits employees who require close supervision. 
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 Authoritarian Cntd., 
 

 Described as the solo leader 
 

 Task oriented 
 

 one way communicator 
 

 Sees others as subordinates-directs 
 

 Makes all the decisions 
 

 Uses policy and structure-conforms 
 

 Uses extrinsic rewards 
 

 considered the expert 
 

 Pushes change from the top 
 

 works one to one with subordinates 
 

 Leadership style : Facilitative 
 

 Quality oriented 
 

 Empowers-delegates decision making & problem solving 
 

 Emphasises trust, innovation and risk taking 
 

 Defines tasks broadly and uses cross training 
 

 Works towards consensus-mission 
 

 Skilled in motivation toward improvement 
 

 Uses intrinsic motivation 
 

 Initiates change through groups 
 

 Develops colleagues 
 

Democratic or Participative 
 

 The sub ordinates are given the right to participate in, make and vote on decisions. 
 

 Sharing the decision-making abilities with group members by promoting the interests 

of the group members and by practicing social equality. 

 Encourage discussion, debate and sharing of ideas and 
 

 Make them to feel good about their involvement 
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 By virtue of their human status, should play a part in the group's decisions. 
 

 Honest, Competent, Forward-looking, Intelligent, Broad-minded, Imaginative, 

Courageous, and Straight-forward. 

 This type is more effective and creates higher productivity. 
 

 Better contribution and increased group morale. 
 

 Values the input of team members and peers, 
 

 Lead to better ideas and more creative solutions to problems because group members 

are encouraged to share their thoughts and ideas. 

 Downsides 
 

 This style requires guidance and control by a specific leader. 
 

 Where roles are unclear it leads to communication failure and uncompleted projects 
 

 Democratic leadership works best in situations where group members are skilled and 

eager to share their knowledge. 

Laissez-Faire or Hands off 
 

 The leader delegates the tasks to their followers while providing little or no direction 

to the followers. 

 Withdraws from major PS/DM lead to lack of productivity, cohesiveness and 

satisfaction 

 complete freedom to make decisions concerning the completion of their work. 
 

 It allows followers a high degree of autonomy and self-rule 
 

 The laissez-faire style produces no leadership or supervision efforts from managers, 

which can lead to poor production, lack of control and increasing costs. 

 Transactional Leadership 
 

 Focus on motivating – Rewards and punishments 
 

 Contingent reward and management by exception 
 

 Set predetermined goals together and agree to accomplish 
 

 Use power to review and correct when goes wrong 
 

 Works in a team and establishes standardizes practices which lead to Maturity, Goal- 

setting, Efficiency of operation and increasing productivity 

 Emotional bonds / labour behaviour 
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 It presents a form of strategic leadership. 
 

 It is essential for team innovativeness 
 

 It is exercised for short term tasks 
 

 Transformational Leadership 
 

 Work to change or transfer the follower‘s needs and redirect their thinking 
 

 High levels of communication to meet goals – and throug 
 

 High motivation to enhance productivity with high visibility 
 

 High involvement of management to meet goals 
 

 Focus on vision – delegate smaller tasks 
 

 This style challenge and inspire their followers 

 
 

Charismatic Leadership 
 

 A charismatic leadership style can appear similar to a transformational leadership 

style, in that the leader injects huge doses of enthusiasm into his or her team, and is 

very energetic in driving others forward. 

 However, a charismatic leader can tend to believe more in him or herself than in their 

team. This can create a risk that a project, or even an entire organization, might 

collapse if the leader were to leave: In the eyes of their followers, success is tied up 

with the presence of the charismatic leader. As such, charismatic leadership carries 

great responsibility, and needs long-term commitment from the leader. 

 Best Style of Leadership 
 

 While the Transformation Leadership approach is often highly effective, there is no 

one right way to lead or manage that suits all situations. To choose the most effective 

approach for you, you must consider: 

 - The skill levels and experience of the members of your team. 

- The work involved (routine or new and creative). 

- The organizational environment (stable or radically changing, conservative or 

adventurous). 

- You own preferred or natural style. 
 

 A good leader will find him or herself switching instinctively between styles 

according to the people and work they are dealing with. This is often referred to as 

"situational leadership" 
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   Team - Definition 

Team Building 

 

A group of people, contributing their individual knowledge and skills but working 

together to achieve a common goal/task. 

   “Coming together is a beginning Keeping together is progress; and Working together 

is success‖ 

   What is a Team? 
 

• Cohesive unit of people who enjoy the privileges of making decisions and 

continuously work together and depend on each other to work together to achieve a 

goal 

• An organized group of people working together to reach a goal together. 
 

Why Team Building? 
 

   People working together can sustain the enthusiasm and lend support needed to 

complete the task. 

   Two or more heads are better than just one head 

   Enhances creativity and innovation 

   Stages in Team Building 
 

Stage 1:  FORMING 
 

 Define team 
 

 Introduced to the member 
 

 Determine individual roles 
 

 Develop trust and communication 
 

 More polite and positive 
 

 Anxious and excited about the task ahead 
 

 Fairly short duration 

   Team Norms 

   How do we support each other? 
 

   What do we do when we have problems? 

   What are my responsibilities to the team? 
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Stage 2: STORMING 
 

   realize that the task is more difficult than they imagined; 

   have fluctuations in attitude about chances of success;  

   may be resistant to the task; and, 

   have poor collaboration 

   Storming Diagnosis 

Stage 3:  Norming 

   During this stage members accept: 
 

 team rules and procedures; 
 

 their roles in the team; 
 

 the individuality of fellow members. 
 

Team members realize that they are not going to crash-and-burn and start helping each 

other 

   Behaviors 
 

Stage 4: PERFORMING 
 

Team members have: 
 

 gained insight into personal and team processes; 
 

 a better understanding of each other‘s strengths and weaknesses; 
 

 gained the ability to prevent or work through group conflict and resolve differences; 

and, developed a close attachment to the team 

   Adjourning 
 

   Adjourning is the break-up of the group, hopefully when the task is completed 

successfully, its purpose fulfilled; everyone can move on to new things, feeling good 

about what's been achieved. 

   How do Teams Work Best? 
 

 Keeping the pace 
 

 Being a friend 
 

 Being enthusiastic 
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 Giving opinions 
 

 Generating ideas 
 

 Initiating 
 

 Solving problems logically 
 

 Relieving tension with humour 
 

 Seeking approval 
 

 Encouraging others 
 

   Aspects of a Successful Team 

   Aspects of a Successful Team 

 

 

 

 

Unity is Strength 


