UNIT - 1: EMOTIONAL INTELLIGENCE SKILL

Learning objectives:
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Understand emotional intelligence and its importance in personal
professional success

Recognize the components of EQ that you need to incorporate to enhance EQ
level

Employ your emotionfor better decision making

Show care and build trust to by showing empathy

Learn to motivate others

Structure:

1.1 Introduction
1.2 Importance of Emotional Intelligence
1.3 Components of Emotional Intelligence:
1.3.1 SelfAwareness
1.3.2 SeltRegulation
1.3.3 Motivation:
1.3.4 Empathy
1.3.5 Social Skills
1.4 Advantages of High Emotional Intelligence
1.5 Lets Sum Up
1.6 Key Terms
1.7 Evaluate Your Progress
1.8 Further Readings

1.9 Videos for References
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1.1 INTRODUCTION

Our education has always emphasized on academic results, but this is not the only
way to get success in life. Students though performing very well in schools are not
able to handle peer pressure in colleges or workplace, why? Emotions do affect how
and what wdearn. Being more aware of our emotions and reaction to it will help us
manage the stress. Once we learn to understand our emotions we will be able to
communicate better.

Emotional Intelligence (El or sometimes EQEmotional Quotient) is a more
modern oncept and was only fully developed in the fh2B0s, by Daniel Goleman.

Definition
Emotional intelligence (El) is the area of cognitive ability that facilitates
interpersonal behaviour.

The term emotional intelligence was popularized in 1995pbychologist and

behaviour al science jJjournalist Dr . Dani el G
I ntelligenceo. Dr . Gol eman described emoti one
manage his feelings so that those feelings are expressed appropriately and

effectively.

Odisha State Open University, Sambalpur Page2



According to Goleman, emotional intelligence is the largest single predictogof
success in the workplace.

Emoti onal Intelligence is the measuld L
manage their emotions, and the emotions of gbleeple, both individually and in
groups.
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1.2 IMPORTANCE OF EMOTIONAL INTELLIGENCE

Importance of EI Emotional Intelligence has been proven to
1 Increasegoroductivity in workplace

Helps to reduce stress

Moderate the impact of conflict related situation

Pramote relationshipandunderstandings

Foster stability and continuity

Heighten self of awareness

= =4 =4 A

It is easy for the people with higher EQ to maintain interpersonal relationships and
fitin to group situations.

People with higher emotional intelligencan manage stress effectively and are less
likely to suffer from depression as they are better at understanding their own
psychological state.

1.3 COMPONENTS OF EMOTIONAL INTELLIGENCE

Daniel Goleman has briefly outlined about five main componentsnaftional
intelligence. The min identifying characteristicEmotional Intelligence component
are:

Self-Awareness

Self-regulation
Motivation

Empathy

Self-

Regulation Motivation

a b~ 0w N e

Social skill

Emotional
Intelligence

Source Google
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Personal Skills or Competences Social Skills or Competences
Techniques to manage ourselves Techniques to manage others
Selfawareness Empathy

1 Emotional awareness 1 Understanding others

f Accurate selfassessment 1 Developing others

1 Self-confidence 1 Service orientation
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1 Leveraging diversity
1 Political awareness

Selfregulation Social Skills
1 Self-control 1 Influence
1 Trustworthiness 1 Communication
1 Conscientiousness 1 Conflict management
1 Adaptability 1 Leadership
1 Innovation 1 Change catalyst
1 Building bonds
71 Collaboration and cooperation
1 Team capabilities
Motivation
1 Achievement drive
1 Commitment
T Initiative
1 Optimism

1.3.1 Sel-Awareness

Selfawareness is a phenomenon of recognizind understaridg our own moods
and motivations and their effect on others. To achieve this state, we must be able to
monitor our own emotional state and identify our own emotidhs trait shows:
U Confidence
i Sense of humour (can laugh at self)
i Aware of your impressioonn others (can read the reactions of others to know
how you are perceived)

Self-awareness encompasses:

1 Emotional awareness
M Accurate seHassessment
i Selfconfidence

For exampleangeris usually associated
with being a negative emotiorHlowever, it y
can be a completely reasonable and | 'J
appropriate emotion in certain circumstances Source Google

T emotional intelligence allows us to recogmniaur anger and understand why this
emotion has occurred.

‘

Effective selfassessment of feelings and emotions will help to improve our
confidence and selsteem.

1.3.2Selfregulation
Seltregulation is all about expreésg our emotions appropriatelyemotional
intelligence requires makes us able to regulate and manage our emotions. This
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https://www.skillsyouneed.com/ps/anger.html

doesn't mean hiding our true feelings and locking our emotiahsimply means
waiting for the right time, place, and avenue to express our emotions.

People havingkills of selfregulation are more flexible and adapt themselves w
with the changing circumstance$hey are also good at managing conflict an
diffusing tense or difficult situations. Goleman also suggests that those with st
selfregulation skillsare high in conscientiousne3sey always try to think of ways & o
to influence others and takes the responsibility for their own actibms. trait (SSRGS S
shows:
A Conscientiousind take personal responsibility for our own work/deeds.
A Adaptable (and favourable) thhange
A When someone is complaining or is rude to us, we should not respond in the
same kind. We should respond in a manner which would not escalate the
situation. (At this point, we will also realize that when someone expresses
anger at usayshawgre aontusa| wtheyodre often
to take it out on someone.)

PP
=1y

Selfregulation includes:
i Self-control
U  Trustworthiness
U Conscientiousness
U Adaptability and
U Innovation.

1 SeltControl

Self-control isrecognizing and controlling our emotions appropriately rather than
masking or hiding our emotion3his means not making rash decisions or over
reacting to a situation but remaining calm and rational. It méenability to make a
balanced decisions bakeon what is really Source:GodgT“\
important and not just taking decisions how A‘

we feel at that time.

1 Trustworthiness and Conscientiousness
Trustworthiness is our ability to maintain oul
integrity, which means ensuring that what we
do is consistent with our personahlues.
People who are trustworthy act ethically. They
build trust through their personal actions, and
the way that their actions are consistent with their organizational values. They are
also prepared to confront unethical actions and take a stand wtessaey, even if

that stand will be unpopular.

Conscientiousnesss taking responsibility for our own personal performance, and
making sure that it matches up to our abilty and our values.

1 Adaptability:
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The ability to adapt, or adaptability, iggeeat quality to have, if we are an employe
of a company that is going through a lot of changes. We could say that s
chameleons, which change colour to blend into their surroundings, have a high |
of adaptability similarly we should be ever ready thange and adapt ourselve OSDU
with the changing environment.
1 Innovation:

According to Business Dictionarynnovation involves deliberate application Of g
information, imagination and initiative in deriving greater or different values froﬂ‘f"““"”"’“"‘"‘“‘“ s
resources, and afudes all processes by which new ideas are generated and

converted into useful products. Being open to change means knowing our personal

strengths and weaknesses in the context of dynamic situations and using our insight

about our own limitations and cdpkties to shape our future actions.

1.3.3 Motivation:

Mr Alison Doyle has describelllotivational skills in the workplace can be defined

as actions or strategies that will elicit a desired behaviour or response by a
stakeholder. Motivational tactiasill vary according to the style of the motivator,
their relationship with the target of the motivation, and the personality of the
individual to be motivated.

Steps in the Motivational Process
1. Assessing the preferences and personehgyracteristics of the individual or

group to be motivated. P
2. Defining motivational strategies **. .
':-phallengesf:?

appropriate for that target.

3. Conveying expectations fo
performance to or achieving
desired outcomes from the obje - -
of the motivation. P ia MOTIVATE

4. Communicating benefits, £ PE}OPLET
rewards, or  sanctions i /8 ~ Flexibility
expectations are (or are not) met

5. Providing feedback regarding ‘
progress or lack of progres , | Common
towards desired outcomes. S’ : 93[5

6. Addressing problems or obstacles Source : Google
that are limiting success.

7. Providing rewards for desirezitcomes.

8. Issuing warnings prior to enacting sanctions.

_,'  ) |

«_Training

 Innovation

Tips for Improving Motivational Skills
There are many specific techniques that can be used to increase motivation, here are
some of them:

A Motivating Others An important skill for managers is tee able to motivate
other workers. In order to enhance productivity either of the following ways
can be chosen:
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it Rewards Giving out rewards for good work can be a great way t
motivate employees to work harder.

i Recognition While money and other finaiat rewards are nice, some
people are motivated by the chance of being recognized for their skills.

A Selfmotivation- In addition to motivating others, we can be benefitted b
motivating ourselves.
A Goals- Having goals that are being worked toward cam lgeeat way for
a person to motivate themselves to work harder.
A Strength- When a person is able to identify things that make them
stronger, it can really help with motivation.

IT6 Q1Y 8 SgOMIS,AR8YS
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1.3.4 Empathy

Empathyis an importantelement of Emotional Intelligence, th®ndbetween self

and othersasit is how we as individuals understand what others are experiencing
being in their positionEmpathy is, at its simplest, awareness of the feelings and
emotions of other people.

Elements of Empaty

Daniel Goleman identified five key elements
of empathy.

Understanding Others
Developing Others

Having a Service Orientation
Leveraging Diversity
Political Awareness

arMwdE

1. Understanding Others

It means taking an active interest in
understanding others concerns and sensing Source : Google
their feeling and perspectives.

2. Developing Others

Developing others meanselping others to

their full potential by working anchinking about their needs and concefPsople

with skills in this area usually:

1 Reward and praise people for their strengths and accomplishments, and provide
constructive feedback designed to focus on how to improve.

1 Provide mentoring and coaching tofmethers to develop to their full potential.

1 Provide stretching assignments that will help their teams to develop.

3. Having a Service Orientation

Todayds wor |l d i sorganizatiobns,maing acdervice arientatfse s o
more concernedbout the customers ampdit theirneeds first and look for ways to
i mprove their satisfaction and | oyalty. Peopl
extra miled for customers. They wil/ genui nel
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out of theirwaytohg@ meet t hem. I n this way, they can &
to customers, developing a lotgrm relationship between customer an
organization. This can happen in any industry, and any situation.

Eg: Mar ut i Suzuki I i mi t e disfied TChs¢omersbbat |
delighted customer so

4. Leveraging Diversity g 7S SqeTon, anage
I n todayés competitive world to t hr [PUERNESHHENE 4
nowhere present and highly accepted in the waederaging diversity means being

able to create and develop opportunities through different kinds of people,

recognizing and celebrating that we all bring something different to the table.

Yl Sres

Leveraging diver si tayecedsargts tregery pemsenannthet hat 1t os
same way, depending on the nature we should tailor the way we interact with others
to fit with their needs and feelings.

People having this skill respect and relate well to everyone, regardless of their
background. As a general rulegthsee diversity as arpportunity, understanding

that diverse teams work much better than teams that are more homogeneous.
Therefore, diverse groups perform much better than homogeneous ones.

They try to create an atmosphere that is respectful towaedgame.

5. Political Awareness

Political awareness can help individuals to navigate organisational relationships
effectively, allowing them to achieve where others may previously have failed.

Many peoplethink asé pol i ti cal & ski |l Insits lbest semse,ni pul ati ve
6political &6 means sensing and responding to

power relationships.

U Three Types of Empathy

Psychologists have identified three types of emphthy:

1 Cognitive empathyi s under st andi ngndemaien® ne ds t houg
in a very rational, rather than emotional sense.

1 Emotional empathyis also known as emotional contagion, and is
ocatchingbé someone el seb6s feelings, so tI

1 Compassionate empathy s understandi ng amlomeoneds f
taking appropriate action to help.
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U Using Empathy Effectively
To start using empathy more effectively, consider the following:

oS0y

1. Try to see things from the other person'snp@mf view and put aside your
viewpoint,

ODISHA STATE OPEN UNIVERSITY, SAMEALPUR
This will make usrealize that other people most likely aren't being evil, unkind,

stubborn, or unreasonablethey're probably just reacting to the situation with the
knowledge they have.

2. Validate the other person's perspective.
We shouldacceptthe factthatopinions ofpeople differ and not necessarily they
will match with our opinion andthe opinionsthat theyhold may have good
reason to hold those opinion®©nce you "see" why others believe what they
believe, acknowledge it. Remember: acknowledgement does not abgags
agreement.
3. Examine your attitude.
To have enough room for empathy we need to have an open mind and attitude. We
should have a clear state of mind that whether we are more concerned with getting
our way, wnning, or being right? Or, i®ur priority to find a solution, build
relationships, and accept others? Without an open mind and attitude, you probably
won't have enough room for empathy.

4. Listen.
We needto listen the entire messagecarefully that the other personis trying to
communicate
T Listen wih your ear$ what is being said, and what tone is being used?
T Listen with your eye$ what is the person doing with his or her body while
speaking?
1 Listen with your instinctsi do you sense that the person is not
communicating something important?
T Listenwith your heart what do you think the other person feels?

5. Ask what the other person would do.

When in doubtaskthe person to explain his or her position. This is probably the
simplest, and most direct, way bettertounder st and
know the front persons need.

Here are some more tips for an empathic conversation:

Pay attention, physically and mentally, to what's happening.

Listen carefully, and note the key words and phrases that people use.

Respond erouragingly to the central message.

Be flexible i prepare to change direction as the other person's thoughts and
feelings also change.

1 Look for cues that you're on target.

= =4 —a -
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1.3.5 Social skills

Being a social animal humans have developed various methods and way:
communicatehe messages, thoughts and feelings with others. Social skills are DEDU
skills usel to communicate and interact with each other, both verbally and n
verbally, through gestes, body language and our personal appearance.

1761 Q1Y 28 SgOMIN,ARYe
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Advantages of social skills

There are distinct advantages of having well developed social skills. They are

1. Toestablish more and better relationships

| t 0s di fficult t o a d v aithaue stramg inteaiperbonaé v e goal s
relationshipsl t 6 s | mp o r t ralationshipsas itivib leelp sistoaet a job,

get promoted and make new friends. Whdhed social skills can increase our

happiness and satisfaction andegus a better outlook orfdi

By developing your social skills yowill become moreharismatic, a desirable trait
to become popular or noticed by peogPeople are more interested in charismatic
people as charismatpeople are (or at least appear to be) more interested in them.

2. Better Communication

| t 6s al mo s thave greatcsacial iskill$ vethout good communication skills
andthe ability toconvey one's thoughts and ideas may be the single most intportan
skill thatanyonecan develop in life.To develop one'sommunication skillshe best

way is to relate with people and able to work in large groups naturally.

SUccess is not guaramteed by |G, it nesds a big dose of

Forges relationships and Emotional Intelligence

improves social transactions

Sensing and understanding what others are

Helps us stay haalthy aoing through.

It supplements abjective

knowledge Feeling what another person is feeling

Enables us to see the other side
Beconceptual - of an argumant
Empathy Skill

Is a requirement of good design

Brings meaning and purpose to our life Supports bonding between people

LR LR Helps us to become self-aware

Makes us hutman Helps us to work together

Source : Google

Is a means of understanding

other human beings Understanding the subtleties of

human interaction
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3. Greater Efficiency

With efficient social skills we can fit ourselves in agcial situation or gathering.

It becomes easy to attend a meeting at work or a party in our personal life if
know at least somefdhe people who will behere. Some people avoid social
interactionsbecause they do not wish to spend time with individuals who do
have similar interests and viewpoints.

oS04
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4. Advancing Career Prospects

Organizations need smart people who have the potential to pull the job regardless of
circumstancesMost organizationsare looking for individuals with a particular,
tactical, skill set: the ability to work well in a team and to influence and motivate
people to get things don&lost worthwhile jobs have a ‘people component' and
higher positions in an organization often ahxe a large amount of time spent
interacting with employees, media and colleagless rare that an individual can
remain isolated in their office and still excel in their job.

Getting along and understanding people will help to open many personairaed c
related doors.

We should build theonfidence to start a conversation at a wialated conference
and thismay lead to a new job offer with a higher salary. A smile and 'hello’ in a
social situation may lead to a friendship being formed.

5. Increased Overall Happiness

The ability to build healthyelationships with other people can greatly redstcess

and anxiety in our life. Levels of anxiety differ among people, likee are socially
anxious and desperateMantto make friendsor aretoo fearful to do so or are
unsure about how to reach out to othéys.a result of these anxious feelings, we
may even be avoiding social situatiotsdeed if we improveour social supporit
directly links with abetter mental health in general, since having good friends can

act as a fAbuffero for feelings of anxiety and

@ v
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Technigues to improve social skills

Speak the same volume as the people around you.
Start with smaltalk and find ways to keep it going. OsOU

Maintain open body language. Avoid slouching or crossing your arms.

Practice nosverbal communication at home in front of a mirror.

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

Practice in public places where chatting with strangers is acceptable.

Build up you confidence interacting with others

= =4 A4 A4 -4 -2 -

Develop strong communication skills that would increase the chance for
successful relationships

1 Note what went well and what didn't in past conversations.

1.4 Advantagesof High Emotional Intelligence

Robert Cooper andyman Sawaf in their book Executive EQ enumerated following
advantages of having high EQ:
1. A high IQ can help an individual for getting hired in a reputed organization
but with a high EQ a person will get promoted and sustain in an organization.
2. With ahigh 1Q a person can master the daily routine work but with a high
EQ he/she can thrive during times of changes and uncertainty.
3. With a high IQ a person can be efficient professional but with a high EQ the
same can become a great leader.

1.5Letés Sum Up

If we keep on practising these Emotional Intelligesk#ls when we interact with
people we are likely to appear muetore caring and approachable,vas increase
our interest in others thoughtfeeings and experienceIt's a great gift to beilling
and able to see the world from a variety of perspeciivasd it's a gift that we can
use all of them, in any situation.

Emotional Intelligence (EQ) is the ability to identify, use, understand, and manage

emotions in an effective and positive wask high EQ helps individuals to

communicate better, reduce their anxiety and stress, defuse conflicts, improve
relationshi ps, empathize with others, and eff

Our emotional intelligencealirectly or indirectly affects thequality of our lives
because it influences our behaviour and relationships. Developing Efbssess a
great impact orour succesgpart from our personal situations and intelligence that
has influence as welEQ can profoundly affect our choices byatreg options we
maynot have otherwise imagined or considered to be possibilities.
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Definition Hallmarks

Self-Awareness The ability to recognize and Sclf-confidence
understand your moods, emotions,
and drives, as well as their effects | Realistic self-assessment

on others
Sclf-deprecating sense of
humor
Self-Regulation T'he ability to control or redirect T'rustworthiness and OO S OFEH BRI, SR
impulses and moods integnty
The propensity to suspend Comfort with ambiguity
Judgment and think before acting
Openness to change
Motivation A passion to work for reasons that | Strong drive to achieve

g0 beyond moncy or status
Optimism, cven in the face
A propensaty to pursuc goals with | of failure

encrgy and persistence
Organizational commitment

Empathy The ability to understand the Expertise in building and
cemotional makeup of other people | retamming talent

Skill in treating people according Cross-cultural sensitivity
to their emotional reactions
Service to chients and

customers
Social Skill Proficiency in managing Effectivencss in lcading
relationships and building change
nctworks
Persuasivencss

An ability to find common ground
and build rapport Expertise in building and
lcading teams

Source Google

1.6Key Terms:

1 Emotional Maturity: Emotional maturity refers to your ability to
understand, and manage, your emotions. Emotional maturity enables you to
create the life you desire. A life filled with happiness and fulfilment. You
define success in your own terms, not societies, and yiga Birachieve it.

1 SeltEsteem: selfesteem reflects a person’'s overall subjective emotional
evaluation of his or her own worth. It is a judgment of oneself as well as an
attitude toward the self.

1 Conscientiousness:Conscientiousness implies a desire toaloask well.
Conscientious people are efficient and organized as opposed tg@agy
and disorderly. They exhibit a tendency to show-detipline, act dutifully,
and aim for achievement
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1 Stretching AssignmentsA fistretch assignment oOgrimsTa p
employees which is beyond their current knowledge or skills level in orde
Astretchod employees devel opment a
employees by placing them into uncomfortable situntion order to learn
and grow.

1 Undercurrents: an underlying feeling or influence, especially one that
contrary to the prevailing atmosphere and is not expressed openly. —

1 Well-Honed: Well-honed is a past participle adjective meaning "havingorromsm.uu
skill or skils that are developed extremely well.

1 Charismatic : Charisma is the ability to attract, charm, and influence the
people around you. Charisma is often said to be a mysterious ineffable
quality

1.7 Evaluate your progress

A. Multiple choice questions:
1. Emotional intelligence was first discovered by:
a) Dr Golemann
b) Peter Drucker
c) Robert Cooper
d) None of the above

2. Emotional intelligence is important because:
a) Increase workplace productivity
b) Reduce stress
c) Moderate conflict
d) All of the above

3. Which is not a component of Emotional intelligence
a) Self-awareness
b) Selfregulation
c) Self esteem
d) Motivation

4. Which type is not included among type of empathy?
a) Cognitive empathy
b) Contingent empathy
c) Emotional empathy
d) Compassionate empathy

5. What are the advantages of social skills?
a) More and Better Relationships
b) Better Communication
c) Increased Overall Happiness
d) All of the above
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B. Check your answers

l:a/2:d/3:.c/4:b/5d
C. Answer in your own words

1.

What do you understand by emotional intelligence. Explain its relevance
professional and personal life?

What are the various component of Emotional Intelligence? How can

incorporate them for our betterment? — —
What do you understand by empathy? What #ie various types Of  sosmsoonesn s
empathy? How can we use empathy skills effectively?

What are social skil’z Explain the various tenlgues to improve social

skills?

Whatis the need to motivate oth@r¥Vhat is the process of motivation and

how can we improve ounotivational skills.

oSOl

1.8 References and Further Readings
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Emotional Intelligence at work the professional guide by Dalip Singh
Emotional Intelligencé THE VIVEKANANDA WAY

Emotional Intelligencé By Daniel Golemann
http://www.readysetpresent.com/images/products/powerpointcontent/PDFpre
views/EmotionalintelligenceModernSampleFinal.pdf
http://inspirebusinesssolutions.com/blogiain-componentsf-emotional
intelligence
https://www.slideshare.net/LuxyKL/emotional-intelligence-48787348
https://www.skillsyouneed.com/ips/empathy.html
https://www.skillsyouneed.com/ips/soceiills.html
https://www.thebalance.com/motivatiorskills-with-examples2059691
https://www.thebalance.com/motivatiorskills-with-examples2059691

1.9 Videos for references

Emotional Intelligence By Sandeep Maheshwari
https://www.youtube.com/watch?v=yNQf5YFL2Ns

Emotional Intelligence by Daniel Goleman
https://www.youtube.com/watch?v=n6MRsGwyMuQ

Emotional Intelligence Managing Emotions With BK ShivaniAwakening
With Brahma Kumarisittps://www.youtube.com/watch?v=3GZnf6PHyw0

Emotional Intelligene Brendon Gouveia
https://www.youtube.com/watch?v=weulejJdUu0

Emotional Intelligence Understanding EQ with Daniel GolemaAnimated
Book Reviewhttps://www.youtube.com/watch?v=26N1XjfFwrE
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UNIT 2: LIFE SKILLS

LEARNING OBJECTIVES:

,ARNY0

f To understand the importance life skills ODSHASTATE 0PN LARGRSTY, SANEALPR
Develop team working skills
Incorporate critical and creative thinking skills

Enhance leadership skills

= =2 =4 =

Thoroughly understand problem solviskjlls

Structure

2.1 Introduction

2.2 Significance of Life Skills
2.3 Types of Life Skills

2.4 Team Working Skills

2.5 Critical Thinking Skills
2.6 Creative Thinking Skills
2.7 Leadership Skills

2.8 Problem Solving Skills
2.9 Lets sum up

2.10 Key Terms

2.11 Evaluate your Progress
2.12 Further Readings

2.13Video links for references

2.1 INTRODUCTION

Stockpiling knowledge is no longer sufficient for life long employability, but in the
midstofongoi ng change we dondét know what skill/l
difficult to predict how the future economic scenario will look like and the possible

changes in social and employability. Acquiring knowledge is necessary but no

longer sufficient fo success. When knowledge is exploding we need certain extra

skills like seltdirected learning to become successful.

Life skills have been defined as Adthe abil:i
enable individuals to deal effectively with thentgnds and challenges of everyday

I i f eod ULifevskils)are the abilities and capabilities that we develop within

ourselves to face various obstacles and challenges in our life. Life skills emerge in us

Odisha State Open University, Sambalpur Pagel6



but we donodt pay much @adatchers haveoaall thisoa
executive skill as of brain that pulls our social, emotional and mental capaciti
reach out our goals. Life skills are set of skills or things which we do that mak
better, more viable, more productive than the peogleral us. These skills form th
base of our education that improve our soft skills that we need to flourish in futu

2.2 SIGNIFICANCE OF LIFE SKILLS

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR
In the present world we live in a dynamic environment which is changing

continuously, to meet this chges in our everyday life we need life skills
essentially. Over past few years a tremendous change is seen in global world with
the transformation in technology and these are all impacting on education, the
workplace and our home life. We may have exposarenany new jobs in due
course of life, along with pressures and stress, in order to handle or cope with it
students need to develop or get trained in new life skills such as the ability to be
flexible and deal with stress and frustration.

Let 6s nspaceof lifelslalls an:

U Impact on individual :

Life skills can help us in variety of ways like:

1 It helps to find creative ways of thinking and problem solving

1 It helps to build confidence in communication and enhance team work
capacity thereby enhancingogip collaboration and cooperation

1 It helps to recognize the result of their actions and train them to take the
responsibility of whatever they do rather than blaming others.

1 It helps in developing a greater sense of-aelareness and appreciation for
others

1 It teaches us to choose the best solution for a problem among various
alternatives available thereby strengthening our decision making and problem
solving skills.

U Impact on employment

Employability today demands smart work i.e. a combination of soft skills and hard

skills. Employers prefer candidates who has the potential to drive their job in such a
way that should provide a competitive advantage to the organization. For this the
employees should develop life skilésich as:

1 Time and people management that results in reduction in pressure or stress
and completion of task on time.

1 Develop The Ability To SelManage, Solve Problems And Understand The

Business Environment

Work Well As A Rart Of Team

Adapt According To Different Roles And Flexible Working Environments

Lead The Team by efficient leadership skills.

Impact on society

C: =4 =4 =
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The more we develop life skills individually, the more these affect and benefitgthe
world in which we live:
1 Through life skills we acquire cultural awareness and citizenship that ma
international cooperation easier
1 If people develop life skills they become more creative and imaginative
in turn helps to build a more tolerant society respecting diversity
1 Developing negotiation skills, the ability to network and empathise can
to build resolutions rather than resentments

2.3 TYPES OF LIFE SKILLS

There are many soft skills. Some of the important life skills identified through
Delphi Method by WHO:

=

Decision making

Problem solving

Creative thinking/lateral thinking
Critical thinking/perspicacity
Effective communication
Interpersonal relationships
Seltawareness/mindfulness
Assertiveness

Empathy

Equanimity

Coping with stress, trauma and loss
Resilience

= =4 4 =4 4 8 45 8 -9 3

=

Most of the life skills we have already discussed in our previous units. In this unit
we shall discuss following skills:

Team working skills
Creative thinking skills
Leadership skills

4. Problem stving skills

wh e

2.4 TEAM WORKING SKILLS

U Definition

According toBusiness Dictionary team work is defined as the process of working
collaboratively with a group of people in order to achieve a goal.

It was once suggested that a small group of people who are committed and
thoughtful can change the world.

Teamwork is ofn a crucial part of a business, as it is often necessary for colleagues
to work well together, trying their best in any circumstance. Teamwork means that
people will try to cooperate, using their individual skills and providing constructive
feedback, deste any personal conflict between individuals.
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Team working skills are basically the skills for work, the only thing important thi
here is that the purpose of the team should be clearly defined which has to be k
mind all the way through team agty. An individual in a team has to work think for
the team rather than themselves

Team work is something that we have already been involved with like during sp
in college or an annual fest or in a family or community function

§6l 8 g0 i1,AR89%

Importance of team working skills ODISHA STATE OPEN UNVERSITY, SAMBALPY

|l tds said about a TEAM Together everyone can

Team working skills has a great importance for the development of an individual and
an organization as well:

1 An effective teanshares the work loadespecially in a project where team
working skills are important in meeting deadlines, as it will be a collective
responsibility for a team to get the job done.

1 Good team working skills providgser supporti.e. we have the support of
team members when needed in the form of motivation and exg=ment.

1 With these skills we get an exposureaative learning environment, with
variety of learning from the expertise of the team members. Occasionally
when we need a better understanding about a topic we can be helped by the
members.

1 With these skills you can become manmeeractive as you can interact with
people while and between doing work that makes you more social and
communicative.

1 Team working skills in turn helps in gaining varioyersonal and
interpersonal skills such as timemanagement, communication, leadership
and organizational skills.

Finally team working skills are an essential requirement for employment. We need to
provide the prospective employers an evidence that we have these skills while
applying a job. Working in &eam clearly outweighs any problem encountered that
may be difficult to get solved individually.

U BELBI N6S TEAM ROLES

Belbin have identified nine different behaviours (or contributions) that individuals
display in the work place. We call these the riBethin Team Roles. They are:

1 Shaperi They drives work forward and get things done, has a clear idea of
the desired direction of travel.

1 Implementeri They also gets things done, looking for ways to turn talk into
action and generate practical activity.

1 CompleterFinisheri They focuses on completing tasks, and tidying up all
the loose ends.

1 Coordinatofi They manage the group dynamics, often in a leadership role.

1 Team Workeri They helps the team to work effectively by supporting
personal relationships.
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1 Resource Investigatdr They gathers external resources and information
help the team.

1 Planti They generates ideas and creative solutions, not all of them practic

1 Monitor-Evaluator i They are good at critically assessing ideas an
proposals, and ataking decisions.

1 Specialisti They brings indepth knowledge of a key area to the team.

5@ 1w Sed

16 SIaY 8 SO
ODISHA STATE OPEN UNIVERSI

This doesn't mean that you need to have nine people in each of your teams! Most
people will have two or three Team Roles that they are most comfortable with, a few
others that they can manage to cover if they need to, and finally the rest that they
prefer not to adopt at all. Successful teams need to have the right mix of people
within them, so that all nine of the Team Role behaviours are represented.

U Key team working skills:

To work effectively in a team we need to acquire all the soft skills and interpersonal
skills .lets discuss some of the basic skills that are mandatory to learn for working in
ateam:

1 Communication Skills

We need to be good at verlm@mmunication, listening, and questioning. We have to
put our efforts to ensure that the group communicates well, we need to help to make
sure that there are no misunderstandings or unexpressed difficulties between team
members.

9 Establish and build goodpport
|l tds essential to make the team coherent
For this we need to build a good rapport and sound relationship with the team
members.

1 Persuasion and Influencing Skills :
To come to a common or shared decisionsieuld have the ability of persuading
and influencing the members such that understands the objectives and consensus can
be achieved, for example, several members may need to be persuaded of the merits
of a particular course of action.

1 Facilitation Skills
Facilitation is the process where a facilitator guide the group members in meeting to
share ideas, opinions, experiences, and expertise in order to achieve a common goal
and agreeable action plan. Good facilitation skills are not only crucial for managing
workshops but also vital in teamorking, although they are often wrongly seen as
crucial only for managing workshops.

1 Feedback Skills
The most important task in a team work to give feedback and receive feedback. For
proper planning and to keep the group@c ess running effectivel
we should be able to give clear and effective feedback to others. You need to take
care that you do not get irritated and angry with the way that others are behaving.
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Apart from it you also need to ensurerézeive feedback gracefully, and then act o
it calmly.

1 Conflict resolution:
From organizations through to personal relationships interpersonal conflict is a
of life and can arise in almost any sphere. Learning to resolve it effectively

important for everyone as it decreases stress level. For this the essential Sk

required are Negotiation, Active Listening, assertiveness, Emotional |nteII|gerW§ES““°“""“sm“'W“"

Communication.

0 Dos and Donbéts of team working skil
Do:

You should always share credit owned witie team members for successes
A clear picture of team goals and objectives should be documented.
Active participation and contribution is required

Always speak up in meetings

Determine each team member's strengths and weaknesses

Take and see disagreemeassearning opportunities

Educate team members who have inaccurate perceptions

Encourage your thinking that you should go ‘out of the box' for seeking
solutions

Always stick to commitment and earn trust by keeping your word,

When behaviour isnacceptable address the behaviour, not the person,

= =4 =4 4 -4 8 -5 -9

= =

Don't:

=

Never criticize others' shortcomings

Never procrastinate about doing your share of the work

Never hesitate to ask for help when you need it

Never be jealous of others achievement ,take ittaara spirit

Never allow any person to dominate the team

Never devote time to activities outside the scope of team's charter
Never make excusésapologize for errors and move on

Never form opinions based on stereotypes, always ensure for facts.
Never sprad rumours or gossip

Never lose sight of team's mission/objectives

=4 =4 4 4 48 8 a5 9 -9

2.5 CRITICAL & CREATIVE THINKING SKILLS

CRITICAL THINKING

Definition: According to Wi kipedi a "the pracessd |
actively and skilfully conceptualizing, apjhg, analysing, synthesizing, and
evaluating information to reach an answer or conclusion”

Critical thinking is a type of thinking which is reflected while making a decision or
solving a problem. Critical thinking is based on logic and careful reaserhiitd is
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guided by reasoned evidence. It defines problems, identifies competing argumgnts
uses relevant data, raises key questions, and uses information effectively to
reasoned judgment s. The word fAcriti
which means fAjudge. o0 Critical thinkin

Characteristics of critical thinking or thinkers are:

1 They are always concerned for becoming and remaining well informed al

w4 8 SgOIea,arege

the problem. ODISHASTAT 0PN LNAERSTY. SAVBALY

1 They notice everything with shauperceptions and are alert to opportunities
and establish careful connections.

1 They enquire and are intellectually curious about large number of issues.

1 They always ask probing and productive questions and make meaningful
distinctions.

1 They carefullyanalyse, interpret and evaluate evidence through informed and
sound judgements.

1 They exhibit sekconfidence and show fair and open mindedness

1 They show flexibility in considering alternatives and opinions

1 They are always willing to reconsider and rewisavs where honest
reflection suggests that change is warranted

1 Ciritical thinkers constantly challenge their thinking and the thinking of
others. They exhibit a stance of deliberate skepticism, refusing to accept
assertions without evidence to support them

Importance of Critical thinking skills

Theseskills help to understand the experiences and views of others and enhance
your ability to work with others

1 It is a valuable skill from student life to an employee from solving
problems in school till facing & world situations.

1 In present world where knowledge is driven by information and
technology, one has to develop ability to deal with changes smartly and
effectively. Good critical thinking promotes our thinking and make us
able to analyse and integratevaetse sources of knowledge in solving
problems.

1 Our expression of ideas and comprehension abilities are improved by
critical thinking that results in systematic and clear presentation of our
ideas and language.

1 By critical thinking one can develop new &feand evaluate its reliability
and specificity, thus promoting creativity.

1 Sel-awareness, setegulation and selévaluation is essential to
structure our life and achieve our goals and objectives, critical thinking
helps in seHlreflection so that weam justify our values and decisions.

1 We live in a scientific and democratic society were every scientific theory
has to be supported with scientific experimentation and confirmations
that require critical reasoning. Similarly our democratic society need
citizens who can think critically and provide informed judgements for
better governance.
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1 Critical thinking enhances our problem solving skills as it helps us to
out of the box and search solution that solves the problem accurately
definedprecision.

1 Prospective employers give more weightage to people who learn quic
and can solve problems, think creatively, gather and analyse informat
meaningfully.

1 In order to get promotions in an organization generagiffigctive ideas
and making impdant decisions is the key factor which can be achieve
by critical thinking.

osCoY

W Qe 8 SEONIGE

A STATE PN UAVERSITY, SANBALPUR

CRITICAL THINKING PROCESS

Synthesising ideas from different sources or
materials to create new perspectives or a new/

Creating original product.
Judging the value of research based on
1 criteria or standards, comparing ideas and
Evaluation identifying the strengths and weaknesses of
scholarly work.

. Examining the reasons for theories, finding
Analysis evidence, and seeing relationships between
parts of something

Using ideas in new ways and applying
theories to real situations.

/’ Describing what knowledge means. Finding

Application

the main ideas, summarising, explaining

Understanding
trends and significance.

K led Remembering the facts, terms, concepts and
nowiedage principles of your subject.

Source Google

Critical thinking is a six steps process that guides us to think logically so as to
widen the perspectives ,rooting personal biases,accept findings consider
reasonable possiblities.The steps are:

1. Knowledge

2. Understanding/Comprehension
3. Application

4. Analysis

5. Evaluation

6. Creation/taking action
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1 Knowledge:
In this step problem is identified and the need for solving the problem
specified.For this one should ask productive questions to understand the depth
problem.

1 Comprehension/understanding
After identifying the problem the facts about the situation has to be comprehe
and understood in depth by collecting relevant data using various research methd

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

1 Application
All the relevant ideas and theories concerned to the core problem are appligd to re
situations todetermine the best way to move forwakihkages are build between
the information collected and resources available.

1 Analyze:
After establishing the relationship between the problem and various information
available.The situation is analyd regarding pros and cons and the challenges that
may be faced while solving the problem.after analyzing all the cal$espriorities
are set for the main causes and determine how they can be addressed in the
solution.the common statistical tool usere is cause and effect diagram.

1 Synthesis/Evaluation:
Once all the solution have been derived each one is thenevaluated for their strenghts
and weakness using SWOT analysis.And the best solution is selected for
implementation.

1 Take action/Creation
Theselected solution is ready for implemertgatand can be put in an action.

2.6 CREATIVE THINKING SKILLS

Definition

According to Wi kipedia ACreativity is a pheni

somehow valuable is formed. The created item mantaagible (such as an idea, a
scientific theory, a musical composition, or a joke) or a physical object (such as an
invention, a |iterary worKk, or a painting).o

Creative thinking is imaginative thinking directed toward innovation. It is based on

guestions hat ask dAwhat if, 0 Awhyo and Awhy not o0;
thinking is grounded in the consideration of alternatives, possibilities, other ways of

imagining and doing things. The key to creative thinking is imagination.

Innovations start wit creative thinking, the connection of previously connected
thoughts. And it became creativity when we bring those thoughts out in some way
and with this creativity produces new value
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U Importance of creative thinking skills

Creative thinking is importarftecause:

U In 21%" century society is advancing at a remarkable pace. We need to e
ourselves with the ability to adapt in spite of holding back.

U We can achieve great success by facing new challenges and respondi
them with a new way of thinking arsglf-confidence.

U Ability to apply innovative thinking has become a characteristic of SucCesSHRERERERRREICE

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

people today.

U Creative thinking complements our analytical, rational and logical powers
thus utilizing the mental capacity of an individual to full extent.

U Credive thinkers view mistakes as opportunities to learn; they welcome
challenges and difficulties; they are willing to follow their intuition and
instincts.

0 When something canot be solved by a pract
can help you see around eoblem positively and get to where you need to
be by looking at it from another angle.

U Characteristics of creative thinkingskills

Seven characteristics of critical thinking widely accepted are:

1. Receptivity- Be open to new ideas, welcome and |ldesm new
experiences.

2. Attentiveness Every experience is potentially valuable.

3. Conviction- Tenaciously pursue an independent path.

4. Curiosity- Research unusual topics; analyse unfamiliar systems.
5. Wide Range of Interest®Vith morecomponents, the number of
combinations increase.

6. Seeking ConnectionsSee the similarity between disparate parts.
7. Complexity- Combine the irrational with the intuitive.

U Methods and Techniques of creative thinkingskills

Techniques are like tools ia workshop with different parts of the creative process,
used to create something. Creative thinking techniques trains you to how to get out
of box and get creative ideas, that helps you to go through and boost you to become
a person you want to be. Theportant creative thinking techniques are:

Mind mapping
Lateral thinking
Brainstorming
Six thinking hats
Random input
Reversal

Scamp

NoagkrwbdE
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Mind mapping:

Mind mapping is a visual way to capture your thoughts and ideas so that you
easily plan things andmee mber t hings and also ta
technique to record thoughts and the ways by which we think more effectively.

Mind mapping was invented by Sir Tony Buzan, it is used all over the wor
basically used in studying business situatiDmey are easy to create and understan

where there is a central image or subject and curvilinear branches radiate out ofilEEES 19
. . . . . . ODISHA STATE OPEN UNIVERSITY, SAMBALPUR
image to create ideas about the subject. Steps in mind mapping

I.  Central image : You need to draw the subject for the mind mapein th
center of the page suppose if we have to do mind mapping for being
healthy, so health will be the subject in the middle of the page.

[I. ~ Main branch : Next step is to organize your ideas about the subject, what
are the key factors affecting the subject fay. én the above fig we need
to what are the factors affecting health, so here the main branches will be
stress ,exercise, sleep, Diet, and help.

. Detailed branch: Now itdés time to add mo
identifying the details thastimulates the key factors. For eg if we take
sleep, identification of factors affecting sleep and branching the tips to
overcome insomnia.

Always use images with lot of colours and key words as it attracts the brain more
and goes in to long ter memory.
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Lateral Thinking

Lateral thinking, a concept developed by creativity expert Edward de Bono in 1967.
He introduced the concept of lateral thinking in his book Lateral Thinking:
Creativity Step by Step in 1970. Lateral thinking seeksr¢dlem solve and develop
ideas by using an unorthodox or apparently illogical method of thinking.
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The brain forms pattern for routine things, so whenever a new idea sets in our
it has to follow the routine ideas. But lateral thinking enables usstioucture our

patterns, it helps us to open our minds to think outside the square and this facil
creativity. Lateral thinking means moving across the track, where brain 5OLJ
asymmetric ideas to find a solution that is easy to use

Lateral thinking ols

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR
1 Idea generation tools: this tool is to generate ideas for the subject by moving

away from the conventional thinking patterns and start to think creatively by
going beyond or challenging assumptions

1 Focus tools: this tool is to focus the subject amglid to different areas
where ideas can be to explored and further scrutinized.

1 Harvest tools. : Harvest tools are designed to evaluate the values derived
from each idea.

1 Treatment tools: these tools are used to combine all the ideas accumulated
and fitthem in to the problem until the desired result is achieved.

Brainstorming

IT was developed by Sir Alex Osborn

Brainstorming is a group technique by which efforts are made to find a conclusion
for a specific problem by gathering a list of ideas spontasigaontributed by its
member. This technique generate as many ideas as possible, suspending evaluation
until all the ideas have been suggested.

Guidelines for brain storming

1 No criticism is allowed during brainstorming.

1 Quantity is important. The more iae the better.

1 Wildness is good. Crazy ideas are welcome.

T Combining other ideas and taking another p

Process of brainstorming:

I The leader or another memb
introduces the problem
completely explains the problenr
if required the membensdan for a ‘
field visit also. A ’

1 The group meets in a half CirCh'R}WW"i‘” ; ls'ﬂ;@urmim.“ 1
and starts to storm the piem. = | WAEES ‘*Sf)ujrcg: Google?

Al | i deas are welcome, simple ideas, crazy

1 No group member, including the leader, is allowed to criticize any idea.
Everyoneisencoarged t o use other group membersodo i
yet another idea.

1 Allideas are recorded by a note taker (can be the leader or another person) at
a place where all group members can see the ideas. on a flip chart or
whiteboard
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9 A brainstormingsession lasts between 30 minutes and 1 hdte list of
ideas is copied and distributed to all group members
1 Ideas can be evaluated in a second meeting. Each attendant gets a pack

sticky dots and places the dots on the ideas he/she likes the most OSDU
1 The best idea is chosen using multivoting, decision matrix, and P
teChnique IFE SIRY 718 SEOMNIS,AReYe
ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

Six thinking Hats

I n 1995 Edward de bono evolved the concept 0fs
technique of looking at decisions from a number of different perspectivpreimese

of this method is that the human brain looks in to a problem from number of distinct

way.

Six thinking hats technique is used to make complex and quality decisions. This is

widely used in meetings, which mold every member to think in a paradgl w

instead of argument s. ltés a very practical a
to augment a parallel thinking and arriving to a decision in a constructive way. It

saves huge amount of time, and a quick way of exploring the subject.

Each thinkng that represents a different style of thinking which is described in the
table below:

COLOURED HAT | THINK OF DETAILED DESCRIPTION

The white hat is about data and information. It is used to record
: information that is currently available and to identify further
\ White paper information that may be needed.

) The red hat is associated with feelings, intuition, and emotion.
Fireand | The red hat allows people to put forward feelings without
warmth | justification or prejudice.

< The yellow hat is for a positive view of things. It looks for benefits
. Sunshine | @ situation. This hat.e‘encourages a positive view even in
people who are always critical.

Astern | The black hat relates to caution. It is used for critical judgement.
judge Sometimes it is easy to overuse the black hat.

: Vegetation | The green hats for creative thinking and generating new ideas.
9 and rich | This is your creative thinking cap.
' growth

The blue hat is about process control. It is used for thinking
The sky and | about thinking. The blug hat asks for summaris, conclusions
overview | and decisions.

Source : Google
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Random input

Random input technique is taking unrelated item for designing or redesigning
forcing those conceptiogether to come up with something new. Developed
Edward de Bono in 1968, this technique was later published in the book Se EOU
Creativity. Random input is a thinking technique that allows thinkers to come
with new patterns and associations to sgablems. With this technique, you ca
use random words, pictures or even sounds to help you think of new connecliEEEEEEE

Some of the new thoughts might not directly solve the problem but rather allow the W St

mind to venture in new directions.

One example of a ay to do this is to simply open up the dictionary to a random
page and point to a random word. Then use this word as a springboard for new
thoughts and ideas.

Reversal

This technique is mainly used for improving a product or service. It forces the brain
to look at a problem from another, or even opposite, direction, a way that it is not
accustomed to.

For example, let us assume that you are trying to figure out how to improve

customer service. In order to apply the reversal thinking technique, you would ask

AHow woul d | reduce customer satisfaction?o
you were in situations involving customer service that made you experience negative

emotions. Some possible ideas could be not answering the phone when a customer

calls, notre urning a customerdds call, having custon

no product knowledge, having rude staff or giving the wrong advice to customers.
This list could probably go on for some time, but the point is that you then can use
these ideas in rev& order to solve your original problem. To continue this
example, to improve customer service, you would make sure that calls are always
returned and answered and that the staff is cordial and understands the products or
services you sell.

Scamper

Scamper was developed by Bob Eberle, an educational administrator, who actually
developed the questions of brainstorming into the SCAMPER mnemonic.
SCAMPER is a thinking technique that allows for the generation of ideas by
considering ways that might impre and change existing products or services. The
mnemonic SCAMPER stands for Substitute, Combine, Adapt, Modify, and Put to
another use, Eliminate, and Reverse.

Scamper is a chedlst creativity technique for solving a problemhich constitutes
of seven Eements.they are:

Substitute : Remove some part of the accepted situation, thing, or concept and
replace it with something else.that suits the situation.
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Combine :Join, affiliate, or force together two or more elements of your subje
matter and consideways that such a combination might move you toward
solution,desired.

Adapt : Arrange or rearrange the problem aihnge some part of your problem so OSOU
that it works where it did not before.

Modify : Maximise or minimise many of the attribute consideskthe thing you're —EEECEEEEEIEIIT
. . . . . . . ODISHA STATE OPEN UNIVERSITY, SAMBALPUR
working on and change them, arbitrarily, if necessary. Attributes include: size,

shape, other dimensions, texture, color, attitude, position, history, and so on.

Purpose /Put to another usilodify the intention of the subject. Thirdbout why it
exists, what it is used for, what it's supposed to do. Challenge all of these
assumptions and suggest new and unusual purposes.

Eliminate :Arbitrarily remove any or all elements of your subject, simplify, reduce
to core functionality

Reverse(replace/rearrangReplace or rearranghe direction or orientation. Turn it
upsidedown, insideout, or make it go backwards, against the direction it was
intended to go or be used.

Substitute -

components,

materials,
peop'e Comblne o~ mIX

with other
assemblies or
services,
Adapt - alter, integrate
change function,
use part of
another element

SCAMPER

Putto
another
use

Eliminate - remove
glements, simplify,
reduce to core
functionality

Reverse turn
inside out or
upside down

Source Google
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2.7 LEADERSHIP SKILL

U Definition Leader shi p al ways doesnot

personal attributes or management, leadership is the potential of t I[DSDLJ

unlimited human potential and turning it in to desired results. Leaders
lifting a persm 6 s performance to ainghof @

| t

personality beyond hisormal limitations. S T e

Some definitions are:

1d a

ALeadership is the capacity to transl ate vi si
AA | eader is a dealer in hopeo By Napoleon Bo
ALeadership is I|ifting a persond6és position t

performance to a higher standard, the building of a personality beyond its normal
' imitationso By Peter Drucker

ALeadership is infl uenicByd&hnMaxivdlli ng mor e

Leadership skills: Leadership skills are an essential component in positioning
executives to make thoughtful decisions about their organization's mission and goals,
and properly allocate resources to achieve those directives. Valuable leadkitiship
include the ability to delegate, inspire and communicate effectively.

U Importance of leadership skill

Leadership skills are important because:

1 Leadership skills does makes a difference between a manager and a
leader, where the latter possess kbthqualities but a manager may
not possess leadership qualities.

1 Leadership training for young people is an important factor for
economic growth and development of the society.

1 Leadership training is a significant step towards creating an
enterprising geeration and growth of entrepreneurs

9 Strategic leadership skills can be a unique point for graduates in
securing a job position, therefore, it is crucial to teach at least the
basic leadership skills to young people.

1 It is critical for young leaders to lea how to analyze their own
strengths and weaknesses, as well as grow confident and motivated to
reach ambitious goals.

1 Leadership is an important factor for making an organization
successful. Leadership transforms potential into reality.

1 Leaders are a kehuman resource in any organization. Better leaders
develop better employees and the two together develop better
products.
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1 Leadership skills improve your ability to be proactive. Leaders do ry
just oOplan to dod, -etr sy eaeesathdrh
are identified as being the most reliable and productive.

1 Leadership skills develop innovativeness and improve your ability
find new ways of doing things in an organization.

1 Leadership skills develop forwattlinking and as a result leadense
more prepared to take initiatives and deliver solutions to problefts

W8 Qe

Qe SgPMIen,aReYe

that arise. ODISHA STATE OPEN UNNERSITY, SANBALPUR

U Various leadership skills for an effective leade(from organization
and management behaviday Qubbarao)

The skills of the effective leaders include:

1. Personal SkillsPersonal skills include developing managing stress and solving
problems creatively.

1 Developing SeHAwareness include:

V Determining values and priorities

V ldentifying cognitive stylé

V Assessing attitude towards change awareness,

Managing Stress include

Coping with stressors

Managing time

Delegating

Solving Problems Creatively includes:
Using the rational approach

Using the creative approach
Fostering innovation in others

1 Interpersonal Skills include:

< <LK <LK=AKLK <K =A

Gaining power and influence, communicating, Motivating and conflict management.

Gaining Power and Influence include:
Gaining power

Exercising influence

Empowering others

< <<=

Communicating includes:
Informing and listening
Coaching and Counselling

<<=

Motivating includes:

Diagnosing poor performance
Creating a motivating environmeit
Rewarding accomplishments

< <<=
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Conflict Management includes:

Diagnosing the conflicts Finding causes
Developing and selecting the best strategies
Resolving theconfrontations.

< <<=

U Leadership styles

P r——
Leadership style is the manner and approach of providing direction, implementf%mmwmsm‘mmn
plans, and motivating people. The most appropriate leadership style depends on the

function of the leader, the followers and the situatdifferent types of leadership

styles exist in work environmenfBhe culture and goals of an organization

determine which leadership style fits the firm best.

From Mahatma Gandhi and Winston Churchill, to Martin Luther King and Steve
Jobs, there can be asany ways to lead people as there are leaders. You need to
understand different styles so as to develop your own approach to leadership, and
become a more effective leader as a result. Different leadership styles are:

1 Authoritarian or autocratic - Autocraic leaders make decisions
without consulting their team members, even if their input would be
useful, the leader tells his or her employees what to do and how to do
it, without getting their advice. This can be used when you need to
make quick decisions,nd team input or agreement is not required,
for a successful outcome. This type may result in demoralization
among subordinates and increase rate of absentees.

i Participative or democratic - participative leadership values the
input of team members amEkers, but the responsibility of making
the final decision rests with the participative leader. The most unique
feature of this leadership is that communication is active upward and
downward. Participative leadership boosts employee morale because
employes make contributions to the decisioraking process.it is
the most preferred style of leadership as it entails fairness,
competence, creativity, courage, intelligence and honesty. This is not
always an effective style to use, though, when you need to make
quick decision.

9 Delegative or laissefair (free-rein) - Laissezfaire leadership gives
authority to employees. Highly experienced and trained employees
requiring little supervision fall under the laisserre leadership
style. Leaders provide supparith resources and advice if needed,
but otherwise they don't get involved. This is not a style to use so that
you can blame others when things go wrong, rather this is a style to
be used when you fully trust and have confidence in the people
below you.Ths style has to be used wisely.
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1 Transformational: Transformational leadership is all abou
initiating change in organizations, groups, oneself and others. T
motivate people with a shared vision of the future, and th
communicate well. Transformationdeaders inspire their team
members because they expect the best from everyone, and they
themselves accountable. Statistically, transformational leader
tends to have more committed and satisfied followers.

SOU

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

1 Transactional: transactional leadershiis a style of leadership in
which leaders promote compliance by followers through both
rewards and punishments. If a subordinate does what is desired, a
reward will follow, and if he does not go as per the wishes of the
leader, a punishment will follow. He, the exchange between leader
and follower takes place to achieve routine performance goals.

Ways to develop Leadership skills

No one is a born lead&reveryone can develop leadership skills and everyone can
benefit from using them.

1. Get yourself a mentor Find someone who has the skills that you
admire, and take winning tips from them for how to step up. A good
mentor should be able to challenge you to higher goals, introduce
you to different way of thinking, and provide you with constructive
feedback oryour development

2. Seek for a specific skill Take a career advice from a coaching set
who will be able to give a specific set of tool to impart your
leadership skills and who will be able to measure your performance
in a more structured and direct manner.

3. Take the initiative and be proactive: You should be able to
demonstrate that you are able to take the initiative and go at par and
beyond the duties of the current role. The more responsibility you
take on the more you can prove your ambitions and probtdwng
skills .For e.g.: in a project deliver the presentations and show
commitment and ask for more responsibility.

4. Influence outcomes Apart from technical knowledge you should
built the skills of influencing others. This can be done by
demonstrating yar knowledge and expertise that in turn build trust.
Some were this can be achieved by contributing to publications and
online discussions or by organizing workshops or by showcasing
your achievements.

By Active listening and asking productive questionsidiscussion people around
you get influenced that helps to better collaborate with your colleagues and selling
your ideas. The more you listen the more likely it is that the person will listen to you.

5. Understand how peoplefeel As a leader you need téw the
people whom you work with and understand what motivates them.
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Every personnel is different so getting a clear picture of what driges
professional in your field is essential. Before delegating task
should be aware of the ambitions and strengthsyour team
members. To succeed as a leader you need to adjust your lead
styles and techniques in order to get the most attribute team.

6. Learn transparency: Always give and take honest feedback eve
may lead to criticism. To step up theadership role you need td®

oSoL

understand how to be transparent and constructive with Y& R

criticism.it is difficult to share challenging feedback but it is an
essential leadership skill.

7. Know your leadership styles It is important to learn how to adapt
different leadership styles to different scenario in order to get the best
out of your team like you can either be participative and involve the
opinions of others or can be authoritative and dictate your owned
policies and procedures or be free rein and iberdl giving
employees freedom to work. Identify the leadership style which suits
the best to the situation.

8. The most important thing if get an opportunitywork with a great
leadertake and observe every tip from how they lead and learn from
them.

2.8 PROBLEM SOLVING SKILL

U Meaning :

According to business dictionary the process of working through details of a
problem to reach a solution. Problem solving may include mathematical or
systematic operations and can be a gauge of an individual's dhtrdahg skills.

Creativity can be actually tested when we have the ability to solve problem. Problem
solving is a skill in any job as the world of job is actually about making decisions
and solving problem. Problem solving is a mstep procedure used bvercome
obstacles and achieve goals. It means a problem is a gap between actual and desired,
and the barrier to this are obstacles, that has to be overcome in order to achieve our
goals.

Problem solving skills are the skills or ability to solve problanmd make good
decisions that lead to success or growth.

U Importance of problem solving skills:

Problem solving skills are not only a math skill, but also a skill used in every subject
and in all aspects of life

T Probl ems are a part todkrow, toihbweto sotve i t 6 s
problems and/or cope with them. Life brings challenges to us and we must
learn to overcome.

1 Problem solving skills help us to make decisions independently; to be
personally responsible for our tasks.
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1 It produces seltonfidence antbuilds selfesteem.

1 It develops creativity, persistence, a proactive mindset and prepares uspfor
real life in the real world.
T I't creates knowledge about things

surroundings. It helps us to advocate for owvese OEDU

1 It teaches us how to collaborate and work together, especially with pe
that are different than themselves.

1 We may come across to different type of problems in the due course of PEEEEIEES

ar e

career, where we require problem solving skills to overcobstacles and
reach out to solution, thereby differentiating ourselves from others.
U The skill of problem solving :

Problem solving requires three distinct types of mental skihalytical, practical
and creative

1 Analytical skill: Analytical or logical thinking is a convergent process. It
provides a logical framework for problem solving by gathering information
and helps to select the best alternative from those available by narrowing
down the range of possibilities. It includesillsk such as ordering,
comparing, contrasting, evaluating and selectiugalytical thinking often
predominates in solving closed problems, where the many possible causes
have to be identified and analysed to find the real cause.

91 Practical skills: These 8ls are used to solve the routine problems in
everyday life. Typically involving contingent things that are not easy to know
or control as, they draw on problem solvers extensive knowledge and
experience, solving similar problems where they find the isolubtuitively.

Practical problem solving doesnot [
but it relies on the ability to set your emotional things aside and accept things
diligently.

1 Creative skill: Creative thinking is a divergent process, usingnhgination
to create a large range of ideas for solutions. It requires us to look beyond the
obvious, creating ideas which may, at first, seem unrealistic or have no
logical connection with the problem. There is a large element of creative
thinking in soving open problems like:

Fluency- producing many ideas

Flexibility - producing a broad range of ideas.
Originality - producing uncommon ideas
Elaboration developing ideas.

< << <L

Effective problem solving requires a controlled mixture of analytical andiveea
thinking.

U Steps of problem solving

A standard problersolving removes time lost in debate and ensure that problems do
not recur and a continuous improvement is implemented. This can be achieved
through Demingdés four step PDCA cycl e

The four phases are:

Odisha State Open University, Sambalpur Page36

ODISHA STATE OPEN UNIVERSITY, SAMEALPUR

nvol ve

of

prob



1. Plan: identify and analyse the problem or opportunity, develop hypothe
about what the issues may be, and decide which one to test.

2. Do: test the potential solution, ideally on a small scale, and measure
results. DSDU

3. Check/Study: stdy the result, measure effectiveness, and decide whether
hypothesis is supported or not.

4. Act: if the solution was successful, implement it.

ODISHA STATE OPEN UNIVERSITY, SAMBALPUR

The PDCA Cycle is further extended to Kaizen eight step process of problem
solving. This includes

Define probém

Analyse the process

Determine the Root Cause
Develop Strategies

Implement Strategies

Evaluate Results

Change the Process
Standardize and Share Success

© N Ok wNE

91 Define problem

A problem can be defined in one of three ways. The first being, anything that is a
deviation from the standard. The second could be the gap between the actual
condition and the desired condition. With the third being an unfilled customer need.

In order to best clarify the problem, you have to see the problem with your own eyes.
This gives you the details and hande experience that will allow you to move
forward in the process.

1 Analyze the process

Sound decisions are based on proper collection, classification and analysis of facts
and figures. There are three principles relating to tladyais and classification as
explained below:

1. The futurity of the problem. This means to what length of time, the decision
will be applicable to a course of action.

2. The impact of problem on other functions and areas of the business.
3. The qualitative cosiderations which come into the picture.

This is also a good time to study and analyze the different inputs and outputs of the
process so that you can effectively prioritize your efforts. It is much more effective
to manage and solve a bunch of miprodems one at a time, rather than try and
tackle a big problem with no direction.
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1 Determine the Root Cause

This is a vital step when problem solving, because it will help you identify the a
factors that caused the issue in the first place. More tfnnot, there are multipl
root causes to determine. Make sure you are considering all potential root cau
addressing them properly. A proper root cause analysis, again involves you a
going to the cause itself instead of simply relying eports.

7 M 8 T yARKYS
1 Identify strategy and select best: ODISHA STATE OPEN LAVERSITY, SAMBALPUR
You should set targets that are challenging,
on the organization that would hinder the improvement process. Use the information
to develop the strategies needed to rembvet r oot causes. Once youoVve
your strategies, select the best that solves the problem most efficiently.

1 Implement strategies

Communication is extremely important in step
the team and continue to work battitough the PDCA cycle to ensure nothing is

being missed along the way. Consider implementing one strategies at a time to

monitor the effectiveness of each.

You will certainly make mistakes in throughout your problem solving processes, but
your persistences key, especially in step six.

M Evaluate results

Evaluate the results. This can be done by 3 ways:

a. Follow up: Follow up is indispensable so as to modify and improve upon the
strategies at the earliest opportunity.

b. Monitoring: According to Peter Druckethe monitoring system should be
such that the manager can go and look for himself for-Hasd
information,or check through information systems

c. Feedbacka mechanism should be built which would give periodic reports
on the success of the implen&iion and also serve as an instrument of
Apreventive maintenanceo,

1 Change the process

If the results are in favour change the process and execute the new process. It is time
to set the new processes as the new standard within the organization arideshare
throughout the organization. Address any possible unresolved issues or troubles you
have along the way. Ignoring unresolved issues will only lead to more problems
down the road.

1 Commit to improve continuously:

Start the problem solving process overaiagand continue to work towards
perfection.

Odisha State Open University, Sambalpur Page38



Eight-step problem-solving cycle / reue:

* Brainstorming
* Pareto charts

LT o Process low diagrams
Define problem

Celebrate!

161 QIRY 8 SEOMINN,ARRYE

QDISHA STATE 0PEN UNNERSITY, SANBALPUR

» Ongoing feedback * Checklists
* Monitoring for results CUmm?i’ttftI)]i%prove An:T;zpe%e * Histograms
continously e * Controlchars

« Capital expenditure Step7 Sten3 * Fishbone or
New process Change the eI Cause and effect

rocess rootcauses  JRELURS

» Customer fegdback Step Stepd

+ Histogram data Evaluate Identiy strategy
+ Control chart data results and select best

Step §

Source : Google Implement o
G I * MPlEmenting an action plan

+Who? What? When? Where? Why? How?

U Ways of improving Problem Solving Skills:

In present world people having problem solving skills are in high demand.
Prospective employers search for talent those temimed in problem solving.
Following are the tips to improve problem solving skills:

1 Practice solving mysteriesjogic puzzles or gamesTo build up your brain
muscle and start thinking differently, practice some logic puzzles and
computer games.

1 Use mind maps to help visualize the problem:Make a Mind Map by
drawing your problem as the centr al i dea.
al | the reasons f-lorandhte P& otbd eenx p IUsree ffswrbt
A visual snapshot of a problem and its pbkssolutions, can help focus the
mind, stimulate the brain, increase the capacity for creative thinking, and
generate more ideas for solutioise t a good nitdgbt vel §|l sap d
that a sound sleep creates a sound mind so night sleep i.e., Rapid Eye
Movement (REM) sleep directly enhances creative processing in the brain.
REM sl eep helps fistimulate associative net
new and useful associations between unrel
selective me mo r yh as mmieraory ccensodidatiors avhicls u
occurs when awake.
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1 Read books about problem solving Books like Sherlock Holmesand
Conan Doyle's stories of the great detective reveal some basic princip
problem solving which can apply to everyday life.

1 Solve simpler problemsfirst - Begin with simpler, but still real, problem
rather than taking on the more complex type of real world problems.
mind solving your worKife balance problem first. Start with solving th
problem: How can | keep fromdmg my phone every time | get ready to gg
somewhere?

1 Adopt a problem-solving mindset. Observeyour surroundings angay
attentionto what you can do to improwour living and way of working
Whatever you're doing ask whether there is a better way: eas@e
efficient, and more effective.

1 Be methodical about problem solvingi Do n 0t i mmedi ately
solution. Think about it, understand the mechanics of the situation, look at
the problem from multiple perspectivesand then the solution usually
appars.

1 Participate in Yoga: Yoga and meditation can increase the concentrating
and remembering capacity of an individual. The powerful combination of
body awareness, breathing, and meditation that is required during yoga
practice has been shown to signifidg raise cognitive test scores.

29Let 6s Sum Up

Developing life skills always worth it as it is all about improving the quality of our
life, It is these kinds of skills that can set us apart from others, making us attractive
to potential employers armburse leaders and helping us to lead the kind of life we
really want to lead.

In order to function effectively in all aspects of our lives we need life skills. The goal
of skills for life is to help ensure that we can live full and fulfilling our drearhss

is about lifelong learning and thriving in the environments such as work, home,
with friends, at leisure and so on that we find ourselves in.

2.10Key Terms

1. Stockpiling knowledge a gradually accumulated reserve of knowledge that is
gained indue course of time.

2. Equa