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SYLLABUS 

COURSE OUTCOME 

 Providing direction for the next generation and equipping them for successful living. 

SPECIFIC OUTCOME 

 To make students aware of their thinking styles and to enable them to convert 

thinking into performance 

 To make students learn and practice the steps involved in time management 

 To give training for positive thinking which will keep the students in a good stead at 

the time of crisis. 

 To translate performance of skills into efficient habits 

 To make students understand the concept and components of personality, thereby to 

apply the acquired knowledge to themselves and to march towards excellence in their 

respective academic careers. 

 To bring out creativity and other latent talents with proper goal setting so that self 

esteem gets enhanced. 

 To train students in order to ground concepts/ideas in their own experience 

 To give inputs on some of the important interpersonal skills such as group decision 

making, negotiation and leadership skills. 

 Introduce the basic concepts of body language for conflict management. 

 To enable students to convert the conceptual understanding of communication into 

everyday practice. 

 To help students understand the mechanism of stress particularly negative emotions 

such as anxiety, anger and depression for effective management 

 

 

MODULE - I - Self Awareness and Empathy 

Logical Thinking and Creative Thinking 

Self Concept – SWOT Analysis – Self Growth – Goal Setting – Time Management - Personal Well 

Being – Empathy – Understanding –Empathy Acknowledgement – Psychological Hug – 

Empathetic Language – Thinking – Process, types and components – Learning – creativity – 

Creative Problem Solving Right and left Brain thinking – Generative thinking techniques – 

Synthesis – Thinking outside the box – Lateral thinking – Risk taking 

 

MODULE - II Decision Making and Problem Solving 

Factors influencing Decision making – Values and Ethics – Emotional and physical 

considerations – Role conflict – Decision Making methods – Problem Solving – Process – Steps – 

Establishing frameworks, Analysing, evaluating options, and implementing solutions – Problem 

solving techniques 

  



LIFE SKILL REVISION-2015 

 

MA’DIN POLYTECHNIC COLLEGE 3 

 

MODULE - III Effective Communication 

Importance – Benefits – Levels/Dimensions - Barriers – Types – LRSW – Oral Communication – 

Non verbal communication, Body Language – Written Communication 

 

MODULE - IV Interpersonal Relationship - Coping with Stress and Coping with Emotion 

Nature - Factors influencing IPR – Trust – Strategies – Johari Window – Transactional Analysis – 

Team work – Assertive communication 

Stress – Nature, types – Personality and stress – Managing stress – Relaxation techniques – 

Improving attitudes – Emotions - Emotional competence – Components – Promoting EI – Anger 

Management 

 

Text Books: 

1. Barun K Mitra (Oxford) - Personality Development and Soft Skills 

2. Gopalaswamy Ramesh & Mahadevan Ramesh (Pearson) - The ACE of Soft Skills 

Attitude, Communication and Etiquette for Success 
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Expt. No: 01 

Date: 

PREPARE A BIO-DATA 

BIODATA 

 Bio-data is an abbreviated term that means Biographical Data. It is a document which 

contains all factual information about an individual, including personal facts such as date of birth, 

father’s name, gender, marital status, height, complexion, etc. Bio-data also includes data about the 

individual’s educational and professional history, as well as their skills and hobbies. This important 

document is usually 1-3 pages in length, and it is often used to apply for employment. The Bio-data 

format is very specific, and in certain countries it must be followed. 
 

BIO-DATA V/S RESUME 

 From the above definition of bio-data, it seems difficult to differentiate it from a regular 

resume, yet there are specific distinctions between a bio-data and a resume. Resume is a French word 

that means extract or summary. Hence, a resume summarizes the facts about an individual’s personal 

information, such as educational background, hobbies and interests. It focuses on the most relevant 

and precise information that pertains to a certain job. 

 Bio-data, on the other hand, focuses on personal information other than just the person’s 

education and career experience. It includes data that are usually not present on a resume, such as 

marital status, father’s name, birth date, gender, religion, race, and nationality. Some bio-data can 

even include physical features, like eye colour or body complexion. Bio-data Format. 

 

AN OUTLINE OF BIO-DATA MIGHT INCLUDE THE FOLLOWING: 

 Achievements, qualifications 

 Interests, passions, strengths, potential 

 Chronological account of one’s life and their progress 

 Bio-data should give the hiring manager a perspective on who the job candidate is, and what 

they want to accomplish. It should demonstrate the personal characteristics of a person, as well as 

their chosen career path. To a hiring manager, bio-data is like a sneak peek into someone’s life, a 

snapshot of their personal and professional characteristics. The employer will be looking to answer 

questions like: 

 Is this candidate a good fit for the position? 

 Does he or she have personal qualities to be successful? 

 Is their psychological profile a good fit for the team they would be working with? 

 Is the candidate moving forward in their career by acquiring new knowledge and 

skills, developing positive habits, and adding to their qualifications? 

 Many companies will have their own bio-data format and they may let you know how they 

want yours prepared. Always enquire to determine if a company prefers that you use their own 

specific format. Whenever a format is not known or specified, you can use one of the generic 

templates. 

 

PURPOSE 

 In South Asian regions, the term bio-data is used instead of resume, even though both bio-

data and resume are similar in content. Another appropriate use of bio-data is when an individual is 

applying for a job that asks for detailed information about the applicant’s past; or when applying for 

a government or research job. 

 

http://www.hloom.com/download-professional-resume-templates/
http://www.hloom.com/download-professional-resume-templates/
http://www.hloom.com/download-professional-resume-templates/
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CONCLUSION 

A bio-data could be any one of the following: 

 identical to a resume / CV 

 a format typically used for applying for  job 

 is usually very short and basic 

 is often provided as a pre-printed form that needs to be filled out during the 

application process, typically before an interview 

 

 

 

 

 

 

 

 

 

……………………………………………………………………………………… 

 

 

 

 

 

 

Expt. No: 02 

Date: 

SELF AWARENESS AND EMPATHY 

SWOT ANALYSIS 

 SWOT Analysis is a useful technique for understanding your Strengths and Weaknesses, and 

for identifying both the Opportunities open to you and the Threats you face. What makes SWOT 

particularly powerful is that, with a little thought, it can help you uncover opportunities that you are 

well placed to exploit. And by understanding the weaknesses of your business, you can manage and 

eliminate threats that would otherwise catch you unawares.  

 More than this, by looking at yourself and your competitors using the SWOT framework, you 

can start to craft a strategy that helps you distinguish yourself from your competitors, so that you can 

compete successfully in your market.  

 

HOW TO USE SWOT ANALYSIS  

Originated by Albert S Humphrey in the 1960s, SWOT Analysis is as useful now as it was then. You 

can use it in two ways - as a simple icebreaker helping people get together to "kick off" strategy 

formulation, or in a more sophisticated way as a serious strategy tool.  

Tip: Strengths and weaknesses are often internal to your organization, while opportunities and 

threats generally relate to external factors. For this reason the SWOT Analysis is sometimes called 

Internal-External Analysis and the SWOT Matrix is sometimes called an IE Matrix.  

To help you to carry out a SWOT Analysis, write down answers to the following questions.  

 

STRENGTHS:  



LIFE SKILL REVISION-2015 

 

MA’DIN POLYTECHNIC COLLEGE 6 

 

 What advantages does your organization have?  

 What do you do better than anyone else?  

 What unique or lowest-cost resources can you draw upon that others can't?  

 What do people in your market see as your strengths?  

 What factors mean that you "get the sale"?  

 What is your organization's Unique Selling Proposition (USP)?  

 Consider your strengths from both an internal perspective, and from the point of view of your 

customers and people in your market. You should also be realistic - it's far too easy to fall prey to 

"not invented here syndrome." Also, if you're having any difficulty with this, try writing down a list 

of your organization's characteristics. Some of these will hopefully be strengths! When looking at 

your strengths, think about them in relation to your competitors. For example, if all of your 

competitors provide high quality products, then a high quality production process is not a strength in 

your organization's market, it's a necessity.  

 

WEAKNESSES:  

 What could you improve?  

 What should you avoid?  

 What are people in your market likely to see as weaknesses?  

 What factors lose you sales?  

Again, consider this from an internal and external basis: Do other people seem to perceive weaknesses 

that you don't see? Are your competitors doing any better than you? It's best to be realistic now, and 

face any unpleasant truths as soon as possible. 

 

OPPORTUNITIES:  

 What good opportunities can you spot?  

 What interesting trends are you aware of?  

Useful opportunities can come from such things as:  

 Changes in technology and markets on both a broad and narrow scale.  

 Changes in government policy related to your field.  

 Changes in social patterns, population profiles, lifestyle changes, and so on.  

 Local events.  

Tip: A useful approach when looking at opportunities is to look at your strengths and ask yourself 

whether these open up any opportunities. Alternatively, look at your weaknesses and ask yourself 

whether you could open up opportunities by eliminating them.  
 

THREATS  

 What obstacles do you face?  

 What are your competitors doing?  

 Are quality standards or specifications for your job, products or services changing?  

 Is changing technology threatening your position?  

 Do you have bad debt or cash-flow problems?  

 Could any of your weaknesses seriously threaten your business?  

Tip: When looking at opportunities and threats, PEST Analysis can help to ensure that you don't 

overlook external factors, such as new government regulations, or technological changes in your 

industry.  
 

FURTHER SWOT TIPS   

 Only accept precise, verifiable statements 
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 Ruthlessly prune long lists of factors, and prioritize them, so that you spend your time 

thinking about the most significant factors.  

 Make sure that options generated are carried through to later stages in the strategy 

formation process.  

 Apply it at the right level - for example, you might need to apply SWOT Analysis at 

product or product-line level, rather than at the much vaguer whole company level.  

 Use it in conjunction with other strategy tools (for example, USP Analysis and Core 

Competence Analysis) so that you get a comprehensive picture of the situation you're 

dealing with. 

KEY POINTS  

 SWOT Analysis is a simple but useful framework for analyzing your organization's 

strengths and weaknesses, and the opportunities and threats that you face. It helps you 

focus on your strengths, minimize threats, and take the greatest possible advantage of 

opportunities available to you.  

 SWOT Analysis can be used to "kick off" strategy formulation, or in a more 

sophisticated way as a serious strategy tool. You can also use it to get an understanding of 

your competitors, which can give you the insights you need to craft a coherent and 

successful competitive position.  

 When carrying out your SWOT Analysis, be realistic and rigorous. Apply it at the 

right level, and supplement it with other option-generation tools where appropriate. 

 

 

 

 

Expt. No: 03 

Date: 

INTRAPERSONAL AND INTERPERSONAL COMMUNICATION 

 This unit provides on overview of the various levels of communication. It focuses on both intra 

personal and interpersonal levels, relating these to potential difficulties associated with conflict and 

misunderstood relationships. 

LEARNING OUTCOMES 

 Explain the various types of intra and interpersonal communication 

 Discuss the role of stereotypes in the communication process 

 Identify the role of communication conflict in intercultural relationships 

KEY CONCEPTS 

 Definition and conceptualization of intrapersonal communication 

 Definition and conceptualization of interpersonal communication and overview of 

categories 

 Definition and conceptualization of stereotypes 

 Overview of conflict and communication 

CHARACTERISTICS 

 Number of communicators (one through many) 
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 Physical proximity of the communicators in relation to each other (close or distant). 

 Immediacy of the exchange, whether it is taking place either  

 live or in apparently real time or 

 on a delayed basis. 

 Number of sensory  channels  (including visual, auditory, tactile and so on).  The 

context of the communication  (whether face-to-face or mediated). 

Note that each level of communication may be formal or informal, personal or impersonal also that 

the purposes of communication may vary and overlap, giving a communicator a potentially wide list 

of choices for communication channels. Broadly speaking, the levels of communication can be 

categorized in a four-fold pattern as intrapersonal, direct interpersonal, mediated interpersonal, and 

mass. 

INTRAPERSONAL COMMUNICATION 

 Intrapersonal communication takes place within a single person, often for the purpose of 

clarifying ideas or analyzing a situation. Other times, intrapersonal communication is undertaken in 

order to reflect upon or appreciate something. Three aspects of intrapersonal communication are  

 Self concept 

 Perception 

 Expectation. 

 Self-concept is the basis for intrapersonal communication, because it determines how a 

persona sees him / herself and is oriented toward others. Self-concept (also called self-awareness) 

involves three factors:  

 Belief 

 Values 

 Attitudes. 

  Beliefs are basic personal orientation toward what is true or false, good or bad; beliefs can be 

descriptive or prescriptive.  

 Values are deep-seated orientations and ideals, generally based on and consistent with beliefs, 

about right and wrong ideas and actions.  

 Attitudes are learned predisposition toward or against a topic, ideals that stemfrom and 

generally are consistent with values. Attitudes often are global, typically emotional. 

 Beliefs, values and attitudes all influence behavior, which can be either spoken opinion or 

physical action. Some psychologists include body image as an aspect of intrapersonal communication, 

in that body image is a way of perceiving ourselves, positively or negatively, according to the social 

standards of our culture. Other things that can affect self-concept are personal attributes, talents, 

social role, even birth order. 

 Whereas self-concept focuses internally, perception looks outward. Perception of the outside 

world also is rooted in beliefs, values and attitudes. It is so closely intertwined with self-concept that 

one feeds off the other, creating a harmonious understanding of both oneself and one’s world. 

 Meanwhile, expectations are future-oriented messages dealing with long-term roles, 

sometimes called life scripts. These sometimes are projections of learned relationships within the 

family or society. 
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INTRAPERSONAL COMMUNICATION MAY INVOLVE DIFFERENT LEVELS OF 

COMMUNICATION ACTIVITY. 

 Internal discourse 

 Solo vocal communication 

 Solo written communication. 

 Internal discourse involves thinking, concentration and analysis. Psychologists include both 

daydreaming and nocturnal dreaming in this category. Prayer, contemplation and meditation also are 

part of this category, though from a theological point of view the argument may be made that this is 

not solely internal to one person. In Sufi tradition, this is similar to the concept of nafs, negotiating 

with the inner self. 

Example: Consciously appreciating the beauty of a sunset. 

 Solo vocal communication includes speaking aloud to oneself. This may be done to clarify 

thinking, to rehearse a message intended for others, or simply to let off steam.  

Example: Talking to yourself as you complain about your boss. 

 Solo written communication deals with writing not intended for others.  

Example: An entry in a diary or personal journal. 

 

 

INTERPERSONAL COMMUNICATION 

 Direct interpersonal communication involves a direct face-to-face relationship between the 

sender and receiver of a message, who are in an interdependent relationship. Because of interpersonal 

communication’s immediacy (it is taking place now) and primacy (it is taking place here), it is 

characterized by a strong feedback component. Communication is enhanced when the relationship 

exists over a long period of time. Interpersonal communication involves not only the words used but 

also the various elements of nonverbal communication. The purposes of interpersonal communication 

are to influence, help and discover, as well as to share and play together. Interpersonal 

communication can be categorized by the number of participants. 

Dyadic communication involves two people.  

Example: Two friends talking. 

 Group communication involves three or more persons, though communication scholars are 

inconsistent as to the top end of the number scale. The smaller the number in the group, the more 

closely this mode resembles interpersonal communication. Often group communication is done for the 

purpose of problem solving or decision making. 

Example: University study group. 

 Public communication involves a large group with a primarily one-way monologue style 

generating only minimal feedback. Information sharing, entertainment and persuasion are common 

purposes of public communication.  
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Example: Lecture in university class. 

 Another way of categorizing interpersonal communication is on the function or setting of the 

communication. Organizational communication deals with communication within large organizations 

such as businesses. This is sometimes considered part of group communication, but communication 

scholars have built up a body of knowledge focused primarily on organizations.  

Example: Work focused discussion between employer and employee. 

 Family communication focuses on communication patterns within nuclear, extended and 

blended families. Like organizational communication, this too is sometimes seen as part of the general 

category of group communication, but much research has been focused specifically on communication 

within a family relationship. Family communication can be enhanced by the long-standing and close 

relationships among participants as well as the likelihood that families have shared heritage, similar 

values, and social rituals. Patterns differ in communication between spouses, between parent and 

child, among siblings, and within the wider family context. 

Example: Conversation during a holiday meal. 

 Additionally, some scholars identify a category of impersonal communication. This is a 

distinction between impersonal and interpersonal communication on the basis of the quality of the 

interaction. Impersonal communication is that which involves functional short-term exchanges such 

as might occur between a shopper and a salesman; the label of interpersonal is reserved for 

communication that functions in deeper and more meaningful relationships.The process of 

interpersonal communication includes several stages over an extended life cycle. Communication 

scholar Mark Knapp has outlined one useful framework for understanding the coming-together 

process. 

Note that these stages can be applied to personal friendships, romantic relationships, business 

encounters, and many other types of interaction. 

MEDIATED INTERPERSONAL COMMUNICATION 

 Mediated interpersonal communication involves technology that assists or links the sender 

and receiver of messages. This may involve immediacy (live, or so-called real time). It does not involve 

a primary context but instead uses technology to link the various parties in communication. 

Dyadic communication includes two people, with some of the elements of interpersonal, but the 

context is not face-to-face. 

 Example: Two business colleagues using the telephone or e-mail. 

Group communication includes a small group of people. 

 Example: Teleconference in a distance learning class. 

 Mediated communication offers the advantage that it allows people to communicate over a 

distance or throughout a time span that would not be possible in direct communication. E-mail offers 

instantaneous global communication, and cell phones are highly mobile. Computer technology makes 

it possible for people to do their job without being physically present, allowing them to work from 

their home or from across the world. 
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MASS COMMUNICATION 

 Mass communication is a more public form of communication between an entity and a large 

and diverse audience, mediated by some form of technology. This may be either real time or on a 

tapeddelay basis or it may be rooted in the usually recent past. 

Examples: Radio and television, newspapers and magazines. 

 

 

 

 

 

 

Expt. No: 04 

Date: 

INTERPERSONAL RELATIONSHIP 

JOHARI WINDOW 

Johari Window Known to self 
Unknown to self 

 

Known to others Open Pane 
Blind Pane 

 

Unknown to others Hidden Pane Unknown Pane 

DEFINITION:  

A diagram called the Johari Window (above) provides a useful way to graphically visualize the 

process of self-disclosure. The four quadrants of panes represent the different ways information can 

be seen and observed, both by oneself and by others. 

 The open pane includes what everyone can see: your physical looks, occupation, economic and social 

situation, as well as what you say and write. The hidden pane includes information about yourself 

that you have not revealed to others: secrets, hopes, fantasies. The blind pane is what others see in you 

that you cannot see: shortcoming, talents, and faults. Finally, the unknown pane includes information 

that nobody yet knows: untapped potential, undiscovered interests. 

STEREOTYPES 

 A natural result of communication is the development of stereotypes, which are attitudes or 

judgments we make about people based not on personal experience but rather on what we have 

learned about them through communication. American journalist Walter Lippman (1884-1974) called 

them ―pictures in our heads.‖ Through stereotypes, we categorize people, presume to understand 

their characteristics, and thus make sense of a complex world. Thus they can enhance communication 

and relationships. Stereotypes, which can be positive or negative, usually are associated with our 

attitudes about people and ideas, both our own and others’. Communication researchers have 

identified three basic principles about stereotypes: 

 Stereotypes contain ambivalent beliefs about relationships between groups. 

 They heighten perceptions of negative and extreme behaviour. 

 They maintain divisions between in-groups (―us‖) and out-groups (―them‖). 

 The problem with stereotypes is that, particularly when they negatively prejudge others, they 

make it difficult to correctly interpret information we see and hear. Rather than accepting 

information at face value and interpreting the other in a favorable or neutral light, negative 

stereotypes lead us to presume the worst in others. This is an example of communication breakdown, 
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a phenomenon in which the normal process of communication is thwarted because inappropriate and 

erroneous interpretations are given to incoming information. 

GROUP COMMUNICATION 

Much communication takes place in the context of small groups, which are defined as those of three 

or more participants. The various and overlapping types of small groups lead to various types of 

communication patterns. 

 Social groups are units such as families, friends living as roommates, and voluntary 

recreational groups such as soccer teams. 

 Decision-making groups are brought together for the purpose of dealing with a 

question or policy. 

 Families also form primary groups, which are defined as those in which people share 

living and financial arrangements. Families also are an example of reference groups, through 

which participants gain a sense of identity and an awareness of expected behaviour. 

  Work groups are another pattern of relationships. These are built by people who are 

drawn together by a common task, such as students working together on a project or 

company employees assigned to a common job activity. 

CONFLICT AND COMMUNICATION 

 Because much of the motivation for communication deals with the solving of problems, 

significant scholarly attention has been given to concepts such as problems, conflict, and consensus. 

Conflict can be considered in various contexts, but much of the formal study of conflict has been at 

the interpersonal level. Principles and lessons from that level can be extended to the public and 

intercultural levels of communication, and the manner in which conflict is approached varies greatly 

from one culture to another. Even the resolution of conflict varies, from the seeking of clear winners 

or losers, saving of face (or inflicting shame), short-term gain versus the setting of precedence and 

long-term implications, and so on. Here are some issues associated with conflict. Here are some 

principles associated with the study of conflict and the role conflict plays in interpersonal and other 

levels of communication. 

 Consensus building is the creation of a mutually acceptable agreement, achieved 

through negotiation, built on dialogue, and resulting in the outcome of a commonly agreed-

upon conclusion that at least partially accommodates the needs and interests of all parties. 

 Conflict management is the process within an organization or social unit that 

anticipates, researches, identifies potential solutions, and acts to address the problem. Conflict 

management focuses primarily on changing conditions within the organization without 

addressing the internal or external cause of the conflict. 

 Conflict styles are the types of strategies and tactics for conflict management that are 

employed by persons or groups in communicating in a conflict situation  

 Conflict resolution is permanent resolution of a problem or dispute achieved through 

dialogue and without physical or verbal violence. 

 Win-win strategies are positive approaches to resolving conflict in which each side 

gains something, though perhaps not everything sought. 

FREEWRITE AND DISCUSSION 

 Using the concept of communication competence, sketch out an example of an incompetent 

communicator. Give an example of the same concept as a belief, value and attitude. Explain the 

difference between immediacy and primacy in a communication context.  

Exercises Ask students to closely observe communication styles within the families or friendship 

groups. Note particularly gender differences. Then discuss this in class. Assess stereotypes in your 

relationship with others.  
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First, identify several groups of people: a foreign nation with a positive relationship with your 

country; a foreign nation with a negative relationship with your country; members of the opposite 

sex; members of a different religion; members of a different age group; members of a different 

occupation or social standing.  

Second, note your feelings about them in several key areas: honesty, friendliness, 

aggression,compassion, intelligence, competitiveness, ambition, sincerity, deceitfulness, 

liberalism,conservatism. Third, note how they might judge your group on the same characteristics. 

Fourth, discuss the basis of the stereotypes, their validity, and their social or political usefulness. 

 

 

 

Expt. No: 05 

Date: 

SPEECH PRACTICE 

 Once you’ve finished creating the physical structure of the speech, including all the sources 

you will use to support your main points, it’s time to work on delivering your speech. The old maxim 

that ―practice makes perfect‖ is as valid as ever in this case. We are not downplaying the importance 

of speech preparation at all. However, you could have the best speech outline in the world with the 

most amazing support, but if your delivery is bad, all your hard work will be lost on your audience 

members. In this section, we’re going to briefly talk about the two fundamental aspects related to 

practicing your speech: verbal and nonverbal delivery.  

VERBAL DELIVERY  

 Verbal delivery is the way we actually deliver the words within the speech. You may, or may 

not, have noticed that up to this point in this chapter we have not used the phrases ―writing your 

speech‖ or ―speech writing.‖ One of the biggest mistakes new public speakers make is writing out 

their entire speech and then trying to read the speech back to an audience. You may wonder to 

yourself, ―Well, doesn’t the president of the United States read his speeches?‖ And you’re right; the 

president generally does read his speeches. While reading a speech can be appropriate in some 

circumstances, in public speaking courses, the goal is usually to engage in what is called 

extemporaneous speaking. Extemporaneous speaking involves speaking in a natural, conversational 

tone and relying on notes rather than a prepared script. People who need to read speeches typically 

do so for one of two reasons: (1) the content of their speech is so specific and filled with technical 

terminology that misspeaking could cause problems, or (2) the slightest misspoken word could be held 

against the speaker politically or legally. Most of us will not be in either one of those two speaking 

contexts, so having the stuffiness and formalness of a written speech isn’t necessary and can actually 

be detrimental.  

 So how does one develop an extemporaneous speaking style? Practice! You’ve already created 

your outline, now you have to become comfortable speaking from a set of notes. If you put too much 

information on your notes, you’ll spend more time reading your notes and less time connecting with 

your  audience. Notes should help you remember specific quotations, sources, and details, but they 

shouldn’t contain the entire manuscript of your speech. Learning how to work with your notes and 

phrase your speech in a comfortable manner takes practice. It’s important to realize that practice 

does not consist of running through your speech silently in your mind. Instead, you need to stand up 

and rehearse delivering your speech out loud. To get used to speaking in front of people and to get 

constructive feedback, and we recommend that you ask a few friends to serve as your practice 

audience.  
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NONVERBAL DELIVERY  

 In addition to thinking about how we are going to deliver the content of the speech, we also 

need to think about how we’re going to nonverbally deliver our speech. While there are many aspects 

of nonverbal delivery we could discuss here, we’re going to focus on only three of them: eye contact, 

gestures, and movement.  

 

EYE CONTACT  

One of the most important nonverbal behaviour  we can exhibit while speaking in public is gaining 

and maintaining eye contact. When we look at audience members directly, it helps them tmk,o focus 

their attention and listen more intently to what you are saying. On the flip side, when a speaker fails 

to look at audience members, it’s easy for the audience to become distracted and stop listening. When 

practicing your speech, think about the moments in the speech when it will be most comfortable for 

you to look at people in your audience. If you have a long quotation, you’ll probably need to read that 

quotation. However, when you then explain how that quotation relates to your speech, that’s a great 

point to look up from your notes and look someone straight in the eye and talk to them directly. When 

you’re engaging in eye contact, just tell yourself that you’re talking to that person specifically.  

 

GESTURES  

 A second major area of nonverbal communication for new public speakers involves gesturing. 

Gesturing is the physical manipulation of arms and hands to add emphasis to a speech. Gestures 

should be meaningful while speaking. You want to avoid being at either of the extremes: too much or 

too little. If you gesture too much, you may look like you’re flailing your arms around for no purpose, 

which can become very distracting for an audience. At the same time, if you don’t gesture at all, you’ll 

look stiff and disengaged. If you’re a new speaker, we cannot recommend highly enough the necessity 

of seeing how you look while practicing your speech, either by videotaping yourself or by practicing in 

front of a full-length mirror. People are often apprehensive about watching video tapes of themselves 

speaking, but the best way to really see how you look while speaking is—well, literally to see how you 

look while speaking. Think of it this way: If you have a distracting mannerism that you weren’t 

conscious of, wouldn’t you rather become aware of it before your speech so that you can practice 

making an effort to change that behaviour ?  

 

MOVEMENT  

 The last major aspect of nonverbal communication we want to discuss here relates to how we 

move while speaking. As with gesturing, new speakers tend to go to one of two extremes while 

speaking: no movement or too much movement. On the one end of the spectrum, you have speakers 

who stand perfectly still and do not move at all. These speakers may also find comfort standing 

behind a lectern, which limits their ability to move in a comfortable manner. At the other end of the 

spectrum are speakers who never stop moving. Some even start to pace back and forth while 

speaking. When it comes to movement, standing still and incessant pacing are both inappropriate for 

public speaking. So how then should one move during a speech? Well, there are a range of different 

thoughts on this subject. We recommend that you plan out when you’re going to move while 

speaking. One common way is to purposefully move when you are making the transition from one 

major point of your speech to the next. You might also take a step toward the audience at the moment 

when you are intensifying a point, or take a step back when saying something like, ―Let’s back up and 

think about this for a moment.‖ However, we don’t recommend moving when discussing important, 

complex ideas during your speech because the movement could be distracting and prevent audience 

members from fully understanding your message. Overall, you should practice movement so that it 

becomes comfortable for you and second nature.  
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CONCLUSION  

 We have introduced you to the basics of effective public speaking. We discussed building an 

appropriate foundation for your public speech, preparing your speech, and practicing your speech. 

All the concepts discussed in this appendix will be more fully discussed in the other chapters in this 

book. We hope this introduction will give you a boost as you start your journey toward effective 

public speaking. 

 

 

 

Expt. No: 06 

Date: 

DECISION MAKING AND PROBLEM SOLVING 

 Being able to make decisions and solve problems effectively is a necessary and vital part of the 

job for every emergency manager, planner, and responder. This topic is designed to improve your 

decision-making skills.  

INTRODUCTION  

 Decision making and problem solving are critically important skill areas for emergency 

managers, planners, first responders, voluntary agency coordinators, and other professionals in 

emergency management. 
 

OBJECTIVES  

 In Decision Making and Problem Solving, you will learn a decision-making model that can be 

used to make decisions and solve problems in both emergency and day-to-day situations. This self-

paced course will provide you with a foundation of knowledge that will enable you to explain the need 

for decision-making and problem-solving skills in emergency management. Describe how decisions 

made before an emergency help the decision making process during an emergency. Distinguish 

between a problem and its causes or symptoms. 
 

 HOW WILL YOU BENEFIT? 

 Problem-Solving Model There is many different decision-making/problem-solving models that 

you can use. The five-step model shown below has proven effective in emergency situations. When 

using this model, each step may be completed quickly, but every step must be considered. It is not 

necessary to document each step, but it is important to think through every step. In the remainder of 

this unit, we will take a closer look at each of the five steps and how you can apply them to 

emergencies. 
 

STEP1. IDENTIFY THE PROBLEM 

  Problem identification is undoubtedly the most important and the most difficult step in the 

process. All subsequent steps will be based on how you define and assess the problem at hand.  

 What Is a ―Problem‖? 

 A problem is a situation or condition of people or the organization that will exist in the future, 

and that is considered undesirable by members of the organization. In carrying out Step 1, you must 

distinguish between a problem and its solution. The most common error in problem solving is 

defining problems in terms of their solutions. 

STEP2. EXPLORE ALTERNATIVES  

The second step in the decision-making process is to explore alternative solutions to the problem 

identified in Step 1. This step really consists of two parts- generating alternatives and evaluating 
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alternatives .Read the case, then identify the problem and generate as many alternative solutions as 

you can. 

 There are three ways to generate alternatives. Brainstorming can be done individually or in a 

group , surveys economically tap the ideas of a large group of respondents, and discussion in groups.  

In generating alternatives, the group members should be comprehensive, avoid initial judgments, 

Focus on the problem, not on the personalities of the people involved in the decision-making process.  

 

 

STEP3. SELECT AN ALTERNATIVE  

 Select one of the alternatives explored in Step 2 for implementation. After you have evaluated 

each alternative, one should stand out as coming closest to solving the problem with the most 

advantages and fewest disadvantages. Implementing the solution may not be easy, you should 

complete a ―reality check‖ to identify and evaluate the possible consequences of implementing the 

solution. Selecting an alternative is a critical step in the problem-solving process. Review the previous 

case study and select the best alternative from the list that you developed in the previous activity. 

When selecting an alternative, you will encounter factors that affect your decision making. These 

factors may include political factors, safety factors, financial factors, environmental considerations, 

ethical factors. 
 

STEP4. IMPLEMENT THE SOLUTION 

  The fourth step involves five subparts they are develop an action plan, Implementation, 

Articulate who has to do, by what time and toward what goal. Remember: Communicate the plan to 

all parties involved implement the plan. Use the action plan to put the decision in place 
 

STEP5. EVALUATE THE SITUATION  

Evaluation involves two parts: monitoring progress and monitoring the success and results of a 

decision is an ongoing process that is critical to fine tuning a course of action. 

 

 

 

 

 

Expt. No: 07 

Date: 

TIME MANAGEMENT 

 The term Time Management is a misnomer. You cannot manage time; you manage the events 

in your life in relation to time. You may often wish for more time but you only get 24 hours, 1,440 

minutes or 86,400 seconds each day. How you use that time depends on skills learned through self 

analysis, planning, evaluation, and self-control. Much like money, time is both valuable and limited: it 

must be protected, used wisely, and budgeted. People who practice good time management techniques 

often find that they:  

 Are more productive,  

 Have more energy for things they need to accomplish,  

 Feel less stressed,  

 Are able to do the things they want,  

 Get more things done,  

 Relate more positively to others, and  
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 Feel better about themselves  

 Finding a time management strategy that works best for you depends on your personality, 

ability to self motivate and level of self discipline. By incorporating some, or all of the ten strategies 

below, you can more effectively manage your time. 

1. KNOW HOW YOU SPEND YOUR TIME 

 Keeping a time log is a helpful way to determine how you are using your time. Start by recording 

what you are doing for 15-minute intervals for a week or two. Evaluate the results. Ask if you did 

everything that was needed; determine which tasks require the most time; determine the time of day 

when you are most productive; and analyze where most of your time is devoted – job, family, 

personal, recreation, etc. Identifying your most time-consuming tasks and determining whether you 

are investing your time in the most important activities can help you to determine a course of action 

 

2 SET PRIORITIES 

Managing your time effectively requires a distinction between what is important and what is urgent . 

Experts agree that the most important tasks usually aren’t the most urgent tasks. Categorize our 

activities into four quadrants in their Time Management Matrix: urgent, not urgent, important and 

not important. 

 

3. USE A PLANNING TOOL 

Time management experts recommend using a personal planning tool to improve your productivity. 

Examples of personal planning tools include electronic planners, pocket diaries, calendars, computer 

programs, wall charts, index cards and notebooks. Writing down your tasks, schedules, and memory 

joggers can free your mind to focus on your priorities. 

 

4. GET ORGANIZED 

Most people find that disorganization results in poor time management. Professional organizers 

recommend that you first get rid of the clutter. A frequently used method is to set up three boxes (or 

corners of a room) labeled ―Keep‖ – ―Give Away‖ – ―Toss.‖ Separate the clutter by sorting items into 

these boxes. Immediately discard items in your ―Toss‖ box. Your ―Give Away‖ box may include items 

you want to sell, delegate, or discontinue so find a method to eliminate these items such as a yard sale, 

charitable donation, or gifts to friends or family members outside your home. With the clutter gone, 

the next step is to implement a system that allows you to handle information (e.g., tasks, papers, e-

mail, etc.) less, only once, when possible. 

 

5. SCHEDULE YOUR TIME APPROPRIATELY 

Even the busiest people find time for what they want to do and feel is important. Scheduling is not 

just recording what you have to do (e.g., meetings and appointments), it is also making a time 

commitment to the things you want to do. Good scheduling requires that you know yourself. 

 

6. DELEGATE: GET HELP FROM OTHERS 

Delegation means assigning responsibility for a task to someone else, freeing up some of your time for 

tasks that require your expertise. Delegation begins by identifying tasks that others can do and then 

selecting the appropriate person(s) to do them. 

  

7. STOP PROCRASTINATING 
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You may be putting off tasks for a variety of reasons. Perhaps the task seems overwhelming or 

unpleasant. Try breaking down the task into smaller segments that require less time commitment and 

result in specific, realistic deadlines.  

 

8. MANAGE EXTERNAL TIME WASTERS 

 Your time may be impacted by external factors imposed by other people and things. You can 

decrease or eliminate time spent in these activities by implementing some simple tips as you can. 

 

9. AVOID MULTI-TASKING 

Recent psychological studies have shown that multi-tasking does not actually save time. In  fact, the 

opposite is often true. You lose time when switching from one task to another, resulting in a loss of 

productivity. Routine multi-tasking may lead to difficulty in concentrating and maintaining focus 

when needed. 

 

10. STAY HEALTHY 

The care and attention you give yourself is an important investment of time. Scheduling time to relax, 

or do nothing, can help you rejuvenate both physically and mentally, enabling you to accomplish 

tasks more quickly and easily. Learn to manage time according to your biological clock by scheduling 

priority tasks during your peak time of day, the time your energy level and concentration are at their 

best 

 Regardless of the time management strategies you use, you should take time to evaluate how 

they have worked for you. Ask yourself a few simple questions:  

 Do you have a healthy balance between work and home life?  

 Are you accomplishing the tasks that are most important in your life?  

 Are you investing enough time in your own personal wellbeing? 

 If the answer is ―no‖ to any of these questions, then reconsider your time management strategies and 

select ones that work better for you. Remember that successful time management today can result in 

greater personal happiness, greater accomplishments at home and at work, increased productivity, 

and a more satisfying future 

 

 

 

Expt. No: 08 

Date: 

STRESS MANAGEMENT 

INTRODUCTION  

 Stress is a fact of everyday life. When people reach out for help, they are often dealing with 

circumstances, situations, and stressors in their lives that leave them feeling emotionally and 

physically overwhelmed. Many people feel that they have very little resources or skills to deal with the 

high levels of stress they are experiencing. The information in this manual has been compiled to 

provide information and education about stress, the effects of stress, and the most popular stress 

management and relaxation techniques that are being used today. This information could be helpful 

for people who want to learn how to react to stress in a more constructive, proactive way. The basic 

premise of this manual is that the benefits of stress reduction and relaxation techniques can be best 

noticed after they have been practiced regularly over a period of time. 
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STRESS: WHAT IS IT? 

 Many people consider stress to be something that happens to them, an event such as an injury 

or a job loss. Others think that stress is what happens to our body, mind, and behaviour in response 

to an event (E.g. heart pounding, anxiety, or nail biting). While stress does involve events and our 

response to then, these are not the most important factors. Our thoughts about the situations in which 

we find ourselves are the critical factor. When something happens to us, we automatically evaluate 

the situation mentally. We decide if it is threatening to us, how we need to deal with the situation, and 

what skills we can use. If we decide that the demands of the situation outweigh the skills we have, then 

we label the situation as ―stressful‖ and react with the classic ―stress response.‖ If we decide that our 

coping skills outweigh the demands of the situation, then we don’t see it as ―stressful.‖ Stress can 

come from any situation or thought that makes you feel frustrated, angry, or anxious. Everyone sees 

situations differently and has different coping skills. For this reason, no two people will respond 

exactly the same way to a given situation. Additionally, not all situations that are labelled ―stressful‖ 

are negative. The birth of a child, being promoted at work, or moving to a new home may not be 

perceived as threatening. However, we may feel that situations are ―stressful‖ because we don’t feel 

fully prepared to deal with them. Stress is a normal part of life. In small quantities, stress is good; it 

can motivate you and help you become more productive. However, too much stress, or a strong 

response to stress can be harmful. How we perceive a stress provoking event and how we react to it 

determines its impact on our health. We may be motivated and invigorated by the events in our lives, 

or we may see some as ―stressful‖ and respond in a manner that may have a negative effect on our 

physical, mental, and social well-being. If we always respond in a negative way, our health and 

happiness may suffer. By understanding ourselves and our reaction to stress-provoking situations, we 

can learn to handle stress more effectively. In the most accurate meaning, stress management is not 

about learning how to avoid or escape the pressures and turbulence of modern living; it is about 

learning to appreciate how the body reacts to these pressures, and about learning how to develop 

skills which enhance the body’s adjustment. To learn stress management is to learn about the mind-

body connection and to the degree to which we can control our health in a positive sense. 

 

 

 

SOURCES OF STRESS 

 We can experience stress from four basic sources:  

 The Environment – the environment can bombard you with intense and competing 

demands to adjust. Examples of environmental stressors include weather, noise, crowding, 

pollution, traffic, unsafe and substandard housing, and crime.  

 Social Stressors – we can experience multiple stressors arising from the demands of 

the different social roles we occupy, such as parent, spouse, caregiver, and employee. Some 

examples of social stressors include deadlines, financial problems, job interviews, 

presentations, disagreements, demands for your time and attention, loss of a loved one, 

divorce, and co-parenting.  

 Physiological – Situations and circumstances affecting our body can be experienced as 

physiological stressors. Examples of physiological stressors include rapid growth of 
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adolescence, menopause, illness, aging, giving birth, accidents, lack of exercise, poor nutrition, 

and sleep disturbances.  

 Thoughts – Your brain interprets and perceives situations as stressful, difficult, 

painful, or pleasant. Some situations in life are stress provoking, but it is our thoughts that 

determine whether they are a problem for us. 

TYPES OF STRESSORS  

 Situations that are considered stress provoking are known as stressors. Stress is not always a 

bad thing. Stress is simply the body’s response to changes that create taxing demands. Many 

professionals suggest that there is a difference between what we perceive as positive stress, and 

distress, which refers to negative stress. In daily life, we often use the term ―stress‖ to describe 

negative situations. This leads many people to believe that all stress is bad for you, which is not true.  

EFFECTS OF STRESS 

  Stress is difficult for professionals to define because it is a highly subjective phenomenon that 

differs for each of us. Things that are distressful for some individuals can be pleasurable for others. 

We also respond to stress differently. Some people blush, some eat more while others grow pale or eat 

less. 

Stress Relieving Techniques  

 Mindfulness 

  Meditation that cultivates mindfulness can be particularly effective at reducing stress, anxiety, 

depression, and other negative emotions. Mindfulness is the quality of being fully engaged in the 

present moment, without over-thinking or analyzing the experience. Rather than worrying about the 

future or dwelling on the past, mindfulness meditation switches the focus on what is happening right 

now. Mindfulness meditation is not equal to zoning out. It takes effort to maintain your concentration 

and to bring it back to the present moment when your mind wanders or you start to drift off. But 

with regular practice, mindfulness strengthens the areas of the brain associated with joy and 

relaxation. Mindfulness provides a potentially powerful antidote to the common causes of daily stress 

such as time pressure, distraction, agitation, and interpersonal conflicts. 

 Meditation Exercise  

 When you practice meditation at home, you will need to choose a quiet place where you will 

not be disturbed. If you wish you may sit cross-legged on a cushion on the floor, you may kneel, or sit 

in a chair with your back straight. You should feel comfortable, but not so comfortable that you fall 

asleep. While practicing mindfulness, it is important to stay alert. 

 

 Thought Stopping Techniques  

 It has been well documented that negative and frightening thoughts invariably precede 

negative and frightening emotions. If the thoughts can be controlled, overall stress levels can be 

significantly reduced. Thought stopping involves concentrating on the unwanted thoughts and, after a 

short time, suddenly stopping and emptying the mind. The command ―Stop‖ or a loud noise is 

generally used to interrupt the unpleasant thoughts 

 Instructions for Thought Stopping  

 Explore and List Your Stressful Thoughts – Create a list of stressful thoughts to help you 

assess which recurrent thoughts are the most painful and intrusive. If a caller is struggling to identify 

stressful thoughts, here are some questions you can ask to help them . 

 

 

 

 


