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-ÅÓÓÁÇÅ ÆÒÏÍ 

(ÏÎȭÂÌÅ 

6ÉÃÅ 

#ÈÁÎÃÅÌÌÏÒ 

$ÒȢ -ÕÒÁÌÉÄÈÁÒ #ÈÁÎÄÅËÁÒ 

(ÏÎȭÂÌÅ 6ÉÃÅ #ÈÁÎÃÅÌÌÏÒ 

Greetings to all! 

Sant Gadge Baba Amravati University, Amravati is among the very few universities 

which have formally designed and executed soft skills training program for the 

faculty and the students. We have given a top priority to appraise our ǎǘǳŘŜƴǘΩs 

skills and talent. We very well know that every student has got to compete with 

the global workforce. Considering this there is a need to cultivate in students the 

right attitude blended with an extraordinary set of soft skills. This journey started 

in the year 2018 with the first batch of Train the Trainers at HRDC Sant Gadge 

Baba Amravati University, Amravati. 114 trainers so far have been trained and 

certified by the University. All these trainers, with a mission in their hearts, have 

visited different colleges and institutes under the University to train the students 

in soft skills. It has greatly helped the students, more particularly in the remote 

and rural areas.  

All the things were going smoothly but the year 2020 came up with a great 

challenge in the form of covid-19. No life is left untouched by its impact. Students, 

prominently, have faced fear, anxiety and stress regarding their exams, their 

future and the safety of their lives. Almost all the students were in the state of 

bewilderment, not knowing what to do? where to go and whom to talk? 

I should congratulate Dr. Dineshkumar Satange, Director, Students' Development 

and all the certified trainers from Sant Gadge Baba Amravati University 

immediately responded to the call of the situation and decided to stand firm with 

the students. Our team organised an Online Soft Skill Development workshop in 

the month of May, focusing on Problem solving Stress and time management. 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

-ÅÓÓÁÇÅ ÆÒÏÍ 

(ÏÎȭÂÌÅ 

0ÒÏ-6ÉÃÅ 

#ÈÁÎÃÅÌÌÏÒ 

$ÒȢ 2ÁÊÅÓÈ *ÁÉÐÕÒËÁÒ 

(ÏÎȭÂÌÅ 0ÒÏ-6ÉÃÅ #ÈÁÎÃÅÌÌÏÒ 

It gives me an immense pleasure in writing this message for E-ōƻƻƪ Ψ{hC млΩ ǿƛǘƘ ǘŀƎ 

line (Stand on yƻǳǊ ƻǿƴ ŦŜŜǘΧύ ŦƻǊ 9ƳǇƻǿŜǊƛƴƎ {ǘǳŘŜƴǘǎ ǿƛǘƘ {ƻŦǘ {ƪƛƭƭǎΦ Lǘ ƛǎ ǊŜƭŜŀǎŜd 

online on auspicious day of 15th August by StudentsΩ Development of our University 

under able guidance of Dr. DiƴŜǎƘƪǳƳŀǊ {ŀǘŀƴƎŜΣ 5ƛǊŜŎǘƻǊΣ {ǘǳŘŜƴǘǎΩ 5ŜǾŜƭƻǇƳŜƴǘΦ 

The book is written by 40 authors who are professors in different department of 

different affiliated colleges of University and are Certified Trainers of Sant Gadge 

Baba Amravati University. It has total ten chapters including Motivation, Goal Setting, 

Verbal and Non-Verbal Communication, Presentation Skills, Time Management, 

Group Discussion, Resume Writing, Interview Skills and Character, Ethic and Moral. 

These chapters will improve soft skills of the students to train them for job and make 

good human beings.  

 The COVID-19 has affected educational system worldwide, leading to total 

closures of Universities and colleges not only in India but also in most of the countries 

of the world. During these times of lockdown brought on humanity by the 

unprecedented crisis of COVID-мф ǇŀƴŘŜƳƛŎΣ ǘƘŜ {ǘǳŘŜƴǘǎΩ 5ŜǾŜƭƻǇƳŜƴǘ ƻŦ ƻǳǊ 

University with the help of certified trainers write the books and even organized 

online soft skill workshop for the students. The efforts of these authors and the 

Director have been considered as huge positive task for the humanity when everyone 

was in fear and dread of deaths due to COVID-19 pandemic in the world. It is certainly 

enormous work for the students and will positively help the students to improve their 

soft skills needed for the effective implementation of the knowledge in their life. I 

congratulate the Director, Dineshkumar Satange and his core team and the authors 

for having taken upon themselves a huge selfless effort during the lockdown period 

and utilized their time to write this book for the students. 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

-ÅÓÓÁÇÅ ÆÒÏÍ 

(ÏÎȭÂÌÅ 

2ÅÇÉÓÔÒÁÒ 

$ÒȢ 4ÕÓÈÁÒ $ÅÓÈÍÕËÈ 

(ÏÎȭÂÌÅ 2ÅÇÉÓÔÒÁÒ 

It a matter of utmost pride and privilege that StudentsΩ Development of this 

University under the able guidance of Hon'ble Vice Chancellor Dr. Murlidhar 

Chandekar, Hon'ble Pro-Vice Chancellor Dr. Rajesh Jaipurkar and efforts of Dr. 

5ƛƴŜǎƘƪǳƳŀǊ {ŀǘŀƴƎŜΣ 5ƛǊŜŎǘƻǊΣ {ǘǳŘŜƴǘǎΩ 5ŜǾŜƭƻǇƳŜƴǘ have released E-book on 

auspicious day of 15 August 2020. I am happy to write this message for E-ōƻƻƪ Ψ{hC 

млΩ ǿƛǘƘ ǘŀƎ ƭƛƴŜ ό{ǘŀƴŘ ƻƴ ¸ƻǳǊ ƻǿƴ ŦŜŜǘΧύ ŦƻǊ 9ƳǇƻǿŜǊƛƴƎ {ǘǳŘŜƴǘǎ ǿƛǘƘ {ƻŦǘ {ƪƛƭƭǎΦ 

It will certainly help the students, teachers and parents to learn various skills from 

this book. The focus of the book is mainly the undergraduate students. The book 

contents ten chapters including Motivation, Goal Setting, Verbal and Non-Verbal 

Communication, Presentation Skills, Time Management, Group Discussion, Resume 

Writing, Interview Skills and Character, Ethic and Moral which are part and parcel of 

life, but everybody neglect to learn them. The chapters of book will inspire, motivate 

and make the students and teachers successful in their life. It is quite a herculean task 

to work with 40 authors who are also professors of different affiliated colleges of 

University and are Certified Trainers of Sant Gadge Baba Amravati University. 

I would like to congratulate the Director, Dineshkumar Satange and his core team and 

the authors not only for writing this book, but the efforts they have taken during the 

lockdown when the schools, colleges and Universities were closed due to COVID-19 

pandemic to restrain the community spread of the disease are really praiseworthy. I 

sincerely express my gratitude and have confidence that the book will bring great 

success and positive change in the life of students. 

 



  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

-ÅÓÓÁÇÅ ÆÒÏÍ 

 $ÉÒÅÃÔÏÒ 

It gives me immense pleasure to witness the moment of this day for the release of the 

most awaited book. I have seen many book releases in my career but this one is very 

close to my heart.  

It is a sort of history where so many people joined hands together and reached this 

destination. I distinctly remember where all this had started. The roots of the book were 

hidden in the idea that had originated in the mind of our visionary IƻƴΩōƭŜ Vice 

Chancellor Dr. Murlidhar Chandekar.  With his constant focus on innovative means to 

cater to the needs of the students, he drafted a program that would empower them with 

Soft Skills. The gap between the expectations of the industry and the reality of the 

students was to be bridged through the training program. Under his guidance, it was 

ŘŜǎƛƎƴŜŘ ŀƴŘ ŜȄŜŎǳǘŜŘ ŀǎ Ψ¢Ǌŀƛƴ ǘƘŜ ¢ǊŀƛƴŜǊΩ ǇǊƻƎǊŀƳΦ ¢ƘŜ ǘŜŀƳ ǘƘŀǘ ǇŀǾŜd the way 

included Dr. Rajesh Jaipurkar (Pro-VC), Dr. Tushar Deshmukh (Registrar), Dr. Avinash 

Moharil (Dean, Humanities), Dr. Prasad Wadegaonkar (Director, HRDC) and every 

member of the StudentǎΩ Development.  

 

The plan was to train the faculty members in Soft Skills who will train the students 

not just in their colleges, but the maximum number of colleges affiliated with the 

University. The first batch of trainers was in the field in the year 2018. The fingers were 

crossed, because it was the first of its kind of experiment being carried out by any 

University in the nation. An unprecedented response and astounding feedback cleared all 

the air of doubt that we had in our minds. Today, we have a team of 114 certified 

ǘǊŀƛƴŜǊǎ ǿƛǘƘ ǳǎΦ ¢ƘǊƻǳƎƘ ǘƘŜ ŦƻǳǊ ŘŀȅǎΩ Soft Skills Development Workshop series, we 

have trained more than six thousand students in the region. Students, more particularly 

having rural or farming community background, have greatly been benefited from the 

training. Every student, who successfully completes the workshop, is awarded with a 

certificate from the University. Our trainers have vigorously travelled different places to 

reach to the neediest sections of the region. This team is working very passionately 

without looking for any perks in the business. Resultantly, their efforts have yielded some 

sweetest fruits. 



  
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Our students are now able to present themselves confidently and they are grabbing better 

job opportunities. Through these workshops, we have been developing not only the 

employability skills but also their overall personality. It will definitely have a positive 

impact on their professional, personal and social life.  

 

It was just the beginning. The bars were then raised and we were pushing 

ourselves to the new limits. Suddenly we met with the great challenge in the form of 

Covid-19. The whole world was still no travelling, no colleges, no classes, no academic 

engagements and no friends for the students. The young minds were full of anxiety, 

despair and dƛǎƛƭƭǳǎƛƻƴƳŜƴǘΦ hǳǊ Ƴƛǎǎƛƻƴ ǿŀǎ ƘŀƭǘŜŘΦ .ǳǘ ǘƘƛǎ Ǝƭƻōŀƭ ǇŀƴŘŜƳƛŎ ŎƻǳƭŘƴΩǘ 

dishearten our team at all because we believed that adversity breeds opportunity. Our 

trainers stepped in as their guardians. They took a digital route to reach out to the 

students. An online workshop was devised to meet with the new challenge during the 

lockdown. Again, our heartbeats were playing the high notes. But very soon we were 

rewarded with more than 25,000 beneficiaries. Students from all the corners of 

Maharashtra enthusiastically participated in the workshop. For them, the online workshop 

turned out to be a ray of hope in the chaotic times of Corona. It was our first milestone to 

connect such a huge number of students during the times of isolation.  

 

The students needs were not satisfied with the workshop alone. There was a 

growing demand for the offline content of the workshop modules in the form of a book. 

Due to lockdown, libraries were closed, meetings were not possible, typists were 

unavailable and the time was very short. It was a herculean task to come up with a book in 

such testing times. But, our team, once again, rolled up the sleeves and crafted a 

wonderful book in no time. I truly am thankful to all the contributors for their efforts, the 

editing team of this book and the core group. I congratulate them all for their efforts 

which have taken a shape of a book titled άSOF10έ. It highlights the most demanded skills 

in the industry with some practical solutions to problems faced. I strongly feel that the 

book will inspire all the students and it will reach beyond the boundaries of the state. Very 

soon the E-Book will come up in Hindi and Marathi language so as to make it readable and 

accessible for all.    

 

With the strong hope and wishes I present this book to all the students. 

 

 

$ÒȢ $ÉÎÅÓÈËÕÍÁÒ 3ÁÔÁÎÇÅ 

$ÉÒÅÃÔÏÒȟ 3ÔÕÄÅÎÔÓȭ $ÅÖÅÌÏÐÍÅÎÔ 
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MOTIVATION 

       Chapter No.                  Title                 Page No. 

1. LƳǇƻǊǘŀƴŎŜ ƻŦ aƻǘƛǾŀǘƛƻƴ                  лм 

2. LƴǘŜǊƴŀƭ ϧ 9ȄǘŜǊƴŀƭ  aƻǘƛǾŀǘƛƻƴ         мн 

3. {ŜƭŦ ¢ŀƭƪ                                                   мс 

4. DǊƻǿǘƘ aƛƴŘǎŜǘ                                    нн 

GOAL SETTING 
Chapter No.                Title           Page No. 

рΦ  5ǊŜŀƳǎ ϧ Dƻŀƭǎ               нф 

сΦ  {ŜǘǘƛƴƎ Dƻŀƭǎ                    оп 

тΦ  ¢ȅǇŜǎ ƻŦ Dƻŀƭǎ                  пл 

уΦ  /ŀǎŜ {ǘǳŘȅ                        пс 

VERBAL COMMUNICATION 
Chapter No.                  Title               Page No. 

 фΦ  [ƛǎǘŜƴƛƴƎΣ ²ŀǘŎƘƛƴƎ ϧ {ǇŜŀƪƛƴƎ   рт 

млΦ ²ƛƴ-²ƛƴ {ƛǘǳŀǘƛƻƴ                          сс 

ммΦ 9ƳǇƘŀǘƛŎ /ƻƳƳǳƴƛŎŀǘƛƻƴ             тм 

мнΦ tǊŜǇŀǊŀǘƛƻƴ ƻŦ {ǇŜŜŎƘ                   ту 

моΦ tǳōƭƛŎ {ǇŜŀƪƛƴƎ                               уп 

мпΦ /ǳǊǊŜƴǘ !ŦŦŀƛǊǎ ƛƴ {ǇŜŜŎƘ              фм 

NON VERBAL COMMUNICATION 
Chapter No.                  Title                  Page No. 

мрΦ {ŎƛŜƴŎŜ ƻŦ .ƻŘȅ [ŀƴƎǳŀƎŜ             фт 

мсΦ CƛǊǎǘ LƳǇǊŜǎǎƛƻƴ                               млп 

мтΦ wŜŀŘƛƴƎ  CŀŎŜ ϧ 9ȅŜǎ                      ммл 

муΦ /Ǌƻǎǎ /ǳƭǘǳǊŀƭ .ƻŘȅ [ŀƴƎǳŀƎŜ       мму 

PRESENTATION SKILL 

Chapter No.                  Title                              Page No. 

мфΦ DǊƻƻƳƛƴƎ ŀǎ ŀ {ǇŜŀƪŜǊ                           мну 

нлΦ /ƭŀǊƛǘȅ ƻŦ ²ƻǊŘǎΣ ¢ƘƻǳƎƘǘǎ ϧ LŘŜŀ        мор 

нмΦ aŀƴƴŜǊǎ                                                    мпн 

ннΦ {ǇŜŜŘΣ !ǳŘƛōƛƭƛǘȅ ϧ ±ƻƛŎŜ aƻŘǳƭŀǘƛƻƴ мпт 

ноΦ !ǳŘƛŜƴŎŜ IŀƴŘƭƛƴƎ                                  мро 

TIME MANAGEMENT 
Chapter No.                  Title              Page No. 

нпΦ ¢ƛƳŜ ŀǎ ŀ wŜǎƻǳǊŎŜ                        мсн 

нрΦ LŘŜƴǘƛŦƛŎŀǘƛƻƴ ƻŦ ¢ƛƳŜ ²ŀǎǘƛƴƎ     мсс 

нсΦ tǊƛƻǊƛǘƛǎƛƴƎ ²ƻǊƪ ǘƻ ōŜ 5ƻƴŜ        мтл 

нтΦ ¢ƻ 5ƻ [ƛǎǘ ϧ /ƘŜŎƪ [ƛǎǘ                   мтс 
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GROUP DISCUSSION 

Chapter No.                  Title                  Page No. 

нуΦ aŜŀƴƛƴƎ ƻŦ D5                                  мун 

нфΦ ¢ȅǇŜǎ ƻŦ D5                  муф 

олΦ tǊƻŎŜǎǎ ϧ ¢ǊŜŀǘǎ ƻŦ D5                    мфп 

омΦ 5ƻΩǎ ϧ 5ƻƴΩǘǎ                       нлл 

онΦ {ǳƎƎŜǎǘƛǾŜ [ŀǘŜǎǘ ¢ƻǇƛŎǎ ϧ aƻŎƪ   нлп 

RESUME WRITING 
Chapter No.                  Title                         Page No. 

ооΦ CǳƴŎǘƛƻƴǎ ƻŦ wŜǎǳƳŜ               нмс 

опΦ ¢ȅǇŜǎ ƻŦ wŜǎǳƳŜ                      ннн 

орΦ CƻǊƳŀǘǎ ϧ {ŜŎǘƛƻƴ IŜŀŘƛƴƎ    ннф 

осΦ {ŀƳǇƭŜ wŜǎǳƳŜ /ƻǳǊǎŜ  

     {ǇŜŎƛŦƛŎ                 ноф 

INTERVIEW SKILLS 
Chapter No.                  Title             Page No. 

отΦ LƴǘŜƴǘǎκhōƧŜŎǘƛǾŜǎ                        нро 

оуΦ ¢ȅǇŜǎ ƻŦ LƴǘŜǊǾƛŜǿ                         нрт 

офΦ {ǘǊǳŎǘǳǊŜ ƻŦ LƴǘŜǊǾƛŜǿ                  нсн 

плΦ 5ƻΩǎ ϧ 5ƻƴΩǘǎ ƻŦ LƴǘŜǊǾƛŜǿ           нтм 

CHARACTER, ETHICS & MORAL 

Chapter No.                    Title                       Page No. 

пмΦ /ƘŀǊŀŎǘŜǊ- aŜŀƴƛƴƎΣ 5ŜǾŜƭƻǇƳŜƴǘ 

       ϧ tƘƛƭƻǎƻǇƘȅ                               нтт 

пнΦ 9ǘƘƛŎǎ- aŜŀƴƛƴƎΣ 5ŜǾŜƭƻǇƳŜƴǘ 

       ϧ tƘƛƭƻǎƻǇƘȅ                                      нус 

поΦ aƻǊŀƭ- aŜŀƴƛƴƎΣ 5ŜǾŜƭƻǇƳŜƴǘ 

       ϧ tƘƛƭƻǎƻǇƘȅ                                      нфм 
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Chapter 01 

IMPORTANCE OF MOTIVATION 
 

STAY HUNGRY. STAY FOOLISH. 

                                 Steve Jobs 

  

 Everybody wants to live a successful life. But what makes anyone successful? The 

answer is motivation. Motivation means reasons for doing something.  Motivation is a 

fundamental factor for a person to be successful in life. Motivation is synonymous with 

inspiration, impetus, stimulus, impulse, etc. ΨIgnited mindΩ is the very right meaning of 

motivation. As per APJ Abdul Kalam ignited mind is the necessary and prerequisite condition to 

be successful. 

 Understanding success for us correctly, accurately, and precisely we must analyze some 

successful people from different walks of life. Otherwise, we will have limited meaning of 

success and we will achieve limited success. Here the concept of Think Global, Act Local is 

useful. 

To understand the importance of motivation let me tell you a story- 

 Haile Gebrselassie1 was a little boy from Ethiopia. His parents were poor farmers. They 

were working very hard every day on the farm. They always used to ask him to work on the 

farm and oppose his playing outside. They considered playing as just kind of wasting time. But, 

he had a dream of becoming an Olympic medalist. He was motivated to become like Miruts 

Yifter, the Ethiopian long-distance runner who had won Gold medal in the Olympic. He always 
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used to think about Olympic and his hero, Miruts. To listen to the commentary of the Olympic 

Games, ƘŜ ǳǎŜŘ ǘƻ ǘŀƪŜ Ƙƛǎ ŦŀǘƘŜǊΩǎ ǊŀŘƛƻ ŀǘ ǘƘŜ ŦŀǊƳΦ IŜ ǿas very open-minded. He always 

tried to learn new things. He always strives best to better himself in every case. Due to this, he 

became different from other athletics. He always motivated by his dream of becoming an 

Olympic medalist. Father used to oppose his playing and practice. But, he always kept running 

towards his dream. He was doing everything to make his dream possible. Then, he won the 

world championship at Stuttgart and got a car as a prize. His father then understood the 

importance of playing. Now onward there was no opposition from father. Here, the most 

important thing is- Haile was not running for money or prize. He was smart to understand that 

if he performs well, the money will follow. 

 In 1996, the Olympic Games at Atlanta in the event of 10,000-meter race, by the time he 

reached the semifinal, his feet got seriously injured. But, he was strongly motivated to run the 

final race and win it anyhow. In the final race, there was tremendous rivalry among the 

participant. He was smiling on the start line and was determined and motivated enough to win 

ƛǘΦ !ǎ ǘƘŜ ǊŀŎŜ ǎǘŀǊǘǎΣ ƘŜ Ǌŀƴ ǎƻ ŦŀǎǘΣ ƴŜŀǊƭȅ ƪƛƭƭŜŘ ƘƛƳǎŜƭŦ ǘƻ ǿƛƴ ǘƘŜ ǊŀŎŜΦ IŜ ŘƛŘƴΩǘ ƪƴƻǿ ǿƘŜƴ 

he reaches the finish line and won the Gold medal. He was full of tears, just crying.  When 

asked how ȅƻǳ ŦŜŜƭ ƴƻǿ Ƙƛǎ ǿƻǊŘǎ ǿŜǊŜΣ άL ǿŀǎ ŘǊŜŀƳƛƴƎ ǘƘƛǎ ŦƻǊ Ƴŀƴȅ ȅŜŀǊǎΣ ǎƛƴŎŜ L ǿŀǎ ǎŜǾŜƴΣ 

LΩƳ ǘŜƭƭƛƴƎ ȅƻǳΦέ 

 

(Haile Gebrselassie) 

 In 2000, Sydney Olympic in the last moments of the race, it was between life and death. 

He showed his lion mentality and won the Gold medal again in the 10000-meter event. 

 He said goodbye to the sports with 27 World Records, 09 World Championship, and 02 

Olympic Gold medals. And he is rightly considered as the greatest distance runner of all the 

time.   
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 Dear friends see even the son of a poor farmer can do miracles just by holding his dream 

long enough, just by staying motivated despite criticism, obstacles, setbacks, and physical 

injury.  

 Question is why I have selected this story to tell? Our country is an agriculturist country. 

[ƻǘ ƻŦ ǘƛƳŜǎ ƻǳǊ ŦŀǊƳŜǊΩǎ ǎƻƴ Ƴŀȅ ƎŜǘ ŘƛǎŎƻǳǊŀƎŜŘ ŀƴŘ ŘŜƳƻǊŀƭƛȊŜŘ ŘǳŜ ǘƻ ǇƻƻǊ ŎƻƴŘƛǘƛƻƴΦ L ŀǎƪ 

all of you, poor and rich, healthy and disabled, weak and stronger, everybody, always keep your 

dream alive, always stay motivated and keep running towards your dream with all the strength 

you have. Never consider obstacles as obstacles, consider it as stepping stones. One day your 

dreams may come true.   

Motivation for Greatness  

 We all know the United States of America (USA) is a superpower. It is the world leader in 

business, military, sports, science and technology etc. The USA is great not because it has more 

resources than all other countries, but most of the people in the USA are more resourceful. 

Leaders also show them the right direction from time to time no matter what the present 

situation is. Consider one of the President of USA, John F. Kennedy. He was a great visionary 

and motivator. He said world-famous things from ǘƛƳŜ ǘƻ ǘƛƳŜΦ hƴŎŜ ƘŜ ǎŀƛŘΣ ά!ǎƪ ƴƻǘ ǿƘŀǘ 

your country can do for you, ask what you cŀƴ Řƻ ŦƻǊ ȅƻǳǊ ŎƻǳƴǘǊȅΦέ {ŜŜ Ƙƻǿ ōƻƭŘ ŀƴŘ the best 

idea he had put in the minds of citizens not only of the USA but also the citizens of other 

countries.  

 

(John F. Kennedy) 

 Lƴ ŀƴƻǘƘŜǊ ǘƘŜ Ƴƻǎǘ ǳƴŦƻǊƎŜǘǘŀōƭŜ ǇǳōƭƛŎ ǎǇŜŜŎƘ ƘŜ ǎŀƛŘΣ ά²Ŝ ŎƘƻƻǎŜ ǘƻ Ǝƻ ǘƻ ǘƘŜ 

moon. We choose to go to the moon in this decade and do other things, not because they are 

easy, but because they are hard because that goal will serve to organize and measure the best 

of our energies and skills. After all, that challenge is one that we are willing to accept, one we 

ŀǊŜ ǳƴǿƛƭƭƛƴƎ ǘƻ ǇƻǎǘǇƻƴŜΣ ŀƴŘ ƻƴŜ ǿŜ ƛƴǘŜƴŘ ǘƻ ǿƛƴΣ ŀƴŘ ǘƘŜ ƻǘƘŜǊǎΣ ǘƻƻΦέ 2 He knew the 

importance of motivation and always used to motivate his countrymen again and again and 
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again. And we see the results of it. The USA landed a man on the moon. The USA is a leader in 

almost all sectors.  

 Noble laureate Nelson Mandela was the great freedom fighter of South Africa. He had 

ŀŘŘǊŜǎǎŜŘ ǘƘŜ ŎƻǳǊǘ ŀǘ ǘƘŜ ƻǇŜƴƛƴƎ ƻŦ Ƙƛǎ ǘǊƛŀƭ ŦƻǊ ǎŀōƻǘŀƎŜΦ IŜ ǎŀƛŘΣ άL ƘŀǾŜ ŘŜŘƛŎŀǘŜŘ Ƴȅ ƭƛŦŜ 

to this struggle of the African people. I have fought against white domination and I have fought 

against the black domination. I have cherished the ideal of a democratic and free society in 

which all persons, will live together in harmony and equal opportunities. It is an ideal for which 

I hope to live for and to see realized. But my lord, if it needs to be, it is an ideal for which I am 

ǇǊŜǇŀǊŜŘ ǘƻ ŘƛŜΦέ 3 See, how highly determined he was, how highly motivated he was. Just due 

to a high level of motivation and positive mindset Nelson had survived the dark years of 

Robben Island where he was kept under life imprisonment. 

 Both of the above examples indicate that to be great as a nation or as a person one 

thing is of utmost importance and that is motivation.   

Motivation Overpowers Obstacles 

 Devendra Jhajharia4 a boy from Rajasthan used to climb trees in his childhood. When he 

was eight years old during playing on a tree he came in contact with live electric wire. This 

accident made him lose part of his left arm. He became handicapped. But, his mother 

encouraged him to play outside with other children. Coach R. D. Singh spotted him while 

competing at a school sports day. He trained him in sports. But many others used to humiliate 

him. Many humiliations suffered by Devendra. But, he continued training and practice. He 

never lost hope. He always stayed motivated. Actually, the criticism made him strong to dream 

big, it makes him more focused on winning.  He always used to keep his Javelin in his room and 

ƴƻǘ ƛƴ ǘƘŜ ǎǘƻǊŜΦ ²ƘŜƴ ŀǎƪŜŘ ǿƘȅΚ IŜ ǊŜǇƭƛŜŘΣ άL ǎƘƻǳƭŘ ǎŜŜ Ƴȅ ǘŀǊƎŜǘ нп ƘƻǳǊǎ ŀ ŘŀȅΦέ  

 

(Devendra Jhajharia) 

 Then in the 2004 Paralympics Games, he won a Gold medal with the world record in the 

sport of Javelin throw. Unfortunately, the event of Javelin throw was not in 2008 and 2012 

https://en.wikipedia.org/wiki/R._D._Singh


Page | 5  
ά{hC-млέ   E-BOOK 

Paralympics. In the 2016 Paralympics Games, he won a Gold medal with the world record again. 

Now, nobody remembers the names of peoples who criticized but everybody knows Devendra 

Jhajharia. 

 Muhammad Ali5 was the greatest boxer in the history of boxing. Everybody including 

greats like Nelson Mandela, Barak Obama considered Muhammad Ali as their hero. But, what 

makes Ali so great? Was he a born hero? Was everything in the right place? The answer is a big 

NO. His high school record showed that he was an average student considering his initiative, 

social attitude, effort, honesty, scholastic zeal, intellectual ability. He was just above average in 

health. And fair in emotional control and leadership. Although qualified for the 1960 Rome 

Olympics he was hesitant to go for the Olympics as he was afraid of flying. Likewise, he had 

many limitations. Still, he achieved many successes in his life. He devoted his energies almost 

exclusively to boxing. He achieved almost everything that he wanted to achieve. To keep 

ƳƻǘƛǾŀǘŜŘ ǘƻ ƘƛƳǎŜƭŦ ƘŜ ŀƭǿŀȅǎ ǳǎŜŘ ǘƻ ǎŀȅ ƘƛƳǎŜƭŦ ΨL ŀƳ ǘƘŜ ƎǊŜŀǘŜǎǘΦΩ ¸ƻǳ ǎŜŜ ǿƘŀǘ ŀ Ƴŀƴ Ŏŀƴ 

do with enough motivation.  

 If they can do it, you can do it.  

5ƻƴΩǘ [ƛsten Little man 

All things are possible. 

It does not matter what anyone says. 

You decide what you can do and no one else. 

                                                                          Lex Gillette, USA (03 times Paralympics medalist) 

 When Larry Page and Sergey Brin began wondering aloud about developing ways to 

search the text inside of books, all of the experts they consulted said it would be impossible to 

digitize every book. Google co-founders decided to run the numbers and see if it was possible 

to scan the books in a reasonable amount of time. They concluded it was, and Google has since 

scanned millions of books.6 Now, all of us are enjoying the benefits of Google. This is just 

possible because they refused to listen to the little man. Here, little man means small-minded 

and/or negative minded people. 

 World Champion in Boxing M.C. Mary Kom7 after marriage gave birth to twins. She was 

nursing her twins very nicely. But, at the same time she was thinking about, determined about 

the comeback iƴ ōƻȄƛƴƎΦ IŜǊ ŦŀǘƘŜǊ ǿƻǊǊƛŜŘƭȅ ǎŀƛŘΣ ά¸ƻǳ ŀǊŜ a mother now. Stop boxing. You 

ƘŀǾŜ ǿƻƴ ǎƻ ƳǳŎƘΣ ŜŀǊƴŜŘ ŜƴƻǳƎƘΣ ŀƴŘ ȅƻǳ ƘŀǾŜ ŀ ƧƻōΦ ¸ƻǳ ƘŀǾŜ ŀŎƘƛŜǾŜŘ ŜƴƻǳƎƘΦέ .ǳǘΣ aŀǊȅ 

YƻƳ ǿŀƴǘŜŘ ǘƻ Řƻ ǘƘŜ ōƻȄƛƴƎ ƴƻ ƳŀǘǘŜǊ ǿƘŀǘ ƻǘƘŜǊΩǎ ŀŘǾƛŎŜ ƛǎΦ   
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(M.C. Mary Kom) 

 Father kept worrying that an opponent would accidentally hit on the stomach during a 

ōƻǳǘΦ Ψ²Ƙŀǘ ƛŦ ǘƘŜ ǎǘƛǘŎƘŜǎ ƻǇŜƴ ŀƴŘ ŎŀǳǎŜ ŎƻƳǇƭƛŎŀǘƛƻƴǎΚΩ ƘŜ ŀǎƪŜŘΦ aŀǊȅ ŎƻƴǾƛƴŎŜŘ ŦŀǘƘŜǊ 

that she will not let it happen and declared vehemently that nobody could stop her from 

boxing. And you know after comeback she has done miracles.  

  Similarly, a lot of people including Elon Musk, Mark Zukerberg, Arnold Schwarzenegger 

etc achieved success just by ignoring the advice of little man.   

Fail Forward 

 In life failure is inevitable. You will definitely fail at some points in your life. How we 

treat failure is important. You have a choice to consider failure as experience and learn from 

the experience to better yourself for future struggles. Keep yourself motivated to move ahead 

and move ahead, move ahead and move ahead no matter how tough the situation is.  

Let me tell you a story of another Olympic Champion- 

 Santiago Lange8 from Argentina had a dream to become an outstanding sailor since 

childhood. He could not stay away from water. His father sent him to England to study 

designing and constructing ships. During his stay in England, he won various International and 

World Championships. So, he preferred to dedicate himself to sailing professionally. In 1988 

Olympic he went with borrowed sails and a borrowed boat. Since then he participated in a total 

of 06 Olympic Games. In the 2008 Olympic Games, he had won the Bronze medal. In 2016, he 

won his first Gold medal.  

 But the real message is here. In 2014 he became sick. So, he started to have some tests 

ŘƻƴŜΦ bƻōƻŘȅ ŦƻǳƴŘ ŀƴȅǘƘƛƴƎΦ IŜ ǿŜƴǘ ƻƴŜ ŘƻŎǘƻǊ ŀŦǘŜǊ ŀƴƻǘƘŜǊ ŀǎƪƛƴƎ Ψ²ƘŀǘΩǎ ǿǊƻƴƎ ǿƛǘƘ 

ƳŜΚΩ ǳƴǘƛƭ ƻƴŜ ƻŦ ǘƘŜƳ ŦƻǳƴŘ ǘƘŜ ƭǳƳǇ ƛƴ Ƙƛǎ ƭǳƴƎ ŀƴŘ ŎŀƴŎŜǊ ƛǎ ŎƻƴŦƛǊƳŜŘΦ {ƻΣ ƘŜ ǳǎŜŘ ǘƻ 

ŀǎƪŜŘΣ ά²Ƙȅ ƳŜΚ L ƘŀŘ ǘŀƪŜƴ ŎŀǊŜ ƻŦ ƳȅǎŜƭŦΦ L ǿŀǎ a healtƘȅ ƎǳȅΦ L Ŝŀǘ ƘŜŀƭǘƘƛƭȅΦ L ŘƻƴΩǘ ǎƳƻƪŜΦ L 

ŘƻƴΩǘ ŘǊƛƴƪ ŀƭŎƻƘƻƭΦ L Ǉƭŀȅ ǎǇƻǊǘǎΦ ¢ƘŜƴΣ ǿƘȅ ƳŜΚέ  

¢ƘŜƴΣ ƘŜ ǎŀƛŘ ǘƻ ƘƛƳǎŜƭŦΣ ά¢Ƙƛǎ ƛǎ ǘƘŜ ǊŜŀƭƛǘȅΦ L ƘŀǾŜ ǘƻ Ǝƻ ǘƘǊƻǳƎƘ ƛǘΦέ 
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(Santiago Lange) 

 The dƻŎǘƻǊ ŀŘǾƛǎŜŘ ƭǳƴƎ ǎǳǊƎŜǊȅΦ IŜ ǎŀƛŘΣ άL ǿƛƭƭ ƘŀǾŜ ǎǳǊƎŜǊȅΣ ōǳǘ I want to go to the 

hƭȅƳǇƛŎǎΦέ The dƻŎǘƻǊ ǎŀƛŘΣ ά¸ƻǳ ŎŀƴΣ ōǳǘ ƴƻǘ ǿƛǘƘ ǘƘŜ ǎŀƳŜ ƭǳƴƎ ŎŀǇŀŎƛǘȅ ōŜŎŀǳǎŜ ǿŜ ŀǊŜ 

ƎƻƛƴƎ ǘƻ ǊŜƳƻǾŜ ŀ ǇƛŜŎŜ ƻŦ ƭǳƴƎΦέ IŜ ƘŀŘ Ƙƛǎ ǎǳǊƎŜǊȅΦ bƛƴŜ ƳƻƴǘƘǎ ŦǊƻƳ ǎǳǊƎŜǊȅ ǘƻ wƛƻ hƭȅƳǇƛŎ 

he put greatest efforts in the preparation. He used to get tired because his lung capacity 

reduced to its half after surgery but he continues the practice. He prepares physically to the 

best of his ability. He focuses on mental preparation using visualization. Due to his preparation, 

he felt invincible. He felt he is operating at 200%. At the 2016 Olympic Games he was 55 years 

old now and competing with guys in their twenties. In the final race, everything was not ok. He 

got a penalty in the beginning. In the racecourse, the whole fleet had moved to the left but he 

decided to continue to the right. He went on and on. And finally, he won the Gold medal in the 

race. After so much work, so many experiences, so much effort, so many problems he fulfilled 

his dream of winning the Gold medal in the Olympics. He saidΣ ά²ƘŜƴ L ŀƳ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀ 

ŎƘŀƭƭŜƴƎŜΣ L ƎŜǘ ǇŀǎǎƛƻƴŀǘŜΦ ¢ƘŜ ƎǊŜŀǘŜǊ ǘƘŜ ŎƘŀƭƭŜƴƎŜΣ ǘƘŜ ƳƻǊŜ ƛǘ ƳƻǘƛǾŀǘŜǎ ƳŜΦέ {ŀƴǘƛŀƎƻ ǎǘƛƭƭ 

has a dream of participating in the next Olympics. 

 The greatest basketball player Michael Jordan ǎŀƛŘΣ άL Ƴƛǎǎ ƳƻǊŜ ǘƘŀƴ фллл ǎhots in my 

ŎŀǊŜŜǊΦ L ƘŀǾŜ ƭƻǎǘ ŀƭƳƻǎǘ олл ƎŀƳŜǎΦ нс ǘƛƳŜǎ LΩǾŜ ōŜŜƴ ǘǊǳǎǘŜŘ ǘƻ ǘŀƪŜ ǘƘŜ ƎŀƳŜ-winning shot 

ŀƴŘ ƳƛǎǎŜŘΦ L ƘŀǾŜ ŦŀƛƭŜŘ ƻǾŜǊ ŀƴŘ ƻǾŜǊ ŀƴŘ ƻǾŜǊ ŀƎŀƛƴ ƛƴ Ƴȅ ƭƛŦŜΦ ¢Ƙŀǘ ƛǎ ǿƘȅ L ǎǳŎŎŜŜŘΦέ 

 Jack MaΣ ǘƘŜ ŦƻǳƴŘŜǊ ƻŦ !ƭƛōŀōŀΣ ƻƴŎŜ ǎŀƛŘΣ άL ŀǇǇƭȅ ŦƻǊ a job 30 times. I got rejected. I 

went for the ǇƻƭƛŎŜΤ ǘƘŜȅ ǎŀȅ ΨbhΩΣ ȅƻǳ ŀǊŜ ƴƻǘ ƎƻƻŘΦ hǳǘ лр ǇŜƻǇƭŜΣ лп ŀǊŜ ŀŎŎŜǇǘŜŘΣ L ǿŀǎ 

rejected. I went to KFC, 24 people went for the job, 23 people were accepted, and I was the 

only guy who was rejected. I apply for IŀǊǾŀǊŘΣ мл ǘƛƳŜǎ ǊŜƧŜŎǘŜŘΦέ bƻǿΣ !ƭƛōŀōŀ DǊƻǳǇ ƛǎ ƻƴŜ 

of the richest and worthwhile business houses in the world. 
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The motivation to be Resilient 

 Being resilient is the most important quality in this time. More resilient we are more 

productive and successful we can be. The question is what we need to do to be more resilient. 

[ŜǘΩǎ ǳƴŘŜǊǎǘŀƴŘ ƛǘΦ !ǎ ǇŜǊ ƻǳǊ ƎǊŜŀǘ ŜǇƛŎ aŀƘŀōƘŀǊŀǘŀ ƻƴŎŜ Yaksa asked Yudhistir several 

questions, one is given here. 

Yaksa: Which way humankind should follow to get rid of problems and to be successful? 

Yudhistir: The path followed by great ones leads us to success. 

{ƻΣ ƭŜǘΩǎ ǎŜŜ ǘƘŜ ǇŀǘƘ ŦƻƭƭƻǿŜŘ ōȅ ƎǊŜŀǘ ƻƴŜǎ ōȅ ƪƴƻǿƛƴƎ the following stories. 

 

(Newton) 

 Newton was a very bright student but his parents were very poor. They wanted him to 

work on the farm. Teachers convinced his parents to let him study. Eventually, Newton got 

admission at the world-famous Cambridge University. When he was at Cambridge, the plague 

epidemic emerged (1665). The government was doing everything to control the epidemic but in 

vain. Then the government decided to close all the schools, colleges and universities. Everybody 

had to return home and stay at home like the lockdown in our country due to Corona Virus 

(COVID-19). Newton took lots of books with him at home. 

 At home, he just read, read and read. His classmates who just think what to do and do 

nothing gone mad. But, Newton had researched in the field of Calculus, done many 

experiments for the whole year of the plague epidemic. When the university reopened in 1666, 

he published 03 research papers which made him famous latter on. Eventually, in 1669 he 

became a professor in the same university, based on work he had done at the time of stay at 

home. And, his classmates became mad.  

 Nelson Mandela9 was the great leader of the African National Congress, the President of 

South Africa also called as Father of South Africa. In his freedom struggle, he was jailed for 

nearly 27 years. The darkest moments in the jail were when he was kept at Robben Island. At 
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the jail, enemies do everything to break him mentally, physically, and spiritually. But, he 

survived. How he was successful in facing all the atrocities done to him? Nelson Mandela in his 

ŀǳǘƻōƛƻƎǊŀǇƘȅ Ψ[ƻƴƎ ²ŀƭƪ ¢ƻ CǊŜŜŘƻƳΩ ǿǊƻǘŜ ŀōƻǳǘ ǘƘƛǎΦ 

IŜ ǎŀƛŘΣ άL ƘŀǾŜ always believed that exercise is a key not only to physical health but to peace of 

ƳƛƴŘΦ 9ȄŜǊŎƛǎŜ ŘƛǎǎƛǇŀǘŜǎ ǘŜƴǎƛƻƴΣ ŀƴŘ ǘŜƴǎƛƻƴ ƛǎ ǘƘŜ ŜƴŜƳȅ ƻŦ ǎŜǊŜƴƛǘȅΦέ 9ǾŜƴ ƛƴ wƻōōŜƴ LǎƭŀƴŘ 

ƧŀƛƭΣ ƘŜ ǳǎŜŘ ǘƻ Řƻ ŜȄŜǊŎƛǎŜΦ IŜ ǎŀƛŘΣ άFrom Monday to Thursday I would run on the spot in my 

cell in the morning for up to 45 minutes. I would also perform a 100 fingertip pushups, 200 sit-

ups, 50 deep knee-bends, ŀƴŘ ǾŀǊƛƻǳǎ ƻǘƘŜǊ ŎŀƭƛǎǘƘŜƴƛŎǎΦέ IŜ ŀŘŘŜŘΣ άLƴ Ƴȅ ƭŜǘǘŜǊǎ ǘƻ Ƴȅ 

ŎƘƛƭŘǊŜƴΣ L ǊŜƎǳƭŀǊƭȅ ǳǊƎŜŘ ǘƘŜƳ ǘƻ ŜȄŜǊŎƛǎŜΦέ 

 So, to keep ourselves busy and efficient and to remain physically healthy and to have 

peace of mind during our stay at home we can follow the path of Newton and Nelson Mandela.  

Turning Points 

 Different people can have different motivating points, turning points in their life. Take 

the case of Mahatma Gandhi.10 He always used to do first-class traveling. After all he was a 

barrister. He always refused to travel by the lower class. He was just arrived in South Africa, 

hardly seven days before. He was in need to travel between Durban to Pretoria. A first-class 

seat was booked for him. He started a journey by train from Durban. At 9.00 pm the train 

reached Maritzburg, the capital of Natal. At this station, a white passenger came and looked at 

him awkwardly. He was disturbed as Gandhiji, the coloured man, travelling with the first class. 

In general, it was not allowed there. He went and came back with officials. Officials asked 

Gandhiji to go to the van compartment which was for coloured people. But he refused to say 

that he had a first-class ticket. Then officials called the police constable. Constable took him by 

the hand and pushed him out. His luggage was also taken out. The train went away. Now, he 

was on the station shivering in the cold. Spend the whole night in the cold and that night 

proved to be the turning point for him. He decided to fight the indiscrimination, indignity and 

injustice. The rest of the life from that night he devoted himself for the cause and on the way 

became Mahatma Gandhi. 

 Venkatraman Ramakrishnan11 is the Noble Laureate in Chemistry and internationally 

renowned as structural biologist. Initially, in his high school days he was not interested in 

science and mathematics. But, one of his teachers challenged him for it. Teacher used to make 

him solve some tricky and harder problems from physics and mathematics. This motivates 

Venkatraman to pursue science. Basically, he was interested in mathematics but many advised 

him mathematics will not have practical application.  He decided to do B.Sc.(Physics) from 
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Baroda University though he was able to get admission for a medical degree. Parents were not 

happy about the decision of not taking admission for the medical degree.  

 

(Venkatraman Ramakrishnan) 

 Then, he has done a Ph.D. in Physics from the USA. During his years of Ph.D., he 

understood that physics in not the subject of his interest. So, he was reading lot of literature 

and history. This evolved his personality. His interest of study now shifted from physics to 

biology. Then he had done graduation in biology. This time he had one-month-old child. His 

wife was very much supportive in his decision. Then, he got his Ph.D. in Biology. He has 

researched the ribosome. Eventually, in 2009 he is awarded Noble Prize in Chemistry. During 

his various interviews, he admitted that he has not just one turning point but a number of 

turning points, number of eureka moments.  

 Life stories of great ones suggest us that we can have a turning point in life or we can 

have a number of turning points from time to time. So, it is in our interest not to wait for the 

turning points and keep working, keep going ahead, keep on digging in our chosen field.  

Motivation for Success 

             There is a quotation in Tamil mentioned in the great book Thirukkural.  

Ulluvathellam uyarvullal  matrutu 

Tallinum tellamai nirttu 

Thiruvalluvar 

It means- 

                             Ψ¢Ƙƛƴƪ ŜǾŜǊ ƻŦ ǊƛǎƛƴƎ ƘƛƎƘŜǊΦ  

                              Let it be your only thought.  

                              Even if your object be not attained,  

                              ǘƘŜ ǘƘƻǳƎƘǘ ƛǘǎŜƭŦ ǿƛƭƭ ƘŀǾŜ ǊŀƛǎŜŘ ȅƻǳΦΩ 

 Dear students, college life is the most important and crucial period of your life. What 

you do now and what you decide now at this age may well determine which way your life shall 

go. Question is do you have a proper, solid blueprint of your life. If not, prepare it. If you are 
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motivated enough to live a blueprint of your life, you will definitely live it no matter what the 

obstacles are. Many successful people proved it in their life. To achieve great success we need 

to have crystal clear purpose, vision and mission of our life. If you want to live life successfully, 

it 's your responsibility to make your life successful.  

 We can do, we can create, and we can achieve anything and everything in our life if we 

follow the following steps. I understand and arrange in sequence these steps after the 

investigation of 1000+ successful persons from different walks of life.  

Use these steps, I guarantee your success. 

Step I- Know what you want. Decide your plan to get what you want. 

Step II- {ŀȅ Ψ¸ŜǎΣ LǘΩǎ tƻǎǎƛōƭŜΩ ǘƻ ȅƻǳǊǎŜƭŦ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ŀƴŘ ŀōƻǳǘ ȅƻǳǊ ǇƭŀƴΦ 

Step III- {ŀȅ ΨL /ŀƴΣ L ²ƛƭƭΣ L aǳǎǘΩ ǘƻ ȅƻǳǊǎŜƭŦ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ŀƴŘ ŀōƻǳǘ ȅƻǳǊ ǇƭŀƴΦ 

Step IV- Visualize yourself in the future as if you have already achieved what you want to 

achieve as if you are already doing what you want to do, as if you have already created what 

you want to create in your life. 

Step V- Just start taking action with whatever resources you have right now. 

 Knowing what you want is the most important thing. Decide it considering your desire, 

love, strengths, and need etc. Then do the planning to get what you want. Follow your plan. If 

your plan is not working after a lot of effort and attempts, you can change your plan but you 

must be definite about what you want. Believe in yourself. Practice steps II, III and IV daily, daily 

and daily 10 min after you wake up in the morning and 10 min before going to sleep at night. 

Make it your habit. Take action every single day till you reach your goal.  

STAY MOTIVATED. STAY SUCCESSFUL. 
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Chapter 02 

INTERNAL AND EXTERNAL MOTIVATION 
Motivation 

 aƻǘƛǾŀǘƛƻƴ ƛǎ ŘƛǊŜŎǘƭȅ ǊŜƭŀǘŜŘ ǿƛǘƘ ǘƘŜ ǿƻǊŘ ΨaŀƪǎŀŘΩΦ  ²ƘƛŎƘ ƳŜŀƴǎ ƴŜŜŘǎ ǿƛǘƘƛƴ ǘhe 

person's desires wishes. In this process, people are motivated to perform their goals. The goal is 

achieved by stimulating people's behavior by certain psychological factors. Just like the desire 

for money sometimes the state of motivation is at its peak. That person seems to be leading 

towards the attainment of energetic goals. But sometimes a person sags over it. He lacks 

motivation. Motivation is one such process in which the person is helped to reach his goal. 

Motivation shows glimpses of your personality behavior. Motivation involves emotional 

freshness, sociality, and why is the term Motivation commonly used by a person? It is a driving 

force for performing human tasks. Motivation has multifaceted uses. It is all a guiding force that 

controls the behavior of all human beings. The ability of a person through motivation helps in 

the work done to achieve his goals. It helps people to take action. It helps keep people engaged 

in health-oriented behavior. It is suitable for people to run their life comfortably. 

Motivation has three major components. 

1. Activation  

2. Persistence 

3. Intensity  

Activation  

It is decided to start any work. Like taking admission in a subject to study. 
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 Persistence 

This is going to be constant. There are parts that move a person towards the goal. Even after 

the hiccups are present, it is a long process such as time spent in investing to get a degree. 

  

Intensity 

Intensity is an undertaking of a task with intensity, such as a student who studies without 

blackouts. The second student calls the same study better with the help of continuous practice 

research opportunity group discussion. The intensity of studies of the first student is low and 

the intensity of the second student is high. Both reach their call by varying intensity. 

Types of Motivation 

 Motivation is of two types- 

 External Motivation 

 Internal Motivation 

External Motivation  

 When a person acts as the influence of external causes such as reward or punishment, 

this type of Motivation is called External Motivation. When a person is encouraged for external 

reasons. Whether to avoid negative results or to get positive work, it is placed under the 

category of External Motivation. External motivation is reward-driven behavior. This is a type of 

operating condition, which is a form of behavior modification. It uses rewards or punishments 

to increase or decrease the likelihood of recurrence of specific behaviors. 

Such as placing a trophy for the winner in a sports competition, giving money upon completion 

of the work customer loyalty rebate received a free purchase of an item. 

 Extrinsic motivation involves idolatry psychological rewards are usually seen as our 

tendency to obtain external reward known to turn motivation. Prizes are psychological 

sculptures in nature. For example, money and trophies are good examples of hard work and 

hard training by an athlete to win trophies and awards. 

Psychological forms include praise and public praise. Cleaning your room to get positive praise 

from your parents by the child. 
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Benefits of external motivation 

 This motivation can affect individuals or groups and their level of production capacity. A 

teacher can create a better learning environment in the classroom. Can improve skills-based 

business and achieve the need for continuity in completed tasks. 

External motivation leads to personal benefits. People are motivated to behave in specific ways 

by specific motivational factors. Change or improvement does not occur when an external 

reward is not present. 

Having a goal is a human virtue. When there is something that you can work on, then there is a 

series of your efforts that we make every day. Rewarding people for performance is a very old 

and usually reliable form of motivation, even if we consciously don't ask ourselves specific 

questions. 

 

Internal motivation 

 Internal motivation describes the attraction involved in an activity to keep the activity 

going. As such, no external incentive is known for the said activity. Internal motivation is the 

process of doing something without external rewards. 

 

Theory of internal motivation  

 Here are different theories to explain how internal motivation works. Some experts 

believe that reward activity is intrinsically motivated behavior. Its universal principle was first 

based on the basic needs of the people. Hunger, thirst, sex is included as biological needs. By 

which we are motivated to live life and stay healthy. Along with biological needs people also 

have psychological needs, which should be allowed to develop and flourish. The main 

requirement of these is capacity autonomy and relatedness. Lastly include the activities that we 

undertake without any external name, challenging interesting and internally to our satisfaction. 

For example, a game is fun not to win prizes, but to play. That's why you enjoy it. By learning a 

new language, you prefer not to experience things. Not because it is needed in your job. The joy 

of challenging your body through exercise rather than losing weight or getting fit in an 

organization. 

 

Components of internal motivation 

Curiosity 

Through this, we do the work of knowing and to enjoy the skill of learning. 
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Challenge 

This gives us the motivation to work continuously towards the optimum or optimal level 

towards a meaningful goal. 

Control 

It controls our original desire and decision making to affect outcomes. 

Recognition 

When our efforts are recognized and appreciated by others. Then we would have experienced 

an innate appreciation and satisfaction. 

Collaboration  

By being cooperative with others, our need is met. We feel personal satisfaction by working 

together to help others. 

Competition  

Competition is the implementation of a challenge and the importance of what we do is 

promoted. 

Psychic imagery 

Uses mental and virtual images to stimulate your behavior 

 Internally motivated people usually achieve the best results. The intrinsically motivated 

person has characteristics of soul advocacy, goal attainment and positive self-esteem. 

 Internal and external motivators are very effective ways of achieving the desired results. 

Finding the source of a person's motivation is also great interpersonal skill and starting point. In 

the case of students, a job well done is an added bonus to good quality work that can boost 

their self-esteem. 

Some offer an Employee of the Month bonus to enhance the quality of their employees in the 

company. Those who consistently have outstanding performance. Usually, those employees are 

already excited about their jobs and call their work with joy and enthusiasm through intrinsic 

motivation. 

 As you have seen, internal and external motivation is important to affect both driving 

and behavior. To achieve the highest benefit from both by understanding the major differences 

between the two, our mental health performance by establishing coordination between them 

in daily life. Levels can be improved. 
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Chapter 03 

SELF TALK 

 

It is rightly said, what we think we become. And the thoughts that come to our mind are 

decided by our self-talk. Your body hears everything that your mind says. We should learn to 

talk to ourselves like we would talk to someone we love. 

Its worth understanding that to love or to hate the life you are living is solely all in your 

repeated self-talk. 

Self-talk is something you do naturally throughout the day when you are awake. Nowadays 

people are becoming more aware that a positive self-talk is a powerful tool for increasing 

your self-confidence and curbing negative emotions. Those people who can master 

positive self-talk are thought to be more confident, motivated, and productive. We seriously 

need to think about making Self-Talk work for you. Self-talk can be the most powerful form of 

communication because it can either empower you or defeat you. 

Many times people wonder that is talking to oneself considered as being normal. Yes, feeling 

free enough to wholly engage in talking to yourself may take some time, especially since there 

tends to be a stigma attached to the practice. As people think that such people may have some 

mental disorder. We need to just remember that: Self-talk is not only completely normal, but 

can also be beneficial in the long run  and it may just help you find your keys. 

Self Talk has an impact on your emotions. This has been proved that Self-talk can affect your 

perspective. It can if positive boost you up or take you down if negative. In all sorts of sports, 

players use positive self-talk to reach their personal bests. Some people use negative self-

Dr. Pallavi N. Mandaogade 
MBA, Ph.D., M.Com, MA (Counseling & Psychotherapy) 

Associate Professor & Head, Dept. of Management Studies, 
Vidyabharati Mahavidyalaya, Amravati. 

Email:-positive.pallavi15@gmail.com 

 
Certified Trainer 

ABOUT AUTHOR 

Author has 20 years of experience and Published a book on" Services Marketing". Research Papers 

ς there are around 15 National & International papers to her credit. Membership- Life Member of 

Indian Commerce Association & Life Member of Bombay Art Society, Mumbai. Executive member 

of Amravati Management Association and Chamber of Commerce. President of an NGO- "Garima 

Foundation". Serving students of B-School for making them more competent in this era of business 

 



Page | 17  
ά{hC-млέ   E-BOOK 

talk to justify the bad behaviour or habits that they have and find themselves in the worst 

situation. 

One can consciously try bringing a change in their self-talk from negative to positive. 

Experiencing the change in your self-talk means taking a proactive approach to the way 

you talk to yourself. This is where affirmations come in. Assertions or proclamation, are positive 

phrases you say to yourself in order to maintain a better emotional state. When you every time 

tell yourself positive things, you will start beginning to believe them. 

Self-talk is nothing but a habitual way of responding to our experience and often takes the form 

of an internal critic who can be very negative and pessimistic. For example, if you experience a 

ǿƻǊǎŜ ǎƛǘǳŀǘƛƻƴΣ ȅƻǳǊ ƛƴƴŜǊ ǾƻƛŎŜ ƳƛƎƘǘ ǎŀȅ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜΤ ȅƻǳΩƭƭ ƴŜǾŜǊ ōŜ ŀōƭŜ ǘƻ ƻǾŜǊŎƻƳŜ ƛǘ 

ƻǊ ȅƻǳ ŎŀƴΩǘ Řƻ ƛǘΣ ȅƻǳ ŀǊŜ ƎƻƻŘ ŦƻǊ ƴƻǘƘing. 

There are two types of Self Talks 

1) Positive Self Talk 

2) Negative Self Talk 

[ŜǘΩǎ ǳƴŘŜǊǎǘŀƴŘ ƛƴ ŘŜǘŀƛƭ ǘƘŜ ǘǿƻ ǘȅǇŜǎ ƻŦ ǎŜƭŦ-talk. 

Positive Self-Talk: 

 

Positive self-talk  always makes you feel good and better about yourself and also changes your 

outlook to look at things going on in your life. It's like having an optimistic voice in your head 

that always looks on the bright side. And you start taking things around you very positively. This 

helps to develop your positive attitude towards life. 

Some examples of positive self-ǘŀƭƪΥ ϥL Ŏŀƴ Řƻ ƛǘΩΤ ϥLϥƳ ƎƻƻŘ ŜƴƻǳƎƘϥΤ ϥLŦ L ǿŀƴǘ ǘƻΤ L ŎŀƴϥΤ ϥLǘ 

ŘƻŜǎƴϥǘ ƳŀǘǘŜǊ ƛŦ L ƳŀƪŜ ŀ ƳƛǎǘŀƪŜϥΤ ϥL Ŏŀƴ ƳŀƪŜ ƛǘ ƘŀǇǇŜƴΩΦ 

Furthermore, its necessary to understand that, positive self-talk and a more optimistic 

approach can have other health benefits, like increased energy level, greater satisfaction, 

improved immune system. This helps to increase your confidence and make you flexible 

enough to accept challenges. 
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Regular positive self-talk can help you to feel more confident in the face of achieving your 

goals, as you instill yourself with the belief that the things you want are achievable, and when 

problems do arise, you find ways out to overcome the obstacles. 

For this, you have to have a positive self-image of yourself. A positive self-image is having a 

good view of yourself; for example: Seeing yourself as an attractive and desirable person. It is 

observed that our positive self-talk helps us increasing positive thinking and reducing our stress 

level. This helps us eliminate our negative self-talk as well. 

Positive thoughts always help us reduce our stress and can even improve our health. Practice 

overcoming negative self-talk with self-affirmations provided. The positive thinking that which 

generally comes with being optimistic plays a key role in effective stress management. 

There are certain steps which help you improve upon your self-talk: 

 

These steps can help: 

Identify when does your mind starts thinking negatively. Certain worse situations may compel 

you to underestimate yourself and lead to more negative self-talk.  

Check-in with your feelings and try to evaluate your self-talk. 

Find the humour.  

Surround yourself with positive people.  

Give yourself positive affirmations. 

 

Negative Self-Talk: 

 

Negative self-talk tends to make people miserable and can even lead to mental disorder and 

impact on their recovery from mental health difficulties. It is always the  negative  self-

talk which is any inner dialogue that you have with  yourself that may be limiting you to believe 

in yourself and your abilities, and reach your potential. It is any thought that 

discourages you and your ability to make positive changes in your life or your confidence in 

your ability to do so. 
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There are certain causes which lead a person to negative self-talk: 

Spending too much time alone in Solitude 

Being socially isolated, or spending too much time alone, can make a negative self-talk spiral if 

you aren't careful. 

This effect is caused by the nature of not being around other people to distract you from the 

bad thoughts. 

To stop our negative self-talk we can follow the given steps: 

 

Here are several ways to help stop negative thoughts and self-talk: 

1. Deep Breathing 

2. Acknowledge it (know about it ) 

3. Consider The Cause. (find out the reason ) 

4. Stop Expecting Perfection in each and everything you do. 

5. Surround Yourself With Positivity. 

6. Build a Healthy Routine 

7. Make A Conscious Choice To Silence Those Thoughts. 

 

How to Eliminate Wrong Perceptions, Change Your Negative Self-Talk, and Feel Better 

There are ways in which we can change our perceptions. 

1. Look for specific negative perceptions in other people's speech. ... 

2. Change your (inner) tone of voice. ... 

3. Validate your feelings instead of analyzing them. ... 

4. Be aware of your self-criticism and think rationally. 

 

Take charge of your Life  

bƻǿ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀ ōŜǘǘŜǊ ƛŘŜŀ ƻŦ Ƙƻǿ ȅƻǳǊ ƛƴƴŜǊ ǘƘƻǳƎƘǘǎ ŀǊŜ ƛƳǇŀŎǘΣ ƛǘΩǎ ǘƛƳŜ ǘƻ ǘŀƪŜ ŎƘŀǊƎŜ 

and learn a new approach to self-talk. Look back at the thoughts on your list and reword them 

in a kinder, more positive light. 

Example 1: 

¶ ά²Ƙŀǘ ŀƴ ƛŘƛƻǘΗ L ƳŜǎǎŜŘ ǳǇ ǘƘŀǘ ǇǊŜǎŜƴǘŀǘƛƻƴΦ ²ŜƭƭΣ ǘƘŀǘΩǎ ǘƘŜ ŜƴŘ ƻŦ Ƴȅ ŎŀǊŜŜǊΦέ 

¶ !ƭǘŜǊƴŀǘƛǾŜΥ άL Ŏŀƴ Řƻ ōŜǘǘŜǊ ǘƘŀƴ ǘƘŀǘΦ LΩƭƭ ǇǊŜǇŀǊŜ ŀƴŘ ǊŜƘŜŀǊǎŜ ƳƻǊŜ ƴŜȄǘ ǘƛƳŜΦ aŀȅōŜ 
LΩƭƭ ƎŜǘ ǎƻƳŜ ǇǳōƭƛŎ ǎǇŜŀƪƛƴƎ ǘǊŀƛƴƛƴƎΦ ¢Ƙŀǘ ǿƻǳƭŘ ōŜ ƎƻƻŘ ŦƻǊ Ƴȅ ŎŀǊŜŜǊΦέ 
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Example 2: 

¶ άL ŎŀƴΩǘ Řƻ ǘƘŀǘΦ LǘΩǎ Ƨǳǎǘ ƛƳǇƻǎǎƛōƭŜΦέ 

¶ !ƭǘŜǊƴŀǘƛǾŜΥ άL ƪƴƻǿ ǘƘŜǊŜ ƛǎ a ƭƻǘ ǘƻ ŘƻΣ ōǳǘ LΩƭƭ Řƻ ƛǘ ǎǘŜǇ ōȅ ǎǘŜǇ ŀƴŘ ŎƻƳǇƭŜǘŜ ƛǘΦέ 

Example 3: 

¶ άIƻǿ ǊƛŘƛŎǳƭƻǳǎΗ L ŎŀƴΩǘ ǘŜŀŎƘ ƳȅǎŜƭŦ Ƙƻǿ ǘƻ ǘƘƛƴƪ ƳƻǊŜ ǇƻǎƛǘƛǾŜƭȅΦέ 

¶ !ƭǘŜǊƴŀǘƛǾŜΥ ά L ǘƘƛƴƪ L ǎƘƻǳƭŘ ƛƴǘǊƻǎǇŜŎǘ ƳȅǎŜƭf and start learning to think more 
positivelȅΦ L ǿƛƭƭ ǎŜǊƛƻǳǎƭȅ  ƎƛǾŜ ŀ ǘƘƻǳƎƘǘ ǘƻ ƛǘΦέ 

 

You are the creator of your destiny. You only can win the battle of your life with conscious 

effort. Avoiding your inner critic and learning how to have productive, positive inner 

conversations is necessary. Your thought process is always the source of your emotions and 

mood. The conversations you have with yourself can be destructive or beneficial. Some people 

find it easier than others to adopt positive self-talk. We can consider this as a step toward 

bettering yourself and improving your self-image. 

{ƻ ƭŜǘΩǎ ƎŜǘ ǎǘŀǊǘŜŘ ǘƻ ŜƳōŀǊƪ ƻƴ ǘƘŜ ƧƻǳǊƴŜȅ ƻŦ ǇƻǎƛǘƛǾƛǘȅ ŀƴŘ ƘŀǇǇƛƴŜǎǎΦ 

 

Here are tips to help you provide yourself with good, positive self-talk for success: 

1. Have a Purpose Higher Than Self 

When you feel that you have a purpose, you focus on the positive reasons for which you 

were created to pursue and accomplish. 

2. Avoid negative people in your life 

Keep the negativity to a minimum in your life by limiting your time with negative 

people. 

3. Be Grateful 

A great way to find the positive in your life and create positive self-talk is to recognize 

the things in your life for which you can be grateful.  

4. 5ƻƴΩǘ /ƻƳǇŀǊŜ ¸ƻǳǊǎŜƭŦ ǘƻ hǘƘŜǊǎ 

Live your life and stop making any comparisons. 

5. Use Positive Words with Others 

Positivity breeds positivity, and negativity breeds negativity. Choose the positive for 

yourself and others. 

6. Self-Belief 



Page | 21  
ά{hC-млέ   E-BOOK 

Believe in your ability to succeed 

7. Visualize Your Success 

You should be able to foresee your success, this increases  your ability to actually 

achieve success. For example, if you want to run 10 miles today. Think about how you 

will prepare for your run. 

8. Help Others 

Helping others is a way to bless others, 

9. Be Physically Active 

Get up, get active, and improve your body and mind together by exercising on a regular 

basis. 

10. Dream and Set Goals 

A great way to begin positive self-talk is to dream big and achieve big. 
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Chapter 04 

GROWTH MINDSET 
Introduction 

 India is a country that is very soon going to be a torchbearer for the world in every field. 

The success of every nation lies in the success of its youth. Our youth which is empowered by 

skill and knowledge is doing good in every domain of education, politics, science, and 

technology but at the same time, it has been observed that youth are also confronting some 

social problems like corruption, violence, drug addiction, etc. The root cause so all these issues 

are lying in the key concepts of mindset. 

 In the year 2020, The world is suffering from coronavirus (COVID 19). For the safety of 

peoples, Several measures have been taken by the government officials. During this pandemic 

on one side, Peoples are helping one another, following social distancing, helping 

administration. In contrast, some cases have been observed wherein especially youth are not 

adhering to the social dia group of the youth are not following the social distancing even they 

targeted the target police doctors this happens due to most distancing and abusing the 

government officials. There could be numerous reasons behind it but one of the profound 

reasons is Mindset. 

On the dark side, it is evident that our educational system never touches upon the concept like 

mindset but it is very imperative that, through our ά¢Ǌŀƛƴ ǘƘŜ ¢ǊŀƛƴŜǊέ initiative youth must be 

acquainted with the concept of mindset. They must know to deal with any life situation using 

mindset. 
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Mindset 

The mindset is going to affect your personal and professional life. Oxford dictionary 

defines mindset as "an ŜǎǘŀōƭƛǎƘŜŘ ǎŜǘ ƻŦ ŀǘǘƛǘǳŘŜǎ ƘŜƭŘ ōȅ ǎƻƳŜƻƴŜέΦ Lƴ ǇŀǊǘƛŎǳƭŀǊ  aƛƴŘǎŜǘǎ 

are beliefsτbeliefs about yourself and your most basic qualities. Mindset is all about individual 

ƛƴǘŜƭƭƛƎŜƴŎŜ ŀƴŘ ǇŜǊŦƻǊƳŀƴŎŜΦ !ŎŎƻǊŘƛƴƎ ǘƻ wŜŜŘ ŀƴŘ {ǘƻƭǘȊ άIŀǾƛƴƎ ǘƘŜ ǊƛƎƘǘ ƳƛƴŘǎŜǘ Ŏŀn be a 

ŎƻƳǇŜǘƛǘƛǾŜ ŀŘǾŀƴǘŀƎŜ ǿƘŜƴ ȅƻǳΩǊŜ ǎŜŜƪƛƴƎ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ŀŘǾŀƴŎŜƳŜƴǘέΦ  

Nowadays, to get a job in this competitive world recruiters not only observe skill sets but also 

give utmost importance to the Mindset of employees. .Here author would like to point out the 

scenario of circus wherein we observe a big giant elephant tied by a weak rope. Though the 

elephant has all the skills and power to set free, he could not try to do so. It is because in the 

mindset it has been cemented that the rope is strong enough that the elephant could not break 

it. So it evident that along with the skill sets we must work on mindset [1]. Several studies 

manifest that there is a powerful relationship between mindsets and achievement. In 

conclusion, The Mindset is the superset of the skill set. 

Hence, Through the aegis of the train the trainer program, we must attempt to demystify the 

Mindset of students in parallel with grooming the skill set. 

 

Types of mindset 

 Through the twelve years of teaching experience in professional engineering college, 

the Author has confronted several students who have an excellent academic track record but 

struggle in their career. In contrast, there are many examples in which students having not 

profound academic records but with a good mindset are doing excellent in their chosen career. 

It has been observed that being a good mindset is not a personality change. One can cultivate 

ǘƘŜ ƳƛƴŘǎŜǘΦ  ¢ƘŜ ŎƻƴŎŜǇǘ ƻŦ ΨƳƛƴŘǎŜǘǎΩ ǿŀǎ ŎƻƛƴŜŘ ōȅ ǇǊƻŦŜǎǎƻǊ ƻŦ ǇǎȅŎƘƻƭƻƎȅ ŀǘ {ǘŀƴŦƻǊŘ 

University Carol Dweck and her ŀǎǎƻŎƛŀǘŜǎ ŀƴŘ ŘŜǎŎǊƛōŜǎ ŀ ΨǿƻǊƭŘ ŦǊƻƳ ǘǿƻ ǇŜǊǎǇŜŎǘƛǾŜǎΩ ώ/ŀǊƻƭ 

Dweck 2006]. She has found that everyone has one of two basic mindsets and proposes that 

every person has either a fixed mindset or a growth mindset [Carol Dweck 2000, 2014]: 

Broadly, Mindset are into two categories [2] 

 

Fixed mindset 

¢ƘŜ ǇŜǊǎƻƴ ǇƻǎǎŜǎǎƛƴƎ ǘƘƛǎ ŦƛȄŜŘ ƳƛƴŘǎŜǘ ǇǊŜǎǳƳŜŘ ǘƘŀǘ LƴǘŜƭƭƛƎŜƴŎŜ ƛǎ ŀ ŦƛȄŜŘ ǘǊŀƛǘΦ ¸ƻǳ ŎŀƴΩǘ 

change it.Here; It is believed that you are born with a certain amount of intelligence which you 

cannot change it. 
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Growth mindset 

The person possessing a growth mindset presumed that Intelligence is not a fixed trait. You can 

change it. Here; It is believed that you are born with a certain amount of intelligence which can 

be cultivated through effort. 

 

Factor affecting the mindset 

¶ External environmental factors: 

Environments shape mindsets. The people we interact with τ at home, in educational 

settings, at work, and in other organizations τ influence mindsets. The earliest 

influence on mindset for most people is that of their home environment and particularly 

ǘƘŜ ōŜƘŀǾƛƻǊ ƻŦ ǘƘŜƛǊ ǇŀǊŜƴǘǎΦ tŀǊŜƴǘǎΩ ŜȄǇŜŎǘŀǘƛƻƴǎ ŀƴŘ ŦŜŜŘōŀŎƪ ƳƻƭŘ ŀ ŎƘƛƭŘΩǎ ōŜƭƛŜŦǎ 

about the malleability or fixedness of their abilities. 

¶ Habits:  

Every place you are in has a different impact on the mind. Even in your house, you can 

see that you feel different in different rooms. A place where there has been singing, 

chanting and meditation has a different influence on the mind. Suppose you like a 

https://trickle.app/drip/21879-environment-affects-mindset/
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particular place; you may find that a little later it will not be the same, time and food are 

also factors that have different influences on the mind. 

 Belief:  

Belief leads students to very different conclusions about the meaning of events. beliefs 

act like lenses through which students interpret their day-to-day experiences in school, 

particularly experiences of adversity. Students can draw very different conclusions 

ŀōƻǳǘ ǘƘŜ ƳŜŀƴƛƴƎ ƻŦ ǘƘŜ ǎŀƳŜ ŜǾŜƴǘΦ LŦ ŀ ǎǘǳŘŜƴǘ ōŜƭƛŜǾŜǎ ǘƘŜǊŜ ƛǎƴΩǘ ŀ Ǉƻƛnt in trying, 

ǘƘŜƴ ŜǾŜƴ ǘƘŜ ōŜǎǘ ǘŜŀŎƘŜǊ Ƴŀȅ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǊŜŀŎƘ ǘƘŜƳΦ LǘΩǎ ƭƛƪŜ ǘƘŜ ƻƭŘ ǎŀȅƛƴƎ ƎƻŜǎΣ 

ά¸ƻǳ Ŏŀƴ ƭŜŀŘ ŀ ƘƻǊǎŜ ǘƻ ǿŀǘŜǊΣ ōǳǘ ȅƻǳ ŎŀƴΩǘ ƳŀƪŜ ǘƘŜƳ ŘǊƛƴƪέΦ 

 

Developing a growth mindset 

 Praise:  

Praising helps a lot, being appreciated always drives productivity. Tell your students that 

mistakes do happen in work. Sometimes mistakes provide an opportunity to learn 

something new. 

 Push people out of comfort zone:  

A person's "comfort zone" is called that for a reason: It's comfortable and safe. However, your 

comfort zone can also be a place of stagnation -- one that keeps you from seizing opportunities 

for growth, just because it involves something unfamiliar. 

¶ Invest in yourself:  

Investing in yourself may be the most profitable investment you ever make. It yields not 

only future returns but often a current pay-off as well. The surest way to achieve a 

better quality of life, to be successful, productive, and satisfied is to place a priority on 

investing in both personal and professional growth. The effort you put into consistently 

investing in yourself plays a large role in determining the quality of your life now and in 

the future 

¶ Values:  

We embrace the challenge and opportunity that comes with growth and see this 

as a learning opportunity-- 

We have a desire to grow personally & professionally 

We push our own limits 

We are always learning 
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²Ŝ ŘƻƴΩǘ ǎŀȅ ƴƻΣ ǿŜ ǎŀȅ Ƙƻǿ 

We celebrate wins on the journey of growth 

¶ [ƛǎǘŜƴ ǘƻ ¸ƻǳǊ DǊƻǿǘƘ aƛƴŘǎŜǘ ά±ƻƛŎŜέ Υ 

Just like you have a fixed mindset voice, you also have a growth mindset voice. 

 

If you want to have success in transforming from a fixed mindset to a growth mindset, you 

have to start practicing listening to your growth mindset. This may be hard because you have 

been ignoring it for so long, but trust that it is in there. The best way to foster your growth 

mindset is to voice it intentionally. This is the best way to acknowledge your fixed mindset and 

replace it with your new growth mindset. 

 

Key benefits of being a growth mindset 

1. Response to the failure changes: 

Fixed mindset students tend to have a helpless response to failure or struggle with something 

ǘƘŜȅ ŘƻƴΩǘ ƛƳƳŜŘƛŀǘŜƭȅ ƎŜǘΦ ¢ƘŜȅ ƎƛǾŜ ǳǇ ōŜŎŀǳǎŜ ǘƘŜȅ ǎŜŜ ǎǘǊǳƎƎƭƛƴƎ ŀƴŘ ǎŜǘōŀŎƪǎ ŀǎ ŜǾƛŘŜƴŎŜ 

ǘƘŜȅ ΨŘƻƴΩǘ ƘŀǾŜ ǿƘŀǘ ƛǘ ǘŀƪŜǎΦΩ 

Students with a growth mindset are more likely to work harder in response to a failure. 

These students are always open to learning something new. When students were asked how 

they would respond to failing a test, students with a fixed mindset are more likely to agree with 

these statements... 

άL ǿƻǳƭŘ ǎǇŜƴŘ ƭŜǎǎ ǘƛƳŜ ƻƴ ǘƘƛǎ ǎǳōƧŜŎǘ ŦǊƻƳ ƴƻǿ ƻƴΦέ 

άL ǿƻǳƭŘ ǘǊȅ ƴƻǘ ǘƻ ǘŀƪŜ ǘƘƛǎ ǎǳōƧŜŎǘ ŜǾŜǊ ŀƎŀƛƴΦέ 

άL ǿƻǳƭŘ ǘǊȅ ǘƻ ŎƘŜŀǘ ƻƴ ǘƘŜ ƴŜȄǘ ǘŜǎǘΦέ 

²ƘŜǊŜŀǎ ǎǘǳŘŜƴǘǎ ǿƛǘƘ ŀ ƎǊƻǿǘƘ ƳƛƴŘǎŜǘ ŀǊŜ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ŀƎǊŜŜ ǿƛǘƘΧ 

άL ǿƻǳƭŘ ǿƻǊƪ ƘŀǊŘŜǊ ƛƴ ǘƘƛǎ Ŏƭŀǎǎ ŦǊƻƳ ƴƻǿ ƻƴΦέ 

άL ǿƻǳƭŘ ǎǇŜƴŘ ƳƻǊŜ ǘƛƳŜ ǎǘǳŘȅƛƴƎ ŦƻǊ ǘƘŜ ǘŜǎǘǎΦέ 

 

2. Goal Getter : 

For students with a fixed mindset has a lack of clarity about their goal in school/ colleges. 

Contrary, Students with a growth mindset on the other hand have the goal to learnΣ ǎƻ ǘƘŜȅΩǊŜ 

ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ŀǎƪ ŀ ǉǳŜǎǘƛƻƴ ƛŦ ǘƘŜȅ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ ƻǊ ǘƻ ǎŜŜƪ ƻǳǘ ƘŜƭǇ ƻǊ ǘǊȅ ŀ ƴŜǿ ǎǘǊŀǘŜƎȅ 
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if they are struggling. They always believe in learning the things in classes than it is to get the 

ōŜǎǘ ƎǊŀŘŜǎΦέ 

Students with a fixed mindset tend to show declines in their performance over time, 

particularly when they transition phase of educational career. Students with a growth mindset 

typically show increases over time. 

Conclusion   

 The prevalent view that specific people are brought into the world with a growth 

mindset in a specific field isn't true. This article contributes insight to a deeper understanding of 

growth mindset development. External environmental factors, Habits, Social networking sites 

are the prime hindrance in developing the growth mindset among the students. Praising, values 

personality development could be a decisive parameter in shaping the growth mindset. 

Responding constructively in an adverse situation and becoming the goal-getter is the prime 

outcome of a growth mindset. So, It's never too late to change from a fixed mindset to growth 

ƳƛƴŘǎŜǘΦ [ŜǘΩǎ DǊƻǿ ƻǳǊ aƛƴŘǎŜǘΦ 
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Chapter 05 

DREAMS & GOALS 
Dear Students 

LǘΩǎ ǘƛme to start afresh and begin a new chapter of life. Here comes the time to make 

resolutions, set goals and move forward towards achieving success and growth, and changing 

your life. Just remember, In order to accomplish great things, we must not only act but also 

dream; not only plan, but also believe in the things we dream of. The future always belongs to 

those who believe in the beauty of their dreams. 

Lǘ ƛǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƻ ƘŀǾŜ ŘǊŜŀƳǎ ƛƴ ŜǾŜǊȅ ŀƎŜ ƻŦ ƻǳǊ ƭƛŦŜΦ L ŘƻƴΩǘ ƳŜŀƴ ǘƘŜ ǎƻǊǘ ƻŦ ŘǊŜŀƳǎ ȅƻǳ 

have during sleep or the dreams that strike mid-way through the school days or early days of 

your college life, when you look out the window and your mind drifts to floating islands filled 

with a dragon that swoops in out of trees like a bird. Those sorts of dreams are important as 

these dreams indicate that your imagination is exercising and staying healthy, but these are not 

the dreams I mean here. 

The dreams I mean here are the different goals that we make ourselves for our life. Aspiration, 

intentions, plans, hopes, visions, dreams all these allows us to enter the world which is very 

hard to enter in it, for our dreams give us something better to strive for. 

 

Prof. Prashant V. Ajmire 
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What does it mean by a dream? 

ά! ŘǊŜŀƳ ƛǎ ŀƴ ƛƴǎǇƛǊƛƴƎ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ ŦǳǘǳǊŜ ǘƘŀǘ ŜƴŜǊƎƛȊŜǎ ȅƻǳǊ ƳƛƴŘ, will and emotions, 

ŜƳǇƻǿŜǊƛƴƎ ȅƻǳ ǘƻ Řƻ ŜǾŜǊȅǘƘƛƴƎ ȅƻǳ Ŏŀƴ ǘƻ ŀŎƘƛŜǾŜ ƛǘΦέ  A dream is a master plan of a 

ǇŜǊǎƻƴΩǎ ǇǳǊǇƻǎŜ ŀƴŘ ǇƻǘŜƴǘƛŀƭ ƻǊ ƛǘ ƛǎ ŀ ōƭǳŜǇǊƛƴǘΦ 

{ƻƳŜǘƛƳŜǎΣ ά! ŘǊŜŀƳ ƛǎ ǘƘŜ ǎŜŜŘ ƻŦ Ǉƻǎǎƛōƛƭƛǘȅ ǇƭŀƴǘŜŘ ƛƴ ǘƘŜ ǎƻǳƭ ƻŦ ŀ ƘǳƳŀƴ ōŜƛƴƎΣ ǿƘƛŎƘ Ŏŀƭƭs 

ƘƛƳ ǘƻ ǇǳǊǎǳŜ ŀ ǳƴƛǉǳŜ ǇŀǘƘ ǘƻ ǘƘŜ ǊŜŀƭƛȊŀǘƛƻƴ ƻŦ Ƙƛǎ ǇǳǊǇƻǎŜΦέ 5ǊŜŀƳǎ ŀǊŜ ǾŀƭǳŀōƭŜ 

commodities. They propel us forward. They give us energy. They make us enthusiastic. 

Everyone ought to have a dream.  

aƻǎǘ ǇŜƻǇƭŜ ŘƻƴΩǘ ƘŀǾŜ ŘǊŜŀƳǎΤ ǘƘŜȅ Ǝƻ ǘƘǊƻǳƎƘ ƭƛŦŜ like a wanderer lost in the wilderness, 

going from one place to next without caring where they end up. 

{ƻƳŜ ǇŜƻǇƭŜǎ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜƛǊ ŘǊŜŀƳǎΣ ǘƘŜȅ ƘŀǾŜ ƴƻ ƛŘŜŀΦ ¢ƘŜȅ ŀǊŜ ŜȄǘǊŜƳŜƭȅ 

possessive about something they would like to do at some time or they become to be like 

ǎƻƳŜƻƴŜ ǿƘƻ ƛǎ ŀƴ ƛŘƻƭ ǘƻ ǘƘŜƳΦ .ǳǘ ǘƘŜǎŜ ǇŜƻǇƭŜ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ ƎŜǘ ŦǊƻƳ ƘŜǊŜ ǘƻ ǘƘŜǊŜΦ  

Some people fear of failure that stops them from pursuing their dreams and working to achieve 

their goals. With faith, courage and persistence, nothing is impossible to achieve. Albert 

9ƛƴǎǘŜƛƴ ǎŀƛŘΥ άLŦ ȅƻǳ ǿŀƴǘ ŀ ƘŀǇǇȅ ƭƛŦŜΣ ǘƛŜ ȅƻǳǊ ƭƛŦŜ ǘƻ ŀ ƎƻŀƭΣ ƴƻǘ ǘƻ ǇŜƻǇƭŜ ƻǊ ǘƘƛƴƎǎΦέ 

People having faith in their memories just visualize their dreams, make plans in their heads and 

trust that things will turn out okay. Out of all these kinds of people, some got successful while 

some got failure and fall on their faces, depending on their commitment and dedication 

levels. If you fail to achieve your dream that means you have not shown commitment and 

dedication to achieve it, so dreams come to a nightmare. 

 

Many people pursue dreams and call dreams in their life as per their philosophy as follow: 

¶ Daydreamsτdistractions from current work 

¶ Empty wish or promise Dreamsτwild ideas with no strategy or basis in reality 

¶ Bad Dreamsτworries that breed fear and paralysis 

¶ Idealistic/Perfection DreamsτIt is like as per your wish and all is under your charge 

¶ Vicarious Dreamsτdreams lived through others 

¶ Romantic Dreamsτthis is a belief that your loved one will make you happy. 

¶ Career Dreamsτbelief that after success in career, you will be happy. But the world 

never ends there. 

¶ Destination Dreamsτyou set a target and after achieving that, it will make you happy. 

This makes limited dreams. 
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¶ Material Dreamsτbelief that your stronger wealth or possessions about your dreams 

will make you happy. 

{ƻΣ ƛŘŜƴǘƛŦȅƛƴƎ ŘǊŜŀƳǎ ƛǎ ŀǎ ƛƳǇƻǊǘŀƴǘ ŀǎ ŀŎƘƛŜǾƛƴƎ ƛǘ ƛƴ ƻǳǊ ƭƛŦŜ ŜǎǇŜŎƛŀƭƭȅ ƛƴ ŀ ǎǘǳŘŜƴǘΩǎ ƭƛŦŜ. You 

should dream big but in a proper manner. 

Here are some common reasons why people have trouble identifying their dreams. 

¶ Sometimes, somewhere some people have been discouraged from dreaming by other 

people in their surroundings. This may be intentionally or unintentionally. 

¶ People are sometimes hindered by their past disappointments or failure and hurts. 

¶ Some people develop a habit of settling life for average. 

¶ Some people have a lack of confidence in achieving their dreams.  

¶ Some people lack the imagination to dream. 

 

If you are confused about what should be your dreams, sometimes because you are afraid to 

dream and maybe sometimes because you lost your dream along the way. In this kind of 

situation start exploring your dreams as per the following 

¶ Mental preparation: Start studying in areas of your greatest interest. Read in deep and 

prepare your mind for your dreams. 

¶ Experiential preparation: Before entering directly, keep engaging yourself in activities in 

areas related to your interests. This will help to boost your confidence. 

¶ Visual preparation: always imagine pictures of successful people along with their route 

of achievement, this will keep you inspiring. 

¶ Hero preparation: Read in detail about success stories of your real-life heroes, you can 

also meet these successful people who will help to boost your knowledge by sharing 

their experiences. 

¶ Physical preparation: ȅƻǳ ǎƘƻǳƭŘ ōŜ ǇƘȅǎƛŎŀƭƭȅ ŦƛǘΣ ǘƘŀǘ ŘƻŜǎƴΩǘ ƳŜŀƴ ǘƻ Ǝƻ ǘƻ ŦƛǘƴŜǎǎ 

center daily. You should stay away from the disease, this will keep your body and mind 

fresh and you will feel always energetic. 

¶ Spiritual preparation: everyone in their life has Spiritual believes. Keep your faith, this 

makes you more confident, and ignite your internal power. 

 

By implementing these six things in your life, you will make stand yourself in the best possible 

position to achieve your dreams. As you dƻΣ ƪŜŜǇ ƛƴ ƳƛƴŘ ǘƘŜ ǿƻǊŘǎ ƻŦ aŀǘǘ ¸ŀǘŜǎΣ ǿƘƻ ǎŀȅǎΣ ά! 

ŘǊŜŀƳ ƛǎ ǿƘŀǘ ȅƻǳ ŘŜǎƛǊŜ ƛŦ ŀƴȅǘƘƛƴƎ ŀƴŘ ŜǾŜǊȅǘƘƛƴƎ ƛǎ ǇƻǎǎƛōƭŜΦέ 
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Imagination and motivation are two most important & powerful things, if these stand to your 

side, you will achieve your grandest dreams at any situation of life. 

 

Ten steps to achieve your dreams 

 

Step 1: See into the future 

Ask yourself where you are standing now in your life and project yourself for the next 5 

ȅŜŀǊǎ ƛƴ ȅƻǳǊ ƳƛƴŘΩǎ ŜȅŜ ŀƴŘ ȅƻǳǊ ŘǊŜŀƳǎ ōŜŎƻƳŜ ȅƻǳǊ ǊŜŀƭƛǘȅΦ 

Step 2: Set an intension 

By setting intension you will give yourself directions. Whether to set up your own 

business or to go travelling. You just have to focus on the intention of doing something 

you want to do. 

Step 3: Have integrity 

Living with integrity is so importaƴǘΦ LŦ ȅƻǳ ŘƻƴΩǘ ǊŜƳŀƛƴ ƘƻƴŜǎǘ ǿƛǘƘ ȅƻǳǊ ǿƻǊŘΣ ǘƘŜƴ 

your all intentions are pointless. So you should be honest with yourself. 

Step 4: Know who you are 

If you know who you are and what your purpose is in life then you must follow this. If 

you do this honestly quality of your life will change. Take your time to figure it that, who 

are you. 

Step 5: Be a stronger person for yourself and your family 

Make yourself mentally stronger. To achieve dreams you should have enough strength. 

Also, you should to dare to fail because without trying anything, you never know what 

could have been. Feel the responsibility of your family that will make you tough 

ǊŜƳŜƳōŜǊ ƴŜǾŜǊ άƴŜǾŜǊ ƎƛǾŜ ǳǇέΦ 

Step 6: Get clear on what you want and write it down 

Let your dreams come onto paper, write them, and review them. By writing them on 

paper, dreams will be a bigger part of your real life. This has a significant impact on the 

way your mind will think about your dreams. 
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{ǘŜǇ тΥ 5ƻƴΩ ƭŜǘ ŦŜŀǊ ǎǘŀƴŘ ƛƴ ȅƻǳǊ ǿŀȅ 

Never underestimate yourself; you are all you have got. You have to take efforts to 

make your dreams happen and that means telling your fears to go away. 5ƻƴΩǘ ǿƻǊǊȅ 

about failing either, if you want to be successful in life you will have to fail at some 

point. However, this can be a very good thing; you can learn so much from your failures. 

wŜƳŜƳōŜǊ άŦŀƛƭǳǊŜ ƛǎ ǘƘŜ ŦƛǊǎǘ ǎǘŀƎŜ ƻŦ ǎǳŎŎŜǎǎέΦ 

Step 8: Start taking action 

Prepare plan of action and then set it into mini project. Break the shackle & implement 

ȅƻǳǊ Ǉƭŀƴ ǎƳƻƻǘƘƭȅΦ 5ƻƴΩǘ ōŜ ƛƴ ƘǳǊry remembering that permanent success needs 

some time to come in true. 

Step 9: Share your dreams 

There are some close people in our life like best friends, family members, share your 

dreams, future plans with them so they can get excited for you and with you. By sharing 

your dreams you can also inspire others, this can help you build rapport and support. 

Step 10: Back everything you do with persistence and determination 

Consistency, accuracy and determination are the doors of success. If you do this you will 

ōŜ ǎǳǊŜ ǘƻ ƳŀƪŜ ȅƻǳǊ ŘǊŜŀƳǎ ŎƻƳŜ ǘǊǳŜΦ ¢Ǌȅ ǘƻ Řƻ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘƻΤ ŘƻƴΩǘ ƎƛǾŜ 

yourself the chance to have regrets. 

 

Start to DREAM BIG! 
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Chapter 6 

SETTING GOALS 
                                                                                                                         

Dear Students, the difference between Dreams and Goals must be clear in your mind. The 

dreams can be seen when you are sleeping and you will have to spend many sleepless nights to 

achieve your goals. Therefore, a goal is the desired objective that a person strives to achieve 

through visualization, commitment and a plan. 

Importance of a Goal   

 A goal is an objective which you have to plan to achieve. Without a goal you are bound to 

move off in the wrong direction or randomly, thus wasting time and effort. Your goal should be 

the bigger picture and not trivial like getting in college. You need to visualize in your head a 

clear picture of what you want five years down the row and why you want it? This clear picture 

in your mind will help you establish faith and will help you to keep going even in an uncertain 

future. 
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What is Setting Goals?                                                  

The definition of setting a goal is the process of identifying something that you want to 

accomplish. If you have a goal, you will have an image in your mind which will guide in life. You 

can create your destiny by believing that you are in charge of your life. Hence you must manage 

your time and not the other way around. To manage time, you have the motivation to take 

action and follow through your planning with discipline and reach your goal additionally, goal-

setting allows you to clear your mind and focus on the bigger picture. A goal is meant to 

be your roadmap towards success, not something you think about and forget a while 

later. If you are confident in your plan then that confidence will help you to reach your 

ƎƻŀƭΦ ¸ƻǳΩƭƭ ƭŜŀǊƴ ǘƻ ǿƻǊƪ ǘƘǊƻǳƎƘ ǎƘƻǊǘŎƻƳƛƴƎǎΣ ōŜ ǇŀǘƛŜƴǘ ǿƛǘƘ ǘƛƳŜΣ ŀƴŘ ǎǘŀȅ ŎƻƳƳƛǘǘŜŘ 

to the desired outcomes. 

For all the students in high schools and colleges, the visualization of the goal can be not clear. It 

ƛǎ ŎƻƳǇƭŜǘŜƭȅ ƴƻǊƳŀƭ ƛŦ ǘƘŜȅ ŘƻƴΩǘ ƘŀǾŜ an exact idea about where they want to be in the 

future. There is no need to worry if you are uncertain about the future. Statistically, a student 

with specific goals at this point in their life ends up changing it as they continue to acquire more 

information. Therefore you should not avoid setting a goal. It opens up your options because 

you can explore many different possibilities and base goals on a better understanding of 

yourself, instead of on a pre-defined assumption. 

In a survey done in the US, more than 60% of people who set New Year resolutions abandon 

them within the first month, and more than 25% after the first week itself! Many of you might 

have faced this situation and planned something which looked very attractive in the beginning 

but must have given up in due course of time or the very next day. Did you ever introspect? 

Why this must have happened? ²Ƙŀǘ Ƴǳǎǘ ōŜ ǘƘŜ ǊŜŀǎƻƴΚ ²ƘŜǊŜ ƘŀǾŜ ǿŜ ōŜŜƴ ǿǊƻƴƎΚ [ŜǘΩǎ 

find out the answers for all this. 

 

Why resolutions and setting goal may not work very well for you: 

¶ You are uncertain about what you want 

¶ Your goals are unrealistic and your plan is failing 

¶ Your goŀƭǎ ōŜƭƻƴƎ ǘƻ ǎƻƳŜƻƴŜ ŜƭǎŜΩǎΣ ƴƻǘ ǿƘŀǘ ȅƻǳ ǘǊǳƭȅ ŘŜǎƛǊŜ ŦƻǊ ȅƻǳǊǎŜƭŦ 

¶ CŜŀǊ ƻŦ άƭƻǎƛƴƎ ȅƻǳǊǎŜƭŦέ ŀƴŘ ŦƛƴŘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƻ ŎƻƳǇǊƻƳƛǎŜ ȅƻǳǊ ƛŘŜƴǘƛǘȅ ƛƴ ǘƘŜ 

process 

¶ You are stuck in endless circle. 

¶ Limited by what you think you can do based on past experiences and records 
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¶ Self-destructive habits that prevent you from fulfilling your biggest desires 

¶ Lack of courage and confidence to overcome obstacles 

¶ And many other possible reasons 

Why Should You Set Goals? 

¢ƘŜǎŜ ŘŀȅǎΣ Ƴŀƴȅ ǇŜƻǇƭŜ ƭƛƪŜ ǘƻ ƪŜŜǇ ŀ άŎƻƳŜ ǿƘŀǘ Ƴŀȅέ sort of attitude due to the 

unpredictable nature of life. People who plan things outset expectations, but expectations can 

often lead to disappointments, which is why most people would rather sleepwalk through life 

ǿƛǘƘ ƴƻ ŎƭŜŀǊ ŘƛǊŜŎǘƛƻƴ ƻŦ ǿƘŜǊŜ ǘƘŜȅΩǊŜ headed. But people who fail to recognize the 

importance of goals are also the same type of people who end up missing out on significant 

opportunities. This is because they are unable to beset their options carefully. In fact, after 

graduation, a high percentage of students find themselves lost and confused in the real world. 

Some of the most inspirational stories of success all come from individuals who 

possess life goals. Think about how athletes prepare for the Olympics or those who top in the 

University exams or crack competitive exams. They spend years of training or studying and 

another couple of months to train for the actual event or mock tests. These are the people that 

sacrifice tons to succeed in their goals. Why? Because these people know that a dream will only 

remain a dream until you do something about it. You can spend your whole life hoping for 

something, but that may never come unless you learn to take action. Sometimes it is difficult to 

quantify and qualify what goals or actions should be there. Goal setting takes time. Initially, the 

students must be introduced to the process, develop necessary skills, implement procedures 

and record evaluations.  

 

Dear students do this exercise of Goal setting pyramid: 
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Now or Never 

There is no better time than NOW to reclaim back your power to make the inspiring life that 

you simply deserve. 

The biggest obstacle is Procrastination which means avoidance of doing a task that needs to be 

ŀŎŎƻƳǇƭƛǎƘŜŘ ōȅ ŀ ŎŜǊǘŀƛƴ ŘŜŀŘƭƛƴŜΦ ¢ƻ ŀ ǇŀǊǘƛŎǳƭŀǊ ŘŜƎǊŜŜΣ ƛǘΩǎ normal to procrastinate and can 

be useful to help prioritize tasks like the most important and least important. Likewise, 

excessive procrastination can become an obstacle in normal activities. This happens can lead to 

mental problems such as stress, anxiety, depression and so on. As per leading experts, 

procrastination in colleges and school is a significant problem during education because many 

ǎǘǳŘŜƴǘǎ ŘƻƴΩǘ ƪƴƻǿ Ƙƻǿ ǘƻ ǳǘƛƭƛȊŜ ǘƛƳŜ ƳŀƴŀƎŜƳŜƴǘ skills. Also, most colleges provide free 

and fast wireless internet and these students can be easily distracted, and thus start a 

downward spiral of procrastination. 

What is involved in achieving that one big goal ǘƘŀǘ ȅƻǳΩǾŜ ŀƭǿŀȅǎ ǿŀƴǘŜŘ ǘƻ ǊŜŀŎƘ ŦƻǊ ȅŜŀǊǎΚ 

What happens when you recognize your worth and set goals that you are capable to reach? 

Set Goals That Make You Come Alive 

ά¸ƻǳǊ ƭƛŦŜ ƛǎ ŀ ǎŀŎǊŜŘ ƧƻǳǊƴŜȅΦ Lǘ ƛǎ ŀōƻǳǘ ŎƘŀƴƎŜΣ ƎǊƻǿǘƘΣ ŘƛǎŎƻǾŜǊȅΣ ƳƻǾŜƳŜƴǘΣ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴΤ 

continuously expanding your vision of what is possible, stretching your soul, learning to see 

clearly and deeply, listening to your intuition, taking courageous challenges at every step along 

ǘƘŜ ǿŀȅΦ ¸ƻǳ ŀǊŜ ƻƴ ǘƘŜ ǇŀǘƘΧ ŜȄŀŎǘƭȅ ǿƘŜǊŜ ȅƻǳ ŀǊŜ ƳŜŀƴǘ ǘƻ ōŜ ǊƛƎƘǘ ƴƻǿΧ!ƴŘ ŦǊƻƳ ƘŜǊŜΣ 

you can only go forward, shaping your life story into a magnificent tale of triumph, of courage, 

ƻŦ ōŜŀǳǘȅΣ ƻŦ ǿƛǎŘƻƳΣ ƻŦ ǇƻǿŜǊΣ ƻŦ ŘƛƎƴƛǘȅΣ ŀƴŘ ƻŦ ƭƻǾŜΦέόCaroline Joy Adams, Hawai Tah Lee) 

 

Guide for Goal Setting 

When we want to make changes in life, but mosǘƭȅ ǿŜ ŘƻƴΩǘ ƪƴƻǿ ǿƘŜǊŜ ǘƻ ōŜƎƛƴΦ 

Goal setting will allow you to get where you want to go and how to get there. Take some time 

to think about the things that you would either like to do or that you want to change in your 

life. Goals can be related to a variety of your life areas such as: 

¶ Relationships (Friends and Family) 

¶ Career/School 

¶ Finances 

¶ Health 

¶ Lifestyle 

¶ Personal Development 

http://www.carolinejoyadams.com/prints.html
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Now that you have a goal, start taking the necessary action to follow through with it. However, 

it can be hard to get started. In addition to writing down your goal, you can write out the steps 

that you will need to take to complete it. You are more likely to take action when you write 

them down. The key to achieving your goals is to just DO IT! There is no need to feel motivated 

before you act; take action, and you will be motivated. If you were able to achieve the first step 

towards your final goal, then reward ȅƻǳǊǎŜƭŦΦ LǘΩǎ ƴƻǘ Ŝŀǎȅ ǘƻ ŀŎŎƻƳǇƭƛǎƘ ƎƻŀƭǎΦ {ƻΣ ƛǘΩǎ 

important to reward yourself when you do like this you will get energy and believe in your 

ŀōƛƭƛǘƛŜǎ ǘƻ ǊŜŀŎƘ ŀǘ ȅƻǳǊ Ŧƛƴŀƭ ŘŜǎǘƛƴŀǘƛƻƴΧΦΦ ¢ƻǇ ƻŦ ǘƘŜ ǿƻǊƭŘΦ 
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Chapter 7 

TYPES OF GOAL 
 

ά¢ƘŜ ǘǊŀƎŜŘȅ ƻŦ ƭƛŦŜ ŘƻŜǎƴΩǘ ƭƛŜ ƛƴ ƴƻǘ ǊŜŀŎƘƛƴƎ ȅƻǳǊ ƎƻŀƭΦ ¢ƘŜ ǘǊŀƎŜŘȅ ƭƛŜǎ ƛƴ ƘŀǾƛƴƎ ƴƻ 

Ǝƻŀƭǎ ǘƻ ǊŜŀŎƘΦέ   

-Benjamin Mays 

 

 

 This is the era of smart work and not bull work. So your goal must be smart. As you look 

at ǘƘŜ ŀŎǊƻƴȅƳ ŦƻǊ {ΦaΦ!ΦwΦ¢Φ9ΦwΦ ƎƻŀƭǎΣ ƛǘΩǎ ŎƭŜŀǊ ǘƻ ǎŜŜ ǘƘŀǘ ǘƘŜǊŜ ŀǊŜ ǎŜǾŜƴ ǎǘŜǇǎ ǎƛƴŎŜ ǘƘŜǊŜ 

are 7 letters in the word. 

 

ά{έ ς Specific - 

 The first step in setting S.M.A.R.T.E.R. goals is to be specific, well defined, clear and 

unambiguous. If goals are ǘƻƻ ǾŀƎǳŜΣ ƛǘ ǿƻƴΩǘ ōŜ ǎƳŀǊǘ ŀǎ ǎǳŎƘΣ ƛǘ ǿƛƭƭ ōŜ ŘƛŦŦƛŎǳƭǘ ǘƻ ŘŜǘŜǊƳƛƴŜ 
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what steps you need to take to accomplish them. If your goals are specific, it will be easier to 

know when your goals have been achieved by you. 

Example- Ψ9ȄŜǊŎƛǎŜ ƳƻǊŜΩ ƛǎ ƴƻǘ ŀ ǾŜǊȅ good goal because it is too unclear. How often you want 

ǘƻ ŜȄŜǊŎƛǎŜΚ CƻǊ Ƙƻǿ ƭƻƴƎ Κ Ψ9ȄŜǊŎƛǎŜ ǘǿƻ ǘƛƳŜǎ ŀ ǿŜŜƪ ŦƻǊ пл ƳƛƴǳǘŜǎ ƛǎ ŀ ōŜǘǘŜǊ Ǝƻŀƭ ōŜŎŀǳǎŜ 

it is more specific. Thus specific goal must be clearly stated what is to be achieved, by whom, 

where and when it is to be achieved.    

 Ψ{ǇŜŎƛŦƛŎŀǘƛƻƴΩ ƛǎ ǘƘŜ ŦǳŜƭ ƛƴ ǘƘŜ ŜƴƎƛƴŜ ƻŦ ŜǾŜǊȅƻƴŜΩǎ ƎƻŀƭΦ ¸ƻǳ ƘŀǾŜ ǘƻ ŘŜŦƛƴŜ 

specifications ƛŦ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ŀŎƘƛŜǾŜ ŀƴȅǘƘƛƴƎ ǇǊƻǇŜǊƭȅΦ 

 

άaέ ς Measurable - 

 ΨaŜŀǎǳǊŀōƭŜΩ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ǎŜŜ ƛǘΣ ŦŜŜƭ ƛǘΣ ƘŜŀǊ ƛǘΦ ²hen you reach to your goal, 

ǘƘŜȅ ŀǊŜ ŎƻƴŎǊŜǘŜ ŜǾƛŘŜƴŎŜ ŦƻǊ ƻǳǊ ǇŀǊǘƛŎǳƭŀǊ ƎƻŀƭΦ Lǘ ǎǳǇǇƻǊǘΩǎ ƛƴ ŎǊŜŀǘƛƴƎ ƻōƧŜŎǘƛǾŜǎ ǘƻ ǊƛŎƘ ǘƘŜ 

goals. Measurability applies to both the end result and the milestones along the way to 

achieving the goal. It answers the question of quantity- how much, how often and how many? 

Lǘ Ƙŀǎ ōŜŜƴ ǎŀƛŘ ǘƘŀǘ ǿƘŀǘ ŎŀƴΩǘ ōŜ ƳŀƧƻǊŜŘΣ ŎŀƴΩǘ ōŜ ƳŀƴŀƎŜŘΦ ¢ƘŜ ƴǳƳōŜǊ ƻǊ ƴǳƳŜǊƛŎŀƭ 

should be there to know your progress in the required time.  

Example - If a student sets a goal to achieve 80% marks in maths. It is his/her measurable goal 

to get 80% marks which is numerical in nature.    

 

ά!έ ς Achievable/Attainable -  

 Ψ!ŎƘƛŜǾŀōƭŜΩ ƳŜŀƴǎ ƛǘ ƛǎ ƴƻǘ Ƨǳǎǘ ŀ ƘƻǇŜ ƻǊ ŘǊŜŀƳΣ ƛǘ ƛǎ ǿƛǘƘƛƴ ȅƻǳǊ ǊŜŀŎƘΦ ¸ƻǳǊ Ǝƻŀƭǎ 

should be highly ambitious, it should be real. It should stretch your abilities but remain 

possible. 

Example- LŦ ȅƻǳΩǾŜ ƴŜǾŜǊ ƳŀŘŜ ƳƻǊŜ ǘƘŀƴ ϷмллΣллл ƛƴ ŀ ȅŜŀǊΣ ŘƻƴΩǘ ǎŀȅ ǘƘŀǘ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ōŜ 

a billionaire in one year. Set goals that you can achieve so that you build your strength. Your 

short-term goals should be something within your reach, but not so easily achievable that they 

ǿƻƴΩǘ ǘŀƪŜ ƳǳŎƘ ǿƻǊƪ ƻǊ ŜŦŦƻǊǘ ƻƴ ȅƻǳǊ ǇŀǊǘΦ  

 

άwέ ς Relevant/Realistic - 

 Goals that are relevant to your life, should be aligned with the harmony which what you 

want in your life. They should match up with your core values. If your core values are 

ŎƻƴǘǊŀŘƛŎǘƛƴƎ ǘƻ ȅƻǳǊ ƎƻŀƭǎΣ ȅƻǳΩƭƭ ŦƛƴŘ ȅƻǳǊǎŜƭŦ ƳŜǊŜƭȅ ƎŜǘǘƛƴƎ ŦǊǳǎǘǊŀǘŜŘ ŀƴŘ ŘŜŦŜŀǘŜŘΦ 
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 When you set goals that are relevant to your career should benefit directly. Remember, 

yƻǳǊ Ǝƻŀƭǎ ǎƘƻǳƭŘƴΩǘ ōŜ ŘŜǎƛƎƴŜŘ ǿƛǘƘ ǘƘŜ ƴƻǘƛƻƴ ƻŦ ǎǳŎŎŜŜŘƛƴƎ ǘƻ ōŜ ƘŀǇǇȅΣ ōǳǘ ǊŀǘƘŜǊΣ ǿƛǘƘ 

happily succeeding. Your goal should not be contradict with other goal. 

Example ς If you have decided to get mastery in maths and your last 3 to 4 years record shows 

ǘƘŀǘ ȅƻǳ ŀǊŜ Ƨǳǎǘ ǎǘǊǳƎƎƭƛƴƎ ǘƻ Ǉŀǎǎ ƛƴ ƳŀǘƘǎ ǘƘŜƴ ƛǘ ǿƻƴΩǘ ōŜ a relevant goal for you. 

 

ά¢έ ς Time-Bound - 

 Goals are ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜȅΩǊŜ ǘƛƳŜ-bound goals. You have to specify to get target 

completion dates to achieve these goals, which enables tracking of progress. 

 Time-bound goals are measurable and you should hold yourself accountable by 

measuring those goals on a daily, weekly, and monthly basis. How close and how much are you 

achieving and getting your goals? Without making a time-bound and measurable goal, you 

ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ȅƻǳǊ ǇǊƻƎǊŜǎǎΦ ¢ƘŜǊŜ ǎƘƻǳƭŘ ōŜ ǎƻƳŜ ŘŜŀŘƭƛƴŜ ŀƴŘ ǘƛƳŜ ƭƛƳƛǘ ǎƻ ŀǘ ǘƘŜ ŜƴŘ 

of the year, you can achieve your goal.  

Example- If you plan to achieve a 50-pound weight loss in one year, you will have to break it 

into 3-moƴǘƘ ƛƴǘŜǊǾŀƭǎΦ ¢ƘŀǘΩǎ мнΦр ǇƻǳƴŘǎ ƛƴ ŜǾŜǊȅ ǘƘǊŜŜ ƳƻƴǘƘǎΦ 

ά9έ ς Evaluate - 

 By evaluating your goals from ǘƛƳŜ ǘƻ ǘƛƳŜΣ ȅƻǳΩƭƭ ōŜ ƳǳŎƘ ŎƭƻǎŜŘ ǘƻ ŀŎƘƛŜǾŜ ǘƘŜƳΦ 

Evaluation is a process that examines your progress. Make sure that the evaluation of your 

goals must be habitual. Sometimes your mind has a very clever way of allowing you to avoid 

ȅƻǳǊ Ǝƻŀƭǎ ōȅ ǇǳǎƘƛƴƎ ȅƻǳ ƛƴǘƻ ǎȅƳǇŀǘƘŜǘƛŎ ōŜƘŀǾƛƻǊǎ ǿƘŜƴ ǘƘƻǎŜ Ǝƻŀƭǎ ŀǊŜƴΩǘ ŎƭƻǎŜƭȅ 

evaluated. 

 

άwΩΩ ςReward - 

 You should always reward yourself for your achievements. Rewarding yourself with the 

things that inspire and attract you. This will ensure that even the small rewards are enough to 

motivate you for further achievement. 

Example ς Listen to music that you enjoy for 15-30 minutes. 
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Types of Goals 

 Goals can be anything in life, as long as it is something you set to achieve within a time 

frame. There are different types of goals that you can set to make your life better. 

 Goals can be classified as either short-term, mid-term or long term goals. They help to 

motivate and focus us. It encourages people to breakdown their long term goals into short-

term and mid-term goals and to enjoy those small milestones on the way to the final outcome 

goal. 

Example- A goal to lose 60 Ibs in one year can be broken down to 5 Ibs per month and 30 Ibs in 

6 months. 

Long-Term Goal 

 Generally, goals consist of plans you make for your future. These generally consist of 

family, lifestyle, career and retirement goals. They need to have specific time limits to put on 

them, particularly 5 or 10-year goal. Long-term goals are achieved over time as a person 

completes the stages of their life. People set long term goals for themselves by visualizing what 

they want to do and where they want to be after five to twenty years from the present 

situation. 

Examples - You can set a goal to improve your vocabulary by reading 30 books in a year. To 

achieve this goal, you will probably have to set smaller goals like reading 30 minutes a day or 4 

hours a week and reading up 3 books in a month. 

 

Short-term goals  

 Short-term goals are those that a person will achieve in the near future, maybe in a  

month, six months or a year. Short-term goals are often but not always, steppingstones on the 

way to achieving long-term goals. These types of goals are considered enabling goals because 

the accomplishment of these goals enables you to achieve to get a greater goal. Setting short 

term goals will keep you motivated. That feels to get something done and evaluate them and to 

stick up you closely to achieve more. 
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Enabling goals mainly consist of such topics as education, short-term jobs or projects, as well as 

valuable work experience. These often contribute directly to the long term goals that a person 

sets for himself or herself. 

 

Examples of short-term goals 

¶ If students want to read one chapter of a book every day in two weeks. Here, the idea is 

to complete the goals that will increase reading time, improve reading skills, and 

hopefully allow students to develop a habit of reading more frequently.  

Long-term and Short-term Subdivided - 

These two categories, long and short-term goals, can be further classified as Long-term goals 

that can be either lifetime goals or Capstone goals, while short-term goals can be further 

classified either foundational or provisional goals. 

 

 

 

Long-term goals- 

¶ Lifetime Goals - 

 Lifetime goals are those major goals that you would like to accomplish over your 

lifetime. They connect in your life dream, vision, and purpose and can occur at any point of life-

early, adult life, middle-age or old age. There is no limit to achieving anything in your lifetime. 

Particularly, these goals will take ten or more years for accomplishment in the future.  

 

Example -You can have a Lifetime goal of traveling around the world. 
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¶ Capstone Goals - 

 Capstone goals are commonly those key goals you will need to accomplish first before 

you achieve your lifetime goals. These goals will typically be accomplished in one to ten years. A 

Lifetime goal of becoming a doctor would have Capstone goals of going to med school, college 

and completing an internship. A lifetime goal of traveling around the world would have a 

Capstone goal of saving a certain amount of money. 

 

Short-term Goals 

¶ Foundational Goal ς 

 Foundational goals are those short-term goals that will be completed in less than one 

year. These may be enabling goals that may need to be finished before the Capstone goals 

being met. They are often used as physiological improvements. However, Foundational goals 

can also be stand-alone goals with no link to a Capstone goal or a Lifetime goal.  

Example -This could be making your high school cricket team, learning how to play two songs 

on the guitar. 

¶ Provisional Goal - 

 Provisional (stepping-stone) goals are usually stepping-stones to larger goals. 

Commonly, these are completed in less than a month. In these types of goals, you focus daily 

and are often used for technical improvements such as fun learning, communication skills. 

Many times, these may be enabling goals that may need to be accomplished prior to the 

foundational goals being met.  However, like Foundational goals, provisional goals can be 

stand-alone goals with no link to a Lifetime, Capstone.  

Example - Better presentation skills.  

It is said that, 

 Ψ! ǇŜǊǎƻƴ ǿƛǘƘƻǳǘ ŀ Ǝƻŀƭ ƛǎ ŀ ǇŜǊǎƻƴ ǿƛǘƘƻǳǘ a ǎƻǳƭΦΩ {ŜŜ Ƙƻǿ ƛƳǇƻrtant goal in your life. 

{ƻΣ ǿŜ ŘƻƴΩǘ ǳƴŘŜǊŜǎǘƛƳŀǘŜ ƻǳǊ ǎŜƭŦ ōŜŎŀǳǎŜ ǿŜ ŀǊŜ ǘƘŜ ǎǳǇŜǊƘŜǊƻ ƻŦ ƻǳǊ ƭƛŦŜΦ 

Reference ς 

¶ wƻōŜǊǘ YŀƴŀŀǘΣ ΨŀŎƘƛŜǾƛƴƎ Ǝƻŀƭǎ ǿƛǘƘ a SMARTER method. 

¶ !ǊǘƛŎƭŜ ƻƴ ΨǘȅǇŜǎ ƻŦ ƎƻŀƭΩΣ ¢ƘŜ tŜŀƪ tŜǊŦƻǊƳŀƴŎŜ Center. 

https://thepeakperformancecenter.com   

¶ !ǊǘƛŎƭŜ ƻƴ Ψ{ŜǘǘƛƴƎ ƻŦ DƻŀƭΩ ōȅ {ǊƻƳƻƴŀ .ŀǘǘŀŎƘŀǊȅŀΣ !ǳƎǳǎǘ нтΣнлмс 

¶ PositivePsychology.com ς what is goal setting and How to Do it well.    
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Chapter 08 

GOAL SETTING CASE STUDY 
Introduction 

 
The goal-setting focuses on identifying the types of goals that are most efficient in producing 

high levels of motivation and concert and enlightening why goals have these effects. Each goal 

set forth by a person is a parallel to what they are trying to achieve through their actions and 

behaviors. Without one's energies, their goals cannot be set or accomplished. The tougher the 

specific goal to succeed, the more possible one would be motivated and commit their best 

performance to achieve the desired goal. 
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Details of Case 

Mahesh, an employee of the senior marketing manager at a renowned company, was given a 

Marketing development plan (MDP), to maximize his potential as part of the marketing team of 

his company. The goal of the MDP was to ensure that the company was maintaining wonderful 

customer service and improving company and company sales. The MDP would allow Mahesh to 

look at each division (self-development, division development, and company performance) to 

see where he needed to improve to achieve goals that are expected by the company's head 

office. The plan was built on goal-setting concept and comprised of education on how to 

generate ά{a!w¢έ goals to confirm focused changes could be implemented to improve the 

success of his company.  

 

 

 

Half-way through the year, Mahesh would report his status to his reporting manager. If Mahesh 

was able to meet the goals he had established, new goals would be created. If the goals were 

not met by that time, a more in gravity look would be taken to see what changes may be 

needed to be able to achieve those goals.      

Mahesh realized that if his Company was going to be successful, he would first need to take a 

look at himself to see if he was reaching his extreme potential. Therefore, Mahesh decided to 

first focus on self-development. He knew that the Company would not run marketing properly 

if he was not a successful marketing manager. Mahesh knew through his years of being a 

marketing manager that his team trusted on him for inspiration, approaches, reliability, etc. 

Mahesh also knew that his employees' confidence often reflected his confidence while at MNC. 

For each division to be successful, continuous developments needed to be made. Mahesh felt 

the success of each division would have a trickledown effect and improve the achievement of 

the Company. Lastly, Mahesh had to improve his customer service and Company sales to make 

the Company's overall performance improved. Improving in these three areas would give his 

MNC Company a more successful position.   
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Analysis 

Mahesh began to explore about the goal-setting concept and learned about how to reach by 

making possible efforts towards his decided target. He learned a lot many things during goal 

setting. First, there must be acceptance and assurance to the goal.  Second, the goals must be 

specific in their forms and must be directly related to a specific finish result.  Third, they must 

be tough enough to pose a challenge but not too difficult that they cannot be reached.  Fourth, 

there needs to be a response on when and how the goal was reached.  In goal-setting concept, 

four parameters play an important role and i.e. known as ά{a!w¢έ which is used to make goal 

settings.  Mahesh now needs to develop ά{a!w¢έ goals to apply this parameter to the self-

development, division development and the Company performance divisions of the Marketing 

Development Plan. Mahesh learned that the ά{a!w¢έ parameter meant that his goals needed 

to meet the following criteria: 

As Mahesh continued to read more about each detailed segment of the ά{a!w¢έ parameter, 

he decided to transmit them to the way he sensed about his current position and ways he can 

develop himself and his Company to make his Company improved. 

 

Self-Development 

First, Mahesh took a look at the two demands of the MDP under self -development "What must 

I discontinue doing to be a more successful leader?" and "What must I continue to do healthy 

to be more successful?" Then he went to each detailed kind to see how he could relate that to 

the two demands. 
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Specific: 

For goal specification, Mahesh, as a manager can give his workforces some control in this 

zone.  Different divisions might have different, specific goals.  Specific goals would comprise of: 

Increasing the sales of a certain division over last year's sales.  

By giving his employees the independence to set their own goals, Mahesh will "ensure that the 

goals are not difficult". 

 

Measurable: 

By the sales observing, presence, number (or lack of) on the job damages and customer 

feedback are all measurable factors that could be measured within targeted goals.  When 

Mahesh applies his demands, he can determine the following: 

 

"What must I discontinue doing to be a more effective manager?" 

During his capacities, he can see what areas might need to be focused.  Actions he may need to 

stop are any scheduling practices that make it difficult for employees to be prompt or he might 

need to stop worrying about sales for a short time to speak about customer feedback.  When 

he speaks customer feedback, he may develop sales. By discontinuing certain things that might 

hamper not only his performance but his employees' performance as well as sales outputs, he 

can be more effective. 

 

"What must I continue to do well to be a more effective manager?"  

Mahesh's can use capacities to compare his Company's success with other Companies and 

national standards to identify areas that he is shining in and he should calculate each goal to 
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make certain he will be able to continue to measure those things and make certain that he 

doesn't set new goals that would divert from current success regions.  

 

Attainable: 

By providing his employees the autonomy to set goals, he must discover goals that can be 

sensibly be achieved.  While the employees may give him feedback on whether or not the goals 

are genuine, he must confirm that the goals are difficult but not too difficult that would reason 

a drop in commitment.  "When commitment to a difficult goal breaks, enactment would be 

projected to decrease".  He then can supervise their goals to set his goals and make them 

achievable.  He would help his employees set goals, and then set his own goals to become a 

superior marketing manager and give himself more inspiration.  Mahesh will need to calculate 

his own as well as his employee's capability in each area to make definite the goals set can be 

reached. 

 

Realistic: 

Concerning the attainable measure of the goal, allowing his employees to set realistic goals; 

Mahesh can in turn set realistic and attainable goals.  Although Mahesh needs to set himself a 

certain point of difficulty in his goals to have greater motivation and developed performance, it 

is also just as critical that he is realistic.  By calculating his goals on a month to month basis, he 

can show more realistic goals and more successful results. 

 

Timely: 

Mahesh's goals as well as his employee's support in the situation must be related to a specific 

time-frame.  Setting goals within specific time frames also permits for intermittent assessment 

to see where he stands and how much ahead he needs to go, and what step is afterward.  If he 

relates the two questions "What must I discontinue doing to be a more effective manager?" 

and "What must I continue to do well to be a more effective manager?"  

to the timely aspect, he can calculate and set a specific time that he must stop doing that is 

interfering with his achievement as well as what he should continue to do to be more 

successful.   

By response from customers as well as employees, he would be able to clear out what he might 

need to stop doing, what he needs to continue to do and confirm achievement in his goals. 
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Company Performance 

Mahesh was to apply the ά{a!w¢έ parameter concept to this portion of the MDP and realize 

what goals can be set to increase the performance of his MNC Company he is in charge of 

marketing manager.  The demands listed on the MDP under Company performance involved: 

ϦIƻǿ Ŏŀƴ L ƛƴŎǊŜŀǎŜ ƻǾŜǊŀƭƭ /ƻƳǇŀƴȅΩǎ ǇǊƻŘǳŎǘ ǎŀƭŜǎΚϦ ϦIƻǿ Ŏŀƴ L ƛƳǇǊƻǾŜ ŀǾŜǊŀƎŜ ǎŜƭƭƛƴƎ 

cost?" "What can I do to influence customer service?" and "What can I do to develop staff 

engagement?" He observed at each group to understand how they could be well-defined using 

the ά{a!w¢έ parameter. 

 

Specific: 

Mahesh decided that he desired to allow his employees to be involved inside the company to 

make them feel like part of the team. While exploration has not certainly shown that employee 

develops motivation Mahesh decided that having the employees involved would give them a 

sense of belonging to his company. He expected that this sense of belonging would develop the 

self-confidence of the employees and in turn improve customer service and their satisfaction. 

Mahesh agreed to himself a goal to have monthly meetings with his team where the staff could 

give input on thoughts or ideas they may have to develop MNC. Mahesh set a goal to design a 

program that would permit each employee to learn more about their division so that they could 

well support customers and know what the customers want and need when shopping from MN 

Company. 

 

Measurable: 

Mahesh was trained that if a goal is not measurable, it cannot be completed. This is why 

Mahesh was going to evaluate the team meetings after three months to see if the employees 

were giving any concepts or ideas they have and how effective it was at carrying out those 

concepts or ideas. He would also acquire as each meeting went on if the employees felt like 
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they had an idea, if more and more responsibility was given as the meetings went on. The team 

that was in the burden of putting together the program about each division would return to the 

same employees within three months to see if their understanding of their division has 

improved as well. 

 

Attainable: 

Regarding the goals to be attainable, they must be allotted to a specific individual or group 

skilful of achieving that goal. The team meetings were going to be allotted to Mahesh himself 

since he was in the custody of all the employees and he knew the best ways to develop their 

confidence and get their ideas. He allocated the tasks of "division knowledge" to a team of ten 

people who would guarantee that each division received the knowledge, training, and 

knowledgeable in their division.  

 

Realistic: 

The two core goals fixed for Company performance were realistic because they could 

materialize. They were not goals that would turn people missing due to the lack of awareness. 

 

Timely: 

Mahesh fixed the time to evaluate each goal's improvement in three months. This would allow 

him time to get if the goals were attainable or necessary to be changed. Mahesh had a year to 

complete and work on the MDP. Permitting three months to see the development would still 

give him sufficient time to change the goals if these specific goals were not working to develop 

the Company performance. 
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A recognized method of maximizing your success in setting and achieving goals is to set goals 

with the ά{a!w¢έ parameter.   

 

Division Development 

The advice given to assist him in developing goals with the ά{a!w¢έ parameter for division 

development were the demands: How can I improve Affection Rates? How can I improve 

contribution Loss? What can I do to improve Domain Sales? 

 

Specific: 

For the Division Development, Mahesh fixed specific goals to be achieved.  The goals to be 

achieved comprise of: 

 

1. Non-attendance and lateness in each division to decrease by 50%. With records for those 

who dishonored the company HR policy.  

2. Positive customer feedback for each division to increase by 20%. 

3. Employee meeting attendance 100%.  

4. Each division sales increase by 5 to 8 % than earlier "quarter" (last three months.) 

 

Measurable: 

Mahesh will quantity these Division Development goals as follows: 

1. Non-attendance/lateness will be calculated by the number of days absent, counts total 

hours late per division each month. 

2. Customer feedback measured as positive or negative every 4-6 weeks.  

3. Meetings will be held once in 3 months (Quarter), attendance will be recorded per 

division.   

4. Meetings are important for communication between Divisions and Company board 

members. 

5. Divisions' sales measured by, obviously their sales figures, and will be compared to last 

year's sales the same month, for sales development. 

                                                                          

Attainable: 

By achievability, each division's goals will have the component that Mahesh is comparing each 

division's sales, nonattendance, feedback, etc. rather than comparing them as total combined.   
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Realistic: 

By the Realistic way, Mahesh has fixed attainable goals for the divisions individually and as a 

whole.  By doing so, it will help him accurately achieve his goal of becoming a better marketing 

manager.  Through his realistic goals and capacities, the division will have a very positive 

development as well as results.  

Mahesh will be able to develop project objective work plans and execution strategies 

dependable with divisional goals as well as be able to sensibly achieve his goals in a specified 

time, track through and resolve issues promptly to keep the project on track mode.  

 

Timely: 

Mahesh will be able to resolve issues promptly to keep the project on track mode. With his 

goals having a time-bound kept in mind (measurements per so many weeks, months, quarters, 

etc.), timely implementation of subsequent will be feasible as well as very probably successful.   

 

Conclusion 

Mahesh has fixed himself up to succeed, the goal-setting plan he has set forth will permit him 

to measure the success he is struggling to achieve for the development of his company. His 

Dƻŀƭǎ ǿƛǘƘ ǘƘŜ ά{a!w¢έ ǇŀǊŀƳŜǘŜǊ ƳŜŜǘ ǘƘŜ ǎǘŀƴŘŀǊŘǎ ǘƘŀǘ ŀǊŜ ƴŜŜŘŜŘ ǘƻ ōŜ ǎǳŎŎŜssful. The 

challenges that Mahesh has set forth inside his MDP desire his employees to work hard toward 

a goal and include them in the decision making for enhancements. To increase motivation the 

employees not only need to be permitted to contribute to the goal-setting but be challenged as 

well.  Not only has Mahesh requested his employees participate in the development of the 

goals but they have made the goals strong and sharp.   

 

 

 

The above case study is based on The Goal Setting Theory which is becoming more of a 

standard in today's era. Large scale companies are finding it useful to motivate their 
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administrators and teams to higher levels. It is a theory that is easy to use and easy to follow. 

With today's technology, it makes the procedure very simple to follow.  

 

άwƛƎƘǘ ǳƴŘŜǊǎǘŀƴŘƛƴƎΣ tƻǎƛǘƛǾŜ ǘƘƛƴƪƛƴƎ ŀƴŘ ŎƻƴǎƛǎǘŜƴŎȅ ŀǊŜ ƪŜȅ Ǉƻƛƴǘǎ ƛƴ ŀŎƘƛŜǾƛƴƎ Ǝƻŀƭǎέ 

 

Goal setting case study can also be referred from the following sectors. 

 

¶ Education sector 

¶ Corporate sector 

¶ Health sector 

¶ Industry sector 

¶ Finance sector 
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Chapter 09 

LISTENING, WATCHING & SPEAKING 
Introduction: 

A lot of students has the question, how can they improve their communication skill? Students 

and people regardless of from which sector they are, everyone wants to improve their 

communication skills. The human mind is a remarkable entity. It allows us to consume, process, 

and express vast amounts of information in the blink of an eye. Communication, for instance, is 

tŀƴŘƻǊŀΩǎ .ƻȄ ǿƘŜƴ ƛǘ ŎƻƳŜǎ ǘƻ ǘƘŜ ŜȄŎƘŀƴƎŜ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΦ aŀƴȅ ǎǘǳŘƛŜǎ ŀƴŘ ǊŜǎŜŀǊŎƘ Ƙŀǎ 

ǎƘƻǿƴ ǘƘŀǘ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ǎƪƛƭƭ ŀƴŘ ǘƘŜƛǊ ƭŜŀŘŜǊǎƘƛǇ ǎƪƛƭƭ ǿƘƛŎƘ ŀǊŜ Ŏƻ-related 

are distinguished, can decide what he is going to achieve. But there is a huge myth amongst the 

people, that knowing the English language means you have a good communication skill, sorry 

ōǳǘ ǘƘŀǘΩǎ ƴƻǘ ǘǊǳŜΦ 9ƴƎƭƛǎƘ ƛǎ ƭŀƴƎǳŀƎŜΣ ǿƘŜǊŜŀǎ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƛǎ ŀƴ ŀǊǘΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ƭŜŀǊƴŜŘ 

and developed.  There is a possibility that after knowing the English language your 

communication skill can be pathetic. There is a mistake that most people do. They learn words 

from a dictionary and they try to insert those words where ever they can, this is a 

misconception. What I suggest is you should try to develop art. Try to learn communication 

skills in your mother tong first. Making eye contact, body language, voice tonality, being 

proactive these things are required while effective communication. The English language is not 

necessarily required for effective communication. Side by side you can learn the English 

language as well.   The basic requirement to improve communication skill is, one should ask 

himself. Are you reading something? Are you writing yourself? Do you read and write on a daily 
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basis? Are you watching something about the good communicators? Are you listening to the 

audios of good communicators? The human brain has very different ways to receive 

information, try to use all of them. Like muscles, communication is an art which can be 

developed. There is famous quote by John Powell, which says ά/ƻƳƳǳƴƛŎŀǘƛƻƴ ǿƻǊƪ ŦƻǊ ǘƘƻǎŜΣ 

ǘƘƻǎŜ ǿƘƻ ǿƻǊƪ ŀǘ ƛǘέΦ  It will take time, it will take efforts, and it will take hard work, if you 

work at it. Try to find good role models like whom you want to communicate. Try to find the 

people, who are influencing crowed, learn from them!  

 

All of us know that a fundamental requirement for effective interaction between two or more 

than two people is effective communication skill. Whereas communication skill is act of 

listening, watching and speaking. It further involves reading and writing, but it also goes beyond 

and incorporates the transmission of non-verbal language. You can communicate movement 

you enter into the world. Developing good verbal and body language skills needs continues 

learning and consciously using your skills to improve communication during the interaction. 

Being able to communicate effectively and efficiently is the most important amongst all the life 

skills. It is what enables us to pass information to other people, and to understand what is 

communicated to us by a speaker.  

 

If you carefully observe a baby listening intently to its mother and trying to repeat the sounds 

of mother that she makes and understand. You will recognize, how fundamental is the urge to 

communicate? Developing a effective communication skill will always help you in all the other 

aspects of your life, whatever they may be, from your professional life to social gatherings and 

everything in between. According to the survey conducted by National Association of Colleges 

and Employers in 2018, Verbal communication skills are ranked first among job candidates; 

they must have skills and qualities. For which you must go through listening, watching and 

speaking.  

 

Figure 1(Source: - www.freepik.com) 
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Listening:  

When it comes to communication, listening is a crucial component, more so than the actual 

dissemination of the said information. Speech hardly holds any value unless there is at least 

one ear to listen to it. Being a good listener is one of the most pertinent life-skills. Unlike the 

plethora of life-skills taught to us at an early age, listening comes through self-learning. Lack of 

listening originates from restricted expression. For instance, when we feel that we are left 

unheard, the desire to express increases! In social circles, the greed to speak more comes from 

being unheard, which reduces the mental ability to listen. In a world filled with countless 

distractions, a short attention span hampers the odds of information consumption. A genuine 

listener has become a rarity. Listening encourages more of the same. A person, when their 

thoughts and ideas are received well, is more open to listening and receiving feedback, and, by 

extension, information. This results in a positive and productive exchange of information. It also 

improves the connection between two or more beings. 

 

Listening as a life-skill, in its essence, has to be developed rather than learned. Many books 

have been published that deal with the many facets and pros of listening. When it comes down 

ǘƻ ŘŜŀƭƛƴƎ ǿƛǘƘ ǘƘŜ ǉǳŜǎǘƛƻƴ ƻŦ ΨƘƻǿ ǘƻ ƭƛǎǘŜƴΩΣ ǘƘŜǊŜ ŀǊŜ ǎƻƳŜ ŎǳŜǎ ǘƘŀǘ ƘƻƭŘ ǳǘƳƻǎǘ ǊŜƭŜǾŀƴŎŜΦ 

The drive for better communication can be observed frƻƳ ŀ ǇŜǊǎƻƴΩǎ ŀƭŜǊǘƴŜǎǎ ŀƴŘ ŀǿŀǊŜƴŜǎǎΣ 

along with good eye-contact (in case it is a face to face conversation). Undisrupted attention 

leads to better communication. Sincere listening is also a test of patience. The well-timed and 

positive remarks, words, or sounds of encouragement to go on, matter a lot in a verbal 

ŜȄŎƘŀƴƎŜΦ Lƴ .Ǌȅŀƴǘ IΦ aŎDƛƭƭΩǎ ǿƻǊŘǎΣ ǿƘƻ ƛǎ ŀƴ !ƳŜǊƛŎŀƴ ŀŎǘƛǾƛǎǘ ŀƴŘ ŀǳǘƘƻǊΣ ς άhƴŜ ƻŦ ǘƘŜ 

Ƴƻǎǘ ǎƛƴŎŜǊŜ ŦƻǊƳǎ ƻŦ ǊŜǎǇŜŎǘ ƛǎ ƭƛǎǘŜƴƛƴƎ ǘƻ ǿƘŀǘ ŀƴƻǘƘŜǊ Ƙŀǎ ǘƻ ǎŀȅΦέ This statement suggests 

that there are moral and emotional elements incorporated in a communicative exchange. So 

when it comes to listening, patience, undivided attention, and encouragement become 

powerful signs of communication. 

 

At the same time, the perseverance of the speech should not be hostile, it should rather be 

open-minded and laidback. The acceptance and reassurance of ideas and thoughts create a 

strong connection. Genuine listening transcends beyond the boundaries of biases. It is not 

about which parts you agree or disagree with to process the said ideas and thoughts, but about 

the deeper and complete understanding of it. The moralizing of any subject of conversation 

from one side to the other often leads to a damaged connection between the two. 
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Disagreements are not hostile, but the narrative should not be about regurgitating a convincing 

response. 

Speaking and listening, is there a difference? How are they related? Speaking and listening are 

ŘƛŦŦŜǊŜƴǘ ōǳǘ ǘƘŜȅ ŀǊŜ ƛƴǘŜǊǊŜƭŀǘŜŘ ǿƛǘƘ ŜŀŎƘ ƻǘƘŜǊ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΣ ŀǊŜƴΩǘ ǘƘŜȅΚ ¢hey both are 

different sides of a single coin. Someone has very rightly said that, if you are a good speaker 

does not necessarily mean that you are a good listener. But, if you are a good listener, then it 

helps you to become a good speaker. In schools, we learn how to speak but we rarely learn 

Ƙƻǿ ǘƻ ƭƛǎǘŜƴΚ LǎƴΩǘ ƛǘΚ ²ƘŜƴŜǾŜǊ ǿŜ ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ŘŜōŀǘƛƴƎ ŎƻƳǇŜǘƛǘƛƻƴǎ ǘƘŀǘ ǘŜŀŎƘ ǳǎ Ƙƻǿ ǘƻ 

speak! How to make a point! When we participate in elocution competition that teaches us 

how to make a fiery and passionate speech? Does this mean there are different ways to teach 

Ƙƻǿ ǘƻ ǎǇŜŀƪΚ .ǳǘ ǘƘŜǊŜ ƛǎ ǊŀǊŜƭȅ ŀ ǎȅƭƭŀōǳǎ ŀƴȅǿƘŜǊŜ ǿƘƛŎƘ ǘŜŀŎƘŜǎ ǳǎ Ƙƻǿ ǘƻ ƭƛǎǘŜƴΚ  ²ŜƭƭΣ ƛǘΩǎ 

still not late to begin, to be a good listener. Hence, we have to be intentional and conscious to 

be a good listener. Speaking is effortless, we feel something, we think something and we speak 

ǘƘƻǎŜ ǘƘƻǳƎƘǘǎΦ  ²ƘŜƴ ƛǘ ŎƻƳŜǎ ǘƻ ƭƛǎǘŜƴƛƴƎ ƛǘ ǊŜǉǳƛǊŜǎ ŎƻƴǎŎƛƻǳǎ ŜŦŦƻǊǘΣ ƛǘΩǎ ƴƻǘ ŀǳǘƻƳŀǘƛŎΣ ŀƴŘ 

it appears that we are much more predisposing to speak rather than to listen. Hence, to be a 

good communicator or if you wish to have a good interaction, you have to be conscious and 

make effort to listen. Communicating without listening is not effective, because we might miss 

some crucial points or we can miss the centrality of the massage, which a speaker or other 

person is trying to communicate with us. And responding to poorly comprehended massage can 

be disastrous. Hence, let us be a good listener first.  

Listen to all elements of communication: 

 

 

55% 
38% 

7% 

Non Verbal

Vocal

Words
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1. Listen to words 

2. Listen to the tone, pitch and pace i.e. the speed of the word and sentences of 

communicator  

3. Observe the non-verbal messages. Such as, postures, gestures, facial expressions, 

silence and pause.  

4. Capture the meaning, massage and ideology of communication.  

Listen to all the elements of communication, what does it mean? As you know about verbal 

and non-verbal communication and what constitutes verbal and non-verbal 

communication. 55% of our communication is non-verbal 38% of our communication is 

vocal whereas 7 % of our communication is through words. Hence, what do we listen to? 

What I recommend is we should listen to the words first. Because 7% of the time people 

communicate with us through words. Then we should listen to the tone, pitch and pace i.e. 

the speed of the word and sentences of a communicator. Because lot of emotions were 

communicated through vocal communications. Then we should listen to non-verbal 

communication. As 55% of our communication is with body language. Hence we must 

observe postures, gestures, facial expressions, silence and pause. Try to listen to all the 

elements of communication. Because, in general, the tendency is to listen to the words 

only! But, taking into consideration the whole framework of communication that all of us 

tend to communicate 55% nonverbally, 38% vocally and only 7% through words.  When you 

listen to all these elements you will capture the meaning, message, and idea of 

communication, not just the words. Hence, if you wish to be a good speaker, listening is of 

utmost importance. 

Watching:  

On September 26, 1960 vice president and presidential candidate Richard Nixon from the 

United States, seriously injured his knee while gating out of his car for the first ever 

televises presidential debate. Although he is in tremendous pain, he refuses to stage 

makeup to mask his discomfort profuse sweating and he stood behind his podium favoring 

his injured leg, with his body leaning awkwardly to one side Nixon appeared crooked and 

off-balanced. Which does not inspire the people watching him as a future president. 

Whereas John F. Kennedy looks in contrast, calm, cool and collected while debating.  

As per the poll of the audio audience who only heard Nixon speak, Nixon won the debate by 

a huge margin. In a similar audience poll of television viewers, Nixon lost by a huge margin.  
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John F. Kennedy won the presidency. Many analyst and experts still believe, if Nixon had 

understood the impact of his body language, what he is portraying to the people watching 

him, history might have been changed.  

When it comes to body language or non-verbal communication, there are four areas to 

keep in mind.   

1 Postures 

2 Gesture and movement  

3 Facial expression 

4 Eye contact 

[ŜǘΩǎ ǎǘŀǊǘ ǿƛǘƘ ǇƻǎǘǳǊŜΣ ȅƻǳǊ ǇǊƻŦŜǎǎƛƻƴŀƭƭȅ ǇƻƭƛǎƘŜŘ ǇƻǎǘǳǊŜ ǎƘƻǳƭŘ ōŜ ƴƻǘƛŎŜŀōƭŜ Ŧrom the 

ƳƻǾŜƳŜƴǘ ǇŜƻǇƭŜ ǎŜŜ ȅƻǳΦ tŜƻǇƭŜ ƳŀƪŜ ŀƴ ƻǇƛƴƛƻƴ ƳƻǾŜƳŜƴǘ ǘƘŜȅ ǎŜŜ ȅƻǳΦ 5ƻŜǎƴΩǘ 

matter where you are! Stride confidently, with head held high, in front of the people with 

whom you are communicating. Try to practice your postures in front of the mirror first. Try 

to keep your chin parallel to the floor, which will lengthen your spine and make to look 

taller. Stride confidently, with head high, in front of the people with whom you wish to 

communicate. Stand with your feet hip-distance apart. 

[ŜǘΩǎ ƳƻǾŜ on to gestures, the purpose of gesturing is to bring energy to your 

communication. It helps to understand what you are saying. Since so much of 

comprehension and retention is visual, gestures play and important part in making that 

happen. Bigger the audience, bigger should be your gesture need to be, to be visible and 

make an impact. Gestures come in different sizes like clothes. For example, small, medium, 

large depending on the requirement. Similarly, gestures can be different depending on 

situation arises while communicating. Only fingers involved can be called as small gestures. 

Gestures that came from your wrist are medium. Gestures that hinge at your elbow are 

large. Extra-large gestures originated from your shoulders and move outward, upward, or 

downward. Try to have your gestures be a deliberate extension of movements you make in 

regular conversation naturally. Your gestures must go hand in hand with the rest of your 

body movements. It should be a deliberate extension of movements you make in regular 

conversation. Try to have an open-handed gesture, while communicating if people see your 

palms, indicates subconsciously to others that you have nothing to hide. When you want to 

make a point then only you should use close handed gesture.  
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Talking about facial expressions, which is hard to see in a large group. Practice a normal 

facial expression in front of the mirror and then try to make it more and more exaggerated. 

The most effective, all-purpose facial expression is a genuine smile. A real smile engages 

ȅƻǳǊ ȊȅƎƻƳŀǘƛŎǳǎ ƳǳǎŎƭŜǎ ǿƘƛŎƘ ŎŀǳǎŜ άƭŀǳƎƘ ƭƛƴŜǎέ ƛƴ ǘƘŜ ŜȅŜǎΦ ! ƎƻƻŘ ǎƳƛƭŜ Ǉǳǘǎ ǇŜƻǇƭŜ 

and yourself at ease. The facial expression should not be contrary to the massage you are 

giving while communicating. Concentrating too hard or being distracted by something on 

what you are trying to say can make some wired facial expression, which should be avoided.  

The ways we can use our face and eye can make a tremendous impact on our 

communication. Eye contact should not be too long and too short. Eye contact that is too 

short appears as though you are watching others to watch you. Aim to have a meaning full 

eye contact with one person at a time. Well, now the question arises, how long is long 

enough? Well trying to make eye contact of about 3 to 6 seconds is good enough. Well, it 

Ƴŀȅ ƭƻƻƪ ǎƳŀƭƭ ōǳǘ ƛǘΩǎ ǘƘŜ ǊƛƎƘǘ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜ ǘƻ ŎƻƴǾŜȅ ƻƴŜ ƛŘŜŀΣ ǘƘƻǳƎƘǘΣ ƻǊ ŦŜŜƭƛƴƎ ǘƻ 

one person and then move on. Preparation certainly improves eye contact. Use your eye 

contact effectively which can give you feedback on what the people are feeling about you 

while communicating. Eye contact can certainly let us know what people think about you. 

Are the board! Or they are following you! Or they are confused! Use eye contact effectively 

to make a connection with people while communicating.    

In the same manner, you should watch other people as well, during a conversation so that 

you cannot miss any movement which may lead to false communication.  

Speaking:  

Imagine that movement you enter your room, full of gift boxes, you surprised! Wall to wall, 

ceiling to floor, everywhere you can see gifts boxes well wrapped with shine paper, ribbon, 

and bows, in all different sizes and shapes. So you started to examine these gifts and you 

notice they each have a little gift tag. And on the gift-ǘŀƎ ƴŜȄǘ ǘƻ ǘƘŜ ǿƻǊŘ ΨCǊƻƳΩ ȅƻǳ ǎŜŜ 

your own name on every single gift. These gifts are not for you, but from you. And then you 

ƭƻƻƪ ǘƻ ǎŜŜ ǿƛǘƘ ǘƘŜ ƴŀƳŜ ƴŜȄǘ ǘƻ ǘƘŜ ǿƻǊŘ Ψ¢ƻΩΣ ōǳǘ ǘƘŜȅ ŀǊŜ ŀƭƭ ōƭŀƴƪΦ bƻƴŜ ƻŦ ǘƘŜ ƎƛŦǘ ǘŀƎǎ 

say who these gifts are for? So you have no idea what you are going to do with them? That 

is a question! I suppose everyone should answer.  

What I believe is that these gifts represent guts inside you. They are your brilliant ideas, 

your unique experiences, the wisdom that only you pusses. But those gifts remain trapped 
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inside you forever undelivered and not open. Unless you choose to speak with people 

effectively! If you want to reach your full potential you must embrace effective speaking. 

Try to push yourself out of your comfort zone while speaking. Well, physiologist has labeled 

a fear of speaking an irrational fear. Try to concur your fear and feel confidant, yes I can 

speak!  

How to learn the art of speaking? 

When you speak in front of people or engage in a conversation, there are few conditions 

and rules, which are unique and different in various particular situations. This will affect 

how you prepare yourself and how you can formulate your speech. Making a speech or 

speaking while communicating does not necessarily mean picking up any article, book or 

thesis and reading it. if you did so, it would be asking various questions of the people, 

whether to stay with you? and stay awake! The difference between expressing yourself 

while speaking and expressing yourself while writing relates mainly to the fact that, our 

memory functions differently in both situations. Conditions do vary.  

 

When you listen to someone who is explaining something to you or giving a speech, we 

listen to an acoustic signal. If the acoustic signal is not strong enough it can result in not 

understanding what is being said to us. Speaking too quickly or too slow can also affect how 

the content is to be understood by the audience. Whereas the signals unlike written text, is 

transient i.e. as soon as something is said, it is gone. If you feel hard to understand when 

you read something, you can always go back and read it again and again; even you can 

pause to think, what is being communicated in the content. An oral presentation or while 

speaking it makes totally different demands on disposition, clarity and coherence, as the 

limitations imposed by the time and the place mean that the audience cannot influence 

their understanding in the same way as by reading. 

 

When you prepare an oral presentation or when you are planning to speak, very often with 

the public you must try to identify. Who is your audience? In front of whom you are going 

to speak?  What they have in their existing knowledge?  What should be the level of 

language to be used? These are some of the most important questions, which require 

answers if you want to speak successfully. If the content and a linguistic level is above the 

ǇǳōƭƛŎΩǎ ǳƴŘŜǊǎǘŀƴŘƛƴƎΣ ǘƘŜƴ ȅƻǳǊ Ǉƻƛƴǘ ǿƛƭƭ ōŜ ƭƻǎǘΦ LŦ ǘƘŜ ƳŜǎǎŀƎŜ ŀƴŘ ŎƻƴǘŜƴǘ ƻŦ ǎǇŜŀƪƛƴƎ 
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is simple in relation to audience knowledge, you will end up being underrated in front of 

people. Hence, whenever you are going to speak in front of others, you must decide first 

which role you are about to play? 

άȅƻǳ ƘŀǾŜ ǘǿƻ ŜŀǊǎΣ ǘǿƻ ŜȅŜǎΣ ƻƴŜ ƳƻǳǘƘΣ ƻƴŜ ōǊƛƭƭƛŀƴǘ ōǊŀƛƴ ŀƴŘ ŀ ōƻŘȅΣ ȅƻǳ ǎƘƻǳƭŘ ǳse 

ǘƘŜƳ ǇǊƻǇƻǊǘƛƻƴŀǘŜƭȅ ŦƻǊ ŜŦŦŜŎǘƛǾŜ ŎƻƳƳǳƴƛŎŀǘƛƻƴέΦ   

(Source: - www.goodreads.com ) 
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Chapter 10 

WIN- WIN SITUATION 

                       Lƴ ǘƘŜ ŀǊǘƛŎƭŜ Ψ¢ƘŜ tǎȅŎƘƻƭƻƎȅ ƻŦ ±ŜǊōŀƭ /ƻƳƳǳƴƛŎŀǘƛƻƴΣΩ wƻōŜǊǘ aΦ YǊŀǳǎǎ 

ŜȄǇƭŀƛƴǎΣ ά! ǎǇŜŎƛŜǎΩ ǎǳǊǾƛǾŀƭ ŘŜǇŜƴŘǎ ŎǊƛǘƛŎŀƭƭȅ ǳǇƻƴ ƛǘǎ ŀōƛƭƛǘȅ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ŜŦŦŜŎǘƛǾŜƭȅΣ ŀƴŘ 

the quality of its social life is determined in large measure by how and what it can 

ŎƻƳƳǳƴƛŎŀǘŜΦέ LƴǘŜǊǇŜǊǎƻƴŀƭ ǎƪƛƭƭǎ ŀǊŜ ǘƘŜ ǎƪills we use every day when we communicate and 

interact with other people. They include a wide range of skills, but particularly communication 

skills such as listening and effective speaking. They also include the ability to control and 

manage your emotions. It is no exaggeration to say that interpersonal skills are the foundation 

for success in life. People with strong interpersonal skills tend to be able to work well with 

other people, including in teams or groups, formally and informally. They communicate 

effectively with others, whether family, friends, colleagues, customers or clients. They also have 

better relationships at home and work. You can improve your interpersonal skills by developing 

your awareness of how you interact with others and practicing your skills. 
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            We do not articulate ourselves clearly, or our words or actions are misconstrued. Verbal 

communication helps to clarify misunderstandings and provides missing information. Verbal 

communication can be used to correct a wrong. It can also be used as a tool of persuasion and 

creates opportunities and creates new relationships. Life is all about choices and choosing a 

negotiating style is no different. A senior professor of decision sciences Horacio Falcao says in 

Ƙƛǎ ōƻƻƪΣ Ψaƻǎǘ ǇŜople will attribute win-win and win-lose as if the situation was already 

predefined... I strongly believe that win-win and win-lose is a choice you have on how to 

ŀŘŘǊŜǎǎ ǘƘŜ ǎƛǘǳŀǘƛƻƴ ŀƴŘ ǘƘŀǘ ƳŀƪƛƴƎ ŀ ŎƘƻƛŎŜ ŜƳǇƻǿŜǊǎ ǳǎΦΩ ²ƛƴ-win is a situation or plan 

that has the potential to be beneficial to all involved. Where win-win approaches can be found 

it is easier to find agreement with others to achieve objectives. Some people tend to view all 

situations as win-lose such that they need to beat the other side in every situation. This can 

have a negative impact as it focuses on winning at any cost, even if you destroy value.     

          ¢ƘŜ {ŜǾŜƴ Iŀōƛǘǎ ƻŦ IƛƎƘƭȅ 9ŦŦŜŎǘƛǾŜ tŜƻǇƭŜ ƛǎ ǿǊƛǘǘŜƴ ƻƴ {ǘŜǇƘŜƴ /ƻǾŜȅΩǎ ōŜƭƛŜŦ ǘƘŀǘ ǘƘŜ 

way we see the world is entirely based on our own perceptions. To change a given situation, we 

must change ourselves, and to change ourselves, we must be able to change our perception. 

The book opens with an explanation of how many individuals who have achieved a high degree 

of outward success still find them struggling with an inner need for developing personal 

effectiveness and growing healthy relationships. To establish effective interdependent 

relationships, we must commit to creating Win-Win situations that are mutually beneficial and 

satisfying to each party. Covey explains that there are paradigms of human interaction: Win-

Win, Win-Lose, Lose-Win, Lose-Lose, and Win-Win. The best option is to create Win-Win 

situations. With Win-Lose, or Lose-Win, one person appears to get what he wants for the 

moment, but the results will negatively impact the relationship between those two people 

going forward. When it comes to interpersonal leadership, the more genuine our character is, 

the higher our level of proactivity; the more committed we are to Win-Win, the more powerful 

our influence will be. To achieve Win-Win, keep the focus on results, not methods; on 

problems, not people. A win-win negotiation is a careful exploration of both your position and 

that of your opposite number, to find a mutually acceptable outcome that gives you both as 

ƳǳŎƘ ƻŦ ǿƘŀǘ ȅƻǳ ǿŀƴǘ ŀǎ ǇƻǎǎƛōƭŜΦ LŦ ȅƻǳ ōƻǘƘ ǿŀƭƪ ŀǿŀȅ ƘŀǇǇȅ ǿƛǘƘ ǿƘŀǘ ȅƻǳΩǾŜ ƎŀƛƴŜŘ ŦǊƻƳ 

ǘƘŜ ŘŜŀƭΣ ǘƘŜƴ ǘƘŀǘΩǎ ŀ ǿƛƴ-win. In an ideal win-win situation, you will find that the other person 

wants what you are prepared to trade and that you are prepared to give what he or she wants.   

 The Role of Collaboration 
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           Collaboration is a desirable goal and has many positive aspects. Understanding the role of 

collaboration in resolving problems can help to determine when to use this particular approach. 

Collaboration is described as being a win/win agreement because both parties come out of the 

engagement completely satisfied with the resolution or outcome. It is an integrative process 

that may involve a synergy of ideas, beliefs, and feelings resulting in an optimal outcome.  

Collaboration is high in assertiveness and high in cooperation working best when the issues at 

stake, and the quality of the relationships, are important to both parties. This can occur in 

personal or family problems, workplace interactions, and business contracts.    A willingness to 

trust and openly listen to alternative ideas and views is essential for collaboration to be 

successful. Participants must be focused on an outcome that is desirable for all concerned and 

not just on their individual goals. Efforts by participants to support and confront proposals with 

integrity and respect can create an atmosphere that will ultimately result in an outcome that 

everyone can actively support.   

 Negotiation strategies 

 

Make multiple offers simultaneously-When you put only one offer, you will learn very little. By 

contrast, think about what happens when you simultaneously present multiple offers, each of 

which is equally valuable to you. If the other side refuses all of your offers, ask him which one 

he likes best. His preference for a specific offer should give you a strong clue about where you 

might find value-creating, win-win trades and generate a mutual gain.   

Include a matching right- In negotiation; including a matching right in your contract can be a 

classic win-win move.     

Try a contingent agreement-  Contingent commitments often create incentives for compliance 

or penalties for noncompliance To add a contingent agreement to your contract, begin by 

having both sides write out their scenarios of how they expect the future to unfold. Then 

negotiate expectations and requirements that seem appropriate to each scenario. Finally, 

include both the scenarios and the negotiated repercussions and rewards in your contract. A 

https://simplicable.com/new/negotiation
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contingent agreement can greatly increase your odds of being satisfied with whatever remedies 

are in placeτand help generate a win-win deal. 

Negotiate damages upfront- Another way to foster a win-win agreement is to include liquidated 

damages clauses in your contract that stipulate how much will be paid if the contract is 

breached. Consider that if one party sues the other side for breach of contract down the line, 

the plaintiff will be awarded monetary damages rather than the specific goods or services that 

were lost.   

Search for post-settlement settlements- This type of post-settlement settlement can lead to 

new sources of value to divide between you. It can also help generate a win-win contract if you 

ŘƛŘƴΩǘ ƘŀǾŜ ƻƴŜ ōŜŦƻǊŜΦ ¸ƻǳǊ success in hammering out your initial agreement may have 

established the trust needed to explore the possibility of an even stronger deal. 

Managing and Resolving Conflict 

 

 

 ¢ǿƻ ǇŜƻǇƭŜ ŎŀƴΩǘ ōŜ ŜȄǇŜŎǘŜŘ ǘƻ ŀƎǊŜŜ ƻƴ ŜǾŜǊȅǘƘƛƴƎ ŀǘ ŀƭƭ ǘƛƳŜǎΦ {ƛƴŎŜ ǊŜƭŀǘƛƻƴship conflicts 

are inevitable, learning to deal with them in a healthy way is crucial. When conflict is 

mismanaged, it can harm the relationship. When handled respectfully and positively, conflict 

provides an opportunity for growth, ultimately strengthening the bond between two people. 

Conflict arises from differences. It occurs whenever people disagree over their values, 

motivations, perceptions, ideas, or desires. In personal relationships, a lack of understanding of 

different needs can result in distance, arguments, and breakups. In workplace conflicts, 

differing needs are often at the heart of bitter disputes. Conflict resolution depends on your 

ability to: Manage stress while remaining alert and calm,  Control your emotions and behavior,  

Pay attention to the feelings being expressed, Be aware of, and respectful of differences. The 

capacity to remain relaxed and focused during tense situations is a vital aspect of conflict 

resolution. Emotional awareness is the key to understanding yourself and others. IŦ ȅƻǳ ŘƻƴΩǘ 

ƪƴƻǿ Ƙƻǿ ȅƻǳ ŦŜŜƭ ƻǊ ǿƘȅ ȅƻǳ ŦŜŜƭ ǘƘŀǘ ǿŀȅΣ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ ŜŦŦŜŎǘƛǾŜƭȅ ƻǊ 
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smooth over disagreements. The most important information exchanged during conflicts and 

arguments is often communicated nonverbally. Nonverbal communication includes eye 

contact, facial expression, and tone of voice, posture, touch, and gestures. You can avoid many 

confrontations and resolve arguments and disagreements by communicating playfully or 

humorously. The shortest rule of the win-win theory is that win-win works. But it takes the 

uncompromising power of the scientific method to verify that where humans aim to optimize 

the blessings of peace, prosperity, and freedom, win-win gain for win-win success works where 

a win-lose gain for win-lose success fails. Win-win theory shows this natural rule of social 

causality to hold true for all families, businesses, communities, and nations. 
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Chapter 11 

EMPHATIC COMMUNICATION 
Introduction: Empathy is a system of linking with other people that shows you understand that 

they are experiencing something meaningful even though you may not understand exactly how 

it feels for them. In other words, empathy is about finding a way to connect and to be able to 

ǎŀȅΣ άL ǿŀƴǘ ǘƻ ǳƴŘŜǊǎǘŀƴŘ Ƙƻǿ ǘƘƛǎ ŦŜŜƭǎ ǘƻ ȅƻǳ ŀƴŘ ƭŜǘ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ȅƻǳΩǊŜ ƴƻǘ ŀƭƻƴŜΦ !ƭǎƻ 

ǎŀƛŘ L ŀǇǇǊŜŎƛŀǘŜ ǘƘŀǘ ȅƻǳ ǘǊǳǎǘ ƳŜ ǿƛǘƘ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴέ ¦ƴŘŜǊǎǘŀƴŘƛƴƎ ƻǊ 9ƳǇŀǘƘȅ ƛǎ the 

most important instrument that can help you had better be aware of can also help you connect 

and work from beginning to end difficult moments in cooperation.   

Meaning of Empathy with the help of Table  

 

Words Meaning Images 
 
 
 
 

E Eye Contact 
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M Muscles of 
Facial 
Expression 

 
 
 
 
 
 

P Postures 

 
 
 
 
 
 

A Affect 

 
 
 
 
 
 
 
 
 
 
 

T Tone of Voice 

 
 
 
 
 
 
 
 
 
 

H Hearing the 
whole Patient 

 
 
 
 
 
 
 
 

 

Importance of Empathy: 

Empathy ς Those is the ability to understand and be aware of, co-experience the feelings and 

thoughts of other people, is most likely one of the most important skills a person may have. In 

addition, it is not just for building and maintaining strong and healthy relationships, but to work 

more effectively and achieve greater success in life in general. It may sound a bit idealistic, but 
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ƛǘ ŘƻŜǎƴΩǘ ǇǊŜǾŜƴǘ ƛǘ ŦǊƻƳ ōŜƛƴƎ ǘǊǳŜΦ {ƻ ǳƴŘŜǊǎǘŀƴŘǎ ŜƳǇŀǘƘȅ ƛƳǇƻǊǘŀƴǘ ǿƛǘƘ ƘŜƭǇ ƻŦ ŦƻƭƭƻǿƛƴƎ 

explanation. 

1. Human beings are Social Animals: No matter how you look at it, Human beings exist in 

communication with each othŜǊΣ ŀƴŘ ǘƘŜǊŜ ŀǊŜ ǾŜǊȅ ŦŜǿ ŀŎǘƛǾƛǘƛŜǎ ǘƘŜȅ ǘŀƪŜ ǇŀǊǘ ƛƴ ǘƘŀǘ ŘƻƴΩǘ 

include interactions with other human beings in this or that form. Therefore, it is hardly 

surprising that the ability to better understand others and read their feelings and emotions 

gives ŀ ŦǊŀƳŜ ǘƻ ǘƘŜ ƻƴŜ ǿƘƻ Ƙŀǎ ƛǘΦ Lǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǇŜǊŎŜƛǾŜ ƻǘƘŜǊǎΩ ƳƻǘƛǾŜǎΣ ǘǊŜŀǘ ǘƘŜƳ ǘƘŜ 

way they want to be treated, mind their needs, and understand how others perceive you, and 

so on. 

 

2. It Is outstanding for Business and Career: Whether you are a business owner or an 

employee, whether you work in sales or IT, empathy can make all the difference in the world 

for your career prospects. Good business relationships are built on trust, and to build up trust 

you have to first understand what the other party wants, needs and expects. Empathy makes 

this a natural process. Thus, whether you want to build healthy cooperation with your 

colleagues, employees and bosses or try to organize a trust-based marketing approach, 

empathy is going to be of great help. 

 

3. Non-Verbal Components of Communication: Communication is so much more than what 

words express. People who are weak at empathy have a very hard time reading between the 

lines of their discussion and understanding that what the other person means, or wants, to 

communicate to them is something completely different from what they say. 

 

4. Better Handling Conflicts: When you subliminally distinguish what the other party wants and 

needs and can understand exactly, why they want and need it, reaching a άǿƛƴ-ǿƛƴέ 

solution get so much easier.  

 

5. Support and Encourage Others: ²ƘŜƴ ȅƻǳ ŀǊŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ ǿƻǊƭŘ ŦǊƻƳ ŀƴƻǘƘŜǊΩǎ Ǉƻƛƴǘ ƻŦ 

view, see their motives, feelings and fixed idea, finding ways to persuade others to your point 

of view and motivating them to do something becomes much easier than when you try to use a 

one-size-fits-all approach.  
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6. It Expands Your Possibility: If empathy means co-experiencing the world from another 

ǇŜǊǎƻƴΩǎ Ǉƻƛƴǘ ƻŦ ǾƛŜǿΣ ŦŜŜƭƛƴƎ ǿƛǘƘ ǘƘŀǘ ǇŜǊǎƻƴΣ ƛǘ ƴŀǘǳǊŀƭƭȅ Ŧƻƭƭƻǿǎ ǘƘŀǘ ƛŦ ȅƻǳ ŀǊŜ strong at 

empathy, it allows you to recognize the world from multiple viewpoints. Empathy, on a very 

basic level, is what makes us human. Thus, it is hardly surprising that achieving higher levels of 

empathy very often means achieving greater success and fulfillment as human beings ς which 

means that concentrating on training your empathetic capacity is an especially sound course of 

action. 

 

Types of Emphatic Communication:  

1) Intellectual empathy: Intellectual or Cognitive empathy is the capacity to understand how a 

person feels and what they might be thinking. Intellectual or Cognitive empathy makes us 

better communicators because it helps us transmit information in a way that best reaches the 

other person.  

 

2) Emotional empathy: Emotional empathy (also known as sentimental empathy) is the ability 

ǘƻ ǎƘŀǊŜ ǘƘŜ ŦŜŜƭƛƴƎǎ ƻŦ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴΦ {ƻƳŜ ƘŀǾŜ ŘŜǎŎǊƛōŜŘ ƛǘ ŀǎ Ϧ L ǳƴŘŜǊǎǘŀƴŘ ǿƘŀǘ ȅƻǳΩǊŜ 

saying." This type of empathy helps you build emotional connections with others.  

 

3) Compassionate empathy: Compassionate empathy (also known as a good-hearted concern) 

goes beyond simply understanding others and sharing their feelings: it moves us to take action, 

to help however, we can. For example, a good-hearted doctor who regularly sees poor patients. 

 

Empathic Listening:  Empathic listening is the practice of being paid special attention and 

ǊŜǎǇƻƴǎƛǾŜ ǘƻ ƻǘƘŜǊǎΩ ƛƴǇǳǘ ŘǳǊƛƴƎ ǘƘŜ ŘƛǎŎǳǎǎƛƻƴΦ !ƭǎƻ ŎŀƭƭŜŘ ŀŎǘƛǾŜ ƭƛǎǘŜƴƛƴƎ ƻǊ ǊŜŦƭŜŎǘƛǾŜ 

ƭƛǎǘŜƴƛƴƎΣ ŜƳǇŀǘƘƛŎ ƭƛǎǘŜƴƛƴƎ ǊŜǉǳƛǊŜǎ ȅƻǳ ǘƻ ōŜ ŎƻƴǎƛŘŜǊŀǘŜ ƻŦ ǘƘŜ ƻǘƘŜǊ ǇŀǊǘȅΩs input. One main 

quality of empathic listening is giving support and encouragement rather than advice or 
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criticism. Listening empathically entails making an emotional connection with the other person 

and finding similarities between their experience and your own so you can give a more 

heartfelt response.  

       

Qualities of an Empathic Listener 

Here are some important qualities you will likely need in order to listen empathically: 

Presence: More than just, be physically in the same space with the speaker, presence entails 

being focused closely on the discussion. To be present, it is important to minimize external 

interruption and refrain from planning your responses while the other person is talking.  

Compassion or Sympathy: The main element to being an empathic listener is identifying with 

ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴΩǎ ŜƳƻǘƛƻƴŀƭ ŜȄǇŜǊƛŜƴŎŜΦ 9ǾŜƴ ƛŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ŜȄǇŜǊƛŜƴŎŜŘ ǘƘŜ ǎŀƳŜ ǎƛǘǳŀǘƛƻƴ 

as the speaker, you can try to find similarities anyway.  

 

Intelligence or Wisdom: If someone is sharing something emotionally important with you, it is 

likely because who has trust in your judgment and experience. Intelligence or Wisdom includes 

ōƻǘƘ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ǘƘŜ ǎǇŜŀƪŜǊΩǎ ƛƴǇǳǘ ŀƴŘ ŜȄŀƳƛƴƛƴƎ ǘƘŜ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ŀǊƻǳƴŘ ǘƘŜ ǇǊƻōƭŜƳ 

to be better to take hold of everyone the factors involved.  

 

Non-judgment: An important part of listening empathetically is to refrain from criticizing the 

other party, either aloud or to you. You may find that you disagree with something the speaker 

has said, but consider they have their own reasons for acting how they do.   

 

Credibility: If you are in a situation where the other person is speaking to you about emotional 

matters, it is essential to keep what they say in confidence. However, if they ask that you 

support them by mediating conflict with another party, you may discuss the details of the 

ŎƻƴǾŜǊǎŀǘƛƻƴ ƛŦ ƛǘ ƘŜƭǇǎ ȅƻǳ ŀŎƘƛŜǾŜ ǘƘŜ ǎǇŜŀƪŜǊΩǎ ƎƻŀƭΦ  
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Patience: Even with close colleagues and friends, it can be challenging to disclose emotional 

experiences. It may take the speaker some time to find the words for what they want to say 

and feel comfortable enough to express them. Be patient and allow them the time they need to 

speak freely.  

 

Responsiveness: Although empathic listening means listening to the other party without 

interjecting your input, there will likely be a time when the speaker wants to hear what you 

ǘƘƛƴƪΦ Lƴ ǘƘŜǎŜ ŎŀǎŜǎΣ ƛǘ Ƴŀȅ ƘŜƭǇ ǘƻ ŎƭŀǊƛŦȅ ōȅ ŀǎƪƛƴƎΣ ŦƻǊ ƛƴǎǘŀƴŎŜΣ ά²ƻǳƭŘ ȅƻǳ ƭƛƪŜ ǘƻ ƘŜŀǊ ǿƘŀǘ 

I think about this? 

                                  

Benefits of empathic listening:   

Building working relationships: If you have recognized that you can listen empathically, others 

may be more inclined to share their experience with you. This can help build trust and more 

positive interactions in the workplace. 

 

Helping you act considerately: hƴŎŜ ȅƻǳ ŀǊŜ ƛƴ ǘƘŜ Ƙŀōƛǘ ƻŦ ŎƻƴǎƛŘŜǊƛƴƎ ƻǘƘŜǊǎΩ ŦŜŜƭƛƴƎǎΣ ȅƻǳ 

may be more likely to act kindly and compassionately in your day-to-day life. For instance, if a 

co-ǿƻǊƪŜǊ ǿŀǎ ōȅ ƘǳǊǘ ǘƘŜ ǘƻƴŜ ƻŦ ŀ ŎƻƭƭŜŀƎǳŜΩǎ ŜƳŀƛƭΣ ȅƻǳ Ŏŀƴ ŎƻƴǎƛŘŜǊ ƳŀƪƛƴƎ ǘƘŜ ǿƻǊŘing of 

your own emails more upbeat and encouraging.   

 

Increasing output: When co-workers trust and understand each other, they typically work 

better as a team. When there is minimized difference, they can spend more of the day working, 

resulting in greater output.  
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Problem-solving: Workplace challenges frequently require that teammates work together to 

find solutions. If you have a history of trust and open sharing with your co-workers, you all may 

feel more comfortable proposing new come close to workplace issues.  
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Chapter 12 

PREPARATION OF SPEECH 

PUBLIC SPEAKING is an important method for communicating knowledge and expressing ideas. 

Effective and excellent communication skill is a plus school, business and in your personal life. 

Delivering an efficient presentation to 10 or to 200 people is difficult. Since, listeners have 

better access to information due to arrival of the web, audiences expect more content from 

speakers today. In addition, because of the entertainment of most media today, audiences 

want a presentation delivered with animation, humour and excitement. 

STEP-BY-STEP APPROACH TO PUBLIC SPEAKING 

A) PREPARING FOR YOUR SPEECH 
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