Self-management Skills For SUCCESS

Introduction
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Click on the link below to see a brief introduction to the “Self-Management Skills for Success” chapter.

Video: Intro to Self-Management Skills for Success

As you take steps to achieve your career goal, you may be starting a new job or returning to school. Whatever new start you are making, you’ll want to be successful. Are there things you can do to improve your chances of success? The answer is Yes. This chapter, Self-Management Skills For Success, will help you identify some of these things.
In this chapter you will: 

· Discover how attitude affects your success in the workplace

· Explore ways to develop a positive self-image
· Look at tools that can help you manage your time well
· Identify sources of stress and strategies for handling them
If the video does not run smoothly on your computer, use the slideshow version.
NEW TOPIC



your attitude  
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Name, do you know that attitude can affect your success in the workplace?  You can think of your attitude as the sum of your thoughts when something happens to you.   If you have a positive attitude, you can cope with stressful coworkers, learn new skills, and even be more willing to take risks.  You might also find that it’s easier to get what you want.

In this activity, you will identify statements that reflect a positive attitude.

Drag-Drop:  Positive Attitude [Chap14act_attitude_matching]
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Your attitude affects how you behave in the workplace.  A negative attitude can lead to behavior that may offend others and limit your workplace success.

This next slideshow will give you practice identifying positive and negative workplace behaviors.

Slideshow: Your Attitude Is Showing! [Chap14act_attitude_showing]
NEW TOPIC 

self-image
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Self-image is how you perceive yourself.  It can be positive or negative.

Your self-image shows in everything you do: how you talk and act with others, how you dress, and how well you take care of yourself.   If you project a positive self-image, you may be seen as a more positive, capable person.  So a positive self-image is another key to workplace success. 

In this journal activity, you will write about how you see yourself.  

Journal: Take A Look in the Mirror [Chap14act_journal]
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Name, developing a positive self-image takes time and practice.  It involves thinking positive (but realistic) thoughts and stopping the negative automatic thoughts you might have about yourself.

This next activity gives you practice on how to turn negative thoughts into positive ones.

Activity: Negative to Positive Thoughts [Chap14act_positive_thoughts]

NEW TOPIC 

time management
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One of the quickest ways to become successful at work is to practice time management.  When you have good time management skills, you control how you spend your time, so that each day you accomplish what you want to get done.

There are many different tools and approaches you can use to practice time management.  This slideshow presents some tools that you can use.

Slideshow: Time Management Tools [Chap14_flash_scripts]
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Name, now that you know the different time management tools, let’s practice using them.  The Critical Choices course has a Daily Planner tool that you can use to keep track of your schedule.   There is a link to your Daily Planner located in your Backpack on the left-hand side of the screen.

Go to your Daily Planner and add appointments you have scheduled for the next few weeks. 
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You can also use your Daily Planner to schedule tasks that you need to do to reach your long-term goals. 

Go to your Daily Planner and add several tasks that you need to do in the next month to achieve your career goal. 
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A To-Do list can also be a helpful time management tool. You can put tasks that you have to do each day here. Remember, a well-written To-Do list puts things that must be done for the day at the top of the list and things that can be postponed at the bottom.

Your Homepage contains a To-Do list tool you can use. Click on the My Homepage link located under the Main Menu on the left-hand side of the screen.  Add some tasks that you need to do in the next day or two. When you are done, click on your browser “Back” button to return to this page.

NEW TOPIC

stress management
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Name, we all deal with stressors in our life.  You can handle a lot without falling apart.  In fact, your body’s reaction to immediate stressors helps you get through the roughest times - at least temporarily.  It’s the long-term drain that can wear you out and defeat you.  

In this next activity, you will identify risk factors that are contributing to your stress. This information will be saved in your Workbook.

Workbook: Stress Risk Factors [Chap14act_risk_factors]
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It is important to determine whether you can change the risk factors that are adding stress to your life. 

In this next activity, you will look at the risk factors in your life and identify which ones you can control. This information will be saved in your Workbook.

Workbook: Risk Factors I Can Control [Chap14act_can_I_change_it]
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Identifying the different sources of stress is not enough to reduce its harmful effects.  You also need to know how to handle or manage stress.

This next slideshow shows different strategies you can use to handle stress.

Slideshow: Managing Stress [Chap14_flash_scripts]
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You have just learned some different techniques for managing stress. However, there are many other ones. The important thing is to find ones that work for you.  

In this next activity, you will go to the Discussion Board and share with your classmates one strategy that you use to help you manage your stress. When you are in the Discussion Board, take time to look at your classmates' answers.

Discussion Board: Share A Stress Management Technique [Chap14act_journal]

celebration!
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Congratulations, name! You have just completed the “Self-Management Skills for Success” chapter. Click on the link below to see a brief summary.

Video: Self-Management Skills for Success

Congratulations! You have just completed the Self-Management Skills for Success chapter.  

You have learned how important it is to have a good attitude and a healthy self-image in the workplace. You have examined tools that can help you manage your time well.  You have also identified strategies for handling stress.  

Some of the skills presented in this chapter may be hard for you to do.  Nevertheless, if you take time to practice and develop them, you will improve your chances of being successful in your chosen career and daily life. 

If this video does not run smoothly on your computer, use the slideshow version.

If you would like to review the topics covered in this chapter and/or write down things you want to remember, go to page 15 in your Manual.

You are now ready to continue to the next chapter. To mark this chapter complete and return to the Learning Center, click complete.   To simply return to the Learning Center, click review later.

OPTIONAL ACTIVITIES
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You have practiced using the Critical Choices Daily Planner. Do you think this time management tool or something similar would be helpful for you? If you want, click on Managing My Time and write about it in your Journal.  [Chap14act_journal] 
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One way you can identify the key stresses in your life is to keep a Stress Diary. If you are interested in learning more about how to do this, click on Stress Management – Stress Diaries
(http://www.mindtools.com/pages/article/newTCS_01.htm ).

QUOTES
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“Work is either fun or drudgery. It depends on your attitude. I like fun.”  ~Colleen C. Barrett
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“How we spend our days is, of course, how we spend our lives.”  ~ Annie Dillard
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