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PERSONALITY DEVELOPMENT

Course Objective 

To develop students’ personality, attitude, motivation, self-esteem, and employability 
skills, enabling them to enhance personal effectiveness, leadership qualities, and career 
readiness.

Unit I : Introduction to Personality Development

The concept of personality - Dimensions of personality – Theories of Freud & Erickson-
Significance of personality development. The concept of success and failure: Hurdles in 
achieving success - Overcoming hurdles - Factors responsible for success – What is failure 
- Causes of failure. SWOT analysis.

Unit II : Attitude & Motivation

Attitude - Concept - Significance - Factors affecting  attitudes - Positive attitude – Advantages 
–Negative attitude- Disadvantages - Ways to develop positive attitude. Concept of motivation 
- Significance – Internal and external motives - Importance of self- motivation.  

Unit III : Self-esteem

Term self-esteem - Symptoms - Advantages - Do's and Don’ts to develop positive self-esteem 
– Low self- esteem - Symptoms - Personality having low self esteem - Positive and negative 
self-esteem. 

Unit IV : Other Aspects of Personality Development 

Body language - Problem-solving - Conflict and Stress Management - Decision-making 
skills - Leadership and qualities of a successful leader. 

Unit V : Employability Quotient

Resume building- The art of participating in Group wDiscussion – Facing the Personal (HR 
& Technical) Interview -Frequently Asked Questions. 
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Course Outcomes: After completion of the course, learners will be able to: 
CO1: Understand the concept, dimensions, and theories of personality  
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CO3: Enhance self-esteem by identifying its symptoms, types, and strategies for building 
	   positive self-confidence. 
CO4: Apply interpersonal and life skills such as communication, problem-solving, 		
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UNIT – I

Lesson 1.1 - Introduction To The Concept Of Personality

Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ 	understand the concept of Personality

 	 ➢ 	learn about Personality Development

 	 ➢ 	learn Personality Development Theories

1.1	 Introduction

Personality refers to unique characteristics, a stable set of thoughts, 
feelings, and behaviours that define an individual. It comprises the pattern 
in which you perceive the world. How one interacts with others, how 
one reacts to various situations. Personality word origins from the Latin 
word "Persona", which basically means a theoretical mask worn by the 
ancient Greek artist. In summary, one's personality refers to the individual 
characteristics that include how one is, one's acquired traits, and moral 
values.

Personality has a deeper influence on one's life decisions, outcomes, 
relationships, and workplace behaviours. Also has a greater impact on one's 
mental and physical well-being. Although it seems the personality would 
remain stable throughout adulthood, it can evolve through conscious 
experience of life, leading to personality development.

1.2  Key Characteristics of Personality

 	 ➢ 	Consistent behavioural pattern, identifiable across various 
situations and environments

 	 ➢ 	Core traits of individuals persist throughout their lifetime.

 	 ➢ 	A specific combination of traits creates a person's distinctiveness/
individuality.

 	 ➢ 	Personality can be externally observable and internally hidden.

1.3  Dimensions of Personality

Personality development is a crucial aspect of life, as it relates to various 
areas, such as social behaviour and job performance. The five-factor model 
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of personality dimension, as conceptualized by Costa and McCrae [1]. The 
five-factor model has been evaluated over five decades model of personality 
has been revised by the Neo-Personality Inventory Revised (NEO-PI-R), 
which includes Neuroticism, Extraversion, Openness, Agreeableness, 
and Conscientiousness (McCrae & Costa, 1997). These dimensions are 
explained as follows and presented in table 1.

Openness: Openness in one's personality includes imagination aspects, 
aesthetic sensitivity, attentiveness towards one's inner feelings, interest in 
intellectual aspects, a predilection for variety, and liberation of judgment. 
Low scores in Openness often look conservative and behave conventional. 
High scores on Openness make the person unconventional, prepare 
them to face challenges, and to entertain them with new ethical, social, 
and political ideas. Open people are inquisitive in learning about their 
inner and outer worlds and also experiencing about their more positive 
and negative emotions in life than closed people. In some cases, this 
personality is favourable; in other cases, it is not. However, Openness is 
the personality dimension acknowledged by the individual, not only in 
their profession but also in their personal sphere.

Conscientiousness:  Conscientiousness in one's personality refers 
to actively planning actions and processes their actions, organizing 
the processes, and carrying out processes in conscientiousness. The 
conscientious person is self-controlled, purposeful, strong-willed, and 
determined. Conscientiousness inculcates hard work, responsibility, 
persistence, and orderliness in the personality. On the contrary, high 
Conscientiousness leads to compulsiveness and workaholic behaviour. 
Low scores may not necessarily indicate a lack of ethics, but they are found 
to be less adept at applying those values.

Agreeableness: Agreeableness in one's personality is an amiable, 
philanthropic nature, kindness, sociability, sympathy for others, and 
a willingness to help others; also believes that others will be helpful in 
return. In contrast, an unpleasant or aggressive person is self-centred, 
doubtful of others' thoughts and actions. Basically, agreeable personalities 
are cooperative; disagreeable personalities are competitive. Generally, 
agreeable individuals may have successful careers in jobs that involve 
teamwork and customer service.

Extra vision:   A person possesses modals such as socialness, boldness, 
fully activity-oriented, and extreme verbosity. Extra vision is a state of 
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primarily obtaining gratification from the outside oneself. Extraverts 
are energetic and optimistic. Extroverts are people who are keyed up 
by being outward-bound and socially concerned with. When they are 
surrounded by people, they gather energy. They derive energy from being 
around others. On the contrary, introverts are people who may be quiet 
and reserved, even-paced, and independent; they may be social, but 
they gather liveliness from their inner intellectual activity. The balance 
between extroversion and introversion in oneself best serves the goal of 
self-realization in personality development.

Table 1: Dimensions of Personality (OCEAN Framework)

Factor Description
Low Score

Characteristics
High Score

Characteristics

Openness

imagination aspects, 

aesthetic interest in 

intellectual aspects, a 

predilection for variety, 

and liberation of 

judgment

Concrete, conservative, 

prefers systematic

Inquisitive, has a boarder 

areas of interests and prefers 

to be independent

Conscientiousness

Proficiency, discipline, 

pensiveness, task-

oriented

Impetuous, insensitive, 

unsystematic

Meticulously working, 

trustworthy, systematized

Extroversion

Cordiality, decisiveness, 

and demonstrative 

expression

Discreet, reticent, 

inhibited

Outward-bound, sincere, 

pursues adventure

Agreeableness
Supportive, reliable, 

friendly, cheerful

Precarious, disobliging, 

distrustful

Accommodating, credulous, 

compassionate

Neuroticism
Propensity toward 

unbalanced emotions

Tranquil, imperturbable, 

protected

Nervous, calamitous, 

disposed to negative 

emotions

Neuroticism: Neuroticism is the personality dimension that refers 
to a person experiencing the general tendency to experience harmful 
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emotions such as distress, anxiety, depression, wretchedness, self-doubt, 
antagonism, guiltiness, embarrassment, and revulsion. A person scoring 
high on neuroticism indicated the person is disposed to have unreasonable 
thoughts, less controllable with their impulses, cannot handle stress, 
etc. Low scorers are calm, stable, and relaxed, and can handle stressful 
situations without becoming frustrated or upset.

	 Another framework for representing personality traits, as shown in 
the figure, is the HEXACO Model [2]. The HEXACO framework expands 
to encompass the seven personality traits, including Honesty, Emotionality, 
Extraversion, Agreeableness, Conscientiousness, and Openness. Table 2 
presents the characteristic descriptions of the HEXACO model dimensions. 

Table 2: Dimensions of Personality (HEXACO Framework)

Dimensions Key Characteristics

Honesty–Humility (H) Genuineness, diffidence, authenticity

Emotionality (E) Sentimentality, nervousness, compassion

Extraversion (X) Cordiality, verbosity, confidence

Agreeableness (A)
Perseverance, open-mindedness, 
kindness

Conscientiousness (C) Group, meticulousness, exactness

Openness (O) Originality, curiosity, innovativeness

Here, apart from the five traits already explained in the OCEAN model, 
there are two more parameters: Honesty and Emotionality. Honesty of 
one's personality is defined as being faithful, sincere, and modest. Further, 
the HEXACO model replaces Neuroticism with Emotionality, emphasizing 
emotional attachment and sensitivity.

1.4  Let us sum up

Personality refers to the enduring configuration of opinions, spirits, 
and behaviours that shape an individual's exceptional. Personality is the 
"psychological signature" that allows us to predict how a person might 
react in certain situations. To adhere to change and adapt, positive change 
will influence one’s personality.



Notes

5

1.5  Keywords:

Persona, Distinctiveness/individuality, OCEAN Model, HEXACO model

1.6  Self-Assessment Questions

1.	 To what extent is a person's personality predetermined by genetics 
(temperament) versus being shaped by their environment and life 
experiences?

2.	 	How does the Five-Factor Model (provide a more comprehensive 
view of personality than older, binary "type" theories?

3.	 	Differentiate OCEAN Model and HEXACO model

4.	 	Explain about Developing the personality

5.	 	Why is consistency essential to the definition of personality?

 1.7  References

1.		 McCrae, R. R., & Costa, P. T. (1987)

2.	 Ashton, M. C., & Lee, K. (2007).

3.	 Psychology 2e, SENIOR CONTRIBUTING AUTHORS, ROSE 
M. SPIELMAN, FORMERLY OF QUINNIPIAC UNIVERSITY 
WILLIAM J. JENKINS, MERCER UNIVERSITY MARILYN D. 
LOVETT, SPELMAN COLLEGE
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Lesson 1.2 : Personality Development Theories

2.1  Objectives

Upon completing this lesson, learners will be able to:
 	 ➢ 	understand Personality Development Theories deeply

 	 ➢ 	understand the significance of personality development

2.2  Introduction

Many famous theorists have developed theories of personality 
development across various dimensions, including cognitive, social, and 
moral. Those theories explain how personality can be described, how it 
impacts life, how it changes, and what creates a strong or unusual personality. 
This section describes various theories on personality development.

2.3  Freud Theory

The foremost of modern personality theories is psychoanalytic theory. 
Sigmund Freud developed the psychoanalytic theory. Freud's theory gave 
plentiful, profound ideas. In many disciplines worldwide, including the arts, 
philosophy, film theory, cultural studies, and others, this psychoanalytic 
theory has exerted greater influence. Freud's theory accounts for most 
intellectual facts, such as right and wrong. Freud's theory involves three 
structures: the id, ego, and superego. Further, Freud’s theory states that 
the mind is like an iceberg: the conscious part makes up only 10%, similar 
to the tip of the iceberg, while the unconscious makes up the rest, the ice 
below the water. The following figure 1 illustrates Freud's psychoanalytic 
theory.

Figure 1: Freud's Theory of Psychoanalytic Theory
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As described in psychoanalytic theory [3], the things that control 
one’s behaviours, opinions, and emotional state are unidentified to their 
conscious minds. Generally, the unconscious guides most of our actions.

a) The id: Latin for the term "id," this part of the mind includes one’s 
basic characters, innate dispositions, and animalistic desires. Freud said 
that the id is completely unconscious, that one is not unaware of its 
workings. The id is not rational; it envisions, dreams, and creates things 
to get us what we need. Freud said that the id operates according to the 
pleasure principle—it aims to gratify and avoid pain. The id aims to satisfy 
our biological desires and determinations. It includes feelings of hunger, 
thirst, sex, and other natural body desires aimed at deriving pleasure.

b)	 The ego: Greek and Latin for "I," this personality structure 
commences developing in childhood and can be deduced as the "self." The 
ego is partly conscious and partly unconscious. The ego operates according 
to the certainty principle; that is, it attempts to help the id obtain what it 
wants by distinguishing between reality and imagination. For example, if a 
person is starving, the id might begin imagining and even dreaming about 
food. The ego, however, will try to determine how to get some real food. 
The ego helps a person satisfy needs through reality.

c)	 The superego: This term means "above the ego," and includes 
the moral ideas that a person learns within the family and society. The 
superego gives people feelings of pride when they do something correct 
(the ego ideal) and feelings of guilt when they do something they consider 
to be morally wrong (the conscience). The superego, like the ego, is 
partly conscious and partly unconscious. The superego is a child's moral 
barometer, and it creates feelings of pride and guilt according to the beliefs 
learned within the family and culture. The following Figure 2 shows the 
three structures of Freud’s Theory.

Figure 2: Three Structures of Freud's Theory
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2.4  Jean Piaget's Theory of Cognitive Development

Jean Piaget's theory of cognitive development posits that children's 
development occurs in four distinct age-related stages: Sensorimotor, 
Preoperational, Concrete Operational, and Formal Operational. The 
sensorimotor stage is a developmental period that occurs from birth 
to 2 years. In this stage, infants try to learn the outside world through 
sensory experiences and motor actions. The key point in this learning is 
Object Permanence, which means learning of the object continues even 
in its absence. In the preoperational stage, development occurs from ages 
2 to 7, during which children acquire language and develop conceptual 
thinking. The intuitive learning process occurs at this stage, and children 
engage in pretend play. Stage three is the concrete operational stage, which 
occurs between ages 7 and 11. At this stage, children master the art of 
conversation and the logic of understanding. The final stage is the formal 
operational stage, which occurs after age 12. Adolescents and adults 
develop the ability to think concretely, engage in hypothetical reasoning, 
and methodically solve problems. Figure 3 shows Jean Piaget's theory of 
cognitive development.

Figure 3: Jean Piaget's theory of cognitive development

2.5  Erickson's Theory

Erickson's theory enhanced Freud's and Jean's theories, showing that 
personality grows through eight life stages, as shown in the figure. During 
the infancy stage, from birth to 8 months, the infant experiences the 
conflict of trust and mistrust; this can be resolved by developing hope 
and confidence in others. In the early childhood stage between 18 months 
and 3 years, the child experiences autonomy vs. shame and doubt, during 
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which willpower and self-confidence are developed. The pre-schooling 
stage from ages involves a conflict between initiative and guilt; children 
develop by asking questions, pursuing purpose through exploration, and 
engaging in initiative-driven-driven activities. Then comes the school-age 
stage from 6 to 11 years, when there will be a conflict between industry 
and inferiority. Supporters can encourage children to build competence by 
helping those master academic skills. During adolescence, from ages 12 to 
18, individuals face the conflict of identity vs. role confusion. In this stage, 
they establish a clear sense of fidelity to their beliefs and values. Figure 4 
shows Erickson's theory of Personality development.

Figure 4: Erickson's theory of Personality development

Conflicting thoughts about intimacy vs. adulthood and the formation 
of soulful relationships characterize young adulthood, from ages 19 to 40. 
Middle adulthood, between 40 and 65 years, involves conflicts between 
generativity and stagnation, as adults develop care and support for future 
generations. Finally, older adulthood, after 65 years: integrity vs. despair, 
reflecting whether their life is a source of satisfaction or regret, and finding 
wisdom when they accept that life is meaningful.

2.6  Significance of Personality Development

Personality development is defined as the process of enhancing one's 
personality. Personality development helps an individual gain confidence 
and increase their self-esteem. Personality development also affects their 
communication skills. Also enhances the perspective of seeing the world. 
With development, personality improves and fosters a positive attitude. 
The psychology of personality says that it emerges in the early stages and 
continues to develop across one's lifespan. Infant temperament forms 
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the basis of adult personality traits, meaning that individual differences 
in disposition and behaviour emerge early in life, potentially before the 
development of language and conscious self-representation. Personality 
development is a lifelong process that impacts an individual's thoughts, 
emotions, behaviours, attitudes, and interactions with others. Personality 
development plays a significant role in an individual's personal and 
professional life. It helps individuals understand themselves (intrapersonal 
skills) and adapt and manage effectively in any situation that arises outside 
(interpersonal skills). A well-developed personality will showcase self-
confidence, emotional stability, communication skills, and decision-
making abilities. 

Personality development enables individuals to overcome their 
challenges and attain their life goals. Personality development promotes 
interpersonal relationships by enhancing empathy, cooperation, and 
respect for others. It contributes to an individual's leadership, teamwork, 
problem-solving, and decision-making skills, which are very much 
needed for their education, workplace, and day-to-day life. Further, it 
also strengthens one's resilience, ethical values, and social responsibility. 
Personality development is a lifelong process that allows individuals to 
cope with stress and make meaningful contributions to society and their 
own lives. On the whole, personality is a significant process of one's life, 
since it empowers every individual to release their full potential, promotes 
holistic growth, and improves their quality of life.

2.7  Let us sum up

Personality development is the process by which the organized patterns 
of behaviour that make up a unique personality emerge over the lifespan. 
Major theories of personality development include Freud's psychoanalytic 
theory, Jean Piaget's theory of cognitive development, and Erik Erikson's 
theory of Personality development.

2.8  Keywords

Freud's Theory, Jean Piaget's theory, Erikson's theory

2.9  Self-Assessment Questions

1.	 Explain Freud's Theory of Psychoanalysis

2.	 Illustrate Jean Piaget's theory of cognitive development

3.	 Discuss Erickson's theory of Personality development.
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Lesson 1.3 : Success And Failure

3.1  Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ 	learn the concept of success

 	 ➢ 	learn the concept of failure

 	 ➢ 	learn to handle failure

3.2  Introduction

Success and failure are integral aspects of personal, academic, and 
professional life. Success reflects the achievement of desired goals through 
effort, determination, and effective decision-making. Failure, although 
often perceived negatively, provides valuable opportunities for learning, 
reflection, and improvement. Both success and failure contribute to the 
development of resilience, confidence, and self-awareness. An individual's 
ability to learn from experiences and remain committed to future goals 
plays a significant role in achieving sustainable success. Thus, success and 
failure should be viewed not as opposites, but as interconnected elements 
of personal and professional growth.

3.3  Concept of success

"Success can be defined as progressive realization of a worthy 
goal." Here, "progressive" means "successive." Success is not reaching a 
destination, but a journey. Success doesn't stop with achieving one goal 
after another; it's about succeeding towards the next goal, and then the 
next, so on and so forth. Every individual needs to define their goal, but 
it shouldn't be static. It should be dynamic, changing with the needs and 
challenges. Hence, by achieving one goal, we cannot say the goal has been 
met. One has to keep changing goals and succeed towards them joyfully. In 
this definition, realization means experiencing the process of progressing. 
One cannot feel success outside oneself; it is an internal feeling one must 
experience. It is an internal feeling, not an external one. Worthy refers to 
our value system; progress, whether positive or negative, is defined by it. 
Worthiness defines the quality of the success journey. Worthiness adds 
fulfilment to the journey of success. Success without fulfilment is empty.
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3.4  Factors Responsible for Success

1.  Desire

The motivation towards success is the burning desire to achieve 
something purposeful. On the lines Napoleon Hill wrote, "Whatever the 
mind of man can conceive and believe, the mind can achieve." A young man 
asked Socrates the secret to success. The story of Socrates and the young 
man illustrates the fundamental role of desire in achieving success. When 
the young man asked Socrates to reveal the secret of success, Socrates led 
him into a river and unexpectedly held his head underwater. Upon being 
released, the young man gasped for air, underscoring the intensity of his 
need to survive. Socrates then explained that success is attained when an 
individual desires it with the same level of determination and urgency as 
the need for air. The narrative emphasizes that a strong, unwavering desire 
is the starting point for all significant accomplishments. Just as a small fire 
generates limited heat, a weak desire produces only modest outcomes. In 
contrast, an intense and persistent desire motivates individuals to overcome 
obstacles, sustain effort, and ultimately achieve exceptional results.

2.  Commitment

Truthfulness and wisdom constitute two fundamental pillars for 
establishing and sustaining meaningful commitments. Truthfulness implies 
consistent adherence to one's promises, values, and ethical principles, even 
when fulfilling such commitments may result in personal inconvenience, 
financial loss, or other difficulties. Wisdom, on the other hand, involves 
the ability to exercise sound judgment and make thoughtful, realistic, and 
responsible commitments that can reasonably be fulfilled without causing 
unnecessary harm or adverse consequences. Thus, truthfulness ensures 
sincerity and integrity in one's commitments, while wisdom ensures that 
such commitments are made with appropriate judgment and foresight. 
Together, these qualities contribute to ethical decision-making, personal 
responsibility, and accountable conduct. Prosperity and success are often 
the outcomes of the opinions, judgments, and conclusions that individuals 
develop over time. Human beings have the capacity to determine which 
thoughts and attitudes will influence their actions and ultimately shape 
their lives. Success, therefore, is rarely accidental; rather, it is a consequence 
of one's approach, choices, discipline, and commitment to a desired 
objective.



Notes

14

This distinction can be understood through the difference between 
“playing to win” and “playing not to lose.” When individuals prepare 
themselves to win, they approach challenges with enthusiasm, confidence, 
determination, and a willingness to pursue opportunities. In contrast, 
those who focus primarily on avoiding failure often operate from a position 
of fear and uncertainty, which may restrict their initiative and potential. 
Although the desire to succeed is common, relatively few individuals are 
prepared to make the sustained effort and commitments necessary to 
achieve success. Playing to win is driven by motivation and aspiration, 
whereas playing not to lose is often driven by fear and desperation.

It is important to recognize that ideal circumstances rarely exist. Waiting 
for perfect conditions may prevent individuals from taking meaningful 
action. Progress requires movement, adaptability, and perseverance. Just 
as a sailor must sometimes navigate with the wind and at other times 
against it, individuals must learn to adapt to changing circumstances while 
continuing to move toward their goals. What matters is not the absence of 
obstacles, but the willingness to continue the journey despite them.

3.  Responsibility

Responsibility refers to the willingness to perform one's duties 
conscientiously and to accept accountability for the consequences of one's 
decisions and actions. When a person performs a duty with commitment, 
sincerity, and a sense of purpose, responsibility can become a source of 
satisfaction and fulfilment rather than merely an obligation.

Individuals exercise considerable influence over the direction of their 
lives through the decisions they make and the actions they undertake. 
Accepting responsibility requires the willingness to make decisions, 
face uncertainty, assume reasonable risks, and remain accountable 
for the outcomes. Although such responsibilities may sometimes be 
uncomfortable, avoiding them can lead to passivity and restrict personal 
and professional growth.

Many individuals prefer to remain within their comfort zones, avoiding 
situations that involve uncertainty, risk, or accountability. Consequently, 
they may adopt a passive approach to life, waiting for circumstances to 
change rather than actively influencing those circumstances. Responsible 
living, in contrast, requires individuals to take purposeful action and 
recognize their role in shaping their own future.
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However, accepting responsibility does not imply taking reckless 
or unnecessary risks. Responsible decision-making involves assessing 
the available alternatives, evaluating their potential advantages and 
disadvantages, considering possible consequences, and then selecting the 
most appropriate course of action. Thus, responsibility is closely associated 
with informed judgment, accountability, and purposeful action. By 
accepting responsibility for their choices and actions, individuals develop 
greater autonomy, confidence, and the capacity to contribute meaningfully 
to their personal, professional, and social environments.

4.  Hard Work

One will not achieve success by running into it by accident. To achieve 
success, one must put in a lot of groundwork and eccentricity. It is not 
only about aspiring to win; one has to work hard for success. The path of 
success takes sacrifice and self-discipline. The hard work of setting the path 
will succeed. Hard work has no substitute. Henry Ford said, "The harder 
you work, the luckier you get." Most people in the world are interested in 
working. "I like to work half a day. I don't care if it is the first 12 hours or the 
second 12 hours." --Kammons Wilson, CEO of Holiday Inn. An individual 
cannot develop any skill or progress without hard work. After spending 
time and hard work, an individual becomes an expert and a professional, 
making things look easy because they have mastered the fundamentals of 
whatever they do.

5.  Character

Character of a person is defined as the entirety of a person's standards, 
opinions, and personality. Character will be reflected in our behaviour 
and actions. An individual's character needs to be preserved more than 
anything in the world. For an individual to become a winner, the most 
important aspect is their character. George Washington said, "I hope I shall 
always possess firmness and virtue enough to maintain what I consider 
the most valuable of all titles, the character of an honest man." When an 
individual becomes a leader, it is his character that determines his course 
of history, not the polls or public opinion. The path to success has many 
pitfalls; an individual has to put in a lot of effort and character not to 
fall into them. The most important thing in getting success is not to be 
disheartened by the critics.
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Whenever a person rises above average, there will always be someone 
trying to rip him apart. In any profession, an efficacious person will be 
coveted by those who are not. An individual should not let criticism 
distract them from reaching their goal. It is easy for ordinary people to 
avoid criticism by playing it safe or not being anything. However, if an 
individual achieves more than someone else, there is a greater risk of being 
criticized. From this, we can understand there is a relationship between 
success and criticism. The higher the level of success you are at, the more 
criticism there will be. A person wants success in their life; they should 
know to keep all the critics on the side-lines. In all cases, there will always 
be underachievers who criticize achievers, telling them how to do it right. 
However, critics are not the leaders or doers, and it is worthwhile asking 
them to come down to where the action is. "The critic knows the price of 
everything and the value of nothing."

6.  Positive Believing

Positive thinking refers to maintaining an optimistic outlook and 
focusing on favourable outcomes, whereas positive believing goes a 
step further by combining optimism with confidence, preparation, and 
purposeful action. In personality development, positive believing is the 
conviction that success can be achieved through effort, planning, and 
persistence rather than mere wishful thinking. While positive thinking 
encourages a constructive mindset, positive believing transforms that 
Mindset into meaningful action. Thus, lasting success is achieved 
when positive attitudes are supported by competence, preparation, and 
continuous self-improvement. The following are the illustrations of 
positive believing.

 	 ➢ 	A student preparing for an examination believes they can achieve 
good grades because they have studied consistently, revised 
thoroughly, and practised previous question papers.

 	 ➢ 	An athlete preparing for a competition is confident of performing 
well because of disciplined training, regular practice, and physical 
fitness rather than relying solely on optimism.

 	 ➢ 	A job applicant attending an interview believes in securing the 
position because they have researched the company, developed 
relevant skills, and prepared answers to common interview 
questions.
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 	 ➢ 	An entrepreneur starting a business believes in the success of the 
venture after conducting market research, developing a sound 
business plan, and acquiring the necessary resources.

 	 ➢ 	A public speaker delivering a presentation feels confident because 
they have practised their speech, anticipated audience questions, 
and prepared supporting materials.

7.  Give More Than You Get

Success lies in hard work and it is something achievable only. Here 
we have competitions but still it can be attained with proper planning 
and hard work. If an individual wants to get more than a successful life, 
a satisfactory and growth oriented life and wants to get ahead in its path, 
he or she has to be ready to go the extra mile. Here, there is very less 
competition on the extra mile path. The extra mile is doing little more 
than what we have intended to do. If we check, hardly few will be willing 
to do the extra mile.

The advantages of doing an extra mile are:

 	 ➢ 	Enhances Personal Value: A positive attitude increases an 
individual's value and effectiveness, irrespective of their profession 
or workplace.

 	 ➢ 	Builds Self-Confidence: It strengthens self-confidence, 
enabling individuals to approach challenges with optimism and 
determination.

 	 ➢ 	Develops Leadership Qualities: Individuals with a positive attitude 
are more likely to be recognized as capable and dependable leaders.

 	 ➢ 	Promotes Trust: A positive disposition fosters trust and credibility 
among colleagues, peers, and stakeholders.

 	 ➢ 	Earns Respect: It helps individuals gain the respect and appreciation 
of their supervisors and other members of the organization.

 	 ➢ 	Encourages Loyalty: A positive attitude cultivates loyalty and 
commitment among both superiors and subordinates, contributing 
to stronger professional relationships.

 	 ➢ 	Facilitates Cooperation: It promotes teamwork, mutual 
understanding, and collaboration, leading to improved 
organizational performance.
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8.  The Power of Persistence

Persistence is one of the most essential qualities for achieving 
personal and professional success. Former U.S. President Calvin Coolidge 
emphasized that neither talent, genius, nor education alone guarantees 
success; rather, it is persistence and determination that enable individuals 
to accomplish their goals. Many talented and highly educated individuals 
fail to achieve their potential because they lack the commitment to 
persevere in the face of challenges. Success is therefore determined not 
only by ability but also by the willingness to continue working despite 
obstacles and setbacks.

The journey toward excellence is rarely easy. It often involves 
difficulties, failures, and moments of discouragement. However, successful 
individuals view setbacks as opportunities for learning and growth rather 
than as reasons to give up. They demonstrate resilience by recovering from 
failures with greater determination and renewed effort. Persistence reflects 
a strong commitment to long-term goals and the ability to remain focused 
even when progress appears slow or difficult.

 The importance of consistent practice is illustrated by the renowned 
violinist Fritz Kreisler, who attributed his exceptional performance to 
regular and disciplined practice rather than natural talent or luck. He 
observed that the effects of reduced practice became noticeable first to 
himself, then to those closest to him, and eventually to his audience. This 
example highlights that excellence is achieved through continuous effort 
and disciplined preparation.

Persistence requires commitment, determination, and the conscious 
decision to complete what one has begun. Athletes, for example, devote 
years of rigorous training for performances that may last only a few minutes. 
Their success is the result of sustained practice, self-discipline, and the 
ability to endure physical and mental challenges. Likewise, in every field, 
individuals who remain committed to their goals, overcome obstacles, 
and persist despite temporary setbacks are more likely to achieve lasting 
success. Thus, persistence is not merely an inherent trait but a deliberate 
choice that transforms effort into achievement

3.5  Hurdles in Achieving Success

Although there are many potential obstacles, the following are more 
common.



Notes

19

The following figure 5 show the hurdles in achieving success

1.  Lack of Information

Insufficient or excessive information can hinder effective decision-
making. Too little information prevents individuals from understanding 
the broader context, while too much information can lead to confusion 
and indecision. Acquiring relevant knowledge through research, reading, 
training, and interaction with experienced individuals helps bridge 
knowledge gaps and supports goal achievement.

Figure 5: Showcases the hurdles in achieving

 2.  Lack of Skill

Achieving goals often requires developing new knowledge and skills. 
Identifying the competencies needed and creating a plan to acquire them 
is an important part of personal development. Skills can be gained through 
formal education, online courses, workplace experience, mentoring, and 
self-learning. Continuous skill development enhances confidence and 
performance.

3.  Limiting Beliefs

Limiting beliefs are negative assumptions that restrict an individual's 
potential and discourage progress. These beliefs often result in 
procrastination, fear of change, self-doubt, and a lack of confidence. 
Recognizing and replacing negative beliefs with positive, realistic thinking 
enables individuals to overcome mental barriers and pursue their goals 
more effectively.
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4.  Well-being

Good physical and mental health is essential for sustained personal 
and professional growth. Illness, stress, or unexpected life events may 
temporarily interrupt progress toward goals. During such situations, 
individuals should reassess their plans, adjust timelines when necessary, 
and seek appropriate support rather than abandoning their objectives 
altogether.

5.  Other People

The attitudes and behaviours of family, friends, and colleagues can 
significantly influence goal achievement. Some people may discourage 
or resist change because they fear its impact on existing relationships. 
Building a supportive network and communicating personal goals clearly 
can help reduce negative influences and maintain motivation.

6.  Own Motivation

Motivation naturally fluctuates over time, especially when goals are 
challenging or progress is slow. Breaking large goals into smaller, achievable 
tasks helps maintain enthusiasm and a sense of accomplishment. Regularly 
reviewing goals ensures they remain meaningful and aligned with changing 
priorities and circumstances.

7.  Time

 Poor time management is a common obstacle to achieving personal 
and professional goals. Without proper planning and prioritization, 
individuals often become distracted by less important tasks. Effective 
scheduling, setting priorities, avoiding procrastination, and minimizing 
distractions enable better utilization of time and improve productivity.

8.  Money

Financial limitations may prevent individuals from pursuing education, 
business opportunities, or other personal goals. However, careful financial 
planning, budgeting, exploring scholarships, loans, or alternative funding 
sources can help overcome this challenge. Viewing financial constraints as 
temporary obstacles encourages creative problem-solving and persistence.
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9.  Fear

Fear is a major psychological barrier that can prevent individuals from 
taking action. Common forms include the fear of failure, fear of success, 
fear of criticism, and fear of leaving one's comfort zone. Developing 
self-confidence, preparing adequately, and viewing failures as learning 
opportunities help individuals overcome fear and achieve their goals.

3.6  Failure

Failure is commonly defined as the inability to achieve a desired or 
intended objective and is generally regarded as the opposite of success. 
However, failure should not be viewed solely as an outcome but also as a 
temporary condition that offers opportunities for learning and growth. 
An individual's perception of failure largely depends on their mind-
set and attitude. A person can only be considered a failure if they allow 
unsuccessful experiences to define their identity. In reality, failure is a 
universal human experience, and nearly everyone encounters setbacks at 
some point in life. During such moments, it is natural to develop negative 
thoughts, particularly when repeated efforts appear insufficient to achieve 
the desired results.

Numerous examples from history illustrate that failure often serves 
as a foundation for eventual success. The Coca-Cola Company sold 
only 400 bottles during its first year of production, yet it later became 
one of the world's most recognized brands. Albert Einstein's doctoral 
dissertation was initially rejected, despite his later recognition as one of 
the greatest scientists in history. Similarly, Henry Ford experienced two 
business bankruptcies before establishing the Ford Motor Company and 
transforming the automobile industry. Thomas Alva Edison, the inventor 
of the practical electric light bulb, reportedly conducted thousands of 
unsuccessful experiments before achieving success. Reflecting on these 
experiences, Edison famously stated, "I have not failed. I've just found 
10,000 ways that won't work."

These examples demonstrate that disappointments, rejections, and 
unsuccessful attempts should not be interpreted as permanent failures. 
Rather, they can be regarded as valuable learning experiences and 
stepping stones toward success. This perspective distinguishes individuals 
who ultimately achieve their goals from those who abandon their efforts 
prematurely. Failure is not simply the absence of success; instead, it 
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represents an essential component of the learning process. People often 
focus only on the achievements of successful individuals while overlooking 
the struggles, frustrations, and repeated setbacks they endured before 
attaining success.

The American essayist, lecturer, and poet Ralph Waldo Emerson 
emphasized this idea by stating, "Men succeed when they realize that their 
failures are the preparation for their victories." Successful individuals do 
not attribute their setbacks to external circumstances or other people. 
Instead, they define success and failure according to their own values and 
aspirations. When confronted with obstacles, they reassess their goals, 
modify their strategies, explore alternative approaches, and continue 
striving toward improvement. From this perspective, true failure occurs 
not when one experiences setbacks, but when one ceases to pursue personal 
growth and excellence.

3.8  Causes of Failure

Failure is often influenced not only by external circumstances but 
also by individual attitudes, behaviours, and decision-making processes. 
Several personal factors can hinder success if they are not recognized and 
addressed.

The following section identifies some of the most common factors that 
contribute to failure

1.  Lack of Persistence

One of the primary reasons individuals fail to achieve their goals is a 
lack of persistence rather than a lack of ability or knowledge. Persistence 
involves maintaining consistent effort despite challenges while remaining 
flexible enough to modify ineffective strategies. Simply repeating 
unsuccessful actions without evaluating their effectiveness is unlikely to 
produce different outcomes. Instead, individuals should reflect on previous 
experiences, identify areas for improvement, and make appropriate 
adjustments. Continuous learning and adaptation increase the likelihood 
of achieving desired objectives.

2.  Lack of Conviction

Conviction refers to the confidence and determination to uphold one's 
beliefs and values while pursuing meaningful goals. Individuals who lack 
conviction often avoid taking firm positions and may conform to others' 
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expectations in order to gain acceptance. Such behaviour can undermine 
personal integrity and reduce commitment to long-term objectives. 
Developing self-confidence, adhering to ethical principles, and performing 
responsibilities with dedication contribute significantly to personal and 
professional success. While collaboration and cooperation are valuable, 
they should not require compromising one's core values.

3.  Rationalization

Rationalization involves creating excuses to justify failures instead of 
objectively examining their causes. Individuals who consistently rationalize 
setbacks limit their opportunities for growth because they fail to learn 
from experience. Successful individuals, by contrast, critically analyse 
unsuccessful outcomes, identify contributing factors, and implement 
corrective measures. Viewing setbacks as learning opportunities rather than 
permanent failures encourages resilience and continuous improvement.

4.  Failure to Learn from Past Mistakes

Past mistakes provide valuable opportunities for learning and self-
improvement. However, some individuals fail to reflect on their experiences 
and consequently repeat the same errors. Effective problem-solving 
requires careful analysis of goals, strategies, and outcomes to determine 
why previous attempts were unsuccessful. By accurately defining problems 
and considering alternative solutions, individuals can make informed 
decisions and improve future performance. Learning from experience 
is therefore a fundamental component of personal and professional 
development.

5.  Lack of Discipline

Discipline is an essential characteristic of successful individuals. 
It requires self-control, commitment, sacrifice, and the ability to resist 
distractions while remaining focused on long¬term goals. Without 
discipline, even highly talented individuals may struggle to achieve 
meaningful outcomes. Furthermore, excessive perfectionism can become 
an obstacle to success  by creating unrealistic expectations and unnecessary 
dissatisfaction. Setting realistic goals, maintaining consistent effort, and 
concentrating on meaningful achievements are more effective than striving 
for unattainable perfection.
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6.  Poor Self-Esteem

Poor self-esteem is characterized by low self-confidence and a 
diminished sense of self-worth. Individuals with low self-esteem 
often define themselves by their failures rather than recognizing their 
potential for growth and improvement. Such negative self-perceptions 
can reduce motivation and perseverance. Developing a positive self-
image, maintaining confidence in one's abilities, and viewing setbacks as 
temporary challenges rather than permanent failures enhance resilience 
and increase the likelihood of long-term success.

7.  Fatalistic Attitude

A fatalistic attitude is characterized by the belief that life outcomes 
are predetermined and largely beyond individual control. People with 
this mind-set often attribute success or failure to luck, destiny, or external 
circumstances instead of accepting personal responsibility for their actions. 
This belief may discourage initiative and reduce motivation to pursue goals. 
In contrast, adopting an internal locus of control encourages individuals to 
recognize that their decisions, attitudes, and efforts significantly influence 
their achievements. Accepting responsibility for personal growth and 
maintaining a positive outlook are essential for achieving success and 
overcoming challenges.

The factors discussed above illustrate that failure is often associated 
with personal attitudes, behaviours, and habits rather than an absence 
of ability or opportunity. Developing persistence, conviction, discipline, 
self-confidence, personal responsibility, and a willingness to learn from 
mistakes enables individuals to overcome setbacks and achieve their 
goals. Consequently, success should be viewed as a continuous process 
of learning, adaptation, and sustained effort rather than the absence of 
failure.

3.9  Let us Sum up

In the context of personality development, success is defined not 
by external status, but by the continuous evolution of self-awareness, 
emotional maturity, and the ability to align one’s actions with core values. It 
is the achievement of a "self-actualized" state where an individual possesses 
the resilience to handle stress and the empathy to build meaningful 
connections.
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 Conversely, failure in this realm is often seen as psychological stagnation 
or the persistence of maladaptive traits that hinder personal growth and 
social harmony. However, these failures are rarely permanent; they are 
often viewed as essential "developmental crises" that provide the necessary 
friction for growth. Ultimately, the most successful personalities are those 
that treat setbacks as feedback, using failure as a catalyst to refine their 
character and strengthen their psychological foundation.

3.10  Keywords

Success, Failure, Hurdles in achieving success, handling failure.

3.11  Self-Assessment Questions

1.	 Explain the concept of success

2.		 Enumerate the factors responsible for success

3.	 Explain the concept of failure

4.		 Discuss about the hurdles in achieving success

5.		 Illustrate the ways to handle failures.

6.		 Enumerate the causes of failure
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Lesson 1.4 : SWOT Analysis

4.1  Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ 	Define the concept of SWOT analysis.

 	 ➢ 	Explain the purpose and significance of SWOT analysis.

 	 ➢ 	Identify the components of SWOT analysis: Strengths, Weaknesses, 
Opportunities, and Threats.

 	 ➢ 	Conduct a personal SWOT analysis for self-assessment and career 
development.

 	 ➢ 	Apply SWOT analysis as a strategic planning tool for personal and 
professional growth.

4.2  Introduction

SWOT analysis is a strategic planning and self-assessment tool used 
to evaluate an individual's or an organization's Strengths, Weaknesses, 
Opportunities, and Threats. It provides a structured framework for 
understanding internal capabilities and limitations while recognizing 
external factors that may influence future success.

Originally developed for organizational planning, SWOT analysis 
has become an effective tool for personal development, career planning, 
academic achievement, and decision-making. By systematically identifying 
strengths and weaknesses and examining opportunities and threats in 
the external environment, individuals can make informed decisions, set 
realistic goals, and develop strategies for continuous improvement.

SWOT analysis assists individuals and organizations in understanding 
their current position, identifying areas requiring improvement, and 
planning future actions. It promotes critical thinking, self-awareness, and 
strategic decision-making by encouraging users to evaluate both internal 
and external factors objectively.

4.3  Purpose of SWOT Analysis

SWOT analysis serves several important purposes in planning and 
decision-making. It can be used to:
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 	 ➢ 	Identify strengths and weaknesses that influence performance.

 	 ➢ 	Explore opportunities for personal, academic, or professional 
growth.

 	 ➢ 	Recognize external threats that may hinder progress.

 	 ➢ 	Support informed decision-making by evaluating alternative 
courses of action.

 	 ➢ 	Identify priorities for improvement during periods of change or 
transition.

 	 ➢ 	Revise and refine existing plans when circumstances change.

 	 ➢ 	Organize and communicate information in a systematic and logical 
manner.

By integrating internal and external analyses, SWOT enables individuals 
and organizations to develop practical strategies that maximize strengths, 
overcome weaknesses, capitalize on opportunities, and minimize potential 
threats.

4.4  Applications of SWOT Analysis

SWOT analysis is a versatile tool that can be applied across various 
personal and professional contexts. It is particularly useful for:

 	 ➢ 	Students

 	 ➢ 	Business owners and managers

 	 ➢ 	Professionals and executives

 	 ➢ 	Career starters and job seekers

 	 ➢ 	Human resource professionals

 	 ➢ 	Doctors, engineers, and other practitioners

 	 ➢ 	Employees

 	 ➢ 	Parents

 	 ➢ 	Married couples and families

Its flexibility makes SWOT analysis valuable for academic planning, 
career development, leadership, organizational management, and personal 
growth.

4.5  Advantages of Conducting a Personal SWOT Analysis

A personal SWOT analysis enables individuals to understand 
themselves more effectively and make informed decisions regarding 
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their personal and professional development. The primary objective is to 
leverage strengths, minimize weaknesses, capitalize on opportunities, and 
develop strategies to address potential threats.

The major benefits of conducting a personal SWOT analysis include:

 	 ➢ 	Facilitates the development of realistic strategies for achieving 
personal and professional goals.

 	 ➢ Provides a clear understanding of current strengths and areas 
requiring improvement.

 	 ➢ 	Assists in identifying opportunities for career advancement and 
lifelong learning.

 	 ➢ 	Enhances self-awareness and personal effectiveness.

 	 ➢ 	Supports informed career planning and decision-making.

 	 ➢ 	Encourages continuous personal and professional development.

 	 ➢ 	Maximizes individual strengths while addressing weaknesses.

 	 ➢ 	Promotes the development of both technical (hard) skills and 
interpersonal (soft) skills.

 	 ➢ 	Improves understanding of personal values, preferences, and 
personality characteristics.

 	 ➢ 	Strengthens confidence, competence, and employability.

Regular self-assessment through SWOT analysis encourages 
individuals to evaluate their progress, adapt to changing circumstances, 
and pursue continuous improvement.

4.6  Components of SWOT Analysis

A SWOT analysis consists of four interrelated components: Strengths, 
Weaknesses, Opportunities, and Threats.

1.  Strengths

Strengths are the positive internal characteristics, abilities, resources, 
and competencies that provide an individual with a competitive advantage. 
Identifying strengths helps individuals recognize areas in which they excel 
and build upon them.

The following questions may assist in identifying personal strengths:

 	 ➢ 	What unique abilities or advantages do I possess?
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 	 ➢ 	Which tasks or activities do I perform particularly well?

 	 ➢ 	What personal resources and support systems are available to me?

 	 ➢ 	What strengths do others frequently recognize in me?

 	 ➢ 	Which achievements make me most proud?

 	 ➢ 	What personal values guide my actions?

 	 ➢ 	Do I belong to any professional or academic networks that provide 
additional opportunities?

 	 ➢ 	What valuable relationships or professional connections do I 
possess?

2.  Weaknesses

Weaknesses are internal limitations or areas that require improvement. 
Recognizing weaknesses enables individuals to develop appropriate 
strategies for overcoming barriers to success.

The following questions may assist in identifying weaknesses:

 	 ➢ 	Which tasks do I tend to avoid because of limited confidence or 
ability?

 	 ➢ 	What weaknesses have others identified in my performance?

 	 ➢ 	Are my education and professional skills adequate for my goals?

 	 ➢ 	Do I possess habits that negatively affect my productivity or 
performance?

 	 ➢ 	Which aspects of my personality may hinder my success?

 	 ➢ 	What knowledge or skills should I further develop?

Acknowledging weaknesses is an important step toward personal growth 
and continuous improvement.

3.  Opportunities

Opportunities refer to favourable external conditions that individuals 
can utilize to achieve their objectives. These may arise from technological 
developments, market trends, professional networks, educational 
opportunities, or organizational changes.

Questions for identifying opportunities include:

 	 ➢ 	What emerging technologies can enhance my performance or 
productivity?
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 	 ➢ 	What current trends create new opportunities for growth?

 	 ➢ 	Do I have access to mentors or professional networks that can 
provide guidance?

 	 ➢ 	Are there unmet needs within my organization or profession that I 
can address?

 	 ➢ 	Can I identify problems for which I can develop innovative 
solutions?

 	 ➢ 	Are there new educational or training opportunities that can 
improve my career prospects?

Recognizing opportunities allows individuals to proactively position 
themselves for future success.

4.  Threats

Threats are external factors that may adversely affect an individual's 
ability to achieve personal or professional goals. Identifying potential 
threats enables individuals to develop contingency plans and reduce 
associated risks.

The following questions can help identify threats:

 	 ➢ 	What obstacles currently affect my academic or professional 
progress?

 	 ➢ 	Am I facing increased competition from colleagues or peers?

 	 ➢ 	Are changes in my workplace or profession likely to affect my 
career?

 	 ➢ 	Could technological advancements reduce the demand for my 
current skills?

 	 ➢ 	Could any of my personal weaknesses increase my exposure to 
external risks?

Understanding potential threats enables individuals to anticipate 
challenges and implement proactive strategies to minimize their impact.

SWOT analysis is an effective strategic planning and self-assessment 
tool that facilitates informed decision-making and continuous personal 
development. By evaluating strengths, weaknesses, opportunities, and 
threats, individuals gain a comprehensive understanding of their current 
position and future potential. Personal SWOT analysis promotes self-
awareness, supports career planning, enhances problem-solving abilities, 
and encourages lifelong learning. When conducted regularly, it enables 
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individuals to capitalize on their strengths, improve their weaknesses, 
seize emerging opportunities, and effectively manage potential threats, 
thereby contributing to sustained personal and professional success.

4.7  Let us Sum up

Conducting a personal SWOT analysis is a transformative exercise 
that allows an individual to systematically identify their internal strengths 
and weaknesses alongside external opportunities and threats. This process 
fosters deep self-awareness, enabling a person to capitalize on their unique 
talents while proactively addressing areas that require improvement or 
mitigation. By translating these insights into a strategic roadmap, one can 
better navigate career shifts and personal challenges with a clear sense 
of direction and purpose. Ultimately, it serves as a powerful tool for 
continuous growth, ensuring that external obstacles are anticipated and 
internal potential is fully realized.

4.8  Keywords

Strength, Weakness, Opportunity and Threat

4.9  Self-Assessment Questions

Identify your internal Strengths and Weaknesses, as well as external 
Opportunities and Threats, providing a specific situational example for 
each to illustrate how these factors manifest in real-world interactions
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UNIT-II

Lesson 2.1 :  Attitude

2.1.1	 Objectives

Upon completing this lesson, learners will be able to:
 	 ➢ 	learn the concept of learning

 	 ➢ 	Understand the concepts of attitude.

 	 ➢ 	Understand the ways to develop attitude.

2.1.2	 Introduction

Attitude and motivation are core psychological concepts that define 
how a person thinks, feels, behaves, and drives toward goals. Attitude 
is a learned evaluation of people, objects, or events, while motivation is 
the internal or external energy that activates and directs goal-oriented 
behaviour. The following figure 1 represents Perception, Values, Altitude 
and Motivation.

Figure 1: Represents Perception, Values, Attitude and Motivation

 Attitude is an important variable in human behaviour and helps shape 
a person's personality traits, e.g., optimistic or pessimistic, negative or 
positive, etc. According to Michael Hogg [1], "An attitude is a negative 
or positive evaluation of an object which influences humans' behaviour 
towards that object". Martin Fishbein [2] defined Attitude as "An attitude 
is a learned predisposition to respond favourably or unfavourably towards 
people, an object, an idea or a situation". According to Stephen P Robbins 
[3], "Attitude are evaluative statements, either favourable or unfavourable 
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concerning objects, people or events." Schermerhorn [4] says, "Attitudes 
is the predisposition to respond positively or negatively to someone or 
something in one's environment.". Joseph Reitz says [5], "The word 
attitude describes a persistent tendency to feel and behave in a particular 
way towards some objects." Often we come across different person, 
situations and things in our life and we form a certain kind of view point 
for those persons, things or situation. That point of view may be positive 
or negative. "Attitude is basically an examination of a person, thing, or 
situation in terms of liking or disliking, positive or negative, and pro and 
anti". Attitude shapes a person's behaviour towards an object or person, 
positively or negatively.

2.1.3	 Components of Attitude

Cognitive component: Facts, knowledge, and beliefs held about a target 
or situation. Affective component: Emotional or feeling segments, such 
as liking or disliking an object. Behavioural component: An intention or 
action to behave in a certain way toward someone or something. Shaping 
factors: Formed and influenced by environment, personal experiences, 
and formal or informal education. Figure 2 represents the components of 
attitude.

Figure 2: The Components of Attitude

Famous psychologist, Eagley [6], provided three components of Attitude:

 	 ➢ 	Cognitive component: This component is a combination of ideas, 
information, facts, and knowledge about a person or an object.

 	 ➢ 	Affective component: In this component, it is the feelings or 
emotions towards an object or a person that lead to liking or 
disliking, favouring or disfavouring.

 	 ➢ 	Behavioural component: In this component, it is the behaviour 
towards the object or a person.
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2.1.4	 Characteristics of a Positive Attitude

Figure 3 represents the characteristics of the Attitude.

1.  Attitudes are learned:

Attitudes are acquired through personal experiences, social 
interactions, education, observation, and exposure to different situations. 
They are not generally considered to be innate; rather, they develop 
gradually through an individual's interaction with the social and physical 
environment.

2.  Attitudes Represent Predispositions:

An attitude represents a relatively established predisposition to respond 
in a particular manner toward a person, object, idea, or situation. These 
predispositions are influenced by an individual's previous experiences, 
beliefs, knowledge, and social environment.

3.  Attitudes Have an Object:

Every attitude is directed towards a specific object, which may be a 
person, group, idea, event, situation, institution, or physical object. The 
attitude object is generally evaluated in favourable or unfavourable terms.

4.  Attitudes Have an Emotional Component:

Attitudes involve an affective or emotional dimension that reflects an 
individual's feelings towards the attitude object. These feelings may range 
from liking to disliking, acceptance to rejection, or positive to negative 
emotional responses.

5.  Attitudes Influence Behaviour:

Attitudes influence an individual's behavioural intentions and responses 
towards people, objects, and situations. Positive or negative attitudes may 
shape the way individuals perceive situations, make decisions, interact 
with others, and respond to different circumstances.

 6.  Attitudes Are Relatively Stable:

Attitudes generally demonstrate a degree of stability and persistence 
over time. Although they are not permanent and may change in response to 
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new experiences, information, social influences, or significant events, they 
do not usually change rapidly without sufficient influence or experience.

Figure 3: The Characteristic of Attitude

2.1.5	 Functions of Attitude

Attitudes enable individuals to evaluate people, objects, ideas, and 
situations and respond to them in meaningful and consistent ways. They 
serve several psychological and social functions by guiding behaviour, 
protecting self-esteem, expressing personal values, and organizing 
knowledge. The major functions of attitudes are as follows and also 
represented in figure 4:

1.  Utilitarian Function:

The utilitarian function enables individuals to develop attitudes that 
help them obtain rewards and avoid undesirable outcomes or punishment. 
Individuals may adopt favourable or unfavourable attitudes depending on 
the consequences associated with a particular behaviour or situation. For 
example, an employee may express a negative attitude towards a supervisor 
because such behaviour receives attention or sympathy from colleagues, 
whereas expressing a positive attitude may not receive similar social 
reinforcement. In this context, the negative attitude serves an instrumental 
purpose by helping the individual obtain a desired social response or avoid 
an undesirable one.

2.  Ego-Defensive Function:

The ego-defensive function enables individuals to protect their self-
image, self-esteem, and psychological well-being from perceived threats. 
Individuals may develop defensive attitudes when they experience feelings 
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of insecurity, inadequacy, guilt, or threat. For example, an employee who 
feels threatened by the recruitment or advancement of highly qualified 
colleagues may develop negative stereotypes about new employees and 
perceive them as less competent or experienced. Such attitudes may serve 
as a psychological mechanism for protecting the individual's self-image. 
These attitudes may persist until the underlying feelings of insecurity or 
threat are addressed.

3.  Value-Expressive Function:

The value-expressive function enables individuals to communicate 
and express their fundamental values, beliefs, and self-concept. Attitudes 
often reflect what an individual considers important and meaningful. For 
example, an individual who strongly values freedom and participation 
may develop a favourable attitude towards decentralization of authority 
and participative management practices. Thus, value-expressive attitudes 
provide individuals with an opportunity to demonstrate their personal 
principles and reinforce their sense of identity.

4.  Knowledge Function:

The knowledge function helps individuals organize, interpret, and 
make sense of information about their environment. Attitudes provide 
a framework through which people evaluate and categorize objects, 
individuals, and situations. Adequate knowledge and accurate information 
may contribute to the development of more informed attitudes, whereas 
insufficient or inaccurate information may result in misconceptions, 
prejudice, or stereotypical attitudes.

Therefore, acquiring relevant knowledge and evaluating information 
critically are important for developing balanced and informed attitudes.

 
 

Figure 4: Represents the Functions of Attitude
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2.1.6	 Formation of Attitude

Figure 5 shows that various sources of formation of attitude

Attitudes are generally learned rather than inherited. They develop 
gradually through an individual's experiences, social interactions, 
observations, learning processes, and exposure to the surrounding 
environment. Various personal, social, cultural, and situational factors 
contribute to the formation of attitudes. The major sources of attitude 
formation are discussed below.

1.  Direct Experience with the Object

Direct personal experience is one of the most significant sources of 
attitude formation. Individuals develop attitudes towards people, objects, 
situations, or activities based on their direct experiences with them. For 
example, employees may develop favourable or unfavourable attitudes 
towards their jobs based on previous workplace experiences. Experiences 
that are rewarding may lead to positive attitudes, whereas unpleasant 
or disappointing experiences may result in negative attitudes. Attitudes 
formed through strong personal experiences may be relatively stable and 
may require considerable effort or new experiences to change.

2.  Classical Conditioning

Attitudes can also develop through the process of classical conditioning. 
When a neutral object or event is repeatedly associated with a particular 
stimulus that naturally produces a positive or negative emotional response, 
the individual may eventually develop a similar response towards the 
originally neutral object. Repeated associations can therefore contribute 
to the development of favourable or unfavourable attitudes. For example, 
if a particular product is repeatedly associated with pleasant experiences 
or positive emotions in advertisements, individuals may gradually develop 
a favourable attitude towards that product.

3.  Operant Conditioning

Operant conditioning is another mechanism through which attitudes 
and behavioural tendencies may be acquired. According to Skinner 
(1938), [7] behaviour is influenced by its consequences, particularly 
through reinforcement and punishment. When a particular behaviour 
is consistently followed by a desirable consequence, the likelihood of 
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repeating that behaviour increases. Conversely, behaviour followed by an 
undesirable consequence may be reduced. Through repeated reinforcement 
or punishment, individuals may develop particular behavioural patterns 
and corresponding attitudes. Thus, the consequences associated with 
behaviour can contribute to the acquisition and maintenance of attitudes.

4.  Vicarious Learning

Vicarious learning refers to learning through the observation of 
other people's behaviour and its consequences. Individuals may develop 
attitudes by observing how parents, teachers, colleagues, friends, public 
figures, or other social models respond to particular people, objects, or 
situations. For example, children may develop attitudes towards social 
groups, occupations, or behaviours by observing their parents. Similarly, 
television programmes, films, and digital media can provide models 
from whom individuals may acquire particular attitudes and behavioural 
tendencies.

5.  Family and Peer Groups

Family and peer groups play an important role in the formation and 
development of attitudes. Parents and other family members serve as 
primary sources of social learning during childhood. Individuals may adopt 
attitudes by observing, imitating, and interacting with family members. 
For example, children may develop attitudes towards education, work, 
social relationships, or cultural practices based on the attitudes expressed 
by their parents. Peer groups also exert significant influence, particularly 
during adolescence and early adulthood, as individuals may modify their 
attitudes to gain acceptance and maintain relationships within their social 
groups.

6.  Neighbourhood and Social Environment

The neighbourhood and broader social environment in which 
individuals live can influence the development of attitudes. Different 
communities may possess distinct cultural practices, values, norms, and 
patterns of social interaction. Continuous exposure to these environmental 
influences can shape individuals' perceptions and attitudes towards social 
issues, relationships, institutions, and community life. Consequently, 
the social environment contributes to the development of attitudes by 
providing opportunities for interaction, observation, and social learning.
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Figure 5: Formation of Attitude

 7.  Economic Conditions and Occupation

An individual's socioeconomic background and occupational 
environment can significantly influence attitude formation. Economic 
circumstances, employment conditions, professional roles, workplace 
relationships, and opportunities for advancement may shape an individual's 
perceptions and behavioural responses. For example, a supportive and 
rewarding work environment may encourage positive attitudes towards the 
organization, whereas prolonged job insecurity or unfavourable working 
conditions may contribute to negative attitudes. Thus, socioeconomic 
experiences and occupational roles may influence both present attitudes 
and expectations about the future.

8.  Mass Communication and Media

Mass communication is an important contemporary source of attitude 
formation. Television, radio, newspapers, magazines, films, advertising, 
social media, and other digital platforms expose individuals to a wide 
range of information, opinions, and perspectives. Media content can 
influence perceptions and attitudes by determining how information is 
presented, repeated, interpreted, and emphasized. Advertising, political 
communication, entertainment media, and social campaigns may 
deliberately attempt to influence public attitudes towards products, 
individuals, institutions, and social issues. Therefore, critical evaluation 
of media information is essential to prevent the development of biased or 
stereotypical attitudes.
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2.1.6	 Changing of Attitude

Employee behaviours that operate within an organization may be 
modified because it is in the best interest of the organization. Yet change is 
complicated, because there are some hurdles in it. Hurdles to change usually 
people resist change of attitude because of balance and consistency theory 
of attitude. Accordingly, a person wants their attitudes towards people and 
things to be in line with one another's Organizational Behaviour own acts 
and objects (i.e. safe, consistent). If habits aren't identical and consistent, 
people typically try rewarding internally to eliminate differences. The 
second barrier when a person is bound by certain commitment or protocol 
then his attitude is really hard to change like every organization has some 
different kind of value system, protocol etc. The third barrier sometimes a 
person sees no strong cause or sufficient amount of information then that 
person finds it difficult to change his attitude.

2.1.7	 Ways of Changing Attitude

There are certain ways for changing attitudes which are as follows:

 Attitudes are relatively stable patterns of evaluation; however, they 
are not necessarily permanent. They may change when individuals are 
exposed to new information, persuasive influences, social interactions, 
or experiences that challenge their existing beliefs and evaluations. The 
following are some of the major approaches through which attitudes may 
be influenced or changed.

1.  Providing New Information

The acquisition of accurate, relevant, and credible information can 
contribute to changes in attitudes. Individuals may reconsider their 
existing beliefs when they are exposed to evidence or information that 
differs from their previous understanding. For example, employees who 
initially hold an unfavourable attitude towards management may modify 
their views when they receive credible information about management's 
initiatives for employee welfare, development, and organizational support. 
Thus, information can facilitate more informed and balanced attitudes.

2.  Use of Fear

Fear-based appeals may influence attitudes by highlighting the 
potential negative consequences associated with particular behaviours or 
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decisions. The effectiveness of such appeals depends on the intensity of the 
fear, the credibility of the information, and the individual's perception of 
their ability to respond appropriately. Excessive fear, however, may result 
in resistance, anxiety, denial, or defensive behaviour. Therefore, fear-based 
approaches are generally more effective when accompanied by practical 
and achievable measures for addressing the identified threat.

3.  Influence of Friends and Peer Groups

Social relationships can play a significant role in modifying attitudes. 
Individuals are often influenced by the opinions and behaviours of people 
whom they trust, respect, or consider credible. Friends, colleagues, and peer 
groups can therefore influence attitudes through communication, social 
comparison, modelling, and group expectations. The degree of influence 
is generally greater when the source is perceived as knowledgeable, 
trustworthy, and socially relevant to the individual.

 

Figure 6: Illustrates ways of changing attitude.

4.  Co-optation and Participation

Involving individuals in the process of developing or implementing a 
change can facilitate attitude change. When people are given opportunities 
to participate in decision-making and contribute to the solution of a 
problem, they may develop greater acceptance of the proposed change. 
Participation can reduce resistance by creating a sense of involvement, 
ownership, and responsibility. For example, employees who are invited to 
contribute ideas concerning workplace changes may be more willing to 
accept and support the final decision.

5.  Public and Private Attitudes

The extent to which an attitude is publicly expressed may also influence 
its resistance to change. Individuals may find it easier to reconsider or 
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modify attitudes that they have held privately than those they have openly 
expressed to others. Publicly expressed attitudes may become associated 
with an individual's social identity or reputation, thereby creating greater 
pressure to maintain consistency. Consequently, private reflection and 
exposure to new evidence may provide greater opportunities for attitude 
modification.

2.1.8	 Positive Attitude

A positive attitude refers to an optimistic and constructive mental 
orientation through which individuals tend to recognize possibilities, 
anticipate favourable outcomes, and approach challenges with confidence 
and hope. It does not imply ignoring difficulties or negative experiences. 
Rather, positive thinking involves approaching challenging situations in 
a constructive manner while acknowledging their realities and focusing 
on possible solutions. The Mayo Clinic [8] similarly explains that positive 
thinking involves approaching unpleasant situations in a more positive 
and productive manner rather than denying their existence.

The concept of positivity is also associated with the general quality 
or state of being positive. Merriam-Webster [9] defines positivity as “the 
quality or state of being positive.” Dictionary.com [10] describes positive 
in relation to favourable or constructive qualities and contrasts it with 
negative orientations. Therefore, a positive attitude may be understood as 
a relatively constructive outlook that influences how individuals interpret 
experiences, respond to challenges, interact with others, and pursue their 
goals.

Characteristics of a Positive Attitude

 An individual demonstrating a positive attitude generally exhibits the 
following characteristics:

 	 ➢ 	Optimism: Maintaining a reasonable expectation that favourable 
outcomes are possible while recognizing existing challenges.

 	 ➢ 	Solution Orientation: Focusing on possible solutions and courses 
of action rather than concentrating exclusively on problems or 
failures.

 	 ➢ 	Resilience: Recovering from setbacks and continuing efforts 
towards goals despite difficulties.
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 	 ➢ 	Self-Confidence: Maintaining confidence in one's abilities while 
remaining open to learning and improvement.

 	 ➢ 	Adaptability: Adjusting thoughts and behaviour appropriately 
when circumstances, expectations, or available information change.

 	 ➢ 	Constructive	 Interpersonal	Behaviour:  	 E n c o u r a g i n g 	
others,	communicating respectfully, and contributing positively to 
social and professional relationships.

 Positive Attitude across Stages of Development

The development of a positive attitude can be understood in relation to 
different stages of childhood and adolescence. The specific behaviours 
may vary according to the individual's developmental level.

6–8 Years

Self-awareness – Optimism and Positivity:

Children begin to recognize positive aspects of challenging situations and 
demonstrate optimism when circumstances do not proceed as expected. 
For example, when rain prevents an outdoor picnic, a child may suggest 
having an indoor picnic as an alternative activity.

Self-management – Resilience:

Children can develop the ability to recover from minor setbacks and 
continue attempting difficult tasks. For example, a child who is unable 
to complete a challenging puzzle may remain motivated to try again after 
practising.

Social Awareness – Encouraging Others:

Children can demonstrate positive social behaviour by encouraging peers 
who experience difficulties. For example, a child may reassure a friend 
who is unable to complete an activity and offer to practise together.

9–11 Years

Self-awareness – Recognition of Personal Growth:

Children increasingly recognize their own progress and achievements. For 
example, a learner may recognize improvement in mathematics as a result 
of sustained effort and practice.

Self-management – Adaptive Thinking:

Learners can modify their approaches in response to feedback or changing 
circumstances while maintaining a constructive outlook. For example, 
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when the requirements of a group project change, a learner may suggest 
alternative approaches rather than focusing solely on the difficulty.

 Social Awareness – Positive Peer Influence:

Learners can contribute positively to group activities by encouraging peers 
and highlighting their strengths when the group encounters challenges.

12–14 Years

Self-awareness – Gratitude and Appreciation:

Adolescents can develop greater awareness of positive experiences, 
relationships, and opportunities and express appreciation for them.

Self-management – Constructive Management of Disappointment:

Learners can learn to manage disappointment constructively and use 
setbacks as opportunities for improvement. For example, a learner who 
is not selected for a sports team may identify areas for improvement and 
prepare for future opportunities.

Social Awareness – Empathy and Support:

Learners can demonstrate empathy by recognizing the difficulties 
experienced by others and providing appropriate encouragement and 
assistance.

15–17 Years

Self-awareness – Future-oriented Positivity:

Older adolescents can develop a constructive outlook towards future 
educational, career, and personal opportunities. For example, rejection 
from one opportunity may encourage a learner to explore alternative 
pathways.

Self-management – Positive Stress Management:

Learners can use constructive self-talk, preparation, planning, and realistic 
expectations to manage academic and personal pressures.

Social Awareness – Constructive Conflict Resolution:

Learners can approach disagreements with openness and respect, 
identify areas of agreement, and work towards solutions that consider the 
perspectives of different individuals.
 



Notes

46

2.1.9	 Importance of a Positive Attitude

A positive attitude can contribute to personal effectiveness, 
interpersonal relationships, resilience, and the ability to cope with 
challenging circumstances. Individuals with a constructive outlook may 
be better positioned to manage everyday stress, identify opportunities, and 
maintain motivation when difficulties arise. Research summarized by the 
Mayo Clinic indicates that optimism and positive thinking are associated 
with better coping during stressful situations, lower levels of psychological 
distress, and aspects of improved physical and psychological well-being.

1.		 Improved Stress Management:

	 Positive thinking can support more constructive responses to 
stressful situations and may reduce the tendency to interpret 
difficulties in excessively negative ways.

2.		 Enhanced Resilience:

	 A positive outlook can help individuals recover from setbacks and 
continue working towards their goals despite difficulties.

3.	 Improved Interpersonal Relationships:

	 A constructive and encouraging attitude can facilitate 
communication, cooperation, trust, and supportive relationships.

4.		 Greater Motivation:

	 Individuals who believe that improvement is possible are more 
likely to persist in pursuing goals and exploring alternative solutions 
when difficulties arise.

5.	 Improved Well-being:

	 Optimism and positive thinking have been associated with various 
indicators of psychological and physical well-being. However, these 
relationships should be understood as associations rather than 
evidence that positive thinking alone prevents or cures particular 
health conditions.

Positive Attitude as a Personal and Professional Skill

Positive attitude is an important soft skill that supports effective 
functioning in academic, personal, and professional environments. It 
encourages individuals to approach challenges constructively, learn from 
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setbacks, cooperate with others, and remain focused on achievable goals. 
A positive attitude should, however, be distinguished from unrealistic 
optimism. Effective positivity involves acknowledging difficulties, 
evaluating circumstances realistically, and identifying constructive ways 
of responding to them.

2.1.10   Negative Attitude

A negative attitude is an unhelpful, pessimistic way of thinking where 
a person expects the worst, focuses on problems, and reacts to daily life 
with frustration, doubt, or resistance.

Common Signs Pessimism: Expecting things to fail or go wrong 
before they even start. Constant Complaining: Focusing heavily on bad 
circumstances instead of looking for solutions. Self-Doubt: Believing you 
are not smart or capable enough to succeed. Resentment: Feeling bitter 
or jealous about other people's success. Effects on Life and Health Higher 
Stress: Increases mental pressure and daily worry. Poor Relationships: 
Pushes friends, family, and co¬workers away due to constant frustration 
or distrust. Missed Growth: Stops people from trying new goals or learning 
from hard work.

Negative attitude refers to strong unfavourable emotions and beliefs 
towards a particular subject, such as mental illness or mentally ill 
individuals. These attitudes can impact help-seeking behaviours, resource 
allocation, and recruitment in mental health services, and are influenced 
by various factors like age, social class, gender, and culture.

Negative Attitudes

Negative attitudes refer to unfavourable patterns of thought, emotion, 
and behavioural tendencies towards individuals, situations, ideas, or 
experiences. They may influence perception, interpersonal relationships, 
decision-making, and overall behaviour. Common forms of negative 
attitudes include the following:

1. Pessimism:

Pessimism refers to a tendency to anticipate unfavourable outcomes 
and focus predominantly on negative possibilities. Individuals with a 
pessimistic outlook may have difficulty recognizing opportunities for 
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improvement or success. Example: An individual may believe that an 
undertaking will fail despite adequate preparation and effort.

2.  Jealousy:

Jealousy involves feelings of insecurity, resentment, or dissatisfaction 
arising from the perception that another person possesses an advantage, 
achievement, relationship, or resource that one desires. Example: An 
employee may feel resentful when a colleague receives a promotion or 
recognition for professional performance.

3.  Cynicism:

Cynicism is characterized by a general tendency to distrust the motives, 
intentions, or sincerity of others. A cynical individual may interpret the 
actions of others negatively and assume that their behaviour is primarily 
motivated by self-interest. Example: An individual may believe that people 
offer assistance to others only when they expect a personal benefit in 
return.

4.  Closed-Mindedness:

Closed-mindedness refers to an unwillingness or reluctance to 
consider alternative perspectives, new ideas, or information that challenges 
existing beliefs. It can restrict learning, critical thinking, adaptability, and 
constructive dialogue. Example: An individual may refuse to consider an 
alternative viewpoint during a discussion without evaluating the arguments 
or evidence presented.

5.  Entitlement:

Entitlement refers to an excessive expectation of special treatment, 
privileges, recognition, or favourable outcomes without a corresponding 
justification based on merit, responsibility, or contribution. Example: An 
individual may expect preferential treatment in an organization because of 
a personal or family association with an influential person.

6.  Hostility:

Hostility refers to a persistent tendency to respond with anger, 
antagonism, resentment, or aggression towards others. It may negatively 
affect interpersonal relationships and contribute to conflict in personal and 
professional settings. Example: An individual may respond aggressively 
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to minor disagreements instead of addressing them through calm and 
constructive communication.

 Contextual Nature of Attitudes

Attitudes are subjective and may be influenced by individual 
experiences, cultural values, social expectations, and situational factors. 
Consequently, a particular attitude or behaviour may be interpreted 
differently by different individuals or within different contexts. An attitude 
considered positive in one situation may not necessarily produce the same 
outcome in another. Therefore, attitudes should be evaluated in relation to 
the individual, the circumstances, and the consequences of the associated 
behaviour.

Good and Bad Attitudes – Criteria for Classification

Classifying attitudes into ‘good’ and ‘bad’ is subjective and can vary 
based on cultural, societal and individual perspectives. The criteria for the 
classification include the following.

Positive versus negative impact: Attitudes that contribute positively 
to personal and societal well-being are generally considered good. 
Conversely, attitudes that have a negative impact on oneself and others, 
such as promoting hatred, discrimination and harm, can be classified as 
bad.

Empathy and compassion: Attitudes that reflect empathy, compassion, 
and a willingness to help and support others are generally viewed as 
positive. These attitudes contribute to a sense of community and foster 
positive relationships.

Respect and tolerance: Attitudes that promote respect for diverse 
opinions, cultures and backgrounds are considered positive. Tolerance 
and acceptance of differences contribute to a harmonious society.

Open-mindedness: Attitudes characterized by open-mindedness, 
curiosity and a willingness to consider new perspectives are seen as good. 
Open-minded individuals are more likely to adapt and learn from their 
experiences.

Responsibility and accountability: Attitudes that prioritize personal 
responsibility and accountability for one’s actions are generally valued. 
These attitudes lead to ethical behaviour and contribute to a sense of trust 
in relationships.
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 Positive self-image: Attitudes that promote self-confidence, self-worth 
and a positive self-image are considered good. A healthy self-concept 
contributes to mental and emotional well-being.

2.1.11	  Disadvantages of Negative Attitude

Having a negative attitude is counterproductive to our success yet, 
almost all of us have at least some negative attitudes. While it isn’t easy 
to change them rapidly, an awareness of its disadvantages does serve as a 
reminder for shifting to at least more neutral attitudes. If we maintain a 
positive attitude then we are propelled towards greater success and vice 
versa.

Therefore, a negative attitude:

 	 ➢ 		Hinders progress and achievement

 	 ➢ 		Weakens interpersonal relationships

 	 ➢ 		Reduces productivity and job satisfaction

 	 ➢ 	Gives rise to stubbornness and frustration

 	 ➢ 	Leads to insecurity

 	 ➢ 	Results in a pessimistic personality

Table 1 Consequences of positive and negative attitudes

Consequences of Positive 
Attitudes

Consequences of Negative 
Attitudes

Improved Relationships: Positive 
attitudes promote healthy, 
supportive, and constructive 
interpersonal relationships in both 
personal and professional settings.

Example: Supportive and 
optimistic individuals are more 
likely to foster trust, cooperation, 
and satisfying relationships.

Strained Relationships: Negative 
attitudes may contribute to 
misunderstandings, interpersonal 
conflicts, and deterioration of 
relationships. 

Example: Persistent criticism, 
hostility, or negative comments on 
social media may create tension 
and conflict among individuals.
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Enhanced Personal Well-being: 
Positive attitudes can contribute 
to emotional stability, resilience, 
and an individual's ability to cope 
constructively with challenges. 
Example: A resilient individual may 
respond to failure by identifying 
lessons learned and making efforts 
to improve.

Reduced Psychological Well-
being: Persistent negative thinking 
and pessimistic attitudes may 
increase emotional distress and 
make it more difficult to cope with 
challenging situations. Example: 
Continuous pessimistic thinking 
may contribute to increased stress, 
anxiety, and emotional difficulties.

Increased Productivity and 
Achievement: Positive attitudes can 
enhance motivation, engagement, 
concentration, and persistence, 
thereby supporting improved 
performance.

Example: Students who 
demonstrate enthusiasm and 
motivation towards learning are 
more likely to remain focused and 
make sustained efforts towards 
academic achievement.

Reduced Opportunities: Negative 
attitudes may restrict personal 
and professional growth by 
reducing motivation, adaptability, 
and willingness to engage in new 
opportunities.

Example: A candidate who 
demonstrates persistent negativity 
or excessive criticism during 
a job interview may create an 
unfavourable impression and 
reduce the likelihood of selection.

Enhanced Social Cohesion: 
Positive attitudes encourage mutual 
respect, cooperation, tolerance, and 
constructive interaction, thereby 
contributing to social harmony. 
Example: Individuals who respect 
differences in beliefs, values, and 
cultural practices contribute to 
an inclusive and cohesive social 
environment.

Social Isolation: Persistent negative 
attitudes may weaken social 
relationships and result in reduced 
interaction with others. Example: 
Individuals who consistently 
express hostility, excessive 
criticism, or persistent complaints 
may experience social distancing 
from friends or colleagues.

2.1.12	  Ways to Develop Attitude

 	 ➢ 	Self-Discipline and Self-Awareness

	 o  Understanding one’s emotions and behaviour helps in 			
	     developing emotional maturity.
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 	 ➢ 	Good Environment and Company

	 o   A positive social environment and supportive relationships 		
	      influence constructive thinking.

 	 ➢ 	Education and Values

	 o   Value-based education promotes optimism, empathy, and 		
	      ethical thinking.

 	 ➢ 	Meditation and Stress Management

	 o   Yoga, mindfulness, exercise, and a healthy lifestyle improve 		
	      emotional stability.

 	 ➢ 	Learning from Failures

	 o  Viewing failures as opportunities for growth strengthens 		
	     resilience and confidence.

2.1.13   Relevance of Positive Attitude in Public Administration – A 	
	   Case

 	 ➢ 	Helps in Effective Service Delivery

	 o   Public servants deal with complex problems, public grievances, 	
	      and resource constraints daily. A positive attitude helps them 		
	      remain solution-oriented and committed to public welfare 		
	      despite difficulties.

 	 ➢ 	Improves Public Interaction

	 o   Citizens expect empathy, patience, and respectful behaviour		
	      from administrators. A positive attitude promotes courteous		
	      communication and people-centric governance.

 	 ➢ 	Enhances Decision-Making

	 o   Positive administrators remain calm and rational during 		
	      crises and stressful situations. This helps in taking balanced,  		
	      objective, and constructive decisions.

 	 ➢ 	Encourages Ethical Conduct

	 o   A positive attitude strengthens values such as integrity, 		
	      compassion, tolerance, and responsibility. It reduces negativity, 	
	      frustration, and misuse of authority.
	 ➢   Example: A civil servant with a positive outlook is more likely 	
	      to 	 resist corruption and continue working honestly despite 		
	      pressure.

 	 ➢ 	Promotes Teamwork and Leadership

	 o   Administrators with a positive outlook motivate colleagues, 		
	       improve workplace morale, and encourage cooperation and 		
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	 innovation within institutions.
 	 ➢ 	Helps in Handling Stress and Pressure

	 o   Civil servants often work under political pressure, 			 
                 emergencies, criticism, and public expectations. A positive 		
	      attitude improves emotional resilience and prevents burnout.

 	 ➢ 	Encourages Innovation and Problem-Solving

	 o   Positive thinking helps administrators focus on opportunities 	
	      and solutions rather than limitations. This encourages 
	      creativity and better governance outcomes.

 	 ➢ 	Builds Public Trust

	 o   An optimistic, empathetic, and approachable administrator 		
        	      gains citizens’ confidence and strengthens trust in public 
	      institutions.

 	 ➢ 	Essential During Crisis Management

	 o   During disasters, pandemics, conflicts, or emergencies, a 
	      positive attitude helps administrators maintain public 
	      confidence, coordinate effectively, and inspire collective action.

 	 ➢ 	Supports Inclusive Governance

	 o   Positive attitude promotes sensitivity towards vulnerable and 		
	      marginalised groups, leading to fairer and more inclusive 
	      administration.
	 o   People with a positive attitude are more willing to understand 	
	       the difficulties and suffering of others. They try to see 
	       situations from the perspective of disadvantaged individuals.
	       ➢    Example: An empathetic administrator may better 		
  	             understand the challenges faced by persons with 
	             disabilities, poor labourers, or tribal communities.
	 o   Positive thinking promotes openness and tolerance. It reduces 	
	      negative stereotypes related to caste, gender, religion, poverty, 
	      or disability.
	      ➢     As a result, individuals treat marginalised groups with 		
	             dignity and fairness.

A positive attitude is a powerful force that improves personal well-
being, strengthens relationships, enhances professional efficiency, and 
promotes ethical behaviour. It helps individuals face difficulties with 
resilience and contributes to a more harmonious and productive society. 
Therefore, cultivating a positive attitude is essential for both personal 
success and responsible citizenship.
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2.1.14  Let us sum up

Attitude is a mental predisposition that shapes how an individual 
perceives and responds to the world around them. A positive attitude is 
marked by optimism, resilience, and a solution-oriented mind-set, which 
fosters improved mental health, stronger interpersonal relationships, 
and professional growth. In contrast, a negative attitude is defined by 
pessimism and a focus on obstacles, often leading to increased stress, 
social isolation, and stagnated personal progress. The consequences 
are significant: while a positive outlook empowers individuals to turn 
challenges into opportunities, a negative mind-set acts as a self-limiting 
barrier that drains energy and stifles creativity. Ultimately, the quality of 
one’s attitude dictates the quality of their life, serving as the primary driver 
of both internal peace and external success.

2.1.15  Keywords

Attitude, Positive attitude, Negative attitude

2.1.16	  Self-Assessment Questions

1.		 Illustrate the perception, values, attitudes and motivation

2.		 Explain the components of attitude

3.		 Illustrate the characteristics of attitude

4.		 What are the functions of attitude?

5.		 What are sources formation of attitude?

6.		 Explain significance of changing attitude and ways to change 
attitude

7.		 Explain positive attitude

8.		 Explain core characteristics of attitude

9.		 Specify the significance of positive attitude?

10.		 Explain the negative attitude and specify its advantages

11.		 Compare the consequences of positive and negative attitudes

12.		 Explain the ways to develop the attitudes.
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Lesson 2.2 : Value

2.2.1 : Objectives

Upon completing this lesson, learners will be able to:
 	 ➢ 	understand about values

 	 ➢ 	learn about different type of values

2.2.2	 Values

Values are fundamental beliefs and principles that influence an 
individual's perceptions, attitudes, decisions, and behaviour. They 
constitute an important dimension of personality and serve as broad 
standards for evaluating what is considered right or wrong, good or bad, 
desirable or undesirable, and fair or unfair. Although values are internal 
beliefs, they can often be inferred from an individual's behaviour, expressed 
attitudes, and patterns of decision-making.

In the context of organizational behaviour, values are particularly 
important because they influence employees' attitudes, perceptions, needs, 
motivation, interpersonal relationships, and decision-making processes. 
Behaviour that may initially appear unusual or difficult to understand 
can often be better interpreted by examining the underlying values of 
the individual. Values also provide a foundation for ethical behaviour by 
guiding individuals in determining appropriate courses of action.

Values are generally learned rather than inherited. They develop 
progressively through family, education, social interactions, cultural 
experiences, peer groups, and other social institutions. As individuals 
mature and encounter new experiences, their values may develop, 
strengthen, or undergo modification. Consequently, individuals may 
differ considerably in the importance they attach to particular values.

Individuals possess a value system, which refers to the organized 
pattern or hierarchy of values held by a person. Values within this system 
differ in their relative importance. For example, an individual may attach 
greater importance to honesty and responsibility than to wealth or social 
recognition. This hierarchy serves as a framework for making choices 
when individuals encounter situations involving competing alternatives. 
Once values are internalized, they become integrated into an individual's 
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overall value system and influence attitudes, behaviour, motivation, and 
decision-making.

Definition of Values

White and Bednar [1] define value as:
“A concept of the desirable, an accepted criterion or standard of evaluation 
a person possesses.”

Thus, values can be understood as relatively enduring standards that 
individuals use to evaluate people, objects, situations, and courses of 
action. They provide general guidelines for behaviour and influence the 
choices individuals make in different circumstances.

Types of Values

Values have been classified into different categories by various scholars. 
One of the most influential classifications was proposed by Milton Rokeach 
through the Rokeach Value Survey (RVS) [2]. Rokeach classified values 
into two broad categories: terminal values and instrumental values.

1.  Terminal Values

Terminal values refer to desirable end-states of existence or ultimate 
goals that individuals seek to achieve during their lifetime. They represent 
the outcomes or states that an individual considers desirable and 
worthwhile.

Rokeach [2] identified 18 terminal values, which include:

1.	 A comfortable life

2.	 An exciting life

3.	 A sense of accomplishment

4.	 A world at peace

5.	 A world of beauty

6.	 Equality

7.	 Family security

8.	 Freedom

9.	 Happiness

10.	 Inner harmony

11.	 Mature love



Notes

58

12.	 National security

13.	 Pleasure

14.	 Salvation

15.	 Self-respect

16.	 Social recognition

17.	 True friendship

18.	 Wisdom

Terminal values therefore represent what an individual ultimately 
wishes to achieve or experience. For example, an individual may consider 
happiness, freedom, family security, or a sense of accomplishment as 
important goals in life.

2.  Instrumental Values

Instrumental values refer to the preferred modes of behaviour or 
ways of acting that individuals consider appropriate for achieving their 
desired terminal values. They represent behavioural standards that guide 
individuals in pursuing their goals.

Rokeach [2] identified 18 instrumental values, including:
1.	 Ambitious

2.	 Broad-minded

3.	 Capable

4.	 Cheerful

5.	 Clean

6.	 Courageous

7.	 Forgiving

8.	 Helpful

9.	 Honest

10.	 Imaginative

11.	 Independent

12.	 Intellectual

13.	 Logical

14.	 Loving

15.	 Obedient

16.	 Polite
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17.	 Responsible

18.	 Self-controlled

Instrumental values therefore represent how an individual prefers 
to behave in order to achieve desired outcomes. For example, honesty, 
responsibility, competence, courage, and self-control may guide an 
individual in achieving personal, academic, or professional goals.

2.2.3	 Relationship between Terminal and Instrumental Values

Terminal and instrumental values are closely interconnected. 
Terminal values represent the desired ends, whereas instrumental values 
represent the preferred means of achieving those ends. For example, if 
social recognition is an individual's terminal value, the instrumental 
values of competence, responsibility, ambition, and honesty may guide the 
individual's behaviour towards achieving that goal.

Thus, values provide an important framework for understanding human 
behaviour. They influence how individuals perceive situations, evaluate 
alternatives, establish priorities, make decisions, and interact with others. 
In organizational settings, understanding employees' value systems can 
help managers promote ethical behaviour, improve motivation, strengthen 
interpersonal relationships, and create a more supportive organizational 
environment.

2.2.4	 Let us Sum up

Values are core convictions that define an individual's sense of right 
and wrong, serving as a fundamental guide for behaviour, attitudes, 
and decision-making in both personal and professional contexts. These 
learned principles are organized into a hierarchical system that managers 
study to understand employee motives and ethical foundations within 
organizational behaviour. According to the Rokeach Value Survey, values 
are divided into "Terminal Values," representing ultimate life goals like 
happiness and freedom, and "Instrumental Values," which are the preferred 
behaviours used to achieve those goals. Ultimately, this value framework 
acts as a vital roadmap for navigating complex choices and determining an 
individual's path toward fulfilment.

2.2.4	 Keywords

Values, Terminal Values, Instrumental Values.
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2.2.5	 Self-Assessment Questions

1.  Explain the role of developing values in personality development?
2.  Enumerate the different types of values? Explain with the examples.

2.2.6	 References
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and Managing People in Organizations.
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Lesson 2.3 : Concept of Motivation

2.3.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ 	understand what is motivation

 	 ➢ 	learn about different types of motivation

 	 ➢ 	understand the intrinsic and extrinsic motivation

 	 ➢ 	understand the reasons for demotivation

2.3.2	 Introduction

The term motivation is derived from the Latin word mover, meaning “to 
move”.

 	 ➢ 	Motivation can be referred as a combination of motive and action.

 	 ➢ 	Motivation is an action word that influences every aspect of our 
daily lives.

 	 ➢ 	Motivation is fundamental in the level of success an individual 
attains.

 	 ➢ 	Motivation is a personal and internal feeling.

 	 ➢ 	This feeling arises from needs and wants.

 	 ➢ 	Motivation is continuous process because as our one need fulfils it 
gives rise to other needs.

There is general agreement that people are motivated in situations 
where they can participate, they can feel accomplishment and receive 
recognition for their work, where the communication is frequent and 
there are opportunities for career and knowledge growth

The Three Components of Motivation: Every motivated behaviour 
involves three distinct characteristics: Activation: The decision to initiate 
a behaviour (e.g., enrolling in a certification class).Intensity: The vigor and 
concentration required to pursue the goal (e.g., studying every night for 
two hours).Persistence: The continued effort toward the goal even when 
obstacles arise (e.g., continuing to study despite failing a practice test.
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2.3.3	 Theories of Motivation

Motivation is a fundamental psychological process that influences an 
individual's willingness to initiate, direct, and sustain effort towards the 
achievement of a specific goal. In personal, academic, and organizational 
contexts, motivation plays an important role in determining the intensity, 
persistence, and direction of behaviour. Motivated individuals are 
generally more willing to overcome challenges, acquire new skills, and 
work towards desired outcomes. Several theories have been developed to 
explain the factors that influence human motivation. The major theories 
are discussed below.

1.  Maslow's Hierarchy of Needs Theory [1]

Abraham Maslow proposed the Hierarchy of Needs Theory, which 
suggests that human needs are arranged in a hierarchical structure. 
According to Maslow, individuals are motivated to satisfy their needs 
progressively, beginning with basic physiological requirements and 
moving towards higher-level psychological needs.

The five levels of needs are:
1.	 Physiological Needs: These include basic requirements such as 

food, water, shelter, rest, and other necessities for survival.

2.	 Safety Needs: These include the need for security, stability, 
protection, financial security, and freedom from physical or 
psychological threats.

	 The following figure 7, illustrates Maslow's Hierarchy of Needs
	

Figure 7: Maslow's Hierarchy of Needs

3.	 Social Needs: These involve the need for affection, friendship, 
belongingness, acceptance, and meaningful interpersonal 
relationships.
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4.	 Esteem Needs: These include the desire for recognition, respect, 
achievement, competence, status, and self-confidence.

5.	 Self-Actualization Needs: These represent the desire to realize one's 
full potential, develop one's abilities, pursue creativity, and achieve 
personal fulfilment.

Maslow's theory emphasizes that individuals may be motivated by 
different needs at different stages of their lives. In an organizational context, 
understanding employees' needs can help managers design appropriate 
motivational strategies.

2.  Herzberg's Two-Factor Theory [2]

Frederick Herzberg developed the Two-Factor Theory, also known 
as the Motivation-Hygiene Theory, to explain employee satisfaction and 
dissatisfaction in the workplace. According to Herzberg, two distinct 
categories of factors influence employees' work experiences: hygiene 
factors and motivators.

Hygiene factors are associated primarily with the work environment. They 
include:

 	 ➢ Salary and compensation;

 	 ➢ Organizational policies;

 	 ➢ Working conditions;

 	 ➢ Job security;

 	 ➢ Interpersonal relationships;

 	 ➢ Supervision; and

 	 ➢ Administrative practices.

The absence or inadequacy of hygiene factors may result in dissatisfaction. 
However, their presence does not necessarily create high levels of 
motivation.

Motivators on the other hand, are associated with the nature and content 
of the work itself. They include:

 	 ➢ Achievement;

 	 ➢ Recognition;

 	 ➢ Responsibility;

 	 ➢ Advancement;

 	 ➢ Personal growth; and
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 	 ➢ The nature of the work.

 According to Herzberg, motivators contribute to job satisfaction 
and encourage higher levels of performance. Therefore, organizations 
should not focus solely on improving working conditions but should also 
provide opportunities for achievement, recognition, responsibility, and 
professional development.

3.  McClelland's Need Theory[3]

David McClelland proposed the Need Theory, which identifies three 
major acquired needs that influence human behaviour and motivation:

Need for Achievement (nAch): The desire to accomplish challenging goals, 
demonstrate competence, and achieve excellence.

Need for Affiliation (nAff): The desire to establish and maintain 
positive interpersonal relationships and to experience acceptance and 
belongingness.

Need for Power (nPow): The desire to influence, guide, or control the 
behaviour of others and to exercise authority or impact.

Individuals differ in the relative strength of these needs. For example, a 
person with a high need for achievement may prefer challenging tasks 
with measurable outcomes, whereas an individual with a strong need for 
affiliation may place greater importance on teamwork and interpersonal 
relationships.

In organizational settings, understanding these individual differences can 
help managers assign responsibilities and design motivational practices 
that correspond with employees' dominant needs.

4.  McGregor's Theory X and Theory Y [4]

Douglas McGregor proposed **Theory X and Theory Y** to describe 
two contrasting assumptions that managers may hold about employees.

Theory X is based on the assumption that employees generally:

 	 ➢ Dislike work;

 	 ➢ Prefer to avoid responsibility;

 	 ➢ Require supervision and direction;

 	 ➢ Prefer security over responsibility; and

 	 ➢ Need external control or pressure to achieve organizational 
objectives.
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Managers who adopt Theory X are therefore more likely to rely on 
supervision, rules, control, and external rewards or punishments.

Theory Y presents a more positive view of human motivation. It assumes 
that employees:

 	 ➢ Can view work as a natural and meaningful activity;

 	 ➢ Are capable of self-direction and self-control;

 	 ➢ Can accept and seek responsibility;

 	 ➢ Possess the potential for creativity and problem-solving; and

 	 ➢ Can be motivated by opportunities for achievement and personal 
development.

McGregor's theory suggests that managerial assumptions about employees 
can influence management practices and, consequently, employee 
motivation and performance.

5.  Vroom's Expectancy Theory [5]

Victor Vroom's Expectancy Theory explains motivation in terms of 
the relationship between effort, performance, and expected rewards. The 
theory proposes that individuals are motivated when they believe that their 
effort can lead to effective performance and that effective performance 
will result in valued outcomes.

The theory consists of three major components:

Expectancy: The belief that increased effort will lead to improved 
performance.

Instrumentality: The belief that successful performance will lead to a 
particular outcome or reward.

Valence: The value or importance that an individual attaches to that 
outcome.

Thus, motivation is likely to be high when individuals believe that they can 
perform successfully, that successful performance will be appropriately 
rewarded, and that the reward is personally valuable.

6.  Adams' Equity Theory [6]

John Stacey Adams proposed Equity Theory, which emphasizes the 
importance of perceived fairness in motivation. According to the theory, 
individuals compare the relationship between their contributions and 
rewards with those of other people.



Notes

66

Employees may consider factors such as:

 	 ➢ Effort;

 	 ➢ Skills and experience;

 	 ➢ Time and commitment;

 	 ➢ Responsibilities;

 	 ➢ Salary and benefits;

 	 ➢ Recognition; and

 	 ➢ Opportunities for advancement.

When individuals perceive that the relationship between their 
inputs and outcomes is fair compared with others, they are more likely 
to experience satisfaction. Perceived inequity, whether through under-
reward or over-reward, may influence motivation and behaviour.

In organizations, perceptions of fairness in compensation, recognition, 
workload, promotion, and opportunities can therefore have a significant 
effect on employee attitudes and performance.

7.  Goal-Setting Theory

Edwin Locke and Gary Latham developed **Goal-Setting Theory**, 
which emphasizes the motivational importance of clear and challenging 
goals. According to this theory, individuals tend to perform better when 
they are provided with specific objectives and appropriate feedback.

Effective goals should generally be:

Specific: Clearly defined rather than vague;

Challenging: Sufficiently demanding to encourage effort;

Achievable: Realistic in relation to available resources and capabilities; 
Measurable: Capable of being evaluated objectively; and
Time-bound: Associated with a defined period for achievement.

Feedback is an important component because it enables individuals to 
assess their progress and make necessary adjustments. Goal-setting can 
therefore improve direction, effort, persistence, and performance.

8.  Self-Determination Theory

Self-Determination Theory (SDT), developed by Edward Deci and 
Richard Ryan, emphasizes the role of intrinsic motivation and psychological 
needs in human behaviour. The theory proposes that individuals are 
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more likely to experience sustained motivation when three fundamental 
psychological needs are satisfied:

 	 ➢ Autonomy: The need to experience a sense of choice and control 
over one's actions.

 	 ➢ Competence: The need to feel capable of performing tasks effectively 
and developing one's abilities.

 	 ➢ Relatedness: The need to experience meaningful connection and 
belongingness with others.

The theory distinguishes between intrinsic motivation, in which an 
activity is undertaken because it is inherently interesting or satisfying, 
and extrinsic motivation, in which behaviour is influenced by external 
rewards, recognition, or consequences.

In educational and organizational environments, providing autonomy, 
opportunities for skill development, and supportive relationships can 
strengthen motivation and engagement.

2.3.4	 Types of Motivation

Motivation can be broadly classified according to the source from 
which it originates and the nature of the outcome associated with the 
behaviour. Two fundamental forms are intrinsic motivation and extrinsic 
motivation. Motivation may also be classified as positive motivation or 
negative motivation, depending on whether behaviour is encouraged 
through rewards or influenced through the avoidance of undesirable 
consequences.

1.  Intrinsic Motivation

Intrinsic motivation originates within the individual and arises when 
an activity is undertaken because it is inherently interesting, enjoyable, 
satisfying, or personally meaningful. In this form of motivation, the 
individual engages in an activity for the satisfaction derived from the 
activity itself rather than for an external reward.

For example, an individual may learn to play a musical instrument 
because of personal interest and enjoyment rather than with the intention 
of obtaining a monetary reward or external recognition.

Intrinsic motivation is associated with factors such as personal 
interest, values, beliefs, curiosity, satisfaction, and a desire for learning or 
self-development.
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2.  Extrinsic Motivation

Extrinsic motivation originates from external factors and occurs 
when an individual performs an activity to obtain a reward or avoid an 
undesirable consequence. External factors may include salary, promotion, 
grades, recognition, rewards, social approval, organizational policies, 
leadership practices, and punishment.

For example, an employee may work beyond the required hours to 
obtain a performance bonus or promotion. Similarly, a student may study 
primarily to obtain higher grades.

Extrinsic motivation can play an important role in influencing 
employee behaviour and performance, particularly when organizational 
rewards and recognition are appropriately aligned with desired outcomes. 
However, the effectiveness of external rewards may vary depending on the 
individual, nature of the task, and organizational context.

3.  Positive Motivation

Positive motivation refers to a form of motivation in which desirable 
behaviour is encouraged through rewards, recognition, appreciation, 
incentives, promotion, or other positive outcomes. The expectation of a 
favourable consequence encourages individuals to perform a particular 
activity or achieve a specified goal.

For example, an organization may provide financial incentives, 
recognition, or opportunities for career advancement to employees who 
demonstrate outstanding performance.

Positive motivation can contribute to increased enthusiasm, 
commitment, job satisfaction, and willingness to achieve organizational 
objectives.

Figure 8 shows four different kinds of motivation and table 1 shows its 
comparison
 
 

Figure 8: Four different kinds of motivation
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4.  Negative Motivation

Negative motivation refers to motivation based on the avoidance of 
undesirable consequences, such as punishment, criticism, disciplinary 
action, loss of privileges, or other adverse outcomes. In this approach, 
individuals modify their behaviour because they wish to avoid an 
unfavourable consequence.

For example, an employee may adhere to organizational rules because 
failure to do so may result in disciplinary action. Although negative 
motivation may encourage compliance in certain circumstances, excessive 
reliance on fear or punishment may adversely affect morale, job satisfaction, 
and long-term commitment.

The following table 1 shows the comparison of four types of motivation

Table 1 Comparison of the Four Types of Motivation

Type of Motivation Primary Source Major Characteristics Example

Intrinsic Motivation Internal
Driven by interest, 

enjoyment, satisfaction, or 
personal growth

Learning a musical 
instrument for personal 

satisfaction

Extrinsic Motivation External
Driven by rewards, 

recognition, grades, salary, 
or social approval

Working harder to obtain 
a promotion

Positive Motivation Reward-oriented
Encourages desirable 

behaviour through 
favourable outcomes

Receiving a performance 
bonus

Negative Motivation
Punishment/

avoidance-oriented

Encourages behaviour 
through the avoidance of 
undesirable consequences

Following organizational 
rules to avoid disciplinary 

action

 
2.3.5	 Benefits of Motivation

Motivation is an important factor in both individual and organizational 
effectiveness. An appropriately designed motivational system can provide 
several benefits:

Mobilizes Human Resources: Motivation encourages individuals to 
utilize their knowledge, skills, abilities, and efforts towards the achievement 
of desired objectives.
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Improves Efficiency and Performance: Motivated employees are more 
likely to demonstrate greater commitment, effort, and persistence, which 
can contribute to improved individual and organizational performance.

Facilitates the Achievement of Organizational Goals: Motivation 
aligns individual efforts with organizational objectives and encourages 
employees to work towards common goals.

Enhances Job Satisfaction: Recognition, meaningful work, 
opportunities for growth, and appropriate rewards can contribute to 
greater satisfaction among employees.

Promotes Positive Interpersonal Relationships: Appropriate 
motivational practices can strengthen cooperation, communication, trust, 
and a sense of belonging within the organization.

Encourages Employee Commitment: Motivation can strengthen 
employees' willingness to remain engaged with their responsibilities and 
contribute to organizational success.

2.3.6	 Reasons for demotivation

Employee motivation can be influenced by several organizational, 
job-related, and interpersonal factors. The absence of appropriate 
motivational practices may reduce employee engagement, job satisfaction, 
and productivity. The major factors that may negatively affect motivation 
include:

Lack of Recognition: Failure to acknowledge employees' contributions, 
achievements, and efforts may reduce their sense of value and motivation.

Unrealistic Goals: Setting goals that are excessively demanding, 
unclear, or unattainable may create frustration and reduce employees' 
willingness to perform.

Work Overload: Excessive workloads, unrealistic deadlines, and 
inadequate resources may result in fatigue, stress, and reduced motivation.

Micromanagement: Excessive supervision and limited autonomy may 
restrict employees' independence, creativity, and sense of responsibility.

Lack of Growth Opportunities: Limited opportunities for career 
advancement, skill development, training, and professional growth may 
negatively influence employee motivation.
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Unfavourable Organizational Environment: A workplace characterized 
by poor communication, interpersonal conflict, inadequate support, 
discrimination, or lack of cooperation may reduce employee morale and 
engagement.

Job Insecurity: Concerns regarding job stability, organizational 
restructuring, or possible loss of employment may create uncertainty and 
adversely affect motivation and performance.

Strategies for Enhancing Motivation

Organizations can adopt a combination of financial and non-financial 
strategies to enhance employee motivation and promote sustained 
performance.

Financial Incentives: Financial motivation may include salaries, bonuses, 
incentives, performance-linked rewards, allowances, and other monetary 
benefits.

Non-Financial Incentives: Non-financial approaches include recognition, 
appreciation, career development, autonomy, flexible work arrangements, 
professional development, and opportunities for meaningful work.

Goal Setting: Establishing clear, specific, measurable, challenging, and 
achievable goals can provide direction and encourage employees to work 
towards desired outcomes.

Employee Participation: Involving employees in decision-making 
processes can enhance their sense of ownership, responsibility, 
commitment, and organizational involvement.

Job Enrichment: Job enrichment involves increasing the depth of a job 
by providing employees with greater responsibility, autonomy, decision-
making authority, and opportunities for achievement.

Reinforcement: Appropriate reinforcement can strengthen desirable 
workplace behaviours through recognition, rewards, feedback, and other 
positive consequences.

Transcendental Meditation and Stress-Management Practices: Stress-
management and mindfulness-oriented practices may support employee 
well-being, concentration, emotional regulation, and overall workplace 
functioning.

Job Enlargement: Job enlargement involves increasing the range of tasks 
performed by an employee at the same level of responsibility. It can reduce 
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monotony and provide greater variety in work.

Quality of Work Life: Improving the quality of work life involves 
creating working conditions that support employee well-being, job 
satisfaction, work-life balance, participation, security, and opportunities 
for personal and professional development.

2.3.7	 Rules of Motivation

Motivation should not be the same. Goals should be SMART. Motivational 
efforts should be based on sound theory.

Should appeal feelings and emotions. Relate organization interest with 
employee interest at the time of motivating the employee.

The GoldiRock rule: Internal motivation comes from inside you because 
you enjoy an activity, while external motivation comes from outside 
rewards or punishments. Both play important roles in how people learn, 
work, and achieve goals.

Internal (Intrinsic) Motivation

Definition: Doing an action for its own sake, satisfaction, or pure 
enjoyment.

Key Drivers: Personal joy, curiosity, a sense of purpose, and inner pride.
Examples: Painting a picture just because it feels fun, playing a sport you 
love, or reading a book on a topic you find fascinating.

Impact: Tends to last longer and supports deep, meaningful commitment 
over time. External (Extrinsic) Motivation

Definition: Doing an action to earn an external reward or to avoid a 
negative consequence. Key Drivers: Money, grades, prizes, praise, or fear 
of punishment.

Examples: Working a job strictly for a pay check, studying hard to get an 
A grade, or following rules to avoid a fine.

Impact: Great for starting a new habit or completing boring tasks, but the 
behaviour may stop if the reward goes away.

How They Work Together Starting tasks: External rewards can help spark 
interest in an activity you do not initially care about.

The Over justification Effect: Giving too many rewards for things a person 
already loves to do can sometimes lower their internal joy.
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Best Balance: Using internal values as your main engine while using 
external rewards as helpful support works best for long-term success.

2.3.8	 Internal vs. External Motivation

Motivation can broadly be classified into internal (intrinsic) motivation 
and external (extrinsic) motivation, depending on the source from which 
the motivation originates. Understanding this distinction is important for 
explaining why individuals initiate, sustain, and regulate their behaviour 
towards the achievement of personal, academic, and professional goals.

1.  Internal Motivation

Internal motivation refers to the motivation that originates within 
an individual and is driven by personal values, interests, beliefs, goals, 
and a desire for personal satisfaction or self-development. An internally 
motivated individual engages in an activity because the activity itself is 
considered meaningful, interesting, satisfying, or valuable.

For example:

“I will attend classes regularly throughout the semester because I want to 
acquire as much knowledge as possible.”

In this example, the individual's motivation is derived from the 
intrinsic value of learning rather than from an external reward. Internal 
motivation can contribute to sustained engagement because individuals 
are more likely to continue an activity when they personally value its 
purpose and outcomes.

In academic settings, students can strengthen internal motivation by 
identifying personal meaning in their learning activities. For instance, 
a student may study astronomy not merely to obtain good grades but 
because acquiring knowledge enables them to understand and explain 
astronomical concepts to others. Connecting academic activities with 
personal interests and values can therefore enhance sustained motivation.

2.  External Motivation

External motivation refers to motivation that originates from sources 
outside the individual. In this form of motivation, behaviour is influenced 
by external rewards, recognition, social approval, financial benefits, 
grades, or the desire to avoid undesirable consequences.



Notes

74

For example:

“I will achieve a high grade-point average because I want my parents to 
reward me with a car.”

In this case, the primary motivation for academic achievement is an 
external reward rather than the inherent satisfaction associated with 
learning.

External motivation can be useful in encouraging individuals to 
initiate or sustain particular behaviours. For example, higher grades, praise 
from family members, scholarships, promotions, or financial rewards may 
encourage individuals to increase their effort and performance. However, 
dependence solely on external rewards may make motivation less 
sustainable when the external incentive is removed or when the individual 
encounters significant difficulties. Performing activities primarily to gain 
approval from others or to satisfy external expectations may also become 
challenging over time, particularly when the activity requires sustained 
effort. Similarly, relying extensively on external rewards while dealing with 
difficult or demanding tasks may require considerable effort to maintain 
motivation.

The following table 2 shows the comparison of internal and external 
motivation

Table 2 Comparison of Internal and External Motivation

Internal Motivation External Motivation
Originates within the individual. Originates from external sources.

Based on personal values, interests, 

and goals.

Based on rewards, recognition, 

approval, or avoidance of punishment.

Behaviour is performed because it is 

personally meaningful or satisfying.

Behaviour is performed to obtain a 

separable external outcome.

Generally supports sustained 

engagement when the activity is 

personally valued.

Motivation may decline when the 

external reward or pressure is removed.

Example: Studying because of an 

interest in learning.

Example: Studying primarily to obtain 

high grades or a reward.

Figure 9 shows the characteristics of intrinsic motivation and extrinsic motivation
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Figure 9: Characteristic of intrinsic motivation and extrinsic motivation

2.3.9	 Self-motivation

Self-motivation is the crucial internal drive that propels you to take 
action, overcome obstacles, and pursue your goals without needing constant 
external pressure. It is the foundation of personal development, allowing 
you to build resilience, maintain consistency in your daily routines, and 
continuously improve in both your personal and professional life

Here is a quick look at why this internal drive is so important:

Builds Resilience: When you face failures or setbacks, self-motivation 
gives you the inner strength to bounce back, learn from your mistakes, 
and keep moving forward.

Fosters Independence: It prevents you from relying on others for 
encouragement. You become self-reliant, taking total charge of your 
decisions and trajectory.

Drives Consistency: External motivation is often temporary.

Self-motivation provides a sustainable, long-term drive that keeps you 
committed even when things get difficult.

Enhances Productivity and Focus: It sharpens your time management 
skills, reduces procrastination, and makes it easier to organize your efforts.

2.3.10	 Four Elements of Self-Motivation

Self-motivation refers to an individual's internal capacity to initiate, 
sustain, and direct behaviour towards the achievement of personal or 
professional goals. It enables individuals to remain focused, persistent, 
and proactive even in the absence of external supervision or rewards. 
The major elements of self-motivation are personal drive to achieve, 
commitment, initiative, and optimism.
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1.  Personal Drive to Achieve

Personal drive to achieve refers to an individual's inner desire, 
determination, and energy to accomplish established goals and meet 
desired standards of performance. It reflects the willingness to improve 
one's abilities, overcome challenges, and pursue continuous development. 
This form of motivation originates within the individual and is influenced 
by personal aspirations, values, confidence, and the desire for achievement. 
Personal drive can therefore be understood as the combination of desire, 
determination, and sustained effort directed towards the accomplishment 
of meaningful goals.

2.  Commitment to Personal or Organizational Goals

Commitment refers to the sense of responsibility and dedication that 
an individual demonstrates towards achieving personal or organizational 
goals. A committed individual remains focused on desired outcomes and 
demonstrates persistence even when difficulties or obstacles arise. In an 
organizational context, commitment involves aligning one's efforts with 
the organization's goals, mission, and vision. It requires responsibility, 
perseverance, consistency, and willingness to contribute towards collective 
objectives.

3.  Initiative

Initiative refers to an individual's willingness and ability to 
identify opportunities and take appropriate action without waiting for 
explicit instructions or supervision. It involves a proactive approach to 
responsibilities, problem-solving, and goal achievement. An individual 
demonstrating initiative is willing to undertake responsibilities 
beyond minimum expectations, identify potential improvements, and 
independently develop and implement appropriate courses of action. 
Initiative therefore reflects proactive behaviour, independence, creativity, 
and responsibility and is an important competency for academic, 
professional, and personal development.

4.  Optimism

Optimism refers to the tendency to maintain a positive and realistic 
outlook while pursuing goals, particularly when faced with difficulties, 
uncertainty, or setbacks. An optimistic individual focuses on possibilities 
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and potential solutions rather than becoming overwhelmed by challenges. 
Optimism is closely related to resilience, although the two concepts are 
distinct. Resilience refers to the ability to recover and adapt following 
setbacks, whereas optimism involves maintaining positive expectations 
about future outcomes.

Optimistic and resilient individuals are generally better able to regulate 
negative emotional responses, evaluate challenging situations rationally, 
and identify constructive ways of responding to difficulties. They are also 
willing to seek assistance when necessary and provide support to others. 
Thus, optimism contributes to sustained effort, adaptability, emotional 
regulation, and effective goal pursuit.

Self-motivation can begin with the effort to accomplish tasks and use 
certain techniques to develop your self-motivation.

Below are ways that learners can start practicing self-motivation until it 
eventually becomes a routine:

 	 ➢ Establish clearly defined personal goals.

 	 ➢ Develop a structured action plan for achieving each goal.

 	 ➢ Implement an appropriate self-reward and reinforcement system.

 	 ➢ Pursue continuous learning and acquire new skills.

 	 ➢ Build a supportive network of motivated and goal-oriented 
individuals.

 	 ➢ Cultivate positive and constructive thinking patterns.

 	 ➢ Maintain a healthy lifestyle with physical activity, enough sleep and 
water, etc. It’s also about having a positive attitude and positive self-
esteem.

 	 ➢ Push yourself outside your comfort zone.

 	 ➢ As learners write a self-motivation plan, the educator might consider 
each of the following topics:

 	 ➢ Identify Goals

 	 ➢ Learners have to identify and set goals for themselves. The 
goals could either be simple and easy to achieve or difficult and 
challenging. It is suggested that learners set goals that are significant 
to themselves; for example, saving money, increasing study hours.

 	 ➢ Self-Motivation Plan to Achieve Goals

 	 ➢ Learners have to develop a plan which could be done by creating 
a schedule or to-do lists. Learners are suggested to show ways to 
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motivate and encourage themselves to complete their goals. Once a 
goal is achieved, they can designate their task as “completed.”

 	 ➢ Setting Rewards

 	 ➢ Learners are suggested to set rewards which encourage and reward 
them when they achieve their goal. For example, a learner could 
reward themselves when a task is done by going to see the movie 
they likes.

 	 ➢ Reflections

 	 ➢ Encouraging learners to reflect or think back on their experience and 
outcomes could help them gain greater self-motivation. Learners 
can think and write about their experiences in order to identify 
patterns of self-motivation. Learners are also encouraged to reflect 
on any obstacles they may have experienced while motivating 
themselves. This allows them to seek solutions to improve self-
motivation for future tasks.

Example of writing a goal and task in the action plan

 	 ➢ Goal

 	 ➢ Exercise and eat healthier for one month

 	 ➢ Setting Work-Related Goal

 	 ➢ Exercise 4x/week, drink water, and eat healthy foods

 	 ➢ Behaviour Change

 	 ➢ I will exercise 4x/week

 	 ➢ I will drink less soda and more water

 	 ➢ Rewards

 	 ➢ Add $20 to clothes fund

 	 ➢ Travel

 	 ➢ Shopping

 	 ➢ Playing video games

2.3.11 Let us sum up

Motivation is the internal or external psychological force that 
initiates, guides, and sustains goal-oriented behaviours, serving as the 
essential catalyst for human action. It is defined by three key dimensions: 
the intensity of effort applied, the strategic direction toward a specific 
objective, and the persistence required to overcome obstacles. This drive 
can be intrinsic, fuelled by personal passion and self-satisfaction, or 
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extrinsic, stimulated by external rewards such as recognition, status, or 
compensation. In professional environments, understanding motivation is 
vital for maximizing productivity and engagement, as it effectively aligns 
individual aspirations with organizational success. By leveraging various 
psychological theories and incentives, leaders can create environments 
that transform dormant potential into high-level performance. Ultimately, 
motivation is the "why" behind every "how," determining the energy and 
commitment an individual brings to any task.

2.3.12  Keywords

Motivation, Internal, External motivation, positive negative motivation.

2.3.13  Self-Assessment Questions

 	 ➢ Explain values in personality development?

 	 ➢ What are the types of values? Explain with examples?

 	 ➢ Explain the concept of motivation

 	 ➢ Illustrate the theories of motivation

 	 ➢ Explain different types of motivation

 	 ➢ Explain the benefits of motivation

 	 ➢ Enumerate the rule motivation

 	 ➢ Differentiate internal with external motivation

 	 ➢ Give suggestions for improving the one’s internal motivation

 	 ➢ Explain self-motivation

 	 ➢ Illustrates four element of self-motivation
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UNIT - III 

Lesson 3.1: Self-Esteem

3.1.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ Understand the concept of self-learning

 	 ➢ Learn self-esteem theories

 	 ➢ Learn how one can improve self-esteem

3.1.2	 Self-Esteem

Self-esteem is a person's overall subjective evaluation of their own 
personal worth, value, and competence. It reflects how much you respect, 
accept, and confide in yourself.

3.1.3	 Key Components of Self-Esteem

 	 ➢ Self-efficacy: Confidence in your ability to think, learn, and cope 
with life challenges.

 	 ➢ Self-respect: An attitude of personal worth and the belief that you 
deserve happiness and love.

 	 ➢ Self-acceptance: Embracing your overall strengths and weaknesses 
without harsh judgment.

 	 ➢ High vs. Low Self-Esteem

 	 ➢ Healthy/High Self-Esteem:

 	 ➢ Leads to setting clear boundaries, trying new things, handling 
criticism well, and being resilient after failures.

 	 ➢ Low Self-Esteem: Involves heavy self-criticism, fear of failure, 
doubting one's own choices, and a higher risk of anxiety or sadness.

Self-esteem is an important psychological construct that develops 
throughout the lifespan and plays a significant role in an individual's mental, 
emotional, social, and behavioural functioning. It refers to an individual's 
overall evaluation of personal worth, competence, and value. The beliefs 
and evaluations that individuals hold about themselves influence their 
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perceptions, decisions, relationships, motivation, behaviour, and responses 
to challenges.

Self-esteem is closely related to, but distinct from, self-concept. Self-
concept refers to the collection of beliefs and knowledge that an individual 
holds about personal characteristics, abilities, roles, and attributes. Self-
esteem represents the evaluative and affective dimension of self-concept 
and reflects the extent to which individuals regard themselves as capable, 
worthy, and valuable. It is commonly associated with concepts such as self-
worth, self-respect, self-regard, and self-acceptance.

Self-esteem can be understood in terms of two fundamental dimensions: 
self-confidence and self-respect. Self-confidence reflects an individual's 
belief in their capacity to deal effectively with challenges, solve problems, 
and accomplish goals, whereas self-respect reflects a sense of personal 
worth and the belief that one deserves dignity, acceptance, and respect.

Self-esteem may function as both a relatively stable personality 
characteristic (trait self-esteem) and a temporary psychological state that 
varies according to circumstances (state self-esteem). Healthy self-esteem 
enables individuals to evaluate their strengths and limitations realistically, 
respond constructively to setbacks, establish appropriate interpersonal 
boundaries, and pursue meaningful goals.

3.1.4	 Significance of Self-Esteem

Self-esteem has a substantial influence on an individual's decision-
making, interpersonal relationships, emotional well-being, motivation, 
and overall quality of life. Individuals with healthy self-esteem generally 
possess a realistic understanding of their abilities and limitations and are 
more willing to undertake challenges, learn from mistakes, and pursue 
personal and professional goals.

The major characteristics associated with healthy self-esteem include:

Awareness of abilities: Recognising one's strengths, competencies, and 
areas requiring improvement.

Healthy interpersonal relationships: Maintaining constructive relationships 
while respecting both one's own needs and those of others.

Realistic expectations: Establishing achievable expectations regarding 
personal performance and outcomes.
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Effective expression of needs: Communicating personal needs, opinions, 
and boundaries appropriately.

Emotional resilience: Responding to setbacks and criticism without 
allowing them to undermine one's overall sense of worth.

In contrast, low self-esteem may be associated with self-doubt, reduced 
motivation, difficulty in expressing personal needs, excessive concern 
about failure, and difficulties in interpersonal relationships. Extremely 
inflated or unstable self-esteem may also result in unrealistic perceptions of 
one's abilities, difficulty accepting criticism, and interpersonal difficulties. 
Therefore, the development of balanced and realistic self-esteem is 
important for effective personality development.

3.1.5	 Theories of Self-Esteem

Several psychological theories have contributed to the understanding 
of self-esteem and its development.

Maslow's Theory of Self-Esteem [1]

Abraham Maslow incorporated esteem into his hierarchy of needs 
and identified it as an important psychological need. According to 
Maslow, esteem needs include both the desire for self-respect and the 
desire for respect and recognition from others. Satisfaction of these needs 
contributes to psychological growth and facilitates the movement towards 
self-actualisation. Maslow distinguished between internal esteem, such as 
self-confidence and competence, and external esteem, such as recognition, 
appreciation, and social status.

Rogers' Humanistic Perspective [2]

Carl Rogers emphasised the importance of self-concept, self-acceptance, 
and unconditional positive regard in personality development. According 
to the humanistic perspective, individuals develop a healthy sense of self 
when they experience acceptance and respect without conditions being 
imposed on their worth. A discrepancy between an individual's perceived 
self and ideal self may contribute to psychological difficulties. Thus, 
acceptance of oneself and congruence between one's experiences and self-
concept are important for healthy personality development.

Sociometer Theory [3]

Sociometer theory proposes that self-esteem functions as an internal 
indicator of an individual's perceived level of social acceptance and 
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inclusion. From this perspective, changes in self-esteem may signal changes 
in an individual's perceived social relationships and belongingness.

 The theory therefore highlights the relationship between self-esteem 
and interpersonal acceptance.

Terror Management Theory [4]

Terror Management Theory proposes that self-esteem serves a 
protective psychological function by helping individuals manage anxiety 
associated with awareness of mortality. Maintaining a positive sense of 
personal value and significance can provide psychological security and 
help individuals cope with existential concerns.

It is important to distinguish self-esteem from self-efficacy. Self-esteem 
concerns an individual's overall evaluation of personal worth, whereas 
self-efficacy refers to one's belief in the ability to successfully perform a 
particular task or achieve a specific outcome.

3.1.6	 Factors Affecting Self-Esteem

Self-esteem is influenced by a combination of personal, social, 
developmental, and environmental factors. Important factors include:

 	 ➢ Age and developmental experiences

 	 ➢ Physical abilities and appearance

 	 ➢ Health and disability

 	 ➢ Genetic and personality-related factors

 	 ➢ Family relationships and parenting practices

 	 ➢ Peer relationships and social acceptance

 	 ➢ Educational and occupational experiences

 	 ➢ Socioeconomic circumstances

 	 ➢ Patterns of thinking and self-evaluation

 	 ➢ Experiences of success and failure

 	 ➢ Social discrimination and prejudice

Although biological and personality characteristics may contribute 
to the development of self-esteem, life experiences and interpersonal 
relationships play an important role in shaping an individual's perceptions 
of personal worth. Supportive relationships and acceptance can contribute 
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to healthy self-esteem, whereas persistent criticism, rejection, comparison, 
or negative social experiences may undermine it.

 3.1.7	 Healthy Self-Esteem

Healthy self-esteem refers to a balanced and realistic evaluation of 
one's abilities, limitations, and personal worth. Individuals with healthy 
self-esteem generally recognise their strengths without exaggerating them 
and acknowledge their weaknesses without allowing them to define their 
overall sense of worth.

Characteristics of healthy self-esteem include:

 	 ➢ Accepting both strengths and limitations.

 	 ➢ Maintaining realistic expectations of oneself.

 	 ➢ Expressing personal needs and opinions appropriately.

 	 ➢ Establishing healthy interpersonal boundaries.

 	 ➢ Responding constructively to criticism.

 	 ➢ Learning from mistakes and past experiences.

 	 ➢ Demonstrating confidence while remaining open to improvement.

 	 ➢ Maintaining a generally constructive outlook towards life.

 	 ➢ Recognising that personal worth is not determined solely by success 
or failure.

Healthy self-esteem can support motivation, resilience, effective 
interpersonal relationships, and goal attainment. It enables individuals to 
approach challenges with greater confidence while maintaining realistic 
expectations regarding outcomes.

3.1.8	 Low Self-Esteem

Low self-esteem refers to a persistent tendency to evaluate oneself 
negatively or to perceive oneself as inadequate, unworthy, or less capable 
than others. Individuals with low self-esteem may experience self-doubt, 
fear of failure, difficulty accepting positive feedback, and reluctance to 
undertake challenging activities.

Common characteristics include:

 	 ➢ Excessive focus on personal weaknesses.

 	 ➢ Frequent self-doubt and insecurity.
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 	 ➢ Difficulty expressing personal needs and opinions.

 	 ➢ Fear of failure or rejection.

 	 ➢ Difficulty accepting compliments or positive feedback.

 	 ➢ Negative expectations regarding future outcomes.

 	 ➢ Excessive dependence on the approval of others.

 	 ➢ Difficulty establishing appropriate personal boundaries.

 	 ➢ Avoidance of challenging situations.

Persistent low self-esteem may adversely affect motivation, 
interpersonal relationships, academic or occupational functioning, and 
psychological well-being. Therefore, developing a realistic and balanced 
perception of oneself is an important aspect of personality development.

3.1.9	 Excessive or Inflated Self-Esteem

Excessively high or inflated self-esteem involves an unrealistic 
overestimation of one's abilities, importance, or competence. Individuals 
with inflated self-evaluations may demonstrate excessive concern with 
being perceived as successful or superior and may find it difficult to 
acknowledge limitations or accept constructive criticism.

Possible characteristics include:

 	 ➢ Unrealistic perceptions of personal abilities.

 	 ➢ Excessive concern with being successful or perfect.

 	 ➢ Difficulty accepting criticism or corrective feedback.

 	 ➢ Belief that failure is unlikely or unacceptable.

 	 ➢ Overestimation of skills and competencies.

 	 ➢ A tendency to consider oneself superior to others.

 	 ➢ Difficulty recognising the need for personal development.

It is important to distinguish inflated self-esteem from healthy self-
esteem. Healthy self-esteem is based on a realistic and balanced assessment 
of personal strengths and limitations, whereas inflated self-esteem involves 
an exaggerated or unstable evaluation of one's abilities.

3.1.10  Strategies for Improving Self-Esteem

Self-esteem can be strengthened through conscious efforts to develop 
realistic self-perceptions, constructive thinking patterns, and healthy 



Notes

87

behavioural practices. The following strategies can contribute to its 
development:

Develop self-awareness: Identify personal strengths, weaknesses, 
values, emotions, and areas requiring improvement.

Challenge negative thought patterns: Recognise irrational or 
excessively critical thoughts and replace them with balanced and evidence-
based interpretations.

Practise positive self-talk: Use constructive and realistic internal 
dialogue to reinforce confidence and encourage persistence.

Set realistic goals: Establish achievable goals and recognise incremental 
progress rather than focusing exclusively on final outcomes.

Practise self-compassion: Respond to personal mistakes and failures 
with understanding rather than excessive self-criticism.

Learn from mistakes: Treat failures and setbacks as opportunities for 
learning, adaptation, and improvement.

Avoid excessive social comparison: Evaluate personal progress in 
relation to one's own development rather than continuously comparing 
oneself with others.

Develop healthy relationships: Maintain relationships characterised 
by mutual respect, acceptance, encouragement, and constructive feedback.

Recognise personal achievements: Acknowledge effort, progress, and 
accomplishments to develop a realistic sense of competence.

Maintain healthy boundaries: Learn to communicate personal needs 
appropriately and respond assertively to unreasonable demands.

The Do's Focus on strengths:

 	 ➢ Notice your unique talents and good qualities.

 	 ➢ Practice self-kindness:

 	 ➢ Talk to yourself the way you would talk to a good friend.

 	 ➢ Celebrate small wins:

 	 ➢ Acknowledge daily achievements and progress.

 	 ➢ Set realistic goals: Break tasks into small, manageable steps. 



Notes

88

The Don’t compare yourself to others:

 	 ➢ Avoid measuring your worth by someone else's highlight reel.

 	 ➢ Don’t dwell on mistakes

 	 ➢ See errors as chances to learn rather than proof of failure.

 	 ➢ Don’t use harsh self-talk:

 	 ➢ Stop putting yourself down or using extreme, negative labels.

 	 ➢ Don’t strive for perfection:

 	 ➢ Accept that nobody is perfect and setbacks are normal.

Early Experiences and the Development of Self-Esteem

Early experiences, including successes and failures and the manner in 
which individuals are treated by significant people in their lives, contribute 
substantially to the development of self-esteem. Positive interpersonal 
experiences during childhood and adolescence can establish a healthy 
sense of self-worth, whereas repeated negative experiences may adversely 
affect an individual's self-perception.

Experiences that Contribute to Healthy Self-Esteem

The following experiences can contribute to the development of positive 
self-esteem:

 	 ➢ Being valued, respected, accepted, and cared for by significant 
others.

 	 ➢ Receiving encouragement and appropriate support while 
undertaking tasks and activities.

 	 ➢ Experiencing success in academic, sporting, social, or other 
activities.

 	 ➢ Developing positive and supportive relationships with family 
members, peers, and friends.

Conversely, certain experiences may negatively influence the development 
of self-esteem shown in table 1. These include:

S
No.

Characteristics of Individuals with 
Healthy Self-Esteem

Characteristics of Individuals with 
Unhealthy Self-Esteem

1 Individuals generally have a 
positive perception of themselves 
and demonstrate self-respect, 
self-acceptance, and confidence 
in their abilities.

Individuals tend to have a 
negative perception of themselves 
and may experience feelings of 
inadequacy, unworthiness, or 
incompetence.
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2 They generally maintain an 
optimistic and hopeful outlook 
towards life and tend to engage 
in constructive self-talk.

They may demonstrate a 
pessimistic outlook, anticipate 
negative outcomes, and engage 
in self-critical or negative self-
talk.

3 They perceive themselves as 
capable of dealing with life's 
challenges. They do not expect 
perfection and are able to view 
mistakes as opportunities for 
learning and development.

They may avoid risks because of 
a strong fear of failure and may 
perceive mistakes as significant 
personal failures rather than 
opportunities for learning.

4 Their sense of self-worth is 
primarily internally derived and 
is not excessively dependent on 
external approval or comparison 
with others.

Their self-worth may depend 
heavily on the approval, 
recognition, or praise of others. 
They may frequently compare 
themselves with others and 
experience difficulty resisting 
social pressures.

5 They are generally comfortable 
in interpersonal relationships 
and demonstrate respect for both 
their own rights and the rights 
of others. They are capable of 
being assertive, compassionate, 
accepting, and understanding.

They may experience difficulties 
in establishing and maintaining 
relationships and may feel 
isolated or disconnected from 
others.

6 They generally experience a 
sense of inner harmony, self-
acceptance, and psychological 
balance.

They may have difficulty 
understanding their emotions 
and inner experiences and may 
demonstrate a relatively low 
level of self-awareness.

3.1.11  Self-Esteem and Self-Talk

Self-esteem is closely associated with an individual's internal dialogue 
or self-talk. Self-talk refers to the continuous internal communication 
through which individuals interpret themselves, their experiences, and 
the situations they encounter. Although individuals may not always be 
consciously aware of this internal dialogue, it can significantly influence 
their emotions, attitudes, behaviour, and perceptions of self-worth.
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Self-talk may be constructive and encouraging or critical and 
self-defeating. Individuals with low self-esteem frequently engage in 
negative self-talk characterised by self-criticism, self-blame, and negative 
expectations. Such internal messages are often influenced by previous 
experiences and by the attitudes and feedback received from significant 
others. Over time, these external messages may become internalised and 
influence an individual's self-perception.

For example, individuals who grow up in supportive environments 
where they are valued, encouraged, and respected are more likely to develop 
constructive self-talk and positive expectations regarding their ability to 
succeed. Conversely, individuals who experience persistent criticism, 
rejection, neglect, or exposure to predominantly negative attitudes may 
develop negative beliefs about themselves and the world.

Examples of negative self-talk include:

“I can never do anything right.”

“Nothing good will ever happen to me.”

“I am not important, and no one cares about me.”

“The world is a dangerous place.”

“I am a failure.”

Persistent negative thoughts may contribute to self-defeating 
behaviours, which can subsequently reinforce negative perceptions of 
oneself. This creates a cyclical relationship in which negative thoughts 
influence behaviour and negative outcomes further reinforce negative self-
evaluations. Therefore, developing constructive self-talk is an important 
component of improving self-esteem.

3.1.12  Strategies for Developing Positive Self-Esteem

Self-esteem is not necessarily a fixed or unchangeable characteristic. 
Individuals can develop a healthier perception of themselves by becoming 
aware of negative thought patterns, understanding the factors that influence 
their self-concept, and adopting constructive behavioural and cognitive 
strategies. The following approaches can support the development of 
positive self-esteem.

1.  Develop Self-Awareness

Individuals should make a conscious effort to understand their values, 
preferences, strengths, limitations, aspirations, and sources of satisfaction. 
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Reflective questions such as What do I value? How do I want to live my 
life? What provides me with satisfaction? What causes dissatisfaction? can 
facilitate greater self-awareness and promote a realistic understanding of 
oneself.

2.  Identify Factors Influencing Self-Esteem

Individuals should examine the experiences and relationships that have 
contributed to their current level of self-esteem. Identifying the origins 
of negative beliefs and recognising behavioural patterns that reinforce a 
negative self-concept can help individuals develop more constructive ways 
of thinking and responding.

3.  Focus on Personal Strengths

Individuals should recognise that everyone possesses both strengths 
and limitations. Instead of focusing predominantly on weaknesses, 
individuals should identify their abilities, talents, achievements, and 
positive qualities. Developing these strengths can enhance self-confidence 
and contribute to a more balanced and positive self-perception.

4.  Accept Mistakes as Opportunities for Learning

Perfection is unrealistic, and mistakes are an inherent part of learning 
and personal development. Individuals should recognise mistakes as 
opportunities to acquire knowledge, develop skills, and improve future 
performance. A willingness to take reasonable risks and learn from 
unsuccessful experiences can contribute to personal growth and greater 
confidence.

5.  Practise Positive Self-Talk

Individuals should consciously identify and challenge negative 
thoughts and replace them with realistic and constructive alternatives. 
Developing a positive mental orientation can influence emotional 
responses, decision-making, and subsequent behaviour. Since thoughts 
often influence actions, constructive self-talk can contribute to more 
positive behavioural outcomes.

6.  Engage in Activities that Promote Competence

Individuals can strengthen self-confidence by regularly engaging 
in activities in which they possess interest or competence. Successfully 
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completing manageable tasks provides opportunities to experience 
achievement and reinforces perceptions of personal capability. Such 
experiences can subsequently encourage individuals to undertake new 
and more challenging activities.

7.  Develop Supportive Relationships

Positive and supportive interpersonal relationships can contribute 
significantly to the development of self-esteem. Individuals should cultivate 
relationships with people who demonstrate acceptance, encouragement, 
and respect. Conversely, persistent exposure to individuals who are 
excessively critical or dismissive may reinforce negative self-perceptions 
and hinder personal development.

8.  Establish Small and Achievable Goals

Developing self-esteem is generally a gradual process. Therefore, 
individuals should establish realistic and achievable goals rather than 
expecting immediate and substantial changes. Beginning with small, 
manageable objectives and progressively building upon them can provide 
repeated experiences of achievement, thereby strengthening confidence 
and promoting a more positive self-concept.

3.1.13  Lets sum up

Self-esteem refers to an individual's overall evaluation and perception 
of their own worth, abilities, and competence. It influences how individuals 
perceive themselves, respond to challenges, and interact with others. A 
healthy level of self-esteem promotes confidence, emotional stability, 
resilience, and effective decision-making. Individuals with positive self-
esteem are more likely to accept challenges, learn from failures, and 
pursue personal and professional goals. Conversely, low self-esteem may 
lead to self-doubt, insecurity, fear of failure, and avoidance of challenging 
situations. Self-esteem develops through personal experiences, social 
interactions, achievements, feedback, and the individual's interpretation 
of these experiences. Therefore, developing healthy self-esteem is essential 
for personality development, psychological well-being, and effective 
functioning in academic and professional environments.
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3.1.14	  Keywords Self-Esteem

3.1.15  Sample Questions

 	 ➢ Explain self-esteem, key components of self-esteem

 	 ➢ Write the significance of self-esteem

 	 ➢ Explain the theories of self-esteem

 	 ➢ Enumerate the factors that affect self-esteem

 	 ➢ Write the short notes on the following

 	 ➢ Healthy self-esteem

 	 ➢ Low self-esteem

 	 ➢ Explain how to improve self –esteem

 	 ➢ Compare the characteristics of people with healthy self-esteem and 
unhealthy self-esteem

 	 ➢ Explain self-esteem and self-talk
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UNIT-IV 

Lesson 4.1: Body Language

4.1.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ •	 Understand the concepts of Body Language

 	 ➢ •	 Learn components of components of body language

 	 ➢ •	 Understand good and body languages

4.1.2	 Body Language:

Body Language is a nonverbal communication that involves body 
movements. For example, “gesturing” can also be termed as a body 
language since it involves non-verbal communication. It is absolutely 
not necessary that all our values, beliefs, thoughts and intentions must 
be communicated in verbal form. The easier form of communication is 
non-verbal. The non¬verbal communication is through body language, in 
which the body expresses the response and intentions through conscious 
and unconscious movements, postures accompanied by gestures, facial 
expressions, eye contact and touch. Body language is defined as the 
collective form of expressiveness done by the human body parts within 
the on-going communication. Each movement of the body part can be 
seen separately and interpreted in a different way given to the context of 
communication.

4.1.3	 Importance of body Language

Non-verbal communication strongly matters in business environments, 
corporate management and also in personal file relationships. Body 
language allows leaders or managers to better understand their employees, 
staff and their needs. Team members can understand one another’s body 
language to understand the critical situation. Body language significantly 
helps in negotiation, as one can understand what other parties thought 
on that without saying. Knowledge of body language will help you to 
persuade others better than verbal communication. Through gestures 
and non-verbal action one can understand what their likes  and dislikes 
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are. This allows one to customize their ideas and give what is needed. 
Individual confidence and self-esteem is increased as they come to know 
what others feel through body language. It can improve an individual's 
presentation skills and public speaking skills. Body language helps one to 
empathize, helps establish rapport and is a significantly further in building 
and maintaining strong relationships.

4.1.4	 Body language - What do they show?

Using positive body language can help the individual to get what 
they want. Body language is not only powerful, it is also a reliable 
way of communication to express an individual's true feelings. The 
manipulation cannot be shown in body language as it is shown in verbal 
language. Defensive body language and facial expression reveal sign of 
discomfort and displeasure. Defensive body language includes, arms in 
front of the body and shy facial expression. This type may make others 
feel uncomfortable. Defensive body language is negative body language. 
Positive body language promotes the feeling of trust and comfort in others. 
Giving a genuine smile, making eye-contact while speaking to someone. 
Body language is a skill one has to master. There are courses and resources 
available to learn body language systematically.

4.1.5	 Components of Body Language

The following table 1 demonstrations the components of body language.

Table 1: Components of Body language

S

No.

Body 
Language 

Component

Meaning / 
Interpretation Positive Example Negative Example

1

Facial 

Expressions – 

Eyes

Eye contact conveys 
interest, confidence, 
affection, and 
attentiveness. It helps 
maintain the flow of 
conversation.

Maintaining natural 
eye contact while 
listening and 
speaking.

Avoiding eye 
contact may indicate 
nervousness, lack 
of confidence, or 
dishonesty. Prolonged 
staring may make 
others uncomfortable 
or appear aggressive.
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2

F a c i a l 
Expressions – 
Eyebrows

Eyebrow movements 
express emotions and 
reactions.

Slightly raised 
eyebrows show 
interest, curiosity, 
or surprise.

Raised eyebrows 
may also indicate 
disapproval or demand 
an explanation 
depending on the 
situation.

3

Vocal 

Cues 

(Para

language)

Tone, volume, pitch, 
and pace influence 
how messages are 
interpreted.

Speaking clearly 
with a calm tone 
and moderate pace.

Speaking too loudly, 
too softly, too fast, or 
using an inappropriate 
tone may change the 
intended meaning.

4

Mirroring S u b c o n s c i o u s l y 
copying another 
person's body language 
indicates rapport and 
mutual understanding.

Smiling back when 
someone smiles or 
adopting a similar 
posture naturally.

Excessive or deliberate 
imitation may appear 
unnatural or mocking.

5

Body Posture Sitting or standing 
posture reflects 
confidence, comfort, 
openness, or 
insecurity.

Sitting upright with 
an open posture and 
relaxed shoulders.

Crossing arms, 
slouching, excessive 
leaning, or closed 
posture may 
suggest insecurity, 
defensiveness, or 
disinterest.

6

Gestures 

(Posture, 

Position & 
Movement)

Hand movements, 
standing position, 
and body orientation 
communicate attitudes 
even before speaking.

Facing the other 
person, using 
natural hand 
gestures, and 
standing in an open 
position.

Turning your back, 
keeping hands in 
pockets, standing in 
corners, or placing 
hands on hips may 
signal disrespect, 
lack of interest, or 
dominance.

 

4.1.6	 Examples of Body Postures and their Meanings

The following table 2 demonstrations the Body Postures and Their 
Meanings.

Table 2: Body Postures and Their Meanings

Body Posture / Gesture Possible Meaning

Sitting erect Self-confidence, attentiveness

Crossing legs Insecurity or relaxation (depends on 
context)

Crossing ankles Security, self-control
Sitting in the centre of the chair/couch Confidence and openness
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Crossing arms
Defensiveness, anger, or 

disagreement
Sitting cross-legged Comfort and relaxation

Hands resting on lap Reserved or closed attitude (context-
dependent)

Kneeling or leaning aggressively 

forward
Aggression or dominance

Crossing wrists Nervousness or insecurity

Leaning back with palm supporting the 

head
Evaluation or judgment

4.1.7	 Good and Bad Body Language during Communication

The following table 3 demonstrations the Good and Bad Body Language 
during Communication.

Table 3: Good and Bad Body Language during Communication

Positive Body Language Negative Body Language

Maintain appropriate eye contact Avoid eye contact or stare continuously

Smile naturally Frown or display negative facial 
expressions

Stand facing the listener Turn your back to the speaker

Sit upright Slouch or lean excessively

Use open hand gestures Keep hands in pockets

Nod while listening Fold arms throughout the conversation

Speak clearly with appropriate tone Speak too loudly, softly, or aggressively

Maintain appropriate interpersonal 
distance Invade personal space

The figure shows the images of the body language.

4.1.8	 Examples of Body Languages and their Meanings

The following table 4 demonstrations the Good and Bad Body Language 
during Communication.

Table 4: Body Languages and their Meanings

S

No.
Body Language Description Possible Meaning / 

Interpretation
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1 Arms Crossed 
Across the Chest

Sitting or standing 
with arms folded 
across the chest.

Indicates defensiveness, 
insecurity, annoyance, 
stubbornness, or being closed 
off. However, it may also mean 
the person is feeling cold or tired.

2 Smile Different types 
of smiles such 
as happy, warm, 
shy, ironic, or 
Duchenne smile.

A genuine (Duchenne) smile 
conveys friendliness, sincerity, 
confidence, and approachability. 
A fake smile may appear 
insincere.

3 Tapping Your 
Fingers

R e p e a t e d l y 
tapping fingers on 
a surface.

Indicates impatience, 
nervousness, anxiety, or 
boredom.

4 Tilting Your Head 
to One Side

Slightly tilting 
the head while 
listening.

Shows interest, attentiveness, 
curiosity, and active listening.

5 Steeping Your 
Fingers

F i n g e r t i p s 
touching while 
palms remain 
apart.

Demonstrates confidence, 
authority, control, and leadership.

6 Crossing Your 
Legs

Crossing legs at 
the ankle, knee, 
or in the "Figure 
Four" position.

Ankle crossing may indicate 
nervousness or concealment; 
knees turned away show 
discomfort; the Figure Four 
position suggests confidence, 
dominance, and assertiveness.

7 Pulling Your Ear Tugging or 
touching the ear 
while listening or 
speaking.

Suggests indecisiveness, 
uncertainty, or hesitation before 
making a decision.

8 Putting Your Head 
in Your Hands

Resting the head 
on one or both 
hands.

May indicate boredom, 
frustration, sadness, 
embarrassment, or emotional 
exhaustion.

9 Standing Up 
Straight

Standing erect 
with shoulders 
back.

Reflects confidence, self-esteem, 
alertness, and professionalism.

10 Gesturing with 
Open Hands and 
Palms Up

Using open palms 
while speaking.

Signals honesty, openness, 
trustworthiness, and friendliness.

11 Eye Contact M a i n t a i n i n g 
natural eye 
contact during 
conversation.

Shows confidence, honesty, 
attentiveness, and respect. 
Excessive staring may make 
others uncomfortable.
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12 Looking Down F r e q u e n t l y 
looking at the 
floor or avoiding 
eye contact.

Suggests lack of confidence, 
nervousness, insecurity, or 
submissiveness.

13 Rubbing Your 
Hands Together

Briskly rubbing 
both hands 
together.

Indicates excitement, 
anticipation, or eagerness.

14 Twisting Your 
Hair

Playing with or 
twisting hair 
while interacting.

May indicate flirting, 
nervousness, anxiety, or 
discomfort depending on the 
context.

15 Micro-expressions Very brief facial 
e x p r e s s i o n s 
lasting about 
1/25th of a second.

Reveal hidden emotions and may 
indicate attempts to conceal true 
feelings.

16 Walking Briskly Walking quickly 
with purpose.

Conveys confidence, 
determination, enthusiasm, and 
professionalism.

17 Placing Your 
Hand on Your 
Cheek

Resting the cheek 
on the hand while 
listening.

Indicates thoughtful evaluation, 
concentration, and careful 
consideration.

18 Rubbing Your Eye Touching or 
rubbing the 
eye during 
conversation.

May indicate doubt, disbelief, 
stress, or discomfort.

19 Rubbing or 
Touching Your 
Nose

Touching the nose 
with the fingers.

Often associated with 
nervousness, uncertainty, or 
possible dishonesty (context-
dependent).

20 Standing with 
Hands Clasped 
Behind the Back

Standing with 
both hands held 
behind the back.

May suggest authority, but can 
also indicate anger, apprehension, 
or frustration.

21 Pinching the 
Bridge of Your 
Nose

Closing the eyes 
while pinching 
the bridge of the 
nose.

Indicates frustration, stress, deep 
thinking, or negative evaluation 
of a situation.

22 Standing with 
Hands on Your 
Hips

Placing both 
hands on the hips.

Can signal confidence, readiness, 
enthusiasm, dominance, 
impatience, or aggression 
depending on the situation and 
personal space.
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4.1.9	 Lets sum up

Body language is an important form of non-verbal communication 
through which individuals express thoughts, emotions, attitudes, and 
intentions. It includes facial expressions, gestures, posture, eye contact, 
body movements, and physical distance. Effective interpretation of body 
language can enhance interpersonal communication and help individuals 
understand messages beyond spoken words. Appropriate body language 
contributes to confidence, professionalism, active listening, and positive 
social interactions. However, body language should be interpreted in relation 
to the context, culture, and other verbal and non-verbal cues. Developing 
awareness and effective use of body language is therefore essential for 
successful personal, academic, and professional communication.

4.1.10	  Keywords

Body language, Positive body language, Negative body language.

4.1.11	  Sample Questions

 	 ➢ Explain the concept of Body language

 	 ➢ Explain the significance of body language

 	 ➢ How one should show body language

 	 ➢ Tabulate the components of body language

 	 ➢ Give a few examples of body postures and then meanings

 	 ➢ Tabulate good and bad body language during communication.

 	 ➢ Tabulate the example body language and their meanings.

4.1.12  References

1	 OpenStax, Psychology 2e, Chapter 12
2	 OpenStax; Noba Project; Baumeister et al.
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Lesson 4.2 : Problem-Solving Skills

4.2.1: Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ Understand the concept of problem-solving skills

 	 ➢ Understand the approaches of problem-solving

 	 ➢ Learn conflict and stress management

4.2.2	 : Introduction

Problem-solving is a cornerstone of personality development, 
transforming challenges into opportunities for growth. It builds resilience, 
emotional intelligence, and critical thinking. By mastering these skills, 
individuals shift from a reactive mind-set to a proactive, confident 
approach to life and career. Individual’s good problem solving skills 
empowers managers in their professional and personal lives. Problem 
solving skills seldom comes naturally. Problem solving skills includes,

 	 ➢ Developing creative and innovative solutions

 	 ➢ Developing practical solutions

 	 ➢ Solving Independence

 	 ➢ Initiative in identifying problem and solving them

 	 ➢ Applying a range of strategies to problem solving

 	 ➢ Applying problem solving strategies across the areas.

A problem is an opportunity for improvement. An optimist looks 
at challenging or problematic events as practical opportunities for 
improvements. The problem is the difference between actual state and 
desired state. A problem results from the recognition of a present imperfect 
form and belief in the possibility of better future. Problem solving is the 
ability to analyse situations, make informed decisions. Solving problems 
for personal and professional development. There are many studies that 
show that investing in cognitive skills will improve personality traits. The 
following figure 2 shows the five phases in solving a problem.

Define the Challenge

Before reacting, pinpoint the exact issue. Avoid vague frustrations like 
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"I'm overwhelmed." Instead, define the specific root cause. This level of 
self-awareness is key to emotional maturity.

Practice Emotional Regulation

High stress clouds judgment. Building emotional intelligence allows you 
to remain calm under pressure, prevent impulsive decisions, and approach 
setbacks objectively.

Brainstorm without Judgment

Cultivate creativity by listing multiple solutions without immediately 
dismissing ideas. This habit prevents a rigid, fixed mind-set and fosters an 
adaptable personality.

Evaluate and Decide

Analyze the pros, cons, and potential outcomes of each option. Strong 
decision-making builds self-trust and personal accountability.

Take Action and Reflect

Implement the chosen solution and review the results. Reflecting on what 
worked and what didn't turns every experience into a learning opportunity.

Figure 2: Phases of Problem solving skills

 

4.2.3	 Key Approaches to Problem-Solving

Problem-solving can be approached in several ways, depending on 
the nature and complexity of the problem, the availability of information, 
the organizational context, and the individual characteristics of the 
decision-maker. Each approach has its own strengths and limitations. 
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In an organizational setting, a manager's approach to problem-solving 
is influenced by organizational policies, the nature and availability of 
information, the urgency of the situation, prior experience, and the 
manager's personality and communication style.

Two major approaches to problem-solving are rational problem-
solving and lateral or creative problem-solving. Rational problem-solving 
emphasizes systematic analysis, logical evaluation, and evidence-based 
decision-making, whereas lateral or creative problem-solving emphasizes 
intuition, imagination, alternative perspectives, and the generation of 
innovative solutions.

1.  Rational Problem-Solving

Rational problem-solving is a systematic and logical approach in 
which problems are identified, analysed, and resolved through the careful 
examination of available information and alternatives. It assumes that 
individuals can use acquired knowledge, reasoning, and experience to 
evaluate a situation and select an appropriate course of action.

Human thinking may broadly involve both emotional and rational 
processes. Emotional responses are associated with instinctive reactions 
and basic needs, whereas rational thinking involves reasoning, learning, 
analysis, judgment, and the evaluation of alternatives. Emotional thinking 
can lead to rapid responses based on previously established patterns. For 
example, when an individual sees a black object resembling a snake on 
a pathway, the immediate reaction may be fear and avoidance. Rational 
thinking, however, allows the individual to pause, examine the object more 
carefully, and determine whether it is actually a snake or merely a stick.

Rational thinking provides greater flexibility and conscious control 
over behaviour because it enables an individual to examine evidence before 
reaching a conclusion. In managerial problem-solving, this approach 
is particularly useful when adequate information is available and the 
consequences of different alternatives can be reasonably assessed.

 Rational problem-solving is based on several fundamental principles:

 	 ➢ A problem is identified by comparing actual performance with an 
expected or established standard of performance.

 	 ➢ A problem represents a deviation between actual performance and 
the expected standard.
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 	 ➢ A clear, precise, and comprehensive description of the problem is 
essential for identifying an appropriate solution.

 	 ➢ The problem should be examined by asking the following questions:

	 o  What is happening?
	 o  Where is it happening?
	 o  When is it happening?
	 o  To what extent is it happening?

The underlying cause of a problem can often be identified by 
comparing situations in which the problem occurs with situations in 
which it does not occur. In many cases, a recent problem results from a 
change in circumstances that has produced an undesirable deviation from 
established expectations. Therefore, identifying what has changed can 
provide an important basis for determining the underlying cause.

Rational Decision-Making Model: The rational decision-making model 
provides a structured framework for selecting among alternative courses 
of action. It assumes that decision-makers can identify the problem, 
obtain relevant information, evaluate alternatives, and select the option 
that provides the greatest expected value.

The major steps in the rational decision-making process are:

1.	 Define the problem: Clearly identify the nature, scope, and 
consequences of the problem.

2.	 Identify the decision criteria: Determine the factors that should be 
considered when evaluating possible solutions.

3.	 Assign weights to the criteria: Establish the relative importance of 
each criterion.

4.	 Generate alternative solutions: Develop a range of possible courses 
of action.

5.	 Evaluate the alternatives: Assess each alternative against the 
identified criteria.

6.	 Select the optimal alternative: Compare the results and choose the 
alternative that best satisfies the established criteria and objectives.

The rational approach is particularly useful when the problem is 
clearly defined, reliable information is available, and sufficient time exists 
to evaluate alternative solutions systematically.

Limitations of Rational Problem-Solving: Despite its advantages, 
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rational problem-solving has certain limitations. It assumes that problems 
can be defined clearly and precisely, which may not always be possible 
in complex organizational environments. Problems may be ambiguous, 
interconnected, or influenced by multiple factors. Similarly, assigning 
relative weights to decision criteria and evaluating alternatives objectively 
can be difficult, particularly when information is incomplete or subjective 
judgments are involved.

Furthermore, managers may operate under conditions of limited 
time, uncertainty, incomplete information, and competing organizational 
interests. Consequently, the rational model should be viewed as an 
important framework for decision-making rather than as a universally 
applicable method.

2.  Lateral or Creative Problem-Solving

Lateral or creative problem-solving provides an alternative to purely 
analytical approaches. It emphasizes creativity, intuition, imagination, 
flexibility, and the ability to view a problem from different perspectives. 
Rather than following a fixed sequence of analytical procedures, creative 
problem-solving encourages individuals to explore unconventional 
possibilities and develop innovative solutions.

Research on the functional specialization of the brain, particularly 
the work associated with Roger Sperry, contributed significantly to 
understanding differences in brain functioning. Traditionally, the left 
hemisphere has been associated with verbal, logical, analytical, and 
sequential processing, whereas the right hemisphere has been associated 
with visual, spatial, perceptual, holistic, and intuitive processing. 
Contemporary neuroscience recognizes that both hemispheres work 
together extensively; nevertheless, this distinction remains useful as a 
conceptual framework for understanding analytical and creative modes 
of thinking.

 Analytical thinking tends to involve systematic and sequential 
processing. It emphasizes accuracy, classification, logical relationships, 
and adherence to established procedures. Creative thinking, in contrast, 
encourages individuals to consider the broader context, identify 
relationships between seemingly unrelated elements, and generate 
possibilities that may not emerge through conventional analysis.
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Lateral or creative problem-solving therefore does not necessarily 
follow a predetermined sequence. It may involve intuitive judgments based 
on accumulated knowledge, previous experiences, patterns, and insights. 
In managerial situations characterized by uncertainty, intuition may 
complement formal analysis and help decision-makers reach appropriate 
judgments when conventional analytical methods are insufficient.

An intuitive or creative approach may be particularly useful under the 
following conditions:

 	 ➢ A high degree of uncertainty exists.

 	 ➢ There is little or no precedent for the situation.

 	 ➢ Important variables cannot be predicted reliably.

 	 ➢ Available facts are limited, incomplete, or contradictory.

 	 ➢ Conventional analytical data provide limited insight.

 	 ➢ Several alternative solutions appear equally plausible.

 	 ➢ Time is limited and an immediate decision is required.

Creative problem-solving is flexible and can therefore be applied 
to complex and poorly defined problems. It enables managers to move 
beyond the immediate symptoms of a problem and explore alternative 
interpretations, perspectives, and solutions.

Creative Problem-Solving Process

The creative problem-solving approach associated with Alex Osborn 
and Sidney Parnes provides a structured framework for transforming 
challenges into innovative solutions. The process emphasizes the 
generation of ideas without premature judgment and subsequently applies 
systematic evaluation to identify feasible solutions.

The major stages of the process are described below.

Objective or Mess Finding

The process begins with an examination of the overall situation or 
“mess” surrounding the problem. The problem solver identifies a range 
of objectives, concerns, opportunities, or goals that may require attention. 
Through discussion and brainstorming, participants develop a broad 
understanding of the situation and establish one or more objectives that 
the group is prepared to address.
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Fact Finding

At this stage, relevant information and facts concerning the identified 
objective are gathered. Participants are encouraged to contribute 
information from different perspectives so that the problem can be 
understood comprehensively. The facts may include observations, previous 
experiences, available data, constraints, stakeholder perspectives, and 
other information that may influence the eventual solution.

After generating the relevant facts, participants identify those that are 
most significant to the objective and may require further investigation.

Problem Finding

An important aspect of creative problem-solving is the ability to 
redefine or reframe the problem. An initial problem statement may describe 
only the symptoms rather than the underlying issue. Reframing enables 
the problem solver to examine the situation from alternative perspectives 
and may reveal solutions that are not immediately apparent.

One useful technique is to generate alternative formulations of the 
problem, often using the question:

“In what ways might we...?”

Changing the verbs and nouns used in the problem statement can 
lead to different perspectives and stimulate new ideas. Questions such 
as “Why?”, “How?”, and “What if?” can also help uncover alternative 
interpretations. The problem owner can then select the formulation that 
most accurately represents the underlying or “real” problem.

Solution Finding

Once the problem has been clearly defined, possible solutions are 
generated. Brainstorming is particularly useful at this stage because it 
encourages participants to produce a large number of ideas without 
immediately evaluating or rejecting them.

After generating alternatives, the ideas with the greatest potential 
are evaluated. Appropriate criteria, such as cost, feasibility, effectiveness, 
time, resources, acceptability, and potential impact, can be established to 
compare the alternatives.

A decision matrix may then be used to evaluate each alternative against 
the selected criteria. This systematic evaluation assists the problem owner 
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in identifying the idea or combination of ideas that is most suitable for 
implementation.

Acceptance Finding

The final stage focuses on the practical implementation and acceptance 
of the proposed solution. Even an innovative and technically sound 
solution may fail if individuals or groups affected by the change do not 
support or accept it.

Therefore, the problem solver considers potential barriers to 
implementation, stakeholder concerns, organizational constraints, 
resource requirements, and possible resistance to change. Strategies for 
addressing these issues are incorporated into the implementation plan, 
thereby increasing the likelihood that the proposed solution will be 
accepted and successfully implemented.

4.2.4	 Importance of Deferring Judgment

One of the distinctive features of creative problem-solving is the 
separation of idea generation from idea evaluation. During brainstorming, 
participants are encouraged to express ideas freely without immediately 
judging their feasibility or usefulness. Even unconventional or apparently 
impractical ideas may be considered because they can stimulate further 
thinking and lead to more viable alternatives.

Premature evaluation can restrict creativity by discouraging 
participants from expressing unconventional ideas. Therefore, deferring 
judgment during the idea-generation stage allows the flow of ideas to 
continue without unnecessary constraints. Evaluation is undertaken only 
after sufficient alternatives have been generated.

4.2.5	 Comparison of Rational and Creative Problem-Solving

Rational and creative problem-solving should not necessarily be 
regarded as competing approaches. Rather, they can complement one 
another. Rational problem-solving is valuable when problems are clearly 
defined, reliable information is available, and alternatives can be evaluated 
systematically. Creative problem-solving becomes particularly valuable 
when problems are ambiguous, information is incomplete, uncertainty is 
high, or innovative solutions are required.

An effective manager should therefore be capable of moving between 
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analytical and creative approaches according to the requirements of the 
situation. Creativity can be used to generate alternatives and redefine 
problems, while rational analysis can subsequently be used to evaluate 
those alternatives and determine their feasibility. The integration of both 
approaches can lead to more comprehensive, innovative, and effective 
problem-solving and decision-making.

4.2.6	 Essentials of Effective Problem-Solving

Effective problem-solving requires a systematic understanding of the 
problem, its underlying causes, possible consequences, and alternative 
courses of action. A well-defined problem provides a strong foundation for 
developing appropriate and sustainable solutions. The following elements 
are essential for effective problem-solving:

1.  Clear Definition of the Problem

The problem should be stated clearly, precisely, and objectively. A 
well-defined problem enables the problem solver to distinguish the actual 
issue from its symptoms and provides a clear direction for further analysis.

2.  Identification of Limiting or Negative Factors

The constraints, obstacles, risks, and other negative factors contributing 
to or aggravating the problem should be identified. These factors 
may include resource limitations, lack of information, organizational 
constraints, interpersonal conflicts, time pressures, or other barriers that 
restrict the achievement of the desired outcome.

3.  Identification of Constructive or Positive Factors

In addition to identifying difficulties, the problem solver should 
recognize the strengths, opportunities, available resources, supportive 
relationships, and other positive factors that can contribute to resolving 
the problem. Focusing on constructive elements helps in developing 
realistic and sustainable solutions.

4.  Establishment of Problem Ownership

The problem solver should clearly establish who is responsible for 
addressing the problem. Problems may belong to the individual, a colleague, 
a subordinate, a superior, a family member, or another stakeholder. 
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Distinguishing between one's own responsibilities and those of others 
prevents the inappropriate assumption of responsibility and ensures that 
corrective action is directed towards the appropriate person or group.

5.  Determination of the Scope of the Problem

The extent and magnitude of the problem should be carefully assessed. 
This involves determining:

 	 ➢ How extensive is the problem?

 	 ➢ How long has the problem existed?

 	 ➢ How many individuals are affected?

 	 ➢ What other activities, relationships, or areas are influenced by the 
problem?

Understanding the scope helps determine the seriousness of the problem 
and the resources required to address it.

6.  Assessment of Potential Consequences

The possible consequences of leaving the problem unresolved should 
be examined. The problem solver should consider its potential impact on 
personal well-being, family relationships, professional responsibilities, 
organizational performance, and the wider community. It is also important 
to consider the worst-case scenario that could arise if appropriate action 
is not taken. Such an assessment helps establish the urgency and priority 
of the problem.

7.  Generation and Analysis of Alternative Solutions

A range of possible solutions should be generated through 
brainstorming and other appropriate creative techniques. Each 
alternative should subsequently be evaluated in terms of its feasibility, 
potential benefits, resource requirements, risks, limitations, and possible 
consequences. Considering multiple alternatives reduces the likelihood of 
making decisions based solely on the first available solution.

8.  Evaluation and Ranking of Alternatives

A systematic method should be used to compare and rank the proposed 
solutions. Appropriate criteria may include feasibility, cost, effectiveness, 
time requirements, risks, available resources, and the probability of 
successful implementation. A rating or scoring system can be used to 
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facilitate comparison; for example, alternatives may be assessed in terms 
of their estimated likelihood of success, such as 100%, 75%, or 50%. Such 
evaluation promotes more objective and informed decision-making.

9.  Self-Assessment of the Problem-Solving Approach

Effective problem-solving requires individuals to examine their own 
attitudes and behaviours towards the problem. The problem solver should 
consider whether they are:

 	 ➢ procrastinating or unnecessarily delaying action;

 	 ➢ avoiding the problem because it is difficult or uncomfortable;

 	 ➢ denying the existence or seriousness of the problem;

 	 ➢ allowing fear or uncertainty to restrict creative thinking;

 	 ➢ ignoring the problem in the hope that it will resolve itself; or

 	 ➢ relying on unrealistic expectations or wishful thinking rather than 
evidence-based action.

Such self-assessment helps individuals recognize psychological and 
behavioural barriers that may interfere with effective problem-solving.

10.  Commitment to Implementation and Follow-Through

Identifying an appropriate solution is only one component of effective 
problem-solving. The selected solution must be implemented with 
commitment, determination, and accountability. Individuals involved 
in the decision should be willing to accept reasonable risks, allocate the 
necessary resources, and persist in implementing the chosen course of 
action. Continuous monitoring and appropriate corrective measures may 
also be required to ensure that the solution produces the intended results.

 4.2.7	 Conflict and Stress Management:

Conflict and stress management involves regulating one’s emotional 
and physical response through active listening. Conflict and stress 
management is an essential behavioural feature and personality trait for an 
individual. When an individual works for an organization he or she has to 
work in a team or manage the team, this gives arise to conflict and stress. 
Not all conflicts are bad and similarly not all stress are bad. In fact, both 
conflict and stress plays an important role in shaping one’s personality, 
and organization in a border sense. Every organization in recent times 
faces conflicts and stress due to globalization and diversified workforce.
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Conflict and stress management are foundational pillar of personality 
development. Mastering these skills as a part of personality development 
helps an individual to improve their emotional intelligence and builds 
resilience. One has to transform a disagreement or conflict into constructive 
problem solving opportunities, this action automatically mitigates stress. 
This develops, individual’s personality as a balanced adaptable and nature 
professional.

The link between stress, conflict and personality can be demonstrated as 
follows.

To handle friction conflict management is a direct reflection of one’s 
personality traits such as openness, agreeableness, and neuroticism. When 
it comes to increase in stress, many people will revert it to their stress 
personality which inculcates defensiveness, avoidance or aggression. An 
effective way of handling conflicts is to transform from these type of 
reactive behaviours to constructive responses.

4.2.8	 Conflict Management

Conflict management refers to the systematic process of identifying, 
addressing, and resolving disagreements among individuals or groups in 
a constructive and appropriate manner. Conflicts may arise in personal 
relationships, families, educational institutions, and workplaces. Effective 
conflict management does not necessarily aim to eliminate all disagreements; 
rather, it seeks to manage differences in a manner that minimizes negative 
consequences and promotes understanding, cooperation, and productive 
relationships.

Conflict may arise for a variety of reasons. Common sources of conflict 
include:

 	 ➢ Differences in personal values: Individuals may hold different 
beliefs, principles, priorities, or expectations.

 	 ➢ Differences in perceptions: The same situation may be interpreted 
differently by different individuals.

 	 ➢ Conflicting goals: Individuals or groups may pursue objectives that 
are incompatible or difficult to achieve simultaneously.

 	 ➢ Power dynamics: Differences in authority, status, influence, or 
control over resources may contribute to disagreements.

 	 ➢ Communication styles: Differences in language, tone, communication 
preferences, or interpretation may create misunderstandings and 
interpersonal tensions.
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The appropriate method of conflict management depends on the nature 
and intensity of the conflict, the importance of the relationship, the 
urgency of the situation, and the interests and relative power of the parties 
involved. Five commonly recognized modes of conflict management are 
accommodating, avoiding, collaborating, competing, and compromising.

1.  Accommodating

The accommodating style is characterized by high cooperation and 
low assertiveness. In this approach, an individual gives greater importance 
to the needs, interests, or preferences of the other party than to their own. 
The individual may voluntarily sacrifice personal preferences in order to 
preserve the relationship or maintain harmony.

Accommodation can be appropriate when the issue is relatively 
insignificant, when maintaining a positive relationship is more important 
than achieving a particular outcome, or when the individual recognizes 
that the other party's concerns are more important in the given situation.

However, excessive use of accommodation can result in dissatisfaction, 
resentment, or the neglect of legitimate personal interests. Therefore, 
accommodation should be used selectively and appropriately.

2.  Avoiding

The avoiding style is characterized by low assertiveness and low 
cooperation. Individuals using this approach attempt to postpone, 
withdraw from, or avoid addressing the conflict directly.

Avoidance may be appropriate when additional time is required to 
understand the situation, when the issue is relatively insignificant, when 
more urgent matters require immediate attention, or when the potential 
risks of confrontation outweigh the expected benefits.

However, avoidance is generally ineffective when a conflict requires 
timely resolution. Unresolved issues may become more serious over time 
and can result in frustration, resentment, deterioration of relationships, 
or reduced organizational effectiveness. Therefore, avoidance should be 
regarded as a strategic choice rather than a habitual response to conflict.

3.  Collaborating

The collaborating style is characterized by high assertiveness and high 
cooperation. It involves the active participation of all parties in identifying 
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the underlying causes of the conflict and developing a solution that 
addresses the important interests of everyone involved.

Collaboration emphasizes open communication, mutual respect, 
information sharing, and joint problem-solving. It is particularly 
appropriate when the issue is important to all parties, when maintaining 
the relationship is significant, and when sufficient time is available to 
explore alternative solutions.

Although collaboration can produce comprehensive and sustainable 
outcomes, it may require considerable time, communication, and 
commitment from all parties. It may also be difficult when there are 
substantial differences in power or when one or more parties are unwilling 
to cooperate.

4.  Competing

The competing style, sometimes referred to as the forcing style, 
is characterized by high assertiveness and low cooperation. In this 
approach, an individual places greater emphasis on achieving personal 
or organizational objectives than on accommodating the interests of the 
other party.

Although competing may appear confrontational, it can be appropriate 
in certain circumstances. For example, a manager may need to make a 
prompt decision during an emergency, enforce an important organizational 
policy, protect ethical or legal standards, or address a situation in which 
immediate action is necessary.

However, excessive reliance on this approach may damage interpersonal 
relationships, reduce cooperation, and create resentment. Therefore, 
competing should generally be reserved for situations in which assertive 
action is necessary and justified.

5.  Compromising

The compromising style involves moderate levels of assertiveness and 
cooperation. In this approach, each party makes certain concessions in 
order to reach a mutually acceptable agreement. Rather than seeking a 
solution that completely satisfies one party, compromise aims to establish 
a practical middle ground.

Compromise can be particularly effective when time is limited, when the 



Notes

116

interests of the parties are relatively balanced, or when a temporary or 
practical solution is required. It enables the conflict to be resolved without 
requiring one party to completely surrender its interests.

However, compromise may not always produce the most creative or 
comprehensive solution. Some parties may feel that their interests have not 
been adequately addressed. Therefore, when sufficient time and resources 
are available, collaboration may provide a more satisfactory long¬term 
solution.

4.2.9	 Tips and Strategies for Effective Conflict Management

Conflict is an inevitable part of interpersonal and organizational 
life. Differences in opinions, expectations, values, goals, and working 
styles can create disagreements among individuals. When conflicts are 
not appropriately managed, they may have adverse consequences for 
individuals, relationships, and organizations.

Unresolved conflicts may result in:

 	 ➢ hurt feelings and interpersonal dissatisfaction;

 	 ➢ resentment, frustration, and mistrust;

 	 ➢ social withdrawal and feelings of isolation;

 	 ➢ passive-aggressive behaviour and communication difficulties;

 	 ➢ increased stress and related well-being concerns;

 	 ➢ reduced employee morale;

 	 ➢ decreased productivity and work performance; and

 	 ➢ Increased employee turnover.

Effective conflict management can reduce these negative consequences 
and contribute to healthier interpersonal relationships and more 
productive organizational environments. The following strategies can 
assist individuals and managers in managing conflicts constructively.

1.  Acknowledge the Problem

The first step in managing conflict is to recognize and acknowledge 
that a disagreement exists. A problem that appears insignificant to one 
person may be important to another. Therefore, concerns should not be 
dismissed merely because they appear minor.
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Active listening is particularly important at this stage. Giving the other 
person an opportunity to explain their concerns demonstrates respect and 
helps ensure that the issue is properly understood before any decision is 
made.

2.  Gather Relevant Information

Effective conflict resolution requires an accurate understanding of the 
situation. The perspectives, concerns, interests, and expectations of all 
parties should be examined before a decision is reached.

Gathering relevant information helps distinguish facts from 
assumptions and reduces the likelihood of making decisions based on 
incomplete or biased information. It also enables the individual or manager 
to select the most appropriate conflict-management approach.

3.  Establish Ground Rules

Before beginning a conflict-resolution discussion, participants should 
agree on appropriate guidelines for communication. These may include:

 	 ➢ communicating respectfully and calmly;

 	 ➢ listening without unnecessary interruption;

 	 ➢ allowing each participant an opportunity to express their views;

 	 ➢ focusing on the issue rather than making personal accusations;

 	 ➢ attempting to understand the perspectives of others; and

 	 ➢ maintaining confidentiality where appropriate.

Establishing such guidelines creates a constructive environment for 
discussion. If participants are unable to follow the agreed guidelines, the 
discussion may be temporarily suspended and resumed when constructive 
communication becomes possible.

4.  Manage Emotional Responses

Emotions can significantly influence the way individuals perceive and 
respond to conflict. Anger, frustration, fear, or defensiveness may interfere 
with rational communication and escalate disagreements.

Therefore, individuals should attempt to remain calm and avoid 
aggressive or impulsive responses. Emotional concerns should be 
acknowledged, but discussions should focus on understanding the 
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underlying issue and identifying constructive solutions. Managing 
emotions effectively increases the likelihood of achieving a sustainable 
resolution rather than merely ending the immediate disagreement.

5.  Communicate Openly and Respectfully

Open and respectful communication is central to effective conflict 
management. Individuals should express their concerns clearly while also 
making an effort to understand the views of others. Statements that focus 
on personal observations and concerns are generally more constructive 
than accusations or personal criticism.

Effective communication also requires active listening, clarification of 
misunderstandings, and recognition of areas of agreement. This approach 
helps create an atmosphere of mutual respect and facilitates collaborative 
problem-solving.

6.  Select an Appropriate Conflict-Management Approach

No single conflict-management style is suitable for every situation. 
The appropriate approach should be selected based on factors such as the 
importance of the issue, the importance of the relationship, the urgency of 
the decision, the availability of time, and the relative interests and power 
of the parties involved.

For example, collaboration may be appropriate when both the 
relationship and the outcome are important, whereas avoidance may be 
suitable when the issue is insignificant or additional time is required. 
Similarly, competing may be necessary in situations requiring immediate 
or authoritative action, while compromise may be appropriate when a 
practical solution must be reached within a limited timeframe.

7.  Make a Timely and Informed Decision

Once the conflict has been discussed and relevant alternatives have 
been evaluated, an appropriate course of action should be selected. 
Prolonging a conflict without a clear purpose can increase uncertainty and 
frustration.

A timely decision demonstrates that the concerns of the parties have 
been taken seriously and that meaningful steps are being taken towards 
resolution. Where appropriate, the reasons for the decision should be 
communicated clearly to the individuals concerned.
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8.  Implement and Monitor the Resolution

Conflict management does not end with reaching an agreement. The 
agreed solution must be implemented and, where necessary, monitored to 
determine whether it has addressed the underlying issue.

Follow-up discussions may be required to assess whether the agreement 
is working effectively and whether further corrective action is necessary. 
Continuous monitoring is particularly important in workplace conflicts 
because unresolved underlying issues may re-emerge and affect morale, 
teamwork, and productivity.

4.2.10	  Stress Management

Stress management is a core pillar of personality development. 
By building emotional resilience, one can transform challenges into 
growth. One can master this by tracking physical triggers, actively 
setting boundaries, and practicing mindfulness. Ultimately, a balanced, 
stress-resilient mind-set fosters better adaptability and stronger social 
interactions.

Stress is a fact of life wherever an individual may be and wherever 
he or she is doing, they cannot avoid stress, but an individual can learn 
how to handle it the proper way. Stress is the way in which human beings 
react both physically and mentally to changes they encounter, events and 
situations in their lives. An individual experiences stress in different ways 
for different reasons. The reaction is completely based on the individual's 
perception of the situation and his or her personality. If individuals view 
a situation negatively, he or she is distressed, overwhelmed and oppressed 
or out of control. The other for eustress results form a positive view of an 
event or situation which is also called as good stress.

4.2.11	 Causes of Stress

Stress is a common psychological and physiological response to 
situations that are perceived as challenging, demanding, threatening, or 
beyond an individual's ability to cope effectively. Although the sources of 
stress vary across individuals and circumstances, the experience of stress 
frequently arises from three broad conditions: the unsettling effects of 
change, the perception of external threat or challenge, and a diminished 
sense of personal control.
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Major life events are among the most common sources of stress. 
Events such as marriage, changes in employment, divorce, relocation, 
serious illness, or the death of a family member or friend may require 
significant psychological and behavioural adjustment. Even positive life 
changes can create stress because they require individuals to adapt to new 
roles, responsibilities, expectations, and circumstances.

Some situations involve a particularly high degree of physical and 
psychological stress because they combine danger, uncertainty, and the 
need for immediate decision-making. Such conditions are frequently 
encountered in occupations such as policing, firefighting and rescue 
services, emergency response, disaster relief, and military service. 
Individuals working in these fields may be exposed to unpredictable and 
potentially life-threatening situations, which can contribute to intense and 
prolonged stress.

Students and young adults may also experience stress as a result of 
significant academic, social, financial, and personal transitions. Common 
sources of stress among college and university students include:

 	 ➢ Increased academic demands and performance expectations;

 	 ➢ Adjustment to living independently or in a new environment;

 	 ➢ Changes in family relationships and responsibilities;

 	 ➢ Financial pressures and increased financial responsibility;

 	 ➢ Changes in social relationships and peer networks;

 	 ➢ Exposure to new people, ideas, experiences, and social pressures;

 	 ➢ Development of personal identity and greater awareness of 
individual values and relationships; and

 	 ➢ Uncertainty and preparation for employment and life after 
graduation.

The intensity of stress varies from person to person. The same situation 
may be perceived as manageable by one individual but highly stressful 
by another, depending on personality, previous experiences, available 
resources, social support, coping mechanisms, and perceived control over 
the situation.

4.2.12	  Symptoms of Stress and Distress

Stress can manifest through a combination of physical, cognitive, 
emotional, and behavioural symptoms. These symptoms are often 
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interrelated, and prolonged or excessive stress may interfere with an 
individual's overall functioning and well-being.

Physical Symptoms

Common physical manifestations of stress include:

 	 ➢ Headaches;

 	 ➢ Fatigue and reduced energy;

 	 ➢ Gastrointestinal discomfort or digestive problems;

 	 ➢ Increased blood pressure;

 	 ➢ Palpitations or awareness of an increased heartbeat;

 	 ➢ Sweating, trembling, or shaking hands; and

 	 ➢ Disturbances in sleep, including difficulty sleeping or excessive 
sleeping.

Cognitive and Emotional Symptoms

Stress may also affect an individual's ability to think, concentrate, and 
regulate emotions. Common cognitive and emotional symptoms include:

 	 ➢ Difficulty concentrating;

 	 ➢ Reduced attention and mental clarity;

 	 ➢ Persistent worry or anxiety;

 	 ➢ Irritability;

 	 ➢ Emotional tension; and

 	 ➢ Difficulty making decisions.

These symptoms may affect academic performance, professional 
effectiveness, interpersonal relationships, and general quality of life when 
they persist over an extended period.

Behavioural Symptoms

Behavioural changes can also provide important indications of stress. 
Individuals experiencing significant stress may exhibit changes such as:

 	 ➢ Increased irritability or impatience;

 	 ➢ Changes in eating patterns, including overeating or reduced food 
intake;

 	 ➢ Harsh or aggressive interactions with others;
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 	 ➢ Increased use of tobacco or alcohol;

 	 ➢ Social withdrawal or isolation; and

 	 ➢ Compulsive or excessive engagement in activities such as shopping.

Recognizing these behavioural changes at an early stage can help 
individuals identify stress and take appropriate measures to manage its 
underlying causes.

4.2.13	 Strategies for Effective Stress Management

Effective stress management involves developing healthy psychological, 
physical, emotional, and behavioural strategies to cope with challenging 
situations. Rather than attempting to eliminate all sources of stress, 
individuals can develop the capacity to recognize stressors, regulate their 
responses, and adopt constructive coping mechanisms. Three important 
approaches include mindfulness and meditation, physical activity and 
healthy lifestyle practices, and emotional intelligence.

Mindfulness and Meditation Techniques

Mindfulness is the practice of consciously directing attention to the 
present moment while observing one's thoughts, emotions, and experiences 
without immediate judgment. It enables individuals to become more 
aware of their internal states and recognize the thoughts, situations, and 
experiences that contribute to stress.

 Meditation provides a structured opportunity to develop mental 
calmness, concentration, and self-awareness. Regular mindfulness and 
meditation practices may help individuals manage anxious thoughts, 
improve attention, regulate emotional responses, and develop a greater 
sense of psychological balance.

Mindfulness can be particularly useful in stressful situations because 
it encourages individuals to pause before reacting impulsively. By 
becoming aware of one's thoughts and emotional responses, an individual 
can respond to a stressful situation more deliberately rather than reacting 
automatically.

4.2.14	  Importance of Physical Activity and Healthy Lifestyle 
Choices

Maintaining a healthy lifestyle is an important component of effective stress 
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management. Regular physical activity can contribute to improved mood, 
better sleep, increased energy, and enhanced physical well-being. Exercise 
is associated with the release of endorphins and other neurochemical 
changes that can contribute to improved mood and a greater sense of well-
being.

Regular physical activity may also help individuals manage physical 
tension and improve sleep patterns. Activities such as walking, jogging, 
swimming, cycling, yoga, or other forms of exercise can be incorporated 
into daily routines according to individual preferences and physical 
capabilities.

In addition to physical activity, balanced nutrition and adequate sleep 
are important components of healthy stress management. A balanced 
diet provides the nutrients required for normal physical and cognitive 
functioning, while adequate sleep supports emotional regulation, 
concentration, and recovery from daily demands.

Stress management does not necessarily require major lifestyle 
changes. Small and sustainable modifications, such as taking regular 
walks, maintaining consistent sleep schedules, consuming a balanced diet, 
taking appropriate breaks, and reducing unhealthy habits, can contribute 
significantly to overall well-being.

4.2.15	 Emotional Intelligence: Understanding and Managing 
Emotions

Emotional intelligence (EI) refers to the ability to recognize, 
understand, regulate, and appropriately express one's own emotions while 
also recognizing and responding effectively to the emotions of others. 
Emotional intelligence is particularly relevant to stress management  
because emotional responses can significantly influence how individuals 
perceive and respond to challenging situations.

Individuals with well-developed emotional intelligence are better 
positioned to recognize early signs of emotional stress and identify the 
factors contributing to their reactions. This awareness can enable them to 
regulate their responses and approach challenging situations more calmly 
and constructively.

Emotional intelligence also contributes to effective interpersonal 
communication. By recognizing the emotional states and perspectives 
of others, individuals can communicate more appropriately, reduce 
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misunderstandings, manage disagreements, and develop stronger 
interpersonal relationships. These abilities are particularly important 
in professional environments where individuals regularly interact with 
colleagues, supervisors, subordinates, clients, and other stakeholders.

The development of emotional intelligence can therefore strengthen an 
individual's capacity to cope with stressful situations. Self-awareness helps 
individuals identify their emotional responses, self-regulation enables 
them to manage those responses, and interpersonal awareness facilitates 
constructive interaction with others.

Integrating Stress-Management Strategies

Effective stress management is most likely to occur when individuals 
adopt a holistic and consistent approach rather than relying on a single 
technique. Mindfulness and meditation can promote self-awareness and 
emotional regulation; physical activity and healthy lifestyle practices can 
support physical and psychological well-being; and emotional intelligence 
can strengthen the ability to understand and manage emotions in 
interpersonal and professional situations.

Integrating these strategies into daily life can help individuals develop 
healthier responses to stress and improve their overall quality of life. The 
objective is not to eliminate every stressful situation, which is neither 
realistic nor desirable, but to develop the awareness, resilience, and coping 
skills necessary to manage challenges effectively.

A balanced approach to stress management enables individuals 
to maintain greater emotional stability,  improve  concentration  and  
interpersonal  relationships,  enhance  professional effectiveness, and 
respond to challenging circumstances with greater confidence and 
adaptability.

4.2.16   Lets sum up

Problem-solving skills refer to the ability to identify problems, analyse 
their causes, evaluate alternatives, and implement appropriate solutions. 
Effective problem solving requires critical thinking, logical reasoning, 
creativity, sound judgment, and the ability to make informed decisions. 
A systematic approach enables individuals to understand the nature and 
scope of a problem and assess its potential consequences. Both rational and 
creative approaches can be used depending on the complexity, uncertainty, 
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and context of the situation. Strong problem-solving skills help individuals 
respond effectively to challenges, overcome obstacles, and achieve desired 
outcomes. Developing these skills contributes significantly to personal 
effectiveness, professional competence, adaptability, and organizational 
success.

4.2.17  Keywords

Problem –solving, conflict, stress and distress, emotional intelligence

4.2.18	  Sample Questions

1.	 Define problem solving?

2.	 Explain the phases in problem solving

3.	 Enumerate the key approaches in problem solving

4.	 Explain rational problem solving skills

5.	 Illustrates lateral or creative problem solving

6.	 Comparison of rational and creative problem solving

7.	 Explain the essentials of problem solving

8.	 Explain conflict and stress management.

9.	 Give the tips and strategies for effective conflict management

10.	 Explain stress management, causes of stress

11.	 Explain the symptoms of stress and distress

12.	 Explain strategies of effective stress

13.	 Explain emotional intelligence.

4.2.19	  References

1.	 OpenStax, Psychology 2e, Chapter 12

2.	 OpenStax; Noba Project; Baumeister et al.
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Lesson 4.3 : Decision - Making Skills

4.3.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ Understand the concepts of decision making skills

 	 ➢ Learn leadership qualities

4.3.2	 Introduction

Decision-making is the cornerstone of personality development. It 
cultivates independence, resilience, and self-confidence by forcing you to 
take ownership of your actions. By mastering this skill, you actively shape 
your identity rather than leaving your life to chance or external influences.

Developing strong decision-making abilities transforms your character 
through several core pillars:

Key Components of Decision Making in Personality

 	 ➢ Self-Awareness: Understanding your core values and priorities 
helps you make authentic choices that align with your true self.

 	 ➢ Emotional Intelligence: Learning to pause and process your emotions 
rather than reacting impulsively prevents clouded judgment.

 	 ➢ Critical Thinking: Gathering objective information and assessing 
the pros and cons builds a rational, analytical mind-set.

 	 ➢ Resilience: Accepting that some choices will result in failure helps 
you embrace mistakes as vital learning opportunities.

Decision making according to the principles of management is the 
process of selecting the best of all possible alternatives. The managers or 
leaders has the long list of viable options regarding the course of options. 
By evaluating each of these alternatives, the managers or leaders choose 
what they belief in best for the career goals and workforce.

Decision making skills directly link to personality development 
by building self-confidence, fostering emotional control, and driving 
independence. Every Every choice that an individual makes, shape who 
they are and how they grow.
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The following are the characteristics that arises with good decision making 
skills

 	 ➢ Trusting Oneself

 	 ➢ Owing results

 	 ➢ Reducing fear

 	 ➢ Staying calm

 	 ➢ Weighing options

 	 ➢ Taking control

 	 ➢ Problem solving

 	 ➢ Guiding Others

4.3.3	 Strategies for Improving Decision-Making Abilities

Effective decision-making is an essential managerial and professional 
competency. The quality of a decision depends not only on the information 
available but also on the ability of the decision-maker to analyse the situation 
objectively, evaluate alternatives, recognize potential consequences, and 
select an appropriate course of action. The following strategies can help 
individuals improve their decision-making abilities.

1.  Identify and Analyse the Situation

The first step in effective decision-making is to clearly identify the 
situation or problem that requires a decision. A precise understanding of 
the circumstances helps determine why a decision is necessary and what 
outcomes are expected.

The decision-maker should examine both the short-term and long-
term implications of each possible course of action. A solution that 
appears beneficial in the immediate future may not necessarily support 
long-term objectives. For example, adopting project management software 
may provide significant long-term organizational benefits, but it may not 
be appropriate if the immediate requirement is to address a short-term 
operational issue.

Therefore, decision-makers should establish the purpose of the 
decision, identify the desired outcomes, and consider the broader 
implications before selecting an alternative.
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2.  Collect and Analyse Relevant Information

Sound decisions require reliable and relevant information. Decision-
makers should collect information from appropriate sources, including 
direct observation, organizational records, research findings, expert 
opinions, reports, and other credible sources.

A data-informed approach enables individuals to base their decisions 
on evidence rather than relying exclusively on assumptions, personal 
preferences, or intuition. Although experience and intuition can be 
valuable, decisions based on insufficient information may be influenced 
by cognitive biases and subjective judgments.

Therefore, relevant information should be systematically collected, 
critically evaluated, and interpreted before a decision is made.

3.  Identify and Evaluate Alternative Solutions

Effective decision-making involves considering more than one 
possible course of action. Decision-makers should identify and document 
all feasible alternatives before selecting a particular solution. Generating 
multiple alternatives reduces the risk of prematurely accepting the first 
available option.

In organizational settings, involving relevant team members in this 
process can improve the quality of decisions. Group discussions and 
structured brainstorming can provide diverse perspectives and may 
reveal alternatives that an individual decision-maker might overlook. The 
alternatives can subsequently be evaluated according to criteria such as 
feasibility, cost, time, resources, risks, benefits, and expected outcomes.

4.  Conduct a SWOT Analysis

A SWOT analysis is a useful strategic decision-making tool for 
evaluating alternative solutions. SWOT represents Strengths, Weaknesses, 
Opportunities, and Threats.

 	 ➢ Strengths refer to the internal advantages or positive characteristics 
associated with an alternative.

 	 ➢ Weaknesses refer to internal limitations, disadvantages, or 
constraints.

 	 ➢ Opportunities refer to external conditions that may support or 
enhance the success of the alternative.
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 	 ➢ Threats refer to external factors that may create risks or obstacles.

Conducting a SWOT analysis for each major alternative enables the 
decision-maker to evaluate both internal and external factors systematically. 
This analysis can provide a broader perspective and support the selection of 
an alternative that is appropriate, feasible, and aligned with organizational 
objectives.

4.3.4	 Application of Decision-Making Abilities in the Workplace

Decision-making abilities are particularly important in the workplace 
because managers and employees regularly encounter situations that 
require judgment, prioritization, problem-solving, and timely action. 
The following practices can strengthen decision-making effectiveness in 
professional environments.

1.  Manage Emotions Effectively

Emotions inevitably influence human decision-making. Emotional 
awareness can be beneficial because it enables individuals to recognize their 
feelings and understand how those feelings may affect their judgments. 
However, excessive emotional involvement can lead to impulsive decisions, 
personal biases, and reduced objectivity.

Developing emotional intelligence enables individuals to recognize, 
regulate, and appropriately respond to their emotions while considering the 
perspectives of others. Effective decision-makers therefore acknowledge 
emotional factors without allowing temporary emotional reactions to 
dominate important decisions.

2.  Demonstrate Assertiveness

Assertiveness involves expressing one's views, making decisions, and 
taking responsibility for actions in a confident and respectful manner. It 
should be distinguished from aggressiveness, which involves imposing 
one's views on others without adequately considering their perspectives.

Assertive decision-makers are willing to evaluate available information, 
communicate their decisions clearly, and accept responsibility for the 
outcomes. Assertiveness can increase

confidence and enable individuals to make difficult decisions, 
particularly when uncertainty or disagreement exists.
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3.  Use Experiments and Pilot Testing

Where appropriate, decision-makers can use experimentation, 
pilot programmes, or trial implementations to evaluate the potential 
consequences of a decision before committing substantial resources.

For example, if an organization is considering the adoption of new 
project management software, a limited trial can be conducted with a 
selected group of employees. Their experiences and feedback can then be 
evaluated to determine the software's usability, effectiveness, compatibility, 
and suitability for wider implementation.

Pilot testing reduces uncertainty and provides practical evidence 
about the likely outcomes of a decision. It is particularly valuable when 
the consequences of a decision are significant or difficult to predict.

4.3.5	 Leadership and Qualities of successful leaders

Leadership is far more than a title or a seat at the head of a table. 
It is the ability to inspire, influence, and guide individuals or an entire 
organization toward a common goal. A successful leader does not just 
demand results; they create an environment where others feel empowered 
to achieve them.

Below is an exploration of the core pillars of leadership and the specific 
qualities that define a successful leader.

1.  The Core Philosophy of Leadership

Leadership is often categorized into two schools of thought: 
Transactional (focused on tasks, rewards, and punishments) and 
Transformational (focused on vision, inspiration, and change). Modern 
success typically favours the transformational approach, where the leader 
acts as a catalyst for growth rather than a mere supervisor.

2.  Essential Qualities of a Successful Leader

A.  Integrity and Ethics

Integrity is the foundation of leadership. Without it, trust is impossible.

 	 ➢ Consistency: Doing the right thing even when no one is watching.

 	 ➢ Accountability: Owning mistakes rather than shifting blame to the 
team.
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B.  Emotional Intelligence (EQ)

IQ may get you the job, but EQ makes you a leader. Emotional intelligence 
involves:

 	 ➢ Self-Awareness: Understanding your own strengths and triggers.

 	 ➢ Empathy: The ability to understand the perspectives and feelings 
of team members, which fosters loyalty and psychological safety.

C.  Vision and Strategic Thinking

A leader must see the "Big Picture."

 	 ➢ Clarity: The ability to articulate a clear future state.

 	 ➢ Anticipation: Seeing trends and potential obstacles before they 
arrive.

 	 ➢ Purpose: Connecting every team member’s daily tasks to a larger, 
meaningful mission.

D.  Communication Skills

Great leaders are excellent listeners as much as they are great speakers.

 	 ➢ Transparency: Sharing information openly to reduce uncertainty.

 	 ➢ Feedback: Providing constructive criticism that helps people grow, 
while also being open to receiving feedback themselves.

E.  Decisiveness

In times of crisis or ambiguity, a leader must be able to make a choice.

 	 ➢ Informed Risk-Taking: Not waiting for 100% of the data, but making 
the best decision with the available information.

 	 ➢ Confidence: Standing by a decision while remaining flexible enough 
to pivot if new evidence arises.

F.  Resilience and Grit

Success is rarely a straight line. A leader must maintain morale during 
setbacks.

 	 ➢ Composure: Staying calm under pressure prevents team panic.

 	 ➢ Persistence: Viewing failures as learning opportunities rather than 
endings.

 G.  Empowerment and Delegation
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A common trap for new leaders is micromanagement. Successful leaders:

 	 ➢ Trust: Give people the autonomy to do their jobs.

 	 ➢ Mentorship: Focus on developing the next generation of leaders, 
not just followers.

4.3.6	 Lets sum up

Decision-making skills refer to the ability to evaluate information, 
consider alternatives, and select an appropriate course of action. Effective 
decision-making requires critical thinking, sound judgment, analytical 
ability, and awareness of potential consequences. A systematic decision-
making process helps individuals make informed, responsible, and 
timely choices. These skills are essential for managing challenges, solving 
problems, achieving goals, and improving personal and professional 
effectiveness.

4.3.7	 Keywords

Decision making skills, leadership, successful leaders

4.3.8	 Sample Questions

1.	 Explain key components of decision making in personality 
development

2.	 Explain strategies for improving Decision making attributes

3.	 How to apply direct making abilities in the workplace

4.	 Illustrate leadership and qualities of successful leaders

4.3.9	 References

1.	 OpenStax, Organizational Behavior, Ch. 6; Principles of 
Management, Ch. 2

2.  Bright, D. S., & Cortes, A. H. (2019). Principles of Management. 
OpenStax, Rice University.
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UNIT- V 

Lesson 5.1: Resume Writing /CV Writing

5.1.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ Understand the importance of resume

 	 ➢ Learn to write one’s resume

 	 ➢ Understand the common errors in resume.

5.1.2	 Introduction

CV - Curriculum Vitae, from its Latin source, which means "course of 
life" or "career," unlike the bio-data, which is biographical. A CV is a long, 
synoptic account of a candidate that includes the following aspects.

 	 ➢ Professional experience

 	 ➢ Qualifications

 	 ➢ Other Personal Information

Generally, a CV or Resume is submitted to seek a position at a company 
or organization. Before applying or preparing to apply for a position in an 
organization, one has to understand the following three K's

 	 ➢ Know Yourself

 	 ➢ Know Your Company

 	 ➢ Know the Job Market

Initially, one must know about oneself in the sense that one should be 
clear about one's goals and inner aspirations. To understand oneself, one 
can ask the following questions.

 	 ➢ What are your goals?

 	 ➢ Why do you want to apply to this company?

 	 ➢ What is your aspiration?

 	 ➢ What is the aim of your life?

 	 ➢ What will you do in the next five years?

 	 ➢ What will one do if they join the organization?
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 	 ➢  Will your goal suit this organization?

 	 ➢ How will joining this company help one achieve their aspirations 
and grow further?

One has to arrive at clear-cut answers for the above questions.
After self-assessment, one should evaluate one's academic excellence and 
qualifications. In this process, one has to assess one's performance both 
educationally and career-wise.

Also, one has to assess, apart from their subject knowledge, their skills, 
such as communication, interpersonal, and Intrapersonal skills; flexibility 
and adaptability; and the ability to work independently and in a group. 
Also, one should be able to demonstrate five of their merits and demerits 
clearly.

The above steps are considered the initial steps that help job seekers 
or interviewees become aware of themselves, making it easy for the 
interviewer to understand the candidate and their skills that match the 
job role.

One of the most important things to note is that the Resume has to be 
generally prepared for the job description and adjusted accordingly.

Hence, one should have a detailed analysis of the job roles they apply 
for and the concerns of the organization offering the job role. In today's 
world, it is not very difficult to understand the job organization before you 
apply for a particular job or position in that organization.

Information about the organization can be gathered in the following way.

 	 ➢ Gathering information from the web and libraries.

 	 ➢ Inquiring with current and ex-employees.

 	 ➢ Review the company's annual advertisement reports.

All of these will give one a thorough understanding of the company in the 
following ways.

 	 ➢ Company's goals

 	 ➢ Company's objectives

 	 ➢ The company's targets and competitors

All this information will help one to understand how they fit in.

As a next parameter, assess the job market, which means one has to assess 
the following,
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 	 ➢ Competitive environment

 	 ➢ Market and dynamics

 	 ➢ Technological trends

 	 ➢ Innovations, patterns of customer behaviours.

 As we saw in the previous section, before writing a CV, one should 
decide on one's aim in life, career plans, and goals. Once all of the above 
are identified, the CV should be written in a flexible format. Later, it 
could be modified to suit different companies or organizations. The ideal 
length of a CV is around 4 pages, providing detailed information about 
everything. However, a resume is a one-page document that highlights 
the most important points of your career. The following details can be 
included in the CV.

 	 ➢ Personal details

 	 ➢ Academic Record

 	 ➢ Communication Skills

 	 ➢ Other technical skills.

 	 ➢ List your significant achievements

 	 ➢ What type of assignments/works are you aspiring for?

 	 ➢ What path did you expect to have?

 	 ➢ Decisions making abilities?

 	 ➢ How creative are you?

 	 ➢ Give examples of your creativity in process, methods, system, 
products, and services.

 	 ➢ Describe a complex situation, how it made you learn, and what you 
are learning out of it.

 	 ➢ How have you changed for the better during recent years?

5.1.3	 Resume Writing

The terms "resume" and "CV" are often used interchangeably, but they 
serve different roles depending on the industry and country where we are 
applying.

A resume can be defined as the French word for "to sum up"; a resume 
is a concise, 1-2-page document that summarizes the most relevant 
professional skills, work history, and education. It is designed as a marketing 
document tailored specifically to the job you are applying for. Curriculum 
Vitae, meaning "Course of Life" in Latin, a CV is a comprehensive, 
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detailed record of your entire professional and academic history. Unlike a 
resume, a CV is an exhaustive ledger that includes publications, research, 
presentations, awards, and certificates.

5.1.4	 The purpose of a resume

The main goal of a resume is to secure an interview by quickly proving 
you are a good fit for a specific role. It serves as a marketing document for 
the individual, highlighting the experiences and skills that matter to the 
recruiting manager for a specific role. A resume is highly Scannable, and 
the recruiting department will spend only a few minutes scrutinizing it; 
nowadays, that scrutiny is done by bots. A resume has the characteristic 
of relevance since it provides data from within the past 10 years, omitting 
older or irrelevant roles.

5.1.5	 The purpose of a CV

The goal of a CV is to provide a comprehensive record of one's 
credentials and expertise. The CV is mainly used as a means of applying 
for faculty positions, research roles, fellowships, research grants, etc. 
In European and Australian countries, a CV means a job application 
document. CV serves as a living document that logs every milestone, 
project and academic contribution.

5.1.6	 Organizing the Resume:

The Resume may be organized as follows.

 	 ➢ Chronological - The chronological organization presents academic, 
experience, or other details in chronological order, for example, 
Year-wise or Period-wise arrangement.

 	 ➢ Functional - The functional organization of a resume places the 
most recent elements at the top and the oldest at the bottom.

 	 ➢ The last type of organization is the Combination method, in 
which both aforementioned approaches were used to showcase the 
elements of the Resume.

5.1.7	 Components of a Resume:

 	 ➢ Name and Address

 	 ➢ Career Objective or Summary

 	 ➢ Who, What, How are you fit?
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 	 ➢ Academic Credentials

 	 ➢ Employment History

 	 ➢ Activities and Achievements

 	 ➢ Relevant Personal Data.

5.1.8  Common Resume Errors

Inappropriate Length - The length of the Resume should be appropriate, 
meaning it can be one or two full pages. If it is designed for one and a half 
pages or two and a half pages, it is considered an appropriate length. The 
individual has to make it to the nearest full page length.

Hard to read or Wordy - The words chosen to describe the previous 
experience, or any other item in the Resume, should be simple and easily 
understandable. The recruiter or scrutinizer spends only half a minute 
to one minute to shortlist a resume based on the keywords mentioned. 
Hence, write the description with proper wording and keywords so it can 
be processed quickly. 

Too Slick: Too slick in resume building means a document looks overly 
manufactured, artificial, or deceptively polished. It typically features 
three major flaws: over-designed visual gimmicks, sterilized corporate 
buzzwords, or exaggerated, AI-generated perfection that hides a lack of 
authentic human experience. Individuals must avoid such things in their 
Resume.

Poorly reproduced: Printing the Resume on poor-quality paper and poor-
quality printing should be avoided. This may not show the information 
written in the Resume properly. Boastful - Being boastful in resume 
building means making exaggerated, arrogant, or unsupported claims 
about your skills and achievements without showing real proof.

Dishonesty: Dishonesty in resume building means intentionally 
misrepresenting, exaggerating, or fabricating information such as job titles, 
employment dates, educational degrees, or skills to deceive employers.

Gimmicky: A gimmick in resume building is an unusual, flashy, or 
overly creative trick used to grab attention, such as neon colors, excessive 
graphics, personal photos, or unconventional formats like cereal boxes. 
These tactics often backfire by confusing tracking software and annoying 
hiring managers.
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Carelessly Written: Carelessly written in a resume-building context 
means creating a document with obvious typos, poor grammar, or messy 
formatting that shows a lack of care and attention to detail.

5.1.9   Tips to prepare a Paper Resume:

The following aspects are the tips for a traditional paper resume.

 	 ➢ Clean typeface

 	 ➢ High-grade paper

 	 ➢ Ample Margins

 	 ➢ Laser Printed

 	 ➢ Appropriate Length.

 	 ➢ Professional Design

 	 ➢ Don't print on both sides of the paper.

Scannable Resume

A Scannable resume is a document formatted so that computer software 
and human recruiters can quickly and easily read, parse, and understand 
its core content. It relies on simple design, clear headings, and targeted 
industry keywords.

5.1.10	  Key Features of the Resume

 	 ➢ Uses exact terms and nouns (keywords) from the job description so 
applicant tracking systems can match and rank the profile.

 	 ➢ Use a very plain format. Avoid tables, columns, graphics, text boxes, 
and unusual fonts that confuse scanning software.

 	 ➢ Saved as plain text, simple Word doc, or compatible PDF format as 
requested by the employer.

 	 ➢ Uses clear section titles, short bullet points, and white space so that 
hiring managers can grasp the main qualifications in seconds.

 	 ➢ Highlights concrete achievements and numbers near the top of the 
page rather than long paragraphs of text

 	 ➢ List as many facts, skills, and attributes as possible.

 	 ➢ Use descriptive nouns and noun phrases wherever possible.

 	 ➢ Employ technical language but avoid abbreviations.

 	 ➢ Place your full name at the start of the Resume.
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 	 ➢ Place a short form of the name, followed by an initial in the top 
right corner of all the pages.

 	 ➢ Provide a section for your relevant employment history or 
experience.

 	 ➢ List degrees and degree majors separately.

 	 ➢ Provide a separate section for skills, achievements, licenses, 
memberships, and certifications.

 	 ➢ More than one contact information item, or any other information, 
belongs to the same category on different lines.

 	 ➢ Make it left-justified text.

 	 ➢ Use of whitespace must be properly managed.

5.1.11  PRINTABLE RESUME TEMPLATE 

PERSONAL INFORMATION
......................................................................................................
CAREER OBJECTIVE
......................................................................................................

EDUCATIONAL QUALIFICATIONS
Qualification	   Institution	 University	 Year	 CGPA/%
......................................................................................................
PROFESSIONAL EXPERIENCE
......................................................................................................
TECHNICAL SKILLS
......................................................................................................
KEY SKILLS
......................................................................................................
CERTIFICATIONS
......................................................................................................
PROJECTS
......................................................................................................
PUBLICATIONS
 .....................................................................................................
ACHIEVEMENTS
......................................................................................................
PERSONAL DETAILS
......................................................................................................
REFERENCES
......................................................................................................
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DECLARATION
...............................................................................................
SCANNABLE RESUME TEMPLATE
...............................................................................................

5.1.12  ATS-Friendly (Scannable) Resume Template 

FULL NAME
...............................................................................................
CONTACT INFORMATION
...............................................................................................
PROFESSIONAL SUMMARY
...............................................................................................
CORE COMPETENCIES
...............................................................................................
EDUCATION
.............................................................................................. 
PROFESSIONAL EXPERIENCE
...............................................................................................
TECHNICAL SKILLS
...............................................................................................
CERTIFICATIONS
...............................................................................................
PROJECTS
...............................................................................................
PUBLICATIONS
...............................................................................................
ACHIEVEMENTS
...............................................................................................
LANGUAGES
...............................................................................................
PERSONAL DETAILS
...............................................................................................
REFERENCES
...............................................................................................
DECLARATION
................................................................................................
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5.1.13	  Sample Professional Resume

 Name
USHA VARATHARAJAN

Contact
Email: usha@example.com 
Phone: +91 9876543210
LinkedIn: linkedin.com/in/ushavaratharajan

Career Objective
To contribute my academic knowledge and research expertise to a 

progressive institution while continuously enhancing my professional 
skills.

Education
Qualification	         Institution	      Year 	  CGPA/%
     Ph.D.     	     XYZ University	   Pursuing	       -
     MBA	     ABC University	    2022	                 8.8
    B.Com. 	     ABC College	    2020	                 82%

Professional Experience
Assistant Professor XYZ University 2024-Present

 	 ➢ Teaching

 	 ➢ Research

 	 ➢ Curriculum Development

Technical Skills

Python, SQL, SPSS, Power BI, MS Office

Publications

1.	 AI in Banking Technology...

2.	 Digital Banking Adoption...

Certifications

NPTEL, AWS Cloud Practitioner

Achievements

Best Paper Award

Declaration
I hereby declare that the above information is true to the best of my 
knowledge. 

Signature
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5.1.14	  Sample ATS-Friendly (Scannable) Resume

Name
USHA VARATHARAJAN

Contact

Email: usha@example.com Phone: +91 9876543210
LinkedIn: linkedin.com/in/ushavaratharajan

Professional Summary

Dedicated banking technology academic with experience in teaching, 
research, curriculum development, and publications.

Core Skills

Banking Technology Research
Data Analytics Python
SQL
Academic Writing

Education

Ph.D. (Pursuing)
MBA (Banking Technology) B.Com.

Experience

Assistant Professor
 	 ➢ Teaching UG/PG courses

 	 ➢ Research publications

 	 ➢ Student mentoring

Certifications

NPTEL, AWS Cloud Practitioner

Achievements

Best Paper Award

Declaration

	 I hereby declare that the above information is true to the best of my 
knowledge. 

Signature
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5.1.15  Let us sum up

Effective resume writing is the strategic process of distilling your 
professional identity, skills, and achievements into a persuasive marketing 
document. Rather than a mere list of past responsibilities, a high-impact 
resume uses action-oriented language and quantifiable metrics to 
demonstrate the value you brought to previous roles. It requires a balance of 
clean, professional formatting and tailored content that directly addresses 
the specific needs and "pain points" of a potential employer. Ultimately, a 
well-crafted resume serves as your professional first impression, designed 
not just to recount your history but to secure an interview by proving your 
potential for future success.

5.1.16	  Keywords:

Resume, CV, Scanable Resume, Printable Resume

5.1.17	  Self-Assessment Questions

1.	 What is a resume?

2.	 What is a CV?

3.	 Compare and contrast the Resume and CV documents.

4.	 What are the components of a resume?

5.	 What are the components that need to be present in a CV?

6.	 What are the different types of resumes

7.	 State different types of resume organization?

8.	 Highlight how a Scannable resume should be prepared.

9.	 Highlight how a printable resume should be prepared.

10.	 Describe the things that an individual should know before preparing 
the CV

11.	 Enumerate the common errors that need to be avoided while 
preparing the CV

12.	 Illustrate the common template for a printable resume.

13.	 Illustrate the common template for scannable resumes.

5.1.18   References

1.	 McCrae, R. R., & Costa, P. T. (1987)

2.	 Ashton, M. C., & Lee, K. (2007).
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Lesson 5.2 : Group Discussion (GD)

5.2.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ understand the concept of Group Discussion

 	 ➢ learn group communication skills

5.2.2	 Introduction

A group discussion is a means of interaction between teams and other 
teams within an organization. It is a determined skill of managerial success. 
It is an important skill for managers and leaders. Group discussion is a 
general procedure in competitive exams and job interviews. It is a standard 
component at the end of every job interview, which shortlisted candidates 
will take. The bottom line of group discussion activity is that when one 
interacts with many people on a topic, a set of ideas will emerge. The ideas 
generated during Group discussion will be useful in many ways, such as 
solving problems and creating new avenues. Interviewers and examiners 
must assess an individual's teamwork capability. Also, through such GDs, 
the following can be analyzed by the examiner.

 	 ➢ Creative aptitude

 	 ➢ Ability to work as a member of a team.

 	 ➢ Ability to lead the team

 	 ➢ In-depth knowledge about the topic.

 	 ➢ Conferencing skills.

An individual can excel in GD skills by having good listening 
skills, having the right attitude to contribute ideas, and giving space for 
other members to participate in the discussion in a manner of positive 
interdependence. Overall, one has to convey their thoughts in a meaningful 
way while acting as a team member.

The GD helps individuals in accomplishing their goals.

 	 ➢ Generate Ideas

 	 ➢ Summarise the understanding

 	 ➢ Assess the individual's level of skills
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 	 ➢ Re-evaluate the ideas presented earlier.

 	 ➢ Analyze the situations in all aspects.

 	 ➢ Brainstorming applications in real life.

GD has become essential to an individual's successful performance.
Certain conditions must be met for a GD to be successful. The following 
are the general points.

 	 ➢ Only one topic for discussion

 	 ➢ All the members must express their views on the topic during the 
discussion.

 	 ➢ Every member must take a turn to talk

 	 ➢ Every member must listen to one another

 	 ➢ Every member must talk to one another.

 	 ➢ Every member must respond to one another,

 	 ➢ Every member must put forward more than one point of view on 
the topic.

The members of the group must follow the following rules. Equality, 
freedom to express, and respect for participating members.

Reasonableness, Orderliness, and trustfulness. All members should 
have an open mind; they should not have predetermined opinions; all 
must be willing to listen, resonate, and accommodate others.

Here are a few examples that breach the rule.

 	 ➢ Intercepting the speaker.

 	 ➢ Not allowing the speaker to complete their view.

 	 ➢ Refusing to listen

 	 ➢ Dogmatic in their opinion, even if there is a valid point or evidence 
on the contrary.

 	 ➢ Simply agreeing without actually believing it.

The functional differences between GD in general and GD at interviews 
are shown in Table 1. Table 2 shows examples of group communication 
skills, and Table 3 shows example expressions in group communication.
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Table 1 : Functional Difference between GD in general and GD at 
interviews

Aspect
Group Discussion (GD) 
in General (Classroom/

Organization)

Group Discussion (GD) in 
Interviews)

Purpose

Generate thinking and 
encourage participation 
among members.

Assess communication skills 
and group interaction.

Role

Participants act as 
members; sometimes 
an observer is present. 
In some cases, the 
instructor acts as the 
observer.

All participants are members 
The interviewer(s) observe 
and evaluate the discussion.

Specific Roles

Roles such as Team 
Captain, Recorder, 
Reflector, etc., may be 
assigned in advance.

No specific roles are 
assigned beforehand. Roles 
emerge naturally during the 
discussion based on each 
participant's capabilities.

Topics

Topics depend on the 
organization's interests, 
group work, or course 
requirements.

Topics are selected so that 
participants have little 
or no prior preparation. 
They are usually generic 
topics, current affairs, or 
contemporary issues.

Discussion Process

Usually, no formal 
introduction is required. 
The discussion begins 
directly and focuses on 
learning, participation, 
and improvement.

The discussion generally 
begins with a brief 
introduction. Participants 
introduce themselves (name, 
educational background, 
etc.) before moving to the 
discussion.

Observer/Evaluator

The instructor or 
facilitator provides 
guidance and feedback.

Interviewers assess 
communication, leadership, 
teamwork, confidence, 
listening skills, and overall 
performance.

Primary Objective

Learning, collaboration, 
idea generation, and 
improving discussion 
skills.

Evaluating candidates for 
recruitment or selection 
based on their interpersonal 
and communication skills.
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Table 2 : Group Communication Skills – Positive and Professional 
Expressions

Say This (Professional & Polite) Instead of Saying This (Negative or 
Impolite)

I don't agree. Could you please 
explain your point? That doesn't make sense at all.

I disagree because... That is not true.

I see it differently because... No, I don't agree.

I think we should check what we are 
supposed to do. That is not what we are asked to do.

It might be better to... You are dead wrong.

Have you considered...? How can you say this?

Does everyone agree? Let's vote on it.

Table 3 : Purpose of These Expressions

Professional Expression Why It Is Better

I don't agree. Could you please explain 
your point?

Shows respect while seeking 
clarification.

I disagree because... Encourages logical reasoning rather 
than emotional reaction.

I see it differently because... Promotes healthy discussion and 
acknowledges different viewpoints.

Let us check what we are supposed to 
do.

Refocuses the discussion on the 
objective without blaming anyone.

It might be better to... Offers constructive suggestions 
instead of criticism.

Have you considered...? Invites others to consider a different 
perspective.

Does everyone agree? Encourages consensus and 
participation from all members.
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5.2.3	 Let us sum up

A Group Discussion (GD) is a communicative process where a small 
group of individuals exchanges ideas, opinions, and facts on a specific 
topic to reach a common consensus or explore diverse perspectives. In 
professional and academic selection processes, it serves as a powerful 
tool for assessing a candidate's interpersonal skills, social behavior, and 
leadership potential. Unlike a debate, which is competitive, a GD is 
collaborative; it requires a delicate balance of assertive speaking, active 
listening, and respect for opposing viewpoints. Examiners typically look 
for "soft skills" such as emotional intelligence, clarity of thought, and 
the capacity to guide a group toward a logical conclusion. Ultimately, a 
successful participant is not the one who talks the most, but the one who 
adds the most value to the discussion while fostering a productive team 
environment.

 5.2.4	 Keywords:

GD, GD in general, GD in interviews, Group Communication Skills.

5.2.5	 Self-Assessment Questions

1.	 Define GD?

2.	 State the significance of GD.

3.	 Differentiate GD in general from GD in the interview process.

4.	 Highlight the change in the language of communication for GD, 
with a few examples.

5.2.6	 References

1.  McCrae, R. R., & Costa, P. T. (1987)

2.  Ashton, M. C., & Lee, K. (2007).
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Lesson 5.3: Personal Interview

5.3.1	 Objectives

Upon completing this lesson, learners will be able to:

 	 ➢ understand the concept of personal interview

 	 ➢ learn about do’s and don’ts in personal interview

5.3.2	 Introduction

A personal interview is a meeting organized by the recruiting 
organization. A personal interview enables the recruiting organization to 
evaluate the interviewee as a potential employee. The interviewer seeks 
the candidate's competency to do the job and fit with their team and 
organization. In personal interviews, candidates aim to show that they are 
best suited for the job and the organization.

5.3.3	 Significance of a Personal Interview:

A Personal interview is the required part of almost all recruitment 
processes. Personal interviews offer benefits to both the interviewer and 
the interviewee, as they make informed, mutually profitable choices. 
Personal interviews help employers select the most suitable candidate 
for the job. It helps job aspirants market their skills to organizations. 
Personal interviews also help recruiters assess candidates' analytical skills, 
something that is not possible in written tests.

The following skills are examined during a personal Interview.

 	 ➢ Communication skills

 	 ➢ Interpersonal skills

 	 ➢ Knowledge about the role.

 	 ➢ Problem-solving skills

 	 ➢ Emotional Intelligence

 	 ➢ Adaptability and cultural fit.
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Table 4 below shows the Do's and Don'ts for interview preparation.

Do's Don'ts

Research the company/industry 
before attending the Interview

Don't cross your arms during the 
Interview.

Practice your interview skills using 
commonly asked interview questions.

Don't display negative body language 
that shows disinterest or nervousness.

Prepare answers for common questions 
such as: • Tell me about yourself.• Why 
do you want to join this organization?• 
Why should we choose you over other 
candidates?• What are your strengths 
and weaknesses?• What is your biggest 
achievement so far?• Where do you 
see yourself in five years?

Don't offer unclear or irrelevant 
details. Keep your answers focused 
and concise.

Prepare a few relevant questions to 
ask the interviewer at the end of the 
Interview.

Don't interrupt the interviewer while 
they are speaking.

Be confident, well-prepared, and 
professional throughout the Interview.

Don't be unprepared for typical 
interview questions.

Personal interviews help employers evaluate candidates beyond Their 
Resumes, for almost all professional roles, such as in the corporate and 
tech sectors. Personal interviews are divided into two specific categories. 
The technical Interview and the HR interview.

5.3.5	 Technical Interview

The primary objective of the technical Interview is to evaluate 
individuals' hard skills, such as the specific knowledge and problem-
solving abilities required to perform job duties.

In the technical Interview, the following things are evaluated

 	 ➢ Domain Knowledge

 	 ➢ Problem-solving skills

 	 ➢ Practical applications

 	 ➢ Portfolio and Projects
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To test these skills, the interview panel may ask for a live demonstration 
of code writing, problem-solving, case study analysis, and conceptual 
questions. The success of a technical Interview is achieved through in-
depth knowledge of the concept.

5.3.6	 HR Interview

The HR interview is conducted to assess your soft skills and cultural 
fit. Generally, individual personality, values, and work ethic align with an 
organization's goals and culture.

In the HR interview, the following things are evaluated

 	 ➢ Communication Skills

 	 ➢ Behavioural Traits

 	 ➢ Motivation

 	 ➢ Reliability

The success factor in HR interviews lies in demonstrating the right attitude, 
honesty, and alignment.

5.3.7	 Frequently asked Questions in Personal Interview

A.  Introduction and Personal Background

1.	 Tell me about yourself.

2.	 How would you describe yourself? 

3.	 What are your strengths?

4.	 What are your weaknesses?

5.	 How would your friends or colleagues describe you? 

6.	 What are your hobbies and interests?

7.	 What are your core values? 

8	 What motivates you?

9.	 What is your greatest achievement?

10.	 What has been your biggest learning experience?

B.  Education and Career

1.	 Why did you choose your field of study? 

2.	 What have you learned from your education?

3.	 Which subject do you enjoy the most and why? 

4.	 What are your short-term and long-term goals? 
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5.	 Where do you see yourself in five years?

6.	 Why did you choose this career? 

7.	 What are your career aspirations?

8.	 What skills do you want to develop further?

 C.  Questions on Strengths, Weaknesses and Personality

1.	 What is your greatest strength?

2.	 What is one area you need to improve? 

3	 How do you handle criticism?

4.	 How do you respond to failure?

5.	 How do you handle stressful situations? 

6	 How do you manage your time?

7.	 How do you deal with difficult people? 

8	 Are you a team player?

9.	 How do you handle disagreements?

10.	 How do you build good relationships with others?

D.  Situational and Behavioural Questions

1.	 Describe a challenging situation you faced and how you handled it. 
Give an example of a time when you solved a difficult problem.

2.	 Describe a situation in which you demonstrated leadership.

3.	 Tell me about a time when you made a mistake and what you learned 
from it. Describe a situation in which you had to make a difficult 
decision.

4.	 How would you handle a conflict with a colleague?

5.	 What would you do if you were given a task with a very short 
deadline? How would you respond if you disagreed with your 
supervisor?

6.	 Describe a situation in which you worked successfully as part of a 
team.

7.	 How do you prioritize tasks when several responsibilities arise 
simultaneously?

E.  Job and Organization-Related Questions 

1.	 Why do you want to join this organization? 

2.	 What do you know about our organization? 
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3.	 Why should we select you?

4.	 What can you contribute to the organization? 

5.	 What are your expectations from this position? 

6.	 What type of work environment do you prefer? 

7.	 Are you willing to learn new skills?

8.	 How do you handle responsibility?

9.	 Are you willing to relocate or travel if required? 

10.	 What are your salary expectations?

F.  Questions Requiring Self-Reflection

1.	  What does success mean to you? 

2.	 What does failure mean to you?

3.	 What is your definition of leadership? 

4.	 What does integrity mean to you?

5.	 What is the most important lesson you have learned in life? 

6.	 Who is your role model and why?

7.	 What is one thing you would like to change about yourself? 

8.	 What achievement are you most proud of?

9.	 What is your greatest source of motivation?

10.	 What do you consider more important: individual achievement or 
teamwork?

5.3.8	 Let us sum up

The personal Interview is a critical two-tiered assessment designed to 
evaluate a candidate's holistic suitability for a role, balancing specialized 
expertise with interpersonal compatibility. The technical Interview 
focuses on the depth of your domain knowledge, your problem-solving 
logic, and your ability to apply theoretical concepts to practical, real-world 
challenges. In contrast, the HR interview shifts the focus to your emotional 
intelligence, cultural fit, and alignment with the organization's core values 
and long-term vision. To succeed in both, a candidate must demonstrate 
not only their "hard" skills and proficiency but also their "soft" skills, 
such as clear communication, adaptability, and professional integrity. 
Ultimately, the goal is to present yourself as a well-rounded professional 
who possesses both the competence to perform the tasks and the character 
to thrive as part of the team.
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5.3.9	 Keywords:

Technical Interview, HR interview.

5.3.10	  Self-Assessment Questions

1.	 Define personal interviews and state their types.

2.	 Give an example of a technical interview conversation.

3.	 Give an example of an HR interview conversation.
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