Expectancy Motivation

Expectancy is high Instrumentality is high Valence is high
People perceive that if People perceive that People desire the
they try hard, they can high performance leads outcomes that result
perform at a high level. to the receipt of from high performance.

certain outcomes.

HIGH
MOTIVATION

Job design motivation

Job characteristics Psychological states

Skill variety Experienced
Task identity meaningfulness
of work

Task significance

Experienced High motivation
Autonomy '—» responsibility for High performance
work outcomes High satisfaction

Knowledge of
results of work

Feedback .—p—




Symptoms of Stress

Physical symptoms
Sleep pattern changes
Fatigue
Digestion changes
Loss of sexual drive
Headaches and migraines
Aches and pains
Infections
Dizziness and fainting
Sweating and trembling
Tingling hands and feet
Breathlessness
Palpitations/missed heartbeats
Ringing ears
Ulcers
Cardiovascular disease
Immune system disease
Asthma
Diabetes
Skin complaints - psoriasis
Pre-menstrual syndrome
Overweightness

Behavioural symptoms
Appetite changes
Eating disorders
Increased intake of alcohol and other drugs
Increased smoking
Restlessness and fidgeting
Excitability, jumpiness

Irritability Emotional symptoms
Nail biting Bouts of depression
Hypochondria Impatience

Fits of rage

Tearfulness
Deterioration of personal
hygiene and appearance
Mental symptoms

Lack of concentration and focus

Memory lapses

Difficulty in making decisions

Confusion and disorientation

Anxiety

Panic attacks

Organisation Stressors and Symptoms

STRESSORS

Light work loads
Poor results
Business cycles
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Drive for performance and success
Heavy work loads and insufficient time

SYMPTOMS

Lower employee morale

Unmet deadlines

Bad meeting atmosphere
Absenteeism and tardiness
Increasing demand for switching units

Negative reinforcements and consequences
Role ambiguity / Role conflicts

Over- and under-qualification

Directional uncertainty

Organizational instability

Change programs

Interpersonal conflicts

Responsibility for the work of others

Lack of follow up or feedback on work performed
Lack of participation in decision making
Conflict of values

Poor ergonomics

Burnout and departures

Blaming and pointing fingers

Hiring difficulties

Increasing request for formalities and
bureaucracy to create control

Decreased productivity and performance
Hiring difficulties

Lower customer satisfaction

Increasing illegal use of work tools
Lower profitability
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Recognising emotional intelligence

Definition

Hallmarks

Self-confidence

Self- The ability to recognize and understand
Awareness your moods, emotions, and drives, as well Realistic self-assessment
as their effect on others Self-deprecating sense of humour
The ability to control or redirect disruptive Trustworthiness and integrity
Self- impulses and moods
= N Comfort with ambiguity
Regulation The propensity to suspend judgement—
to think before acting Openness to change
A passion to work for reasons that go Strong drive to achieve
Motivation beyond money or status Optimism even in the face of
A propensity to pursue goals with energy failure
and persistence Organizational commitment
The ability to understand the emotional Expertise in building and retaining
makeup of other people talent
Empathy P peop

Skill in treating people according to their
emotional reactions

Cross-cultural sensitivity
Service to clients and customers

Social Skill

Proficiency in managing relationships and
building networks

An ability to find common ground and
build rapport

Effectiveness in leading change
Persuasiveness

Expertise in building and leading
teams

Self- Awareness:

Emotional Self Awareness

This is the ability to recognize your own emotions and their effects. It is
being able to recognize how you react to cues in the environment
and how your emotions affect your performance.

The person who possesses Emotional Self Awareness:
* Is aware of own feelings

< Knows why feelings occur

e Understands implications of own emaotions

Development

e Pay attention to the physical signs aroused in stressful situations
(elevated blood pressure, sweaty palms, quick breathing).

e Keep a journal where you write down your behaviours and your
feelings when facing stressful situations on a daily basis.




The price of not being organised

* Missed deadlines.

* Overlooked opportunities.

* Wasted time.

» Lost customers due to poor or slow service.

* Wasted money.

* A lack of achievement.

» High proportion of time spent socializing at work.

« Excessive amount of time on the telephone.

* Indecisiveness leading to delayed work.

» Constantly interrupting others and being interrupted.

° A

Time Management Matrix

Urgent Not Urgent
Important Crises Prevention
Pressing Problems |Planning
Deadline-Driven Relationship
Projects Building
Research
Not Interruptions Trivia, Busy Work
Emalil Time Wasters
Im portant Phone Calls “Escape” Activities
Meetings
Some “pressing”
matters
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Why do we procrastinate?

« It will take a long time and there is not a solid block to do it
* Its too difficult or overwhelming

* Its too complicated and we are waiting for more information.
» Don’t know where to start.

* To avoid an unpleasant task.

* We're afraid to fail.

» We've already put it off for too long

* The tools needed to complete it aren’t easily accessible

* You may think if you put it off someone else will do it.

* You're over-committed.

As if you could Kill time without injury eternity —
Henry David Thoreau

Cialdini’s 6 principles of persuasion

. Principle of reciprocation.

. Principle of scarcity..

. Principle of authority.

. Principle of commitment and consistency.
. Principle of consensus.

. Principle of liking.
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Strategies for persuading others

Take persuasion seriously.

Evaluate your need to
persuade.

Be persuaded yourself.
Prepare to persuade.
Choose the right moment.
Ask permission to persuade.*

Focus on the common ground.

Make a compelling case.
Persuade ethically.

Address resistance directly.*
Persuade tentatively.

Utilize clarifying questions.
Persuade repetitively.

Use market forces to your
advantage.

Identify and address perceived
needs.

View persuasion as an investment.*
Admit the weaknesses in your case.
Be open to effective rebuttal.

Give something in return.

Take responsibility for your mistakes.

ok wbdPRE

© © N

Problem Solving

Focus on the solved state.

Be clear about all your goals and objectives.

Expand your definition of “Define the Problem.”

Think of problem solving as a cover-the-bases activity.
Draw diagrams and otherwise picture the structure of

the problem.

Take the concept of cause with a grain of salt.
Watch out for “disconnects.”

Be aware of your own blinders.

Develop your own system for solving problems.




Holland’s 6 work personality types

Realistic - People who have athletic or mechanical ability, prefer to
work with objects, machines, tools, plants or animals, or to be
outdoors

Investigative - People who like to observe,learn, investigate, analyze,
evaluate or solve problems

Artistic - People who have artistic, innovating or intuitional abilities and
like to work in unstructured situations using their imagination and
creativity

Social - People who like to work with people to enlighten, inform, help,
train, or cure them, or are skilled with words.

Enterprising - People who like to work with people, influencing,
persuading, performing, leading or managing for organizational
goals or economic gain

Conventional - People who like to work with data, have clerical or
numerical ability, carry out tasks in detail or follow through on others©
instructions

What to delegate

» Delegate when someone can do it better, quicker, easier,
cheaper (eg if their time costs less)

» Delegate if its their job

« Delegate to develop

» Delegate to help with promotion

» Tasks that are urgent but not high priority
» Tasks relevant to a subordinate’s career
» Tasks of appropriate difficulty

* Both pleasant and unpleasant tasks

» Tasks not central to the manager’s role




Types of delegation
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