
“Introduction to Human factor Psychology”.

In Section 1 of this course you will cover these topics:
Foundations Of Business Psychology

Perception, Learning, Values, And Ethics

Major Sources Of Individual Differences

Understanding Yourself

Topic : Foundations Of Business Psychology

Topic Objective:

Key Points:

1. Business psychology

Business psychology as described here, business psychology is the application of organized

knowledge about human behavior to improve personal satisfaction and productivity on the

job. Psychology is the study of behavior and mental processes. The field of psychology is

both a science and a profession.

2. Industrial and organizational psychology

Industrial and organizational psychologyis the field of psychology that studies human

behavior in a work environment. Research in this field often focuses on practical problems.

I/opsychology was one of the first fields of applied psychology. Business psychology is a

more personalized approach to industrial and organizational psychology.

3. Clinical and counseling psychology

About one-half of psychologists practice clinical and counseling psychology. In general, they

work with individuals or small groups to help people overcome personal problems and cope

better with stress. A growing number of clinical psychologists work with other mental health

professionals in clinics that specialize in treating workers whose personal problems adversely

affect their job performance. Clinical psychology is often confused with psychiatry,the

medical specialty that treats mental illness. Psychoanalysis, used mostly by psychiatrists, is a

long-term method of psychotherapy that attempts to change personality.
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4. Developmental psychology including child psychology

Developmental psychologists study human mental and physical growth throughout the

lifespan: prenatal period, childhood, adolescences, adulthood, and old age. Child psychology

remains the focus of most developmental psychologists, and is better known because so many

child psychologists offer services to the public. Adolescent psychologists focus on the

teenage years. Life-span psychologists specialize in the adult years, and how these people

adjust to key events and stages in life.

5. Experimental psychology

Experimental psychology is concerned with the scientific study of general principles of

behavior. Experimental psychologists developed many of the basic principles of human

behavior. A major contribution of experimental psychology is the development of methods

for conducting experiments about human behavior.

6. Health psychology

Recognition of the key role human behavior plays in preventing and curing disease has

created a demand for health psychologists. Health psychology is the study and practice of

how human behavior can be modified to prevent and treat illness. A challenge to this field is

that it is not easy to get people to change behaviors that may lead to health and safety

problems. As explained by risk homeostasis,people accept what they perceive to be a certain

level of risk to their health, safety, and other things of value in exchange for the benefits they

hope to receive.

7. Schools of thought in psychology

Another way of understanding psychology is to review its major schools of thought, or

theoretical positions.

7.1.Structuralism and functionalism

Modern psychology began in 1879 when wilhelmwundt established a laboratory in

germany to study the structure of the mind (structuralism). Wundt analyzed the conscious

experiences of the senses and reduced them to their basic elements. Structuralism relied
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on looking into one's conscious experience. William james expanded the study of

structuralism to functionalism, a broader attempt to understand the functions of the mind.

7.2.Behaviorism

To overcome the subjective nature of structuralism and functionalism, john b. Watson

proposed behaviorism,a school of thought urging psychologists to study overt behavior

rather than mental states or other unobservable aspects of living things. The next

prominent leader of behaviorism was the experimental psychologist, b. F. Skinner. He

contended that environmental forces shape behavior. Behavior modification is the most

widespread application of modern-day behaviorism, and is based on the law of effect.

According to this law, rewarded behavior tends to be repeated, whereas behavior that is

ignored or punished tends not to be repeated.

7.3.Psychoanalysis

Psychoanalysis is the school of thought founded by sigmund freud and carl jung

contending that people are constantly torn between internal unconscious forces and

external social forces. According to psychoanalytic theory, the personality consists of

three major forces interacting with each other: the id, ego, and superego. (personality is

the individual's characteristics way of behaving, feeling, and thinking.) Despite its many

critics, the psychoanalytic school has had a major impact on understanding human

behavior, particularly in regard to analyzing mental health problems.

7.4.Cognitive psychology

Cognitive psychology is the study of mental processes such as thinking, feeling, learning,

remembering, making decisions, and judgments. Cognitive psychology has been referred

to as the cognitive revolution. By studying both observable behavior as well as inner

thought processes, this field offers a well-rounded picture of people.

7.5.Humanistic and positive psychology

An important influence on the development of cognitive psychology emphasizes feelings

and yearnings, and the positive side of people. Humanistic psychology emphasizes the

dignity and worth of people, along with many other positive but intangible or "soft"
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attributes. Positive psychology refers to about the same field of study as humanistic

psychology, and focuses on what is right with people. Positive psychology emphasizes

both self-help and responsibility for the welfare of others.

8. Philosophy of industrial humanism

The philosophy of industrial humanism arose as a byproduct of the hawthornestudies. One of

its key tenets is that work should lead to personal satisfaction for employees. Another major

point is that emotional factors can be a more important contributor to productivity than

physical or logical factors.

9. Theory x and theory y of douglas mcgregor

Theory x and theory y is a cornerstone of the human relations movement. Mcgregorwanted

managers to challenge their assumptions about the nature of people. He believed that too

many managers assumed that people were lazy and indifferent toward work (theory x). He

urged managers to be open to the possibility that under the right circumstances people are

eager to perform well (theory y). If you are a theory y manager, you size up your group

members to understand their attitudes toward work.

10. Business psychology and the scientific method

Many of the findings of business psychology are based on investigations using the scientific

method. The most rigorous investigations use the experimental method, such as conducting a

field experiment--an attempt to apply experimental methods to real-life situations. In an

experiment, productivity or some other outcome is referred to as the dependent variable,

because it is measured by to see how it is changed by manipulation of the major variable

under study. The treatment is referred to as the independent variable, or the variable that is

manipulated to test its effects on the dependent variable.

11. Business psychology and common sense

Common sense is not a fully adequate substitute for formal knowledge about business

psychology for several reasons. Common sense(natural wisdom not requiring formal

knowledge) were widely held, there would be fewer people problems on the job. Given that
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few. People have well-developed common sense, business psychology can make a

contribution to resolving problems involving people.

12. Business psychology sharpens and refines common sense

People with adequate common sense often benefit more from a study of business psychology

than do people who do not yet possess a well-developed degree of common sense. They tend

to build on strengths, which in general has a bigger payoff than overcoming weaknesses.

Topic : Perception, Learning, Values, And Ethics

Topic Objective:

Ethics: Ethics is the major branch of philosophy that encompasses proper conduct and good

living. It is significantly broader than the common conception of ethics as the analyzing of

right and wrong. A central aspect of ethics is "the good life", the life worth living or that is

simply satisfying, which is held by many philosophers to be more important than moral

conduct.

Values: A personal and cultural value is a relative ethic value, an assumption upon which

implementation can be extrapolated. A value system is a set of consistent values and

measures. A principle value is a foundation upon which other values and measures of

integrity are based. Values are considered subjective, vary across people and cultures and are

in many ways aligned with belief and belief systems. Types of values include ethical/moral

values, doctrinal/ideological (political, religious) values, social values, and aesthetic values. It

is debated whether some values are intrinsic.

Key Points:

1. Perception Types

Two types of consciousness are considerable regarding perception, they are phenomenal and

psychological. The difference everybody can demonstrate to himself/herself is by the simple

opening and closing of his/her eyes. Phenomenal consciousness is thought on average to be

predominately absent without sight by example. Through full or rich sensations present in

sight, nothing in comparrisionis present whilst eyes are closed, bar the remaingother senses

and of course having considered sight firstly as the primary human sense. Using this precept

its understood by a vast majority of cases that the logical solutions present through
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phenomenology in human mind/body interfacing within reality, is through simple human

sensation. Plato's Cafe analogy was coined to similarly express these ideas, philosophically or

simply termed as practical Phenomena. At this mark of consideration on strengths in sensory

data the Phenomenality of Perception has become Psychological as critiqued herein. In which

further more there are two basic theories available: Passive Perception (PP) and Active

Perception (PA). The passive perception (conceived by Ren Descartes) is addressed in this

article and could be surmised as the following sequence of events: surrounding → input

(senses) → processing (brain) → output (re-action). Although still supported by mainstream

philosophers, psychologists and neurologists, this theory is nowadays losing momentum. The

theory of active perception has emerged from extensive research of sensory illusions, most

notably the works of Richard L. Gregory. This theory is increasingly gaining experimental

support and could be surmised as dynamic relationship between description (in the brain) ↔

senses ↔ surrounding. All of which holds true to the linear concept of experience. Basic

physical truths such as cause and effect and vagrant patterns imposed upon the percieved

laws of creation simlarly support this dualistic appreciation of Reality/Perception. Please let it

be noted that whilst limited understand of the self exists, essential characterticsallow full and

complete, but partial understanding of Perception through the incompletely understood

human vessel.

2. Perception and Reality

In the case of visual perception, some people can actually see the percept shift in their mind's

eye. Others, who are not picture thinkers, may not necessarily perceive the 'shape-shifting' as

their world changes. The 'esemplastic' nature has been shown by experiment: an ambiguous

image has multiple interpretations on the perceptual level. The question, "Is the glass half

empty or half full?" serves to demonstrate the way an object can be perceived in different

ways. Just as one object can give rise to multiple percepts, so an object may fail to give rise

to any percept at all: if the percept has no grounding in a person's experience, the person may

literally not perceive it.

The processes of perception routinely alter what humans see. When people view something

with a preconceived idea about it, they tend to take those preconceived ideas and see them

whether or not they are there. This problem stems from the fact that humans are unable to

understand new information, without the inherent bias of their previous knowledge. The

extent of a persons knowledge creates their reality as much as the truth, because the human
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mind can only contemplate that which it has been exposed to. When objects are viewed

without understanding, the mind will try to reach for something that it already recognizes, in

order to process what it is viewing. That which most closely relates to the unfamiliar from

our past experiences, makes up what we see when we look at things that we dont

comprehend.

This confusing ambiguity of perception is exploited in human technologies such as

camouflage, and also in biological mimicry, for example by Peacock butterflies, whose wings

bear eye markings that birds respond to as though they were the eyes of a dangerous predator.

Perceptual ambiguity is not restricted to vision. For example, recent touch perception

research Robles-De-La-Torre& Hayward 2001 found that kinesthesia based hapticperception

strongly relies on the forces experienced during touch.

Cognitive theories of perception assume there is a poverty of stimulus. This (with reference

to perception) is the claim that sensation are, by themselves, unable to provide a unique

description of the world. Sensations require 'enriching', which is the role of the mental model.

A different type of theory is the perceptual ecology approach of James J. Gibson. Gibson

rejected the assumption of a poverty of stimulus by rejecting the notion that perception is

based in sensations. Instead, he investigated what information is actually presented to the

perceptual systems. He and the psychologists who work within this paradigm detailed how

the world could be specified to a mobile, exploring organism via the lawful projection of

information about the world into energy arrays. Specification is a 1:1 mapping of some aspect

of the world into a perceptual array; given such a mapping, no enrichment is required and

perception is direct perception.

The brain, with which you perceive the world, is made up of neurons buzzing at 50 cycles a

second, while the world as it exists in reality, is made up of electro-magnetic radiation

oscillating at 500 trillion cycles a second. This means that the human brain cannot nearly

keep up with the realness of reality. To compensate, the brain takes a preconceived idea about

the object, then uses those preconceived ideas to see whether or not they are there. The

problem with attaining an accurate perception of reality stems from the fact that humans are

unable to understand new information, without the inherent bias of their previous knowledge.

The extent of a person's knowledge creates their reality as much as the truth, because the

human mind can only contemplate that which it has been exposed to. When objects are

viewed without understanding, the mind will try to reach for something that it already

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

7
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



recognizes, in order to process what it is viewing. That which most closely relates to the

unfamiliar from our past experiences, makes up what we see when we look at things that we

don't comprehend.

3. Perception-in-action

The ecological understanding of perception go forward from Gibson's early work is

perception-in-action, the notion that perception is a requisite property of animate action;

without perception action would not be guided and without action perception would be

pointless. Animate actions require perceiving and moving together. In a sense, "perception

and movement are two sides of the same coin, the coin is action." One aspect of Gibson's

approach has been questioned however: it is his unargued belief that singular entities, which

he calls 'invariants', already exist in the real and that all that the perception process does is to

home in upon 'them'. A view known as social constructionism (see Ernst von Glasersfeld)

regards the continual adjustment of percept and action to the external input as precisely what

constitutes the 'entity', which is therefore far from being 'invariant'. In human communication,

according to the theory, a running hypothesis that there is an 'invariant', a target to be homed

in upon, is a pragmatic necessity to allow an initial measure of understanding to be

established prior to the updating a statement aims to achieve, but it does not and need not

represent an actuality. It is added that, after all, it is extremely unlikely that what is desired or

feared by an organism will never suffer change -- indeed, radical change -- as time goes on;

the social constructionist theory thus allows for the needful evolutionary adjustment.

A mathematical theory of perception-in-action has been devised and investigated in many

forms of controlled movement by many different species of organism, General Tau Theory.

According to this theory, tauinformation, or time-to-goal information is the fundamental

'percept' in perception.

4. Business ethics

Business ethics is a form of applied ethics that examines ethical principles and moral or

ethical problems that arise in a business environment. In the increasingly conscience-focused

marketplaces of the 21st century, the demand for more ethical business processes and actions

(known as ethicism) is increasing. Simultaneously, pressure is applied on industry to improve
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business ethics through new public initiatives and laws (e.g. higher UK road tax for higher-

emission vehicles).

Business ethics can be both a normative and a descriptive discipline. As a corporate practice

and a career specialization, the field is primarily normative. In academia descriptive

approaches are also taken. The range and quantity of business ethical issues reflects the

degree to which business is perceived to be at odds with non-economic social values.

Historically, interest in business ethics accelerated dramatically during the 1980s and 1990s,

both within major corporations and within academia. For example, today most major

corporate websites lay emphasis on commitment to promoting non-economic social values

under a variety of headings (e.g. ethics codes, social responsibility charters). In some cases,

corporations have redefined their core values in the light of business ethical considerations

(e.g. BP's "beyond petroleum" environmental tilt).

5. Five ethical pressures face managers

The pressures are from customers, employees, creditors, competitors, and owners. Customers

exert pressure on businesses to produce good products and services at the lowest prices

possible. Employees expect fair treatment and a fair wage for the work they perform.

Creditors expect their bills to be paid on time. Competitors pressure a business with new or

improved products and through their prices. Owners or shareholders, and the related

investment industries, expect the maximum return on their money.

6. Forces come together at the time of the ethics gap

Managers, especially top managers, start to look inward, into their companies, and begin to

insulate themselves from customers and, in most cases, the mass of the middle class. Teams

and team members are increasingly rewarded not so much for the contribution they make, but

more for their loyalty to the leader. The age of the share arrives, and with it the philosophy

that a corporation is there to maximize the price of the shares. The baby boom generation

getting closer to retirement was an incidental factor; as baby boomers started to put some

money away, they wanted that money to grow. Many invested in the stock market, either

directly or through retirement accounts, and this increased investment led to a desire for

investing advice, including expectations, which led to pressure to meet those expectations.
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Summarizing this and putting it differently, in the 1990s and into this century, there was not

only massive pressure to constantly deliver corporate results that exceeded expectations (due

to the age of the share and the boomers investing large amounts of money), there was also the

means to make a company look like it reached expectations even if it didnt (through pro-

forma-type statements). There were also personal reputations, careers, and fortunes at stake

(the CEOs), a mind set that a large compensation package was a right of being a top manager,

and a team mentality to support whatever the top managers proposed. This caused a situation

where CEOs and top managers felt the need to perform or be replaced, andthey each had

money of their own at stake.

7. Manage and improve business ethics

First, there must be a reason to be ethical, and a definition of ethics must be devised. Second,

there must be communication and training. Third, there are ongoing activities that should be

undertaken, such as conducting ongoing activities like demanding the truth, discovering

where the ethical risks are in the organization, and publicizing examples of ethical (and

unethical) behavior. Fourth, ensuring there is follow-up that prevents people from working

around the ethics policy, holds people accountable for unethical behavior, and asks the type

of questions that can be answered with a simple yes or no when there is a violation.

8. Shared Workspaces Etiquette

With the advent of hoteling, cubicles, and other shared workspaces, people often come into

closer contact than before. Etiquette for shared facilities is concerned with sharing space and

sharing computers. In either case, the privacy of others must be respected if you expect others

to respect yours privacy. Never read from the desks or computer screens of others, and do not

interrupt or disturb others as they work. Keep the shared areas clean; do not monopolize the

use of a shared computer or printer. Do not view, change, or delete other peoples files or their

software or computer settings. If there is a shared coffee pot, clean and refill it when it is

empty, and pay your fair share for supplies, if that is the custom. If there is a shared water

cooler, change the bottle when it is empty, or notify the person responsible for changing it,

and, as with the coffee, pay your fair share. If there is a shared refrigerator, label your items

and remove leftover food before it spoils. In general, treat everyone else the way you would

want your mother treated.
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9. Meeting etiquette

Most meeting etiquette applies to people managing meetings. If you are simply attending a

meeting, proper etiquette calls for you to arrive prepared and on time. If you are late, you

should apologize, but you should not offer an excuse. Excuses delay the meeting even more,

and they are often not believed anyway. If you are running a meeting, you are responsible for

much more.

Before calling a meeting, you are responsible for determining if the meeting is necessary. The

question to be answered is whether or not your objectives can be achieved through a means

otherthan a meeting. If you must call a meeting, it is your responsibility to prepare and

distribute an agenda, giving everyone sufficient advance notice. The agenda needs to include

the date, time, location, and purpose of the meeting. The number of people may vary

according to the purpose of the meeting. Five or six people is often the effective limit for

problem-solving meetings, while 10 people or fewer may attend a problem-identification

meeting. Adequate facilities must be obtained, including sufficient space, lighting, and

ventilation, with minimum noise and interference. The projected length of the meeting should

be included, and every effort should be made to finish on time or early. Break time is

typically required for meetings lasting longer than 90 minutes.

Prior to a meeting you have called, it is proper for you to arrive first. You should arrive early

enough to review the arrangements, ensuring that everything is prepared, that any food or

equipment has arrived, and that all of the equipment is working properly. The more high-

technology equipment is being used for the meeting, the earlier you should arrive, especially

if you are unfamiliar with the equipments operation. You are responsible for starting the

meeting on time, ensuring that everyone participates, taking minutes or arranging for them to

be taken by someone else, keeping the discussion relevant (according to the agenda), and

ending on time. Meetings should take precedence over phone calls, and if some people need

to be present for only part of the meeting, it is acceptable to allow them to present their

material and leave. After the meeting, you are responsible for returning the room to its pre-

meeting condition or ensuring that this is done by others, and for ensuring that the minutes

are typed and distributed to all those in attendance and all those unable to attend.
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10. Personal values

Personal values evolve from situations with the external world and can change over time.

This integrity in the application of values refers to its continuity; persons have integrity if

they apply their values appropriately regardless of arguments or negative reinforcement from

others. Values are applied appropriately when they are applied in the right area. For example,

it would be appropriate to apply religious values in times of happiness as well as in times of

despair.

Personal values developed early in life may be resistant to change. They may be derived from

those of particular groups or systems, such as culture, religion, and political party. However,

personal values are not universal; one's family, nation, generation and historical environment

help determine one's personal values. This is not to say that the value concepts themselves are

not universal, merely that each individual possess a unique conception of them i.e. a personal

knowledge of the appropriate values for their own genes, feelings and experience.

11. Cultural values

The Inglehart-Welzer Cultural Map of the World, created by political scientists Ronald

Inglehartand Christian Welzel based on the World Values Survey.

Groups, societies, or cultures have values that are largely shared by their members. The

values identify those objects, conditions or characteristics that members of the society

consider important; that is, valuable. In the United States, for example, values might include

material comfort, wealth, competition, individualism or religiosity and sex, drugs and rock

and roll. The values of a society can often be identified by noting which people receive honor

or respect. In the US, for example, professional athletes are honored (in the form of monetary

payment) more than college professors, in part because the society respects personal values

such as physical activity, fitness, and competitiveness more than mental activity and

education. This may also be the case because the society takes its education for granted and

repays its teachers with non-tangible honors of relatively equal value with that of the athlete.

Surveys show that voters in the United States would be reluctant to elect an atheist as a

president, suggesting that belief in God is a value.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

12
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



Values are related to the norms of a culture, but they are more general and abstract than

norms. Norms are rules for behavior in specific situations, while values identify what should

be judged as good or evil. Flying the national flag on a holiday is a norm, but it reflects the

value of patriotism. Wearing dark clothing and appearing solemn are normative behaviors at

a funeral. They reflect the values of respect and support of friends and family.

Members take part in a culture even if each member's personal values do not entirely agree

with some of the normative values sanctioned in the culture. This reflects an individual's

ability to synthesize and extract aspects valuable to them from the multiple subcultures they

belong to. If a group member expresses a value that is in serious conflict with the group's

norms, the group's authority may carry out various ways of encouraging conformity or

stigmatizing the non-conforming behavior of its members. For example, imprisonment can

result from conflict with social norms that have been established as law.

Topic : Major Sources Of Individual Differences

Topic Objective:

Individual differences psychology:Individual differences psychology focuses on this second

level of study. It is also sometimes called Differential Psychology because researchers in this

area study the ways in which individual people differ in their behavior.

Key Points:

1. Individual differences psychology

Individual differences psychology focuses on this second level of study. It is also sometimes

called Differential Psychology because researchers in this area study the ways in which

individual people differ in their behavior. This is distinguished from other aspects of

psychology in that although psychology is ostensibly a study of individuals, modern

psychologists often study groups or biological underpinnings of cognition. For example, in

evaluating the effectiveness of a new therapy, the mean performance of the therapy in one

group might be compared to the mean effectiveness of a placebo (or a well-known therapy) in

a second, control group. In this context, differences between individuals in their reaction to

the experimental and control manipulations are actually treated as errors rather than as

interesting phenomena to study. This is because psychological research depends upon
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statistical controls that are only defined upon groups of people. Individual difference

psychologists usually express their interest in individuals while studying groups by seeking

dimensions shared by all individuals but upon which individuals differ.

2. Importance of individual differences

The study of individual differences is essential because important variation between

individuals can be masked by averaging. For example, a researcher is interested in resting

metabolic rate in humans. The researcher gathers a sample of men, women, and children,

measures their metabolic rate and gets a single average. The researcher then tells the whole

population that they should be eating 1,900 calories a day. What's wrong with this study? The

researcher has neglected individual differences in activity level, body size, sex, age, and other

factors that influence metabolic rate. The average reported based on the results is masking

multiple dimensions that should be used to determine daily caloric intake. Therefore, his or

her conclusions are misleading if not outright false. This is an extreme example to make a

point, but it illustrates the problems that can arise by averaging across groups.

3. Personality psychology

Personality psychology is a branch of psychology that studies personality and individual

differences. One emphasis in this area is to construct a coherent picture of a person and his or

her major psychological processes. Another emphasis views personality as the study of

individual differences, in other words, how people differ from each other. A third area of

emphasis examines human nature and how all people are similar to one another. These three

viewpoints merge together in the study of personality.

Personality can be defined as a dynamic and organized set of characteristics possessed by a

person that uniquely influences his or her cognitions, motivations, and behaviors in various

situations. The word "personality" originates from the Latin persona, which means mask.

Significantly, in the theatre of the ancient Latin-speaking world, the mask was not used as a

plot device to disguise the identity of a character, but rather was a convention employed to

represent or typify that character.

The pioneering American psychologist, Gordon Allport described two major ways to study

personality, the nomothetic and the idiographic. Nomothetic psychology seeks general laws
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that can be applied to many different people, such as the principle of self-actualization, or the

trait of extraversion. Idiographic psychology is an attempt to understand the unique aspects of

a particular individual.

The study of personality has a rich and varied history in psychology, with an abundance of

theoretical traditions. The major theories include dispositional (trait) perspective,

psychodynamic, humanistic, biological, behaviorist and social learning perspective. There is

no consensus on the definition of "personality" in psychology. Most researchers and

psychologists do not explicitly identify themselves with a certain perspective and often taken

an eclectic approach. Some research is empirically driven such as the "Big 5" personality

model whereas other research emphasizes theory development such as psychodynamics.

There is also a substantial emphasis on the applied field of personality testing.

4. Implications of individual differences on the job

Individual differences exist and organizations must pay attention to these differences to stay

competitive. People differ in such ways as (1) productivity,

(2) Ability and talent, (3) propensity for achieving high-quality work, (4) interest in being

empowered and involved, (5) the style of leadership they prefer and need, (6) need for

contact with others, and (7) commitment and loyalty to the firm.

5. Mental ability and intelligence

Mental ability, or intelligence, is one of the major differences among people that affectsjob

performance. According to a current definition, intelligence comprises the mental abilities

necessary for adapting to, and modifying, one's environment. Another current emphasis is

that people have different kinds of intelligence.

6. Components of traditional intelligence

Traditional intelligence consists of a g (general) factor along with s (special) factors that

contribute to problem solving. Scores on tests of almost any type are influenced by the g

factor. Seven s factors that contribute to overall mental ability are as follows (and defined in

table 3-1): verbal comprehension, word fluency, numerical, spatial, memory, perceptual

speed, and inductive reasoning. Worldwide test scores measuring mental ability have
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increased more than 15 points in the last 50 years. Better nutrition and improved childrearing

could be contributing factors.

7. Triarchic theory of intelligence

To overcome the limited idea that intelligence involves mostly the ability to solve abstract

problems, the triarchic theory of intelligence has been proposed. One subtype is analytical:the

traditional type of intelligence needed for solving difficult problems and abstract reasoning.

The second subtype is creative, the type of intelligence required for imagination. The third

type is practical: the type of intelligence required for adaptation to your environment and to

suit your needs. The ability to solve practical problems is maintained or even increased

through late adulthood.

8. Multiple intelligences

According to the theory of multiple intelligences, people know and understand the world in

distinctly different ways. Individuals possess eight different intelligences or faculties, listed

next, in varying degrees: linguistic, logical-mathematical, musical, spatial, bodily/kinesthetic,

intrapersonal (self-knowledge), interpersonal, and naturalist (focus on external environment).

9. Emotional intelligence

Brain research has combined personality factors with practical intelligence, indicating that

how effectively people use their emotions has a major impact on their success. Emotional

intelligence refers to qualities such as understanding one's own feelings, empathy for others,

and the regulation of emotion to enhance living. Five key factors included in emotional

intelligence are as follows: (1) sell-awareness, (2) management of feelings, (3) motivation to

overcome setbacks, (4) empathy, and (5) social skill. Emotional intelligence underscores the

importance of being practical minded and having effective interpersonal skills to succeed in

the workplace. Both cognitive and personality factors are required for success!

10. Heredity versus environment in determining intelligence

An intense political and scientific debate has been whether traditional intelligence is

attributable mostly to genetic (nature) or environment (nurture). Conservatives favor genetics,

whereas liberals favor the environment. Monozygotic twins reared together or apart have
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similar intelligence test scores. When dizgotic twins are reared together or apart they differ

more in intelligence than do monozygotic twins. Yet when either type of twins live together,

they are closer in intelligence than twins reared apart. Based on hundreds of studies, it

appears that heredity and environment contribute about equally to intelligence.

10.1. Enhancing your ability to learn

People can make better use of their mental ability by making good use of learning

principles, sharpening their memory, and understanding their learning styles.

10.2. Principles of learning

Principles of learning to enhance mental ability include: (1) concentrate, (2) use

motivated interest, (3) use selectivity, (4) intend to remember, (5) practice and rehearse

the new material, (6) use meaningful organization, (7) acquire the right background, (8)

reflect on what you have learned, and (9) get feedback on your progress.

10.3. Keeping your memory sharp

People suffer short-term memory problems from aging brain cells and from multi-tasking.

The decrease in memory efficiency typically begins in the mid 40s and early 50s, with the

shrinking of the hippocampus being a contributor. The memory-loss process is complex,

yet the following steps to combat memory loss are research-based: (1) use it or lose it, (2)

be well organized, (3) get physical exercise regularly, (4) practice memory improvement

techniques, and (5) take food supplements associated with memory preservation.

Antioxidants andginko biloba are popular food supplements for the brain.

11. Learning styles

A learning style means that people learn the best in different ways. Some people learn best by

passive learning, or studying, while others learn best from doing. Some people learn best

working alone, while others learn best cooperatively (working within a group). Another

aspect of learning is an individual's cognitive style, or the characteristic mode of functioning

people show in their perceptual and intellectual activities. Most style categorizations center

around reflectivity-impulsivity,or the tempo a person uses in approaching a problem.

Reflective people absorb information carefully and deliberately.
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12. Skills and job performance

Mental ability can be considered a general skill. Many other factors in addition to mental

ability are required for job performance. Skills are also the basis for a career, and the current

job market emphasizes specific skills. Figure 3-1 presents a useful categorization of job

skills.

13. Five-factor model of personality

Extensive research indicates that the basic structure of the human personality is represented

by five broad factors, or groups of related traits. The five factors are neuroticism,

extraversion, openness, agreeableness, and conscientiousness. The five-factor structure of the

americanpersonality (a.k.a.) The big five) was also found to hold true in five other countries,

suggesting that personality structure is universal. All five factors are related to job

performance, with the most evidence being found for conscientiousness. Yet being overly

conscientious might interfere with innovative thinking because of a desire to follow rules.

Despite the importance of the five-factor model, for most high-level jobs, specific training,

education, and skills are essential for success. Other key personality traits personality traits in

addition to the five factors also influence job performance.

 Self-monitoring of behavior. This trait refers to observing and controlling how well we

appear to others. High self-monitors are pragmatic, and even chameleon-like actors in social

groups.

 Locus of control. People with an internal locus of control are those who believe that fate is

pretty much under their control. People with an external locus of control believe that external

forces control their fate.

 Honesty and dishonesty. Employee dishonesty is such a problem that many companies use

honesty testing. Polygraphs for most purposes are now illegal, but paper-and-pencil honesty

tests are still allowable. Honesty is related to conscientiousness.

 Risk taking and thrill seeking. Some people crave constant excitement on the job and are

willing to risk their lives to achieve thrills. Thrill seeking can be used for constructive or

destructive purposes, with many thrill seekers being creative. In general entrepreneurs score

higher on tests of risk taking than do managers within corporations.

 Culturally-based individual differences. Cultural differences can act as a source of individual

differences. The general principle for handling cultural differences is to be sensitive to their
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existence. An individual's attitude toward authority is often shaped by his or her culture, such

as asiaticindians being respectful toward authority.

Topic : Understanding Yourself

Topic Objective:

Key Points:

1. Human relations

If one brings a small collection of strangers together in a restricted space and environment,

provide a common goal, and maybe a few ground rules, a highly probable course of events

will follow. Interaction between individuals is the basic requirement. At first, individuals will

differentially interact in sets of twos or threes while seeking to interact with those with whom

they share something in common: i.e., interests, skills, and cultural background.

Relationships will develop some stability in these small sets, in that individuals may

temporarily change from one set to another, but will return to the same pairs or trios rather

consistently and resist change. Particular twosomes and threesomes will stake out their

special spots within the overall space.

Again depending on the common goal, eventually there will be integration of twosomes and

threesomes into larger sets of six or eight, and corresponding revisions of territory,

dominance ranking, and further differentiation of roles. All of this seldom takes place without

some conflict or disagreement: for example, fighting over the distribution of resources, the

choices of means and different subgoals, the development of what are appropriate norms,

rewards and punishments. Some of these conflicts will be territorial in nature: i.e., jealousy

over roles, or locations, or favored relationships. But most will be involved with struggles for

status, ranging from mild protests to serious verbal conflicts and even dangerous violence.

By analogy to animal behavior, these behaviors can be termed territorial behaviors and

dominance behaviors. Depending on the pressure of the common goal and on the various

skills of individuals, differentiations of leadership, dominance, or authority will develop.

Once these relationships solidify, with their defined roles, norms, and sanctions, a productive

group will have been established.
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Aggression is the mark of unsettled dominance order. Productive group cooperation requires

that both dominance order and territorial arrangements (identity, self concept) be settled with

respect to the common goal and with respect to the particular group. Often some individuals

will withdraw from interaction or be excluded from the developing group. Depending on the

number of individuals in the original collection of strangers, and the number of hangers-on

that are tolerated, one or more competing groups of ten or less may be formed, and the

competition for territory and dominance will then also be

2. Interpersonal Relationship

An interpersonal relationship is a relatively long-term association between two or more

people. This association may be based on emotions like love and liking, regular business

interactions, or some other type of social commitment. Interpersonal relationships take place

in a great variety of contexts, such as family, friends, marriage, acquaintances, work, clubs,

neighborhoods, and churches. They may be regulated by law, custom, or mutual agreement,

and are the basis of social groups and society as a whole. Although humans are

fundamentally social creatures, interpersonal relationships are not always healthy. Examples

of unhealthy relationships include abusive relationships and codependence.

A relationship is normally viewed as a connection between two individuals, such as a

romantic or intimate relationship, or a parent-child relationship. Individuals can also have

relationships with groups of people, such as the relation between a pastor and his

congregation, an uncle and a family, or a mayor and a town. Finally, groups or even nations

may have relations with each other, though this is a much broader domain than that covered

under the topic of interpersonal relationships. See such articles as international relations for

more information on associations between groups. Most scholarly work on relationships

focuses on romantic partners in pairs or dyads. These intimate relationships are, however,

only a small subset of interpersonal relationships.

All relationships involve some level of interdependence. People in a relationship tend to

influence each other, share their thoughts and feelings, and engage in activities together.

Because of this interdependence, anything that changes or impacts one member of the

relationship will have some level of impact on the other member. The study of interpersonal

relationships involves several branches of social science, including such disciplines as

sociology, psychology, anthropology, and social work.
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3. Varieties

Interpersonal relationships include kinship and family relations in which people become

associated by genetics or consanguinity. These include such roles as father, mother, son, or

daughter. Relationships can also be established by marriage, such as husband, wife, father-in-

law, mother-in-law, uncle by marriage, or aunt by marriage. They may be formal long-term

relationships recognized by law and formalized through public ceremony, such as marriage or

civil union. They may also be informal long-term relationships such as loving relationships or

romantic relationships with or without living together. In these cases the "other person" is

often called lover, boyfriend, or girlfriend, as distinct from just a male or female friend, or

"significant other". If the partners live together, the relationship may resemble marriage, with

the parties possibly even called husband and wife. Scottish common law can regard such

couples as actual marriages after a period of time. Long-term relationships in other countries

can become known as common-law marriages, although they may have no special status in

law. The term mistress may refer in a somewhat old-fashioned way to a female lover of an

already married or unmarried man. A mistress may have the status of an "official mistress"

(in French matresse entitre); as exemplified by the career of Madame de Pompadour.

Friendships consist of mutual liking, trust, respect, and often even love and unconditional

acceptance. They usually imply the discovery or establishment of similarities or common

ground between the individuals. Internet friendships and pen-pals may take place at a

considerable physical distance. Brotherhood and sisterhood can refer to individuals united in

a common cause or having a common interest, which may involve formal membership in a

club, organization, association, society, lodge, fraternity, or sorority. This type of

interpersonal relationship relates to the comradeship of fellow soldiers in peace or war.

Partners or co-workers in a profession, business, or common workplace also have a long term

interpersonal relationship.

Soulmatesare individuals intimately drawn to one another through a favorable meeting of

minds and who find mutual acceptance and understanding with one another. Soulmates may

feel themselves bonded together for a lifetime and hence may become sexual partners, but not

necessarily. Casual relationships are sexual relationships extending beyond one-night stands

that exclusively consist of sexual behavior. One can label the participants as "friends with

benefits" or as friends "hooking up" when limited to sexual intercourse, or regard them as
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sexual partners in a wider sense. Platonic love is an affectionate relationship into which the

sexual element does not enter, especially in cases where one might easily assume otherwise.

4. Theories

Psychologists have suggested that all humans have a motivational drive to form and maintain

caring interpersonal relationships. According to this view, people need both stable

relationships and satisfying interactions with the people in those relationships. If either of

these two ingredients is missing, people will begin to feel anxious, lonely, depressed, and

unhappy.

According to attachment theory, relationships can be viewed in terms of attachment styles

that develop during early childhood. These patterns are believed to influence interactions

throughout adulthood by shaping the roles people adopt in relationships. For example, one

partner may be securely attached while the other is anxious and avoidant. Thus, early

childhood experience (primarily with parents) is believed to have long lasting effects on all

future relationships.

Social exchange theory interprets relationships in terms of exchanged benefits. It predicts that

people regard relationships in terms of rewards obtained from the relationship, as well as

potential rewards from alternate relationships. Equity theory stems from a criticism of social

exchange theory and suggests that people care about more than just maximizing rewards.

They also want fairness and equity in their relationships.

Relational dialectics regards relationships not as static entities, but as continuing processes,

forever changing. This approach sees constant tension in the negotiation of three main issues:

autonomy vs. connection, novelty vs. predictability, and openness vs. closedness.

5. Development

Interpersonal relationships are dynamic systems that change continuously during their

existence. Like living organisms, relationships have a beginning, a lifespan, and an end. They

tend to grow and improve gradually, as people get to know each other and become closer

emotionally, or they gradually deteriorate as people drift apart and form new relationships

with others. One of the most influential models of relationship development was proposed by

psychologist, George Levinger. This model was formulated to describe heterosexual, adult
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romantic relationships, but it has been applied to other kinds of interpersonal relations as

well. According to the model, the natural development of a relationship follows five stages:

 Acquaintance - Becoming acquainted depends on previous relationships, physical proximity,

first impressions, and a variety of other factors. If two people begin to like each other,

continued interactions may lead to the next stage, but acquaintance can continue indefinitely.

 Buildup - During this stage, people begin to trust and care about each other. The need for

compatibility and such filtering agents as common background and goals will influence

whether or not interaction continues.

 Continuation - This stage follows a mutual commitment to a long term friendship, romantic

relationship, or marriage. It is generally a long, relative stable period. Nevertheless, continued

growth and development will occur during this time. Mutual trust is important for sustaining

the relationship.

 Deterioration - Not all relationships deteriorate, but those that do tend to show signs of

trouble. Boredom, resentment, and dissatisfaction may occur, and individuals may

communicate less and avoid self-disclosure. Loss of trust and betrayals may take place as the

downward spiral continues.

 Termination - The final stage marks the end of the relationship, either by death in the case of

a healthy relationship, or by separation.

Friendships may involve some degree of transitivity. In other words, a person may become a

friend of an existing friend's friend. However, if two people have a sexual relationship with

the same person, they may become competitors rather than friends. Accordingly, sexual

behavior with the sexual partner of a friend may damage the friendship (see love triangle).

Sexual relations between two friends tend to alter that relationship, either by "taking it to the

next level" or by severing it. Sexual partners may also be classified as friends and the sexual

relationship may either enhance or depreciate the friendship.

In Section 2 of this course you will cover these topics:
Problem Solving And Creativity

Personal Communication Effectiveness

Motivating Others And Yourself

Achieving Wellness And Managing Stress
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Topic : Problem Solving And Creativity

Topic Objective:

 Understand nature of creative problem solving

 Understand how to develop and foster creativity

 Understand difference between open vs closed belief systems

 Understand nature of brainstorming

 Refine skills in engaging in controversies and creative problem solving

Definition/Overview:

Creativity: Creativity is a mental and social process involving the generation of new ideas or

concepts, or new associations of the creative mind between existing ideas or concepts,

creativity is fueled by the process of either conscious or unconscious insight. An alternative

conception of creativeness is that it is simply the act of making something new.

Problem solving: Problem solving forms part of thinking. Considered the most complex of

all intellectual functions, problem solving has been defined as higher-order cognitive process

that requires the modulation and control of more routine or fundamental skills. It occurs if an

organism or an artificial intelligence system does not know how to proceed from a given state

to a desired goal state. It is part of the larger problem process that includes problem finding

and problem shaping.

Key Points:

1. Problem solving

Problem solving is of crucial importance in engineering when products or processes fail, so

corrective action can be taken to prevent further failures. Perhaps of more value, problem

solving can be applied to a product or process prior to an actual fail event ie. a potential

problem can be predicted, anlaysed and mitigation applied so the problem never actually

occurs. Techniques like Failure Mode Effects Analysis can be used to proactively reduce the

likelyhood of problems ocurring. Forensic engineering is an important technique of failure

analysis which involves tracing product defects and flaws. Corrective action can then be

taken to prevent further failures.
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2. Creative problem solving

Creative problem solving is the mental process of creating a solution to a problem. It is a

special form of problem solving in which the solution is independently created rather than

learned with assistance. Creative problem solving always involves creativity. However,

creativity often does not involve creative problem solving, especially in fields such as music,

poetry, and art. Creativity requires newness or novelty as a characteristic of what is created,

but creativity does not necessarily imply that what is created has value or is appreciated by

other people.

To qualify as creative problem solving the solution must either have value, clearly solve the

stated problem, or be appreciated by someone for whom the situation improves. The situation

prior to the solution does not need to be labeled as a problem. Alternate labels include a

challenge, an opportunity, an improvable situation, or a situation in which there is room for

improvement.

Solving school-assigned homework problems does not usually involve creative problem

solving because such problems typically have well-known solutions. If a created solution

becomes widely used, the solution becomes an innovation and the word innovation also refers

to the process of creating that innovation. A widespread and long-lived innovation typically

becomes a new tradition. "All innovations [begin] as creative solutions, but not all creative

solutions become innovations." Some innovations also qualify as inventions.

Inventing is a special kind of creative problem solving in which the created solution qualifies

as an invention because it is a useful new object, substance, process, software, or other kind

of marketable entity.

3. Techniques and tools

Many of the techniques and tools for creating an effective solution to a problem are described

in creativity techniques and problem solving.

4. Creative-problem-solving techniques

Creative-problem-solving techniques can be categorized as follows:
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 Creativity techniques designed to shift a person's mental state into one that fosters creativity.

These techniques are described in creativity techniques. One such popular technique is to take

a break and relax or sleep after intensively trying to think of a solution.

 Creativity techniques designed to reframe the problem. For example, reconsidering one's

goals by asking "What am I really trying to accomplish?" can lead to useful insights.

 Creativity techniques designed to increase the quantity of fresh ideas. This approach is based

on the belief that a larger number of ideas increases the chances that one of them has value.

Some of these techniques involve randomly selecting an idea (such as choosing a word from

a list), thinking about similarities with the undesired situation, and hopefully inspiring a

related idea that leads to a solution. Such techniques are described in creativity techniques.

 Creative-problem-solving techniques designed to efficiently lead to a fresh perspective that

causes a solution to become obvious. This category is especially useful for solving especially

challenging problems. Some of these techniques involve identifying independent dimensions

that differentiate (or separate) closely associated concepts.

 Such techniques can overcome the mind's instinctive tendency to use "oversimplified

associative thinking" in which two related concepts are so closely associated that their

differences, and independence from one another, are overlooked.

The following formalized and well-known methods and processes combine various creativity

and creative-problem-solving techniques:

 TRIZ, which is also known as Theory of Inventive Problem Solving (TIPS), was developed

by GenrichAltshuller and his colleagues based on examining more than 200,000 patents. This

method is designed to foster the creation and development of patentable inventions, but is

also useful for creating non-product solutions.

 Mind mapping is a creativity technique that both reframes the situation and fosters creativity.

 Brainstorming is a group activity designed to increase the quantity of fresh ideas. Getting

other people involved can help increase knowledge and understanding of the problem and

help participants reframe the problem. However, brainstorming seldom yields major

innovations.

 Edward de Bono has published numerous books that promote an approach to creative

problem solving and creative thinking called lateral thinking.

 The Creative Problem Solving Process (CPS) is a six-step method developed by Alex Osborn

and Sid Parnes that alternates convergent and divergent thinking phases.
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A frequent approach to teaching creative problem solving is to teach critical thinking in

addition to creative thinking, but the effectiveness of this approach is not proven. As an

alternative to separating critical and creative thinking, some creative-problem-solving

techniques focus on either reducing an idea's disadvantages or extracting a flawed idea's

significant advantages and incorporating those advantages into a different idea. Creative-

problem-solving tools typically consist of software or manipulatableobjects (such as cards)

that facilitate specific creative-problem-solving techniques.

Topic : Personal Communication Effectiveness

Topic Objective:

 Diagram and explain the basic communication model

 List and explain the five message channels

 List the three components of a message and the contribution each makes to the total message

 Describe the role words play in communicating

 Define and give examples of nonverbal communications

 Describe the six functions of nonverbal communications

 Describe, give examples of, and explain the role of the eight types of nonverbal symbols

 Differentiate between formal and informal communications

 Define and explain the role of upward, downward, and horizontal communications, spoken

and written communications, and electronic communications

 Describe and differentiate between male and female communications

Definition/Overview:

Communication: Communication is defined as a two-way process in which there is an

exchange and progression of thoughts, feelings or ideas towards a mutually accepted goal or

direction. Communication as an academic discipline relates to all the ways we communicate,

so it embraces a large body of study and knowledge.
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This topic contains

Key Points:

1. Communication

Communication is the process whereby information is imparted by a sender to a receiver via

a medium. Communication requires that all parties have an area of communicative

commonality. There are auditory means, such as speaking, singing and sometimes tone of

voice, and nonverbal, physical means, such as body language, sign language, paralanguage,

touch, eye contact, by using writing. Communication is defined as a process by which we

assign and convey meaning in an attempt to create shared understanding. This process

requires a vast repertoire of skills in intrapersonal and interpersonal processing, listening,

observing, speaking, questioning, analyzing, and evaluating. If you use these processes it is

developmental and transfers to all areas of life: home, school, community, work, and beyond.

It is through communication that collaboration and cooperation occur.

Communication is the articulation of sending a message through different media, whether it

beverbal or nonverbal, so long as a being transmits a thought provoking idea, gesture, action,

etc. Communication is a learned skill. Most babies are born with the physical ability to make

sounds, but must learn to speak and communicate effectively. Speaking, listening, and our

ability to understand verbal and nonverbal meanings are skills we develop in various ways.

We learn basic communication skills by observing other people and modeling our behaviors

based on what we see. We also are taught some communication skills directly through

education, and by practicing those skills and having them evaluated.

Communication as an academic discipline relates to all the ways we communicate, so it

embraces a large body of study and knowledge. The communication discipline includes both

verbal and nonverbal messages. A body of scholarship all about communication is presented

and explained in textbooks, electronic publications, and academic journals. In the journals,

researchers report the results of studies that are the basis for an ever-expanding understanding

of how we all communicate. Communication happens at many levels (even for one single

action), in many different ways, and for most beings, as well as certain machines. Several, if

not all, fields of study dedicate a portion of attention to communication, so when speaking

about communication it is very important to be sure about what aspects of communication
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one is speaking about. Definitions of communication range widely, some recognizing that

animals can communicate with each other as well as human beings, and some are more

narrow, only including human beings within the parameters of human symbolic interaction.

Nonetheless, communication is usually described along a few major dimensions: Content

(what type of things are communicated), source, emisor, sender or encoder (by whom), form

(in which form), channel (through which medium), destination, receiver, target or decoder (to

whom), and the purpose or pragmatic aspect. Between parties, communication includes acts

that confer knowledge and experiences, give advice and commands, and ask questions. These

acts may take many forms, in one of the various manners of communication. The form

depends on the abilities of the group communicating. Together, communication content and

form make messages that are sent towards a destination. The target can be oneself, another

person or being, another entity (such as a corporation or group of beings).

2. Communication Theory

There is much discussion in the academic world of communication as to what actually

constitutes communication. Currently, many definitions of communication are used in order

to conceptualize the processes by which people navigate and assign meaning.

Communication is also understood as the exchanging of understanding. Additionally the

biocommunication theory investigates communicative processes within and among non-

humans such as bacteria, animals, fungi and plants. We might say that communication

consists of transmitting information from one person to another. In fact, many scholars of

communication take this as a working definition, and use Lasswell's maxim, "who says what

to whom in what channel with what effect," as a means of circumscribing the field of

communication theory.

People in their daily lives rely on (untested) explanations of reality lay theories. Theories that

scholars use are tested for their truthfulness with rigorous investigation. A concept is some

characteristic or quality shared by the elements in some category. Propositions refer to

statements of relationship between concepts. These can be related to time order (temporal), to

co-occurrence (correlational), or to cause-and-effect relationships.
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3. Types of communication

There are three major parts in any communication which are body language, voice tonality,

and words. Although the exact percentage of influence may differ from variables such as the

listener and the speaker, communication as a whole strives for the same goal and thus, in

some cases, can be universal. System of signals, such as voice sounds, intonations or pitch,

gestures or written symbols which communicate thoughts or feelings. If a language is about

communicating with signals, voice, sounds, gestures, or written symbols, can animal

communications be considered as a language? Animals do not have a written form of a

language, but use a language to communicate with each another. In that sense, an animal

communication can be considered as a separate language.

Human spoken and written languages can be described as a system of symbols (sometimes

known as lexemes) and the grammars (rules) by which the symbols are manipulated. The

word "language" is also used to refer to common properties of languages. Language learning

is normal in human childhood. Most human languages use patterns of sound or gesture for

symbols which enable communication with others around them. There are thousands of

human languages, and these seem to share certain properties, even though many shared

properties have exceptions.

There is no defined line between a language and a dialect, but the linguist Max Weinreich is

credited as saying that "a language is a dialect with an army and a navy". Constructed

languages such as Esperanto, programming languages, and various mathematical formalisms

are not necessarily restricted to the properties shared by human languages.

3.1.Dialogue or verbal communication

A dialogue is a reciprocal conversation between two or more entities. The etymological

origins of the word (in Greek διά(di,through) + λόγος(logos,word,speech) concepts like

flowing-through meaning) do not necessarily convey the way in which people have come

to use the word, with some confusion between the prefix διά-(di-,through) and the prefix

δι-(di-, two) leading to the assumption that a dialogue is necessarily between only two

parties.
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3.2.Nonverbal communication

Nonverbal communication is the process of communicating through sending and

receiving wordless messages. Such messages can be communicated through gesture, body

language or posture; facial expression and eye contact, object communication such as

clothing, hairstyles or even architecture, or symbols and infographics, as well as through

an aggregate of the above, such as behavioral communication.

Speech may also contain nonverbal elements known as paralanguage, including voice

quality, emotion and speaking style, as well as prosodic features such as rhythm,

intonation and stress. Likewise, written texts have nonverbal elements such as

handwriting style, spatial arrangement of words, or the use of emoticons.A portmanteau

of the English words emotion (or emote) and icon, an emoticon is a symbol or

combination of symbols used to convey emotional content in written or message form.

3.3.Visual communication

Visual communication as the name suggests is communication through visual aid. It is the

conveyance of ideas and information in forms that can be read or looked upon. Primarily

associated with two dimensional images, it includes: signs, typography, drawing, graphic

design, illustration, colour and electronic resources. It solely relies on vision. It is form of

communication with visual effect. It explores the idea that a visual message with text has

a greater power to inform, educate or persuade a person. It is communication by

presenting information through Visual form.

The evaluation of a good visual design is based on measuring comprehension by the

audience, not on aesthetic or artistic preference. There are no universally agreed-upon

principles of beauty and ugliness. There exists a variety of ways to present information

visually, like gestures, body languages, video and TV. Here, focus is on the presentation

of text, pictures, diagrams, photos, et cetera, integrated on a computer display. The term

visual presentation is used to refer to the actual presentation of information. Recent

research in the field has focused on web design and graphically oriented usability.

Graphic designers use methods of visual communication in their professional practice.
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4. Communication modelling

Communication is usually described along a few major dimensions: Content (what type of

things are communicated), source, emisor, sender or encoder (by whom), form (in which

form), channel (through which medium), destination, receiver, target or decoder (to whom),

and the purpose or pragmatic aspect. Between parties, communication includes acts that

confer knowledge and experiences, give advice and commands, and ask questions. These acts

may take many forms, in one of the various manners of communication. The form depends

on the abilities of the group communicating. Together, communication content and form

make messages that are sent towards a destination. The target can be oneself, another person

or being, another entity (such as a corporation or group of beings). Communication can be

seen as processes of information transmission governed by three levels of semiotic rules:

 Syntactic (formal properties of signs and symbols),

 Pragmatic (concerned with the relations between signs/expressions and their users) and

 Semantic (study of relationships between signs and symbols and what they represent).

Therefore, communication is social interaction where at least two interacting agents share a

common set of signs and a common set of semiotic rules. This commonly held rules in some

sense ignores autocommunication, including intrapersonal communication via diaries or self-

talk, both secondary phenomena that followed the primary acquisition of communicative

competences within social interactions.

In a simple model, information or content (e.g. a message in natural language) is sent in some

form (as spoken language) from an emisor/ sender/ encoder to a destination/ receiver/

decoder. In a slightly more complex form a sender and a receiver are linked reciprocally. A

particular instance of communication is called a speech act. In the presence of

"communication noise" on the transmission channel (air, in this case), reception and decoding

of content may be faulty, and thus the speech act may not achieve the desired effect. One

problem with this encode-transmit-receive-decode model is that the processes of encoding

and decoding imply that the sender and receiver each possess something that functions as a

code book, and that these two code books are, at the very least, similar if not identical.

Although something like code books is implied by the model, they are nowhere represented

in the model, which creates many conceptual difficulties.
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5. Theories of coregulation

Theories ofcoregulation describe communication as a creative and dynamic continuous

process, rather than a discrete exchange of information. Canadian media scholar Harold Innis

had the theory that people use different types of media to communicate and which one they

choose to use will offer different possiblities for the shape and durablility of society . His

famous example of this is using ancient Egypt and looking at the ways they built themselves

out of media with very different properties stone and papyrus. Papyrus is what he called

'Space Binding'. it made possible the trasnsmission of written orders across space, empires

and enables the waging of distant military campaigns and colonial administration. The other

is stone and 'Time Binding', through the construction of temples and the pyramids can sustain

their authority generation to generation, through this media they can change and shape

communication in their society .

Topic : Motivating Others And Yourself

Topic Objective:

Morale: Morale, also known as esprit de corps when discussing the morale of a group, is an

intangible term used for the capacity of people to maintain belief in an institution or a goal, or

even in oneself and others. The second term applies particularly to military personnel and to

members of sports teams, but is also applicable in business and in any other organizational

context, particularly in times of stress or controversy.

Key Points:

1. Motivational Concepts

Motivation is the set of reasons that determines one to engage in a particular behavior.

1.1.Incentive Theory of Motivation

A reward, tangible or intangible, is presented after the occurrence of an action (i.e.

behavior) with the intent to cause the behavior to occur again. This is done by associating

positive meaning to the behavior. Studies show that if the person receives the reward

immediately, the effect would be greater, and decreases as duration lengthens. Repetitive

action-reward combination can cause the action to become habit. Motivation comes from

two things: you, and other people. There is extrinsic motivation, which comes from

others, and intrinsic motivation, which comes from within you.
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Rewards can also be organized as extrinsic or intrinsic. Extrinsic rewards are external to

the person; for example, praise or money. Intrinsic rewards are internal to the person; for

example, satisfaction or a feeling of accomplishment. Some authors distinguish between

two forms of intrinsic motivation: one based on enjoyment, the other on obligation. In this

context, obligation refers to motivation based on what an individual thinks ought to be

done. For instance, a feeling of responsibility for a mission may lead to helping others

beyond what is easily observable, rewarded, or fun.

A reinforcer is different from reward, in that reinforcement is intended to create a

measured increase in the rate of a desirable behavior following the addition of something

to the environment.

2. Intrinsic and extrinsic motivation

2.1.Intrinsic motivation

Intrinsic motivation occurs when people engage in an activity, such as a hobby, without

obvious external incentives. This form of motivation has been studied by social and

educational psychologists since the early 1970s. Research has found that it is usually

associated with high educational achievement and enjoyment by students. Intrinsic

motivation has been explained by Fritz Heider'sattribution theory, Bandura's work on

self-efficacy, and Ryan and Deci's cognitive evaluation theory. Students are likely to be

intrinsically motivated if they:

 Attribute their educational results to internal factors that they can control (e.g. the amount of

effort they put in),

 Believe they can be effective agents in reaching desired goals (i.e. the results are not

determined by luck),

 Are interested in mastering a topic, rather than just rote-learning to achieve good grades.

In knowledge-sharing communities and organizations, people often cite altruistic reasons

for their participation, including contributing to a common good, a moral obligation to the

group, mentorship or 'giving back'. In work environments, money may provide a more

powerful extrinsic factor than the intrinsic motivation provided by an enjoyable

workplace. In terms of sports, intrinsic motivation is the motivation that comes from

inside the performer. That is, the athlete competes for the love of the sport.
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2.2.Extrinsic motivation

Extrinsic motivation comes from outside of the performer. Money is the most obvious

example, but coercion and threat of punishment are also common extrinsic motivations.

In sports, the crowd may cheer the performer on, and this motivates him or her to do well.

Trophies are also extrinsic incentives. Competition is often extrinsic because it

encourages the performer to win and beat others, not to enjoy the intrinsic rewards of the

activity.Social psychological research has indicated that extrinsic rewards can lead to

overjustification and a subsequent reduction in intrinsic motivation.

3. Self-control

The self-control of motivation is increasingly understood as a subset of emotional

intelligence; a person may be highly intelligent according to a more conservative definition

(as measured by many intelligence tests), yet unmotivated to dedicate this intelligence to

certain tasks. Yale School of Management Professor Victor Vroom's "expectancy theory"

provides an account of when people will decide whether to exert self control to pursue a

particular goal.

Drives and desires can be described as a deficiency or need that activates behaviour that is

aimed at a goal or an incentive. These are thought to originate within the individual and may

not require external stimuli to encourage the behaviour. Basic drives could be sparked by

deficiencies such as hunger, which motivates a person to seek food; whereas more subtle

drives might be the desire for praise and approval, which motivates a person to behave in a

manner pleasing to others.

By contrast, the role of extrinsic rewards and stimuli can be seen in the example of training

animals by giving them treats when they perform a trick correctly. The treat motivates the

animals to perform the trick consistently, even later when the treat is removed from the

process.

4. Morale in the workplace

Workplace events play a large part in changing employee morale, such as heavy layoffs, the

cancellation of overtime, cancelling benefits programs, and the lack of union representation.

Other events can also influence workplace morale, such as sick building syndrome, low

wages, and employees being mistreated.
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5. Morale within workplace

Factors influencing morale within the workplace include:

 Job security.

 Management style.

 Staff feeling that their contribution is valued by their employer.

 Realistic opportunities for merit-based promotion.

 The perceived social or economic value of the work being done by the organization as a

whole.

 The perceived status of the work being done by the organization as a whole.

 Team composition.

 The work culture

Topic : Achieving Wellness And Managing Stress

Topic Objective:

The term "stress" was first used by the endocrinologist Hans Selye in the 1930s to identify

physiological responses in laboratory animals. He later broadened and popularized the

concept to include the perceptions and responses of humans trying to adapt to the challenges

of everyday life. In Selye'sterminology, "stress" refers to the reaction of the organism, and

"stressor" to the perceived threat. Stress in certain circumstances may be experienced

positively. Eustress, for example, can be an adaptive response prompting the activation of

internal resources to meet challenges and achieve goals.

The term is commonly used by laypersons in a metaphorical rather than literal or biological

sense, as a catch-all for any perceived difficulties in life. It also became a euphemism, a way

of referring to problems and eliciting sympathy without being explicitly confessional, just

"stressed out".

It covers a huge range of phenomena from mild irritation to the kind of severe problems that

might result in a real breakdown of health. In popular usage almost any event or situation

between these extremes could be described as stressful.

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

36
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



2. Stress Models

2.1.General Adaptation Syndrome

Hans Selye researched the effects of stress on rats and other animals by exposing them to

unpleasant or harmful stimuli. He found that all animals presented a very similar series of

reactions, broken into three stages. In 1936, he described this universal response to the

stressors as the general adaptation syndrome, or GAS.

Alarm is the first stage. When the threat or stressor is identified or realized, the body's

stress response is a state of alarm. During this stage adrenaline will be produced in order

to bring about the fight-or-flight response. There is also some activation of the HPA axis,

producing cortisol.

Resistance is the second stage. If the stressor persists, it becomes necessary to attempt

some means of coping with the stress. Although the body begins to try to adapt to the

strains or demands of the environment, the body cannot keep this up indefinitely, so its

resources are gradually depleted.

Exhaustion is the third and final stage in the GAS model. At this point, all of the body's

resources are eventually depleted and the body is unable to maintain normal function. At

this point the initial autonomic nervous system symptoms may reappear (sweating, raised

heart rate etc.). If stage three is extended, long term damage may result as the capacity of

glands, especially the adrenal gland, and the immune system is exhausted and function is

impaired resulting in decompensation.

The result can manifest itself in obvious illnesses such as ulcers, depression, diabetes,

trouble with the digestive system or even cardiovascular problems, along with other

mental illnesses.

2.2.Selye: eustress and distress

Hans Selye published in 1975 a model dividing stress into eustress and distress. Where

stress enhances function (physical or mental, such as through strength training or

challenging work) it may be considered eustress. Persistent stress that is not resolved

through coping or adaptation, deemed distress, may lead to anxiety or withdrawal

(depression) behavior.
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The difference between experiences which result in eustress or distress is determined by

the disparity between an experience (real or imagined), personal expectations, and

resources to cope with the stress. Alarming experiences, either real or imagined, can

trigger a stress response.

2.3.Lazarus: cognitive appraisal model

Lazarus argued that in order for a psychosocial situation to be stressful, it must be

appraised as such. He argued that cognitive processes of appraisal are central in

determining whether a situation is potentially threatening, constitutes a harm/loss, a

challenge, or is benign.

This primary appraisal is influenced by both person and environmental factors, and

triggers the selection of coping processes. Problem-focused coping is directed at

managing the problem, while emotion-focused coping processes are directed at managing

the negative emotions. Secondary appraisal refers to the evaluation of the resources

available to cope with the problem, and may alter the primary appraisal.

In other words, primary appraisal also includes the perception of how stressful the

problem is; realizing that one has more than or less than adequate resources to deal with

the problem affects the appraisal of stressfulness. Further, coping is flexible in that the

individual generally examines the effectiveness of the coping on the situation; if it is not

having the desired effect, s/he will generally try different strategies.

3. Common sources of Stress

Both negative and positive stressors can lead to stress. Some common categories and

examples of stressors include: sensory input such as pain, bright light, or environmental

issues such as a lack of control over environmental circumstances, such as food, housing,

health, freedom, or mobility.

Social issues can also cause stress, such as struggles with conspecific or difficult individuals

and social defeat, or relationship conflict, deception, or break ups, and major events such as

birth and deaths, marriage, and divorce.
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Life experiences such as poverty, unemployment, depression, obsessive compulsive disorder,

heavy drinking, or insufficient sleep can also cause stress. Students and workers may face

stress from exams, project deadlines, and group projects.

Adverse experiences during development (e.g. prenatal exposure to maternal stress, poor

attachment histories, sexual abuse)are thought to contribute to deficits in the maturity of an

individual's stress response systems. One evaluation of the different stresses in people's lives

is the Holmes and Rahe stress scale.

4. Adaptation

Responses to stress include adaptation, psychological coping such as stress management,

anxiety, and depression. Over the long term, distress can lead to diminished health or illness;

to avoid this, stress must be managed.

Stress management encompasses techniques intended to equip a person with effective coping

mechanisms for dealing with psychological stress, with stress defined as a person's

physiological response to an internal or external stimulus that triggers the fight-or-flight

response. Stress management is effective when a person utilizes strategies to cope with or

alter stressful situations. There are several ways of coping with stress, such as controlling the

source of stress or learning to set limits and to say "No" to some demands that bosses or

family members may make.

5. Stress Management

Stress management is the amelioration of stress, especially chronic stress.

5.1.Models of stress management

5.1.1.Transactional model

Richard Lazarus and Susan Folkman suggested in 1984 that stress can be thought of

as resulting from an imbalance between demands and resources or as occurring when

pressure exceeds one's perceived ability to cope. Stress management was developed

and premised on the idea that stress is not a direct response to a stressor but rather
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one's resources and ability to cope mediate the stress response and are amenable to

change, thus allowing stress to be controllable.

In order to develop an effective stress management programme it is first necessary to

identify the factors that are central to a person controlling his/her stress, and to

identify the intervention methods which effectively target these factors. Lazarus and

Folkman'sinterpretation of stress focuses on the transaction between people and their

external environment (known as the Transactional Model). The model conceptualizes

stress as a result of how a stressor is appraised and how a person appraises his/her

resources to cope with the stressor. The model breaks the stressor-stress link by

proposing that if stressors are perceived as positive or challenging rather than a threat,

and if the stressed person is confident that he/she possesses adequate rather than

deficient coping strategies, stress may not necessarily follow the presence of a

potential stressor. The model proposes that stress can be reduced by helping stressed

people change their perceptions of stressors, providing them with strategies to help

them cope and improving their confidence in their ability to do so.

5.1.2.Health realization/innate health model

The health realization/innate health model of stress is also founded on the idea that

stress does not necessarily follow the presence of a potential stressor. Instead of

focusing on the individual's appraisal of so-called stressors in relation to his or her

own coping skills (as the transactional model does), the health realization model

focuses on the nature of thought, stating that it is ultimately a person's thought

processes that determine the response to potentially stressful external circumstances.

In this model, stress results from appraising oneself and one's circumstances through a

mental filter of insecurity and negativity, whereas a feeling of well-being results from

approaching the world with a "quiet mind," "inner wisdom," and "common sense".

This model proposes that helping stressed individuals understand the nature of

thought--especially providing them with the ability to recognize when they are in the

grip of insecure thinking, disengage from it, and access natural positive feelings--will

reduce their stress.

In Section 3 of this course you will cover these topics:
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Managing Conflict And Anger

Building Workplace Relationships

Coping With A Variety Of Personalities

Topic : Managing Conflict And Anger

Topic Objective:

Conflict Of Interest: A conflict of interest is a situation in which someone in a position of

trust, such as a lawyer,insurance adjuster, a politician, executive or director of a corporation

or a medical research scientist or physician, has competing professional or personal interests.

Such competing interests can make it difficult to fulfill his or herduties impartially. A conflict

of interest exists even if no unethical or improper act results from it. A conflict of interest can

create an appearance of impropriety that can undermine confidence in the person, profession,

or court system. A conflict can be mitigated by third party verification or third party

evaluation noted belowbut it still exists.

Anger: Anger is an emotional state that may range from minor irritation to intense rage. The

physical effects of anger include increased heart rate, blood pressure,andlevels of adrenaline

and noradrenaline.

Key Points:

1. Communication

Communication can be defined as "the transfer of meanings between persons and groups."

The purpose of communication may range from completing a task or mission to creating and

maintaining satisfying relationships. "Transfer of meanings" implies more than the simple

process of "packaging" an idea as conceived by a sender and transporting it to the mind of a

receiver, where it is "unpackaged." It implies the creation of meaning in the mind of a sender

followed by a re-creation of the same meaning in the mind of a receiver. If something occurs

along the way to change the sender's original meaning, the communication has failed in its

intent. The survival of an organization depends on individuals and groups who are able to

maintain among themselves effective and continuing relationships. Practicing ethical
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leadership will benefit relationships between organizational members. One component of

practicing effective communication is fairness. In order to maintain fairness an organization

must avoid discrimination based on gender, race, religion etc... One theory related to

discrimination and prevention of workers advancing in their organization is called the Glass

ceiling. Communications training will assist in developing and maintaining relations in an

organization.

Communication may be considered a functional part of an organizational system, and it may

be considered in an interpersonal context. The structure of an organization is determined in

part by the network of channels or paths along which information must flow between

members or sub-units.

2. Early organizational communication

Some of the main assumptions underlying much of the early organizational communication

research were:

 Humans act rationally. Sane people behave in rational ways, they generally have access to all

of the information needed to make rational decisions they could articulate, and therefore will

make rational decisions, unless there is some breakdown in the communication process.

 Formal logic and empirically verifiable data ought to be the foundation upon which any

theory should rest. All we really need to understand communication in organizations is (a)

observable and replicable behaviors that can be transformed into variables by some form of

measurement, and (b) formally replicable syllogisms that can extend theory from observed

data to other groups and settings

 Communication is primarily a mechanical process, in which a message is constructed and

encoded by a sender, transmitted through some channel, then received and decoded by a

receiver. Distortion, represented as any differences between the original and the received

messages, can and ought to be identified and reduced or eliminated.

 Organizations are mechanical things, in which the parts (including employees functioning in

defined roles) are interchangeable. What works in one organization will work in another

similar organization. Individual differences can be minimized or even eliminated with careful

management techniques.

 Organizations function as a container within which communication takes place. Any

differences in form or function of communication between that occurring in an organization
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and in another setting can be identified and studied as factors affecting the communicative

activity.

3. Listening

When interacting, people often are not listening attentively to one another. They may be

distracted, thinking about other things, or thinking about what they are going to say next, (the

latter case is particularly true in conflict situations or disagreements).

Active listening is a structured way of listening and responding to others. It focuses attention

on the speaker. Suspending ones own frame of reference and suspending judgment are

important in order to fully attend to the speaker.

It is important to observe the other person's behavior and body language. Having heard, the

listener may then paraphrase the speakers words. It is important to note that the listener is not

necessarily agreeing with the speakersimply stating what was said. In emotionally charged

communications, the listener may listen for feelings. Thus, rather than merely repeating what

the speaker has said, the active listener might describe the underlying emotion (you seem to

feel angry or you seem to feel frustrated, is that because?).

Individuals in conflict often contradict one another. This has the effect of denying the validity

of the other persons position. Either party may react defensively, or they may lash out or

withdraw. On the other hand, if one finds that the other party understands, an atmosphere of

cooperation can be created. This increases the possibility of collaborating and resolving the

conflict.

In the book Leader Effectiveness Training, Thomas Gordon states "Active listening is

certainly not complex. Listeners need only restate, in their own language, their impression of

the expression of the sender. ... Still, learning to do Active Listening well is a rather difficult

task..."

Active listening is used in a wide variety of situations, including tutoring, medical workers

talking to patients, HIV counseling, helping suicidal persons, management, counseling and

journalistic settings. In groups it may aid in reaching consensus. It may also be used in casual

conversation to build understanding, though this can be interpreted as condescending.
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The benefits of active listening include getting people to open up, avoiding

misunderstandings, resolving conflict and building trust. In a medical context, benefits may

include increased patient satisfaction, improving cross-cultural communication, improved

outcomes, or decreased litigation.

4. Barriers to Active Listening

All elements of communication, including listening, may be affected by a barrier(s) that can

impede the flow of conversation between individuals. Some of these barriers include

distractions, trigger words, vocabulary, and limited attention span to name a few.

5. Conflict management

Conflict management refers to the long-term management of intractable conflicts. It is the

label for the variety of ways by which people handle grievances standing up for what they

consider to be right and against what they consider to be wrong. Those ways include such

diverse phenomena as gossip, ridicule, lynching, terrorism, warfare, feuding, genocide, law,

mediation, and avoidance. Which forms of conflict management will be used in any given

situation can be somewhat predicted and explained by the social structure or social geometry

of the case.

Conflict management is often considered to be distinct from conflict resolution. In order for

actual conflict to occurr, there should be an expression of exclusive patterns, and tell why the

conflict was expressed the way it was. Conflict is not just about simple inaptness, but is often

connected to a previous issue. The latter refers to resolving the dispute to the approval of one

or both parties, whereas the former concerns an ongoing process that may never have a

resolution. Neither is it considered the same as conflict transformation, which seeks to

reframe the positions of the conflict parties.

6. Counseling

When personal conflict leads to frustration and loss of efficiency, counseling may prove to be

a helpful antidote. Although few organizations can afford the luxury of having professional

counselors on the staff, given some training, managers may be able to perform this function.

Nondirective counseling, or "listening with understanding", is little more than being a good

listener something every manager should be.
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Sometimes the simple process of being able to vent one's feelings that is, to express them to a

concerned and understanding listener, is enough to relieve frustration and make it possible for

the frustrated individual to advance to a problem-solving frame of mind, better able to cope

with a personal difficulty that is affecting his work adversely. The nondirective approach is

one effective way for managers to deal with frustrated subordinates and co-workers.

There areother more direct and more diagnostic ways that might be used in appropriate

circumstances. The great strength of the nondirective approach (nondirective counseling is

based on the client-centered therapy of Carl Rogers), however, lies in its simplicity, its

effectiveness, and the fact that it deliberately avoids the manager-counselor's diagnosing and

interpreting emotional problems, which would call for special psychological training. No one

has ever been harmed by being listened to sympathetically and understandingly. On the

contrary, this approach has helped many people to cope with problems that were interfering

with their effectiveness on the job.

7. Anger

Anger becomes the predominant feeling behaviorally, cognitively and physiologically when a

person makes the conscious choice to take action to immediately stop the threatening

behavior of another outside force. The English term originally comes from the term angr of

Old Norse language. Anger is usually derived from sadness.

The external expression of anger can be found in facial expressions, body language,

physiological responses, and at times in public acts of aggression. Animals and humans for

example make loud sounds, attempt to look physically larger, bare their teeth, and stare.

Anger is a behavioral pattern designed to warn aggressors to stop their threatening behavior.

Rarely does a physical altercation occur without the prior expression of anger by at least one

of the participants.While most of those who experience anger explain its arousal as a result of

"what has happened to them," psychologists point out that an angry person can be very well

mistaken because anger causes a loss in self-monitoring capacity and objective observability.

Modern psychologists view anger as a primary, natural, and mature emotion experienced by

all humans at times, and as something that has functional value for survival. Anger can

mobilize psychological resources for corrective action. Uncontrolled anger can however

negatively affect personal or social well-being. While many philosophers and writers have

warned against the spontaneous and uncontrolled fits of anger, there has been disagreement

over the intrinsic value of anger. Dealing with anger has been addressed in the writings of
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earliest philosophers up to modern times. Modern psychologists, in contrast to the earlier

writers, have also pointed out the possible harmful effects of suppression of anger. Displays

of anger can be used as a manipulation strategy for social influence.

Topic : Building Workplace Relationships

Topic Objective:

3.1.Work

Work is a purposeful activity having external and internal rewards that is viewed as work

by the person performing the activity.

3.2.Difference between work and play

Work has a definite purpose. Play, however, does not have to have a purpose. Sometimes

people engage in play for its own sake. A task may be work if the person performing it

believes it is work. If the person performing a task thinks it is play, then to that person it

is play. Finally, external rewards are given for work; internal rewards are received from

play.

3.3.Basic philosophy associated with work

To Douglas McGregor life meant activity activity with a purpose. This activity may

consist of work, or it may consist of play, but McGregor felt that the natural state of

people is to do something. Essentially, he felt that in activity people were saying, I am,

therefore I work.

3.4.Employer theories of the meaning of work

In the view of some managers, people are here to fulfill the needs of the company. The

belief is that work is a persons main responsibility in life. Weekends are to rest up for the

workweek, and evenings are to rest and prepare for the next days work. Workers are

expected to dedicate themselves to the company, to always put the company and work

first, and to always act in the best interests of the company. These are often the same

managers who believe that people should leave their personal lives at home, that people

should be able to throw a switch in their heads and turn their problems off so that nothing
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interferes with work. Some virtually believe that because they employ people, they own

them. Often, the message is that work is of preeminent importance that the rest of a

persons life is a distant second, and that if you dont like it, then feel free to leave.

At the other end of the spectrum, there are bosses who view work simply as one part of

life. The belief is that life outside of work is important, is valuable, and greatly affects a

persons performance at work. These types of managers are often as concerned for the

welfare of their employees nonworklife as they are for their work life. They may have

employee assistance programs to help with work and nonwork problems. They may allow

personal days off or mental health days. They realize that peoples personal lives cannot

be left at the companys front door. The overall attitude of these firms is concern for the

worker, the workers work and personal life, and the workers family.

These two views represent the extremes in a continuum of managerial attitudes toward

work. Those believing work is a persons whole life are at one end, while those believing

work is just a part of life are at the other end, with many degrees of opinion lying between

them.

4. Elements of the physical work environment

The physical factors that affect people in the working environment include light, noise,

temperature and humidity, ventilation, color and decor, layout, equipment, supplies, comfort,

and safety and security. Light is essentially the minimum illumination for most work areas.

Noise consists of the sound level or loudness of a working environment. Temperature and

humidity refer to the heat (or lack of heat) and the amount of moisture present in a work area.

Ventilation is the flow of fresh air in the work area. Color and decor refer to the paint and

decoration in a workplace. Equipment refers to the physical machines and tools needed for

work. Supplies consist of the materials needed to perform work. Comfort is actually the

cumulative effect of a number of working environment factors. Comfort is part physical and

part mental. Certainly people should be as physically comfortable as feasible, but the overall

work setting should be comfortable too. You should feel safe and free of unnecessary

observation. Security and safety needs range from security from theft of personal possessions

to protection from transmittable disease, electrical hazards, cleaners, chemicals, radiation,

and fire, to concerns for air quality.
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4.1.Light

As illumination increases, so does productivity. In addition to the total amount of light in

the work area, the contrast and the ambient-to-work light ratio affect work and

productivity. Less illumination is required when the contrast between objects is high. The

ambient, or room, light also affects work. Accuracy is greatest when there is a 1 to 1 ratio

of ambient light to work light.

4.2. Noise

Communication and productivity decrease as the noise level increases. While people are

capable of making some adjustment to a constant noise level, if the noise exceeds 85 to

90 decibels, productivity will decrease over the course of the workday. Deleterious effects

will increase as the frequency or pitch of the noise increases and as the exposure time to

the noise increases. When background noise decreases, productivity increases and worker

stress decreases.

4.3.Temperature and humidity

For most people, indoor working temperatures below 50 degrees F or above 86 degrees F

can significantly decrease work performance. The ambient (room) temperature that is

comfortable is also affected by humidity. The general comfort zone for humidity is in the

range of 40% to 60%. Too little humidity can cause problems with static electricity or

drying of the nose, sinuses, and throat, which leads to increased chances for contracting

colds and the flu. Excess humidity makes higher temperatures more uncomfortable or

may cause sensitive equipment to jam or malfunction.

4.4.Ventilation

Productivity, morale, and worker health are all affected by the flow of fresh air, or

ventilation, in the work area.

4.5.Color and dcor

Color and decor in the workplace can be used functionally or for aesthetic reasons or

both.
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4.6.Layout

The main concerns for layout of the working environment are that of minimizing wasted

motion and logical grouping of resources. If there is too much space, people waste time

and energy moving resources. Too little space leads to inefficiency or the inability to

perform work properly.

4.7.Equipment

There are five factors that contribute to the efficiency or inefficiency of the working

environment that are related to equipment. The five factors include age, ease of use,

maintenance, safety, and uniformity. While learning to use new equipment takes time,

workers often feel they are being supported when equipment is up-to-date. Easy-to-use

equipment decreases worker fatigue, decreases time-on-task, and, consequently, increases

efficiency. Proper maintenance, the ethical duty of the worker and the management,

contributes to efficiency by decreasing downtime, but it also contributes to safety.

Uniformity of equipment, when possible, decreases errors and increases efficiency by

allowing workers to easily share equipment or assignments, and by reducing the training

required.

4.8.Supplies

In supplying workers, management must strike a balance between the costs of inventory

and the losses that occur when resources are idle. When supplies are inadequate,

efficiency and quality decline, and worker frustration increases.

4.9.Comfort

This is the cumulative effect of a number of working environment factors. Comfort is part

physical and part mental. Certainly people should be as physically comfortable as

feasible, but the overall work setting should be comfortable too.

4.10. Security

As a basic need, safety and security is an issue for virtually all workers. It is insufficient

to simply talk about security and safety issues; employees must have confidence that
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employers are doing everything possible. Fear that stems from safety and security issues

inhibits peoples ability to work and can erode job satisfaction.

5. Mental Work Environment

Many people who complain about work never consider looking in the mirror for another

potential source of their problems. Sometimes a manager or coworker may treat you poorly

because the manager or coworker is having a bad day. If these are only occasional incidents,

they should be forgiven and the incident forgotten. Other times, however, you may receive

(or you may perceive to receive) poor treatment because you are having a bad day and are

treating others poorly, and they are just responding to you. Possibly the best general advice is

to treat people the way you would like to be treated (or as someone said, treat others the way

you would like to see your mother treated).

6. Compare individual and organizational needs.

Individuals bring their personal needs to the organizations in which they work. These needs

are partially material and economic, partially social and psychological. The personal needs of

employees can have significant effects on the organizations themselves. For example, your

personal needs strongly influence your motivation and attitude toward your job. Managers,

especially, should attempt to understand human needs because they influence the attitudes

and behavior of employees.

Topic : Coping With A Variety Of Personalities

Topic Objective:

Definition/Overview:

Personality: Personality psychology is a branch of psychology that studies personality and

individual differences. One emphasis in this area is to construct a coherent picture of a person

and his or her major psychological processes. Another emphasis views personality as the

study of individual differences, in other words, how people differ from each other. A third

area of emphasis examines human nature and how all people are similar to one another.

These three viewpoints merge together in the study of personality.

Psychoanalytic theories: Psychoanalytic theories explain human behaviour in terms of the

interaction of various components of personality. Sigmund Freud was the founder of this
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school. Freud drew on the physics of his day (thermodynamics) to coin the term

psychodynamics. Based on the idea of converting heat into mechanical energy, he proposed

psychic energy could be converted into behavior. Freud's theory places central importance on

dynamic, unconscious psychological conflicts.

Key Points:

1. Personality

Personality can be defined as a dynamic and organized set of characteristics possessed by a

person that uniquely influences his or her cognitions, motivations, and behaviors in various

situations. The word "personality" originates from the Latin persona, which means mask.

Significantly, in the theatre of the ancient Latin-speaking world, the mask was not used as a

plot device to disguise the identity of a character, but rather was a convention employed to

represent or typify that character.

2. Philosophical assumptions

Many of the ideas developed by historical and modern personality theorists stem from the

basic philosophical assumptions they hold. A good textbook for understanding basic

assumptions behind personality theories, the study of personality is not a purely empirical

discipline, as it brings in elements of art, science, and philosophy to draw general

conclusions. The following five categories are some of the most fundamental philosophical

assumptions on which theorists disagree.

3. Freedom versus Determinism

This is the debate over whether we have control over our own behavior and understand the

motives behind it (Freedom), or if our behavior is causally determined by forces beyond our

control (Determinism). Determinism has been considered unconscious, environmental, or

biological by various theories.

4. Heredity versus Environment

Personality is thought to be determined largely by either genetics or heredity, by environment

and experiences, or by some combination of the two. There is evidence for all possibilities.
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Contemporary research suggests that most personality traits are based on the joint influence

of genetics and environment.

5. Uniqueness versus Universality

The argument over whether we are all unique individuals (Uniqueness) or if humans are

basically similar in their nature (Universality). Gordon Allport, Abraham Maslow, and Carl

Rogers were all advocates of the uniqueness of individuals. Behaviorists and cognitive

theorists, in contrast, emphasized the importance of universal principles such as

reinforcement and self-efficacy.

6. Active versus Reactive

Do we primarily act through our own initiative (Active), or react to outside stimuli

(Reactive)? Behavioral theorists typically believe that humans are passively shaped by their

environments, whereas humanistic and cognitive theorists believe that humans are more

active.

7. Optimistic versus Pessimistic

Personality theories differ on whether people can change their personalities (Optimism), or if

they are doomed to remain the same throughout their lives (Pessimism). Theories that place a

great deal of emphasis on learning are often, but not always, more optimistic than theories

that do not emphasize learning.

8. Personality type

The concept of personality type refers to the psychological classification of different types of

individuals. Personality types can be distinguished from personality traits, which come in

different levels or degrees. Types involve qualitative differences between people, whereas

traits involve quantitative differences. According to type theories, for example, introverts and

extraverts are two fundamentally different categories of people. According to trait theories,

introversion and extraversion are part of a continuous dimension, with many people in the

middle. The idea of psychological types originated in the theoretical work of Carl Jung.
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9. Usage

One well known example of personality types is Type A theory. According to this theory,

impatient, hostile people are classified as Type A, whereas calm, laid back individuals are

designated as Type B. The theory originally suggested that Type A individuals were more at

risk for heart attacks, but this claim has not been supported by empirical research.

Developmental psychologist, Jerome Kagan is a prominent, contemporary advocate of type

theory. He suggests that shy, withdrawn children are best viewed as having an inhibited

temperament, which is qualitatively different from other children. As a matter of

convenience, trait theorists sometimes use the term "type" to describe someone who scores

exceptionally high or low on a particular personality trait. Hans Eysenck refers to

superordinatepersonality factors as types, and more specific associated traits as traits. Several

pop psychology theories (e.g. Men are from Mars, Women are from Venus, the enneagram)

rely on the idea of distinctively different types of people.

10. Criticism

The term "type" has not been used consistently in psychology and has become the source of

some confusion. Furthermore, because personality test scores usually fall on a bell curve

rather than in distinct categories, personality type theories have received considerable

criticism among psychometric researchers. One study that directly compared a "type"

instrument (the MBTI) to a "trait" instrument (the NEO PI) found that the trait measure was a

better predictor of personality disorders. Because of these problems, personality type theories

have fallen out of favor in psychology. Most researchers now believe that it is impossible to

explain the diversity of human personality with a small number of discrete types. They

recommend trait models instead, such as the five factor model.

11. Enneagram of Personality

The Enneagram of Personalityusually known simply as the Enneagram is a particular

application of the Fourth Wayenneagram figure. The Enneagramsystem describes nine

distinct personality types and their interrelationships, mapped around an ancient symbol of

perpetual motion. The term "enneagram" derives from two Greek words, ennea (nine) and

grammi (line). The Enneagram is a nine-pointed figure inscribed in a circle. The meaning of

the symbol itself, together with the personality types organized around the nine points,
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convey a system of "knowledge" about nine distinct but interrelated personality types, or nine

ways of seeing and experiencing the world. The Enneagram of Personality is generally

presented as a psychospiritual system for mapping and understanding nine possible

personality types.

Although mostly understood and taught as a typology (a model of personality types), the

Enneagram of Personality is also taught in ways intended to develop higher states of being,

essence and enlightenment. Each personality type associated with the Enneagramrepresents a

map of traits that highlights patterns of thinking, feeling, and behaving. By learning ones type

and the patterns and habits associated with that type, one can use the Enneagram system as an

effective tool for self-understanding and self-development. Adherents of the theory believe

that each Enneagram personality type, or style, is based on a pattern of where attention goes.

They believe that by learning about what kinds of things one habitually attends to and puts

energy into, one can observe oneself more accurately and develop more self-awareness, and

that by enhancing ones self awareness with the help of the Enneagram, one can exercise more

choice about ones functioning rather than engaging in patterns of thought, emotion, and

behavior in an automatic, habitual, unconscious way.

In recent decades, the term Enneatype has been used in many mainstream publications on the

subject (in lieu of "Enneagram personality type"). This system is being applied in many

varied areas including business, psychotherapy, organizational development, career coaching,

the arts, health care, parenting, education, and spiritual growth.

In Section 4 of this course you will cover these topics:
Communicating With People

Topic : Communicating With People

Topic Objective:

 List and explain Communicating with people

 Learn about 'Mass' and 'Communication'

 Learn about Characteristics of Mass Communication
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Definition/Overview:

Communication: Communication is defined as a two-way process in which there is an

exchange and progression of thoughts, feelings or ideas towards a mutually accepted goal or

direction. Communication as an academic discipline relates to all the ways we communicate,

so it embraces a large body of study and knowledge.

Key Points:

1. Communicating with people

Mass communication is the term used to describe the academic study of the various means by

which individuals and entities relay information through mass media to large segments of the

population at the same time. It is usually understood to relate to newspaper and magazine

publishing, radio, television and film, as these are used both for disseminating news and for

advertising. Mass communication research includes media institutions and processes such as

diffusion of information, and media effects such as persuasion or manipulation of public

opinion. In the United States, for instance, several university journalism departments evolved

into schools or colleges of mass communication or "journalism and mass communication". In

addition to studying practical skills of journalism, public relations or advertising, they offer

programs on "mass communication" or "mass communication research." The latter is often

the title given to doctoral studies in such schools, whether the focus of the student's research

is journalism practice, history, law or media effects. Departmental structures within such

colleges may separate research and instruction in professional or technical aspects of mass

communication.

With the increased role of the Internet in delivering news and information, mass

communication studies and media organizations tend to focus on the convergence of

publishing, broadcasting and digital communication. The academic mass communication

discipline historically differs from media studies and communication studies programs with

roots in departments of theatre, film or speech, and with more interest in "qualitative,"

interpretive theory, critical or cultural approaches to communication study. In contrast, many

mass communication programs historically lean toward empirical analysis and quantitative

research -- from statistical content analysis of media messages to survey research, public

opinion polling, and experimental research. Interest in "New Media" and "Computer
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Mediated Communication" is growing much faster than educational institutions can

assimilate it. So far, traditional classes and degree programs have not been able to

accommodate new shifts of the paradigm in communication technologies. Although national

standards for the study of interactive media have been present in the U.K. since the mid-

nineties, course work in these areas tends to vary significantly from university to university.

Graduates of Mass Communication programs work in a variety of fields in traditional news

media and publishing, advertising, public relations and research institutes. Such programs are

accredited by the Accrediting Council on Education in Journalism and Mass Communication.

The Association for Education in Journalism and Mass Communication is the major

membership organization for academics in the field, offering regional and national

conferences and refereed publications. The International Communication Association and

National Communication Association (formerly the Speech Communication Association)

include divisions and publications that overlap with those of AEJMC, but AEJMC

historically has stronger ties to the mass communication professions in the United States.

2. 'Mass' and 'Communication'

The term 'mass' denotes great volume, range or extent (of people or production) and reception

of messages. The important point about 'mass' is not that a given number of individuals

receives the products, but rather that the products are available in principle to a plurality of

recipients. The term 'mass' suggests that the recipients of media products constitute a vast sea

of passive, undifferentiated individuals. This is an image associated with some earlier

critiques of 'mass culture' and Mass society which generally assumed that the development of

mass communication has had a largely negative impact on modern social life, creating a kind

of bland and homogeneous culture which entertains individuals without challenging them.

However, with the advancement in Media Technology, people are no longer receiving

gratification without questioning the grounds on which it is based. Instead, people are

engaging themselves more with media products such as computers, cell phones and Internet.

These have gradually becamevital tools for communications in society today.

The aspect of 'communication' refers to the giving and taking of meaning, the transmission

and reception of messages. The word 'communication' is really equated with 'transmission', as

viewed by the sender, rather than in the fuller meaning, which includes the notions of

response, sharing and interaction.Messages are produced by one set of individuals and
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transmitted to others who are typically situated in settings that are spatially and temporally

remote from the original context of production. Therefore, the term 'communication' in this

context masks the social and industrial nature of the media, promoting a tendency to think of

them as interpersonal communication.Furthermore, it is known that recipients today do have

some capacity to intervene in and contribute to the course and content of the communicative

process. They are being both active and creative towards the messages that they are conveyed

of. With the complement of the cyberspace supported by the Internet, not only thatrecipients

are participants in a structured process of symbolic transmission, constraints such as time and

space are reordered and eliminated.

'Mass communication' can be seen as institutionalized production and generalized diffusion

of symbolic goods via the fixation and transmission of information or symbolic content. It is

known that the systems of information codification have shifted from analog to digital. This

has indeed advanced the communication between individuals. With the existence of Infrared,

Bluetooth and Wi-Fi, cell phones are no longer solely a tool for audio transmission. We can

transfer photos, music documents or even games and email at any time and anywhere. The

development of media technology has indeed advanced the transmission rate and stability of

information exchange.

3. Characteristics of Mass Communication

Five characteristics of mass communication have been identified by Cambridge University's

John Thompson. Firstly, it "comprises both technical and institutional methods of production

and distribution". This is evident throughout the history of the media, from print to the

Internet, each suitable for commercial utility. Secondly, it involves the "commodificationof

symbolic forms", as the production of materials relies on its ability to manufacture and sell

large quantities of the work. Just as radio stations rely on its time sold to advertisements,

newspapers rely for the same reasons on its space. Mass communication's third characteristic

is the "separate contexts between the production and reception of information", while the

fourth is in its "reach to those 'far removed' in time and space, in comparison to the

producers". Mass communication, which involves "information distribution". This is a "one

to many" form of communication, whereby products are mass produced and disseminated to

a great quantity of audiences.

In Section 5 of this course you will cover these topics:
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Communication In The Workplace

Groups And Group Decision Making

Leading And Influencing Others

Achieving Personal Productivity

Achieving A Rewarding And Satisfying Career

Topic : Communication In The Workplace

Topic Objective:

 Learn about Workplace Communication

 Learn about Communications networks

 Learn about Direction of communication

 Learn about Interpersonal communication

Definition/Overview:

Workplace Communication: Organizational communication, broadly speaking, is: people

working together to achieve individual or collective goals.

Key Points:

1. Workplace Communication

Communication can be defined as "the transfer of meanings between persons and groups."

The purpose of communication may range from completing a task or mission to creating and

maintaining satisfying relationships. "Transfer of meanings" implies more than the simple

process of "packaging" an idea as conceived by a sender and transporting it to the mind of a

receiver, where it is "unpackaged." It implies the creation of meaning in the mind of a sender

followed by a re-creation of the same meaning in the mind of a receiver. If something occurs

along the way to change the sender's original meaning, the communication has failed in its

intent. The survival of an organization depends on individuals and groups who are able to

maintain among themselves effective and continuing relationships. Practicing ethical

leadership will benefit relationships between organizational members. One component of

practicing effective communication is fairness. In order to maintain fairness an organization

must avoid discrimination based on gender, race, religion etc... One theory related to

discrimination and prevention of workers advancing in their organization is called the Glass
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ceiling. Communications training will assist in developing and maintaining relations in an

organization.

Communication may be considered a functional part of an organizational system, and it may

be considered in an interpersonal context. The structure of an organization is determined in

part by the network of channels or paths along which information must flow between

members or sub-units. The field traces its lineage through business information, business

communication, and early mass communication studies published in the 1930s through the

1950s. Until then, organizational communication as a discipline consisted of a few professors

within speech departments who had a particular interest in speaking and writing in business

settings. The current field is well established with its own theories and empirical concerns

distinct from other communication subfields and other approaches to organizations.

Several seminal publications stand out as works broadening the scope and recognizing the

importance of communication in the organizing process, and in using the term

"organizational communication". Nobel Laureate Herbert Simon wrote in 1947 about

"organization communications systems", saying communication is "absolutely essential to

organizations. In 1951 Bavelas and Barrett wrote An Experimental Approach to

Organizational Communication in which they stated that communication "is the essence of

organized activity".

In 1953 the economist Kenneth Boulding wrote The Organizational Revolution: A Study in

the Ethics of Economic Organization. While this work directly addressed the economic issues

facing organizations, in it he questions the ethical and moral issues underlying their power,

and maintains that an "organization consists of a system of communication." In 1954, a

young Chris Argyris published Personality and Organization. This careful and research-based

book attacked many things, but singled out "organizational communication" for special

attention. Argyrismade the case that what passed for organizational communication at the

time was based on unstated and indefensible propositions such as "management knows best"

and "workers are inherently stupid and lazy." He accused the emerging field of relying on

untested gimmicks designed to trick employees into doing management's will.
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2. Communications networks

Networks are another aspect of direction and flow of communication. Bavelas has shown that

communication patterns, or networks, influence groups in several important ways.

Communication networks may affect the group's completion of the assigned task on time, the

position of the de facto leader in the group, or they may affect the group members'

satisfaction from occupying certain positions in the network. Although these findings are

based on laboratory experiments, they have important implications for the dynamics of

communication in formal organizations.

The Chain can readily be seen to represent the hierarchical pattern that characterizes strictly

formal information flow, "from the top down," in military and some types of business

organizations. The Wheel can be compared with a typical autocratic organization, meaning

one-man rule and limited employee participation. The Star is similar to the basic formal

structure of many organizations. The All-Channel network, which is an elaboration of

Bavelas's Circle used by Guetzkow, is analogous to the free-flow of communication in a

group that encourages all of its members to become involved in group decision processes.

The All-Channel network may also be compared to some of the informal communication

networks.

If it's assumed that messages may move in both directions between stations in the networks, it

is easy to see that some individuals occupy key positions with regard to the number of

messages they handle and the degree to which they exercise control over the flow of

information. For example, the person represented by the central dot in the "Star" handles all

messages in the group. In contrast, individuals who occupy stations at the edges of the pattern

handle fewer messages and have little or no control over the flow of

information.These"peripheral" individuals can communicate with only one or two other

persons and must depend entirely on others to relay their messages if they wish to extend

their range.

In reporting the results of experiments involving the Circle, Wheel, and Star configurations,

Bavelas came to the following tentative conclusions. In patterns with positions located

centrally, such as the Wheel and the Star, an organization quickly develops around the people

occupying these central positions. In such patterns, the organization is more stable and errors

in performance are lower than in patterns having a lower degree of centrality, such as the
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Circle. However, he also found that the morale of members in high centrality patterns is

relatively low. Bavelasspeculated that this lower morale could, in the long run, lower the

accuracy and speed of such networks.

In problem solving requiring the pooling of data and judgments, or "insight,"

Bavelassuggested that the ability to evaluate partial results, to look at alternatives, and to

restructure problems fell off rapidly when one person was able to assume a more central (that

is, more controlling) position in the information flow. For example, insight into a problem

requiring change would be less in the Wheel and the Star than in the Circle or the Chain

because of the "bottlenecking" effect of data control by central members. It may be concluded

from these laboratory results that the structure of communications within an organization will

have a significant influence on the accuracy of decisions, the speed with which they can be

reached, and the satisfaction of the people involved. Consequently, in networks in which the

responsibility for initiating and passing along messages is shared more evenly among the

members, the better the group's morale in the long run.

3. Direction of communication

If it's considered formal communications as they occur in traditional military organizations,

messages have a "one-way" directional characteristic. In the military organization, the formal

communication proceeds from superior to subordinate, and its content is presumably clear

because it originates at a higher level of expertise and experience. Military communications

also carry the additional assumption that the superior is responsible for making his

communication clear and understandable to his subordinates. This type of organization

assumes that there is little need for two-way exchanges between organizational levels except

as they are initiated by a higher level. Because messages from superiors are considered to be

more important than those from subordinates, the implicit rule is that communication

channels, except for prescribed information flows, should not be cluttered by messages from

subordinates but should remain open and free for messages moving down the chain of

command. "Juniorsshould be seen and not heard," is still an unwritten, if not explicit, law of

military protocol.

Vestiges of one-way flows of communication still exist in many formal organizations outside

the military, and for many of the same reasons as described above.Althoughmanagement

recognizes that prescribed information must flow both downward and upward, managers may
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not always be convinced that two-waynessshould be encouraged. For example, to what extent

is a subordinate free to communicate to his superior that he understands or does not

understand a message? Is it possible for him to question the superior, ask for clarification,

suggest modifications to instructions he has received, or transmit unsolicited messages to his

superior, which are not prescribed by the rules? To what extent does the one-way rule of

direction affect the efficiency of communication in the organization, in addition to the morale

and motivation of subordinates?

These are not merely procedural matters but include questions about the organizational

climate, pr psychological atmosphere in which communication takes place. Harold Leavitt

has suggested a simple experiment that helps answer some of these questions.А group is

assigned the task of re-creating on paper a set of rectangular figures, first as they are

described by the leader under one-way conditions, and second as they are described by the

leader under two-way conditions.(A different configuration of rectangles is used in the

second trial.) In the one-way trial, the leader's back is turned to the group. He describes the

rectangles as he sees them. No one in the group is allowed to ask questions and no one may

indicate by any audible or visible sign his understanding or his frustration as he attempts to

follow the leader's directions. In the two-way trial, the leader faces the group. In this case, the

group may ask for clarifications on his description of the rectangles and he can not only see

but also can feel and respond to the emotional reactions of group members as they try to re-

create his instructions on paper.

4. Interpersonal communication

Another facet of communication in the organization is the process of face-to-face,

interpersonal communication, between individuals. Such communication may take several

forms. Messages may be verbal (that is, expressed in words), or they may not involve words

at all but consist of gestures, facial expressions, and certain postures ("body language").

Nonverbal messages may even stem from silence.

Ideally, the meanings sent are the meanings received. This is most often the case when the

messages concern something that can be verified objectively. For example, "This piece of

pipe fits the threads on the coupling." In this case, the receiver of the message can check the

sender's words by actual trial, if necessary. However, when the sender's words describe a

feeling or an opinion about something that cannot be checked objectively, meanings can be
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very unclear. "This work is too hard" or "Watergate was politically justified" are examples of

opinions or feelings that cannot be verified. Thus they are subject to interpretation and hence

to distorted meanings. The receiver's background of experience and learning may differ

enough from that of the sender to cause significantly different perceptions and evaluations of

the topic under discussion. As we shall see later, such differences form a basic barrier to

communication.

Nonverbal content always accompanies the verbal content of messages. This is reasonably

clear in the case of face-to-face communication. As Virginia Satir has pointed out, people

cannot help but communicate symbolically (for example, through their clothing or

possessions) or through some form of body language. In messages that are conveyed by the

telephone, a messenger, or a letter, the situation or context in which the message is sent

becomes part of its non-verbal content. For example, if the company has been losing money,

and in a letter to the production division, the front office orders a reorganization of the

shipping and receiving departments, this could be construed to mean that some people were

going to lose their jobs unless it were made explicitly clear that this would not occur.

A number of variables influence the effectiveness of communication. Some are found in the

environment in which communication takes place, some in the personalities of the sender and

the receiver, and some in the relationship that exists between sender and receiver. These

different variables suggest some of the difficulties of communicating with understanding

between two people. The sender wants to formulate an idea and communicate it to the

receiver. This desire to communicate may arise from his thoughts or feelings or it may have

been triggered by something in the environment. The communication may also be influenced

or distorted by the relationship between the sender and the receiver, such as status

differences, a staff-line relationship, or a learner-teacher relationship.

Whatever its origin, information travels through a series of filters, both in the sender and in

the receiver, before the idea can be transmitted and re-created in the receiver's mind. Physical

capacities to see, hear, smell, taste, and touch vary between people, so that the image of

reality may be distorted even before the mind goes to work. In addition to physical or sense

filters, cognitive filters, or the way in which an individual's mind interprets the world around

him, will influence his assumptions and feelings. These filters will determine what the sender

of a message says, how he says it, and with what purpose. Filters are present also in the

receiver, creating a double complexity that once led Robert Louis Stevenson to say that
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human communication is "doubly relative". It takes one person to say something and another

to decide what he said.

Physical and cognitive, including semantic filters (which decide the meaning of words)

combine to form a part of our memory system that helps us respond to reality. In this sense,

March and Simon compare a person to a data processing system. Behavior results from an

interaction between a person's internal state and environmental stimuli. What we have learned

through past experience becomes an inventory, or data bank, consisting of values or goals,

sets of expectations and preconceptions about the consequences of acting one way or another,

and a variety of possible ways of responding to the situation. This memory system determines

what things we will notice and respond to in the environment. At the same time, stimuli in the

environment help to determine what parts of the memory system will be activated. Hence, the

memory and the environment form an interactive system that causes our behavior. As this

interactive system responds to new experiences, new learnings occur which feed back into

memory and gradually change its content. This process is how people adapt to a changing

world.

Topic : Groups And Group Decision Making

Topic Objective:

 Learn about Groups

 Learn about Types of groups

 Learn about Development of a group

 Learn about Dispersal and transformation of groups

 Learn about Decision Making

 Learn about Decision Making Processes

 Learn about Styles And Methods Of Decision Making

Definition/Overview:

Group: A group can be defined as two or more humans that interact with one another, accept

expectations and obligations as members of the group, and share a common identity. By this

definition, society can be viewed as a large group, though most social groups are

considerably smaller.
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Decision Making: Decision making can be regarded as an outcome of mental processes

(cognitive process) leading to the selection of a course of action among several alternatives.

Every decision making process produces a final choice.The output can be an action or an

opinion of choice.

Key Points:

1. Group

A true group exhibits some degree of social cohesion and is more than a simple collection or

aggregate of individuals, such as people waiting at a bus stop. Characteristics shared by

members of a group may include interests, values, ethnic or social background, and kinship

ties. According to Paul Hare, the defining characteristic of a group is social interaction.

2. Types of groups

2.1. Primary groups

Primary groups are small groups with intimate, kin-based relationships: families, for

example. They commonly last for years. They are small and display face to face interaction.

2.2. Secondary groups

Secondary groups, in contrast to primary groups, are large groups whose relationships are

formal and institutional. They may last for years or may disband after a short time. The

formation of primary groups happens within secondary groups.

3. Other types of groups

Other types of groups include the following:

 Peer group - A peer group is a group of approximately the same age, social status, and

interests. Generally, people are relatively equal in terms of power when they interact with

peers.

 Clique - An informal, tight-knit group, usually in a High School/College setting, that shares

common interests. There is an established yet shifting power structure in most Cliques.
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 Club - A club is a group, which usually requires one to apply to become a member. Such

clubs may be dedicated to particular activities, such as sporting clubs.

 Household - all individuals who live in the same home, there are various models in

anglophone culture including the family, blended families, share housing, and group homes.

 Community - A community is a group of people with a commonality or sometimes a complex

net of overlapping commonalities, often - but not always - in proximity with one another with

some degree of continuity over time. They often have some organization and leaders.

 Franchise- this is an organization which runs several instances of a business in many

locations.

 Gang - A gang is usually an urban group that gathers in a particular area. It is a group of

people that often hang around each other. They can be like some clubs, but much less formal.

 Mob - A mob is usually a group of people that has taken the law into their own hands. Mobs

are usually a group which gather temporarily for a particular reason.

 Posse - A posse was initially an American term for a group of citizens that had banded

together to enforce the law. However, it can also refer to a street group.

 Squad - This is usually a small group, of around 3-8 people, that would work as a team to

accomplish their goals.

 Team - similar to a squad, though a team may contain many more members. A team works in

a similar way to a squad.

4. Development of a group

If one brings a small collection of strangers together in a restricted space and environment,

provide a common goal, and maybe a few ground rules, a highly probable course of events

will follow. Interaction between individuals is the basic requirement. At first, individuals will

differentially interact in sets of twos or threes while seeking to interact with those with whom

they share something in common: i.e., interests, skills, and cultural background.

Relationships will develop some stability in these small sets, in that individuals may

temporarily change from one set to another, but will return to the same pairs or trios rather

consistently and resist change. Particular twosomes and threesomes will stake out their

special spots within the overall space.

Again depending on the common goal, eventually there will be integration of twosomes and

threesomes into larger sets of six or eight, and corresponding revisions of territory,

dominance ranking, and further differentiation of roles. All of this seldom takes place without
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some conflict or disagreement: for example, fighting over the distribution of resources, the

choices of means and different subgoals, the development of what are appropriate norms,

rewards and punishments. Some of these conflicts will be territorial in nature: i.e., jealousy

over roles, or locations, or favored relationships. But most will be involved with struggles for

status, ranging from mild protests to serious verbal conflicts and even dangerous violence.

By analogy to animal behavior, these behaviors can be termed territorial behaviors and

dominance behaviors. Depending on the pressure of the common goal and on the various

skills of individuals, differentiations of leadership, dominance, or authority will develop.

Once these relationships solidify, with their defined roles, norms, and sanctions, a productive

group will have been established.

Aggression is the mark of unsettled dominance order. Productive group cooperation requires

that both dominance order and territorial arrangements (identity, self concept) be settled with

respect to the common goal and with respect to the particular group. Often some individuals

will withdraw from interaction or be excluded from the developing group. Depending on the

number of individuals in the original collection of strangers, and the number of hangers-on

that are tolerated, one or more competing groups of ten or less may be formed, and the

competition for territory and dominance will then also be manifested in the

intergrouptransactions.

5. Dispersal and transformation of groups

Two or more people in interacting situations will over time develop stable territorial

relationships. As described above, these may or may not develop into groups. But stable

groups can also break up in to several sets of territorial relationships. There are numerous

reasons for stable groups to malfunction or to disperse, but essentially this is because of loss

of compliance with one or more elements of the definition of group provided by Sherif. The

two most common causes of a malfunctioning group are the addition of too many individuals,

and the failure of the leader to enforce a common purpose, though malfunctions may occur

due to a failure of any of the other elements (i.e., confusions status or of norms).

In a society, there is obvious need for more people to participate in cooperative endeavors

than can be accommodated by a few separate groups. The military has been the best example

as to how this is done in its hierarchical array of squads, platoons, companies, battalions,
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regiments, and divisions. Private companies, corporations, government agencies, clubs, and

so on have all developed comparable (if less formal and standardized) systems when the

number of members or employees exceeds the number that can be accommodated in an

effective group. Not all larger social structures require the cohesion that may be found in the

small group. Consider the neighborhood, country club, or the megachurch, which are

basically territorial organizations who support large social purposes. Any such large

organizations may need only islands of cohesive leadership.

For a functioning group to attempt to add new members in a casual way is a certain

prescription for failure, loss of efficiency, or disorganization. The number of functioning

members in a group can be reasonably flexible between five and ten, and a long-standing

cohesive group may be able to tolerate a few hangers on. The key concept is that the value

and success of a group is obtained by each member maintaining a distinct, functioning

identity in the minds of each of the members. The cognitive limit to this span of attention in

individuals is often set at seven. Rapid shifting of attention can push the limit to about ten.

After ten, subgroups will inevitably start to form with the attendant loss of purpose,

dominance order, and individuality, with confusion of roles and rules. The standard

classroom with twenty to forty pupils and one teacher is a rueful example of one supposed

leader juggling a number of subgroups.

Weakening of the common purpose once a group is well established can be attributed to:

adding new members; unsettled conflicts of identities (i.e., territorial problems in

individuals); weakening of a settled dominance order; and weakening or failure of the leader

to tend to the group. The actual loss of a leader is frequently fatal to a group, unless there was

lengthy preparation for the transition. The loss of the leader tends to dissolve all dominance

relationships, as well as weakening dedication to common purpose, differentiation of roles,

and maintenance of norms. The most common symptoms of a troubled group are loss of

efficiency, diminished participation, or weakening of purpose, as well as an increase in verbal

aggression. Often, if a strong common purpose is still present, a simple reorganization with a

new leader and a few new members will be sufficient to re-establish the group, which is

somewhat easier than forming an entirely new group.
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6. Group Behavior

The attention of those who use, participate in, or study groups has been focused on

functioning groups, with larger organizations, or with the decisions made in these

organizations. Much less attention has been paid to the more ubiquitous and universal social

behaviors that do not clearly demonstrate one or more of the five necessary elements

described by Sherif.

Perhaps the earliest efforts to understand these social units has been the extensive

descriptions of urban street gangs in the 1920s and 1930s, continuing through the 1950s,

which understood them to be largely reactions to the established authority. The primary goal

of gang members was to defend gang territory, and to define and maintain the dominance

structure within the gang. There remains in the popular media and urban law enforcement

agencies an avid interest in gangs, reflected in daily headlines which emphasize the criminal

aspects of gang behavior. However, these studies and the continued interest have not

improved the capacity to influence gang behavior or to reduce gang related violence.

The relevant literature on animal social behaviors, such as work on territory and dominance,

has been available since the 1950s. However, they have been largely neglected by policy

makers, sociologists and anthropologists. Indeed, vast literature on organization, property,

law enforcement, ownership, religion, warfare, values, conflict resolution, authority, rights,

and families have grown and evolved without any reference to any analogous social

behaviors in animals. This disconnect may be the result of the belief that social behavior in

humankind is radically different from the social behavior in animals because of the human

capacity for language use and rationality. And of course, while this is true, it is equally likely

that the study of the social (group) behaviors of other animals might shed light on the

evolutionary roots of social behavior in humans.

Territorial and dominance behaviors in humans are so universal and commonplace that they

are simply taken for granted (though sometimes admired, as in home ownership, or deplored,

as in violence). But these social behaviors and interactions between human individuals play a

special role in the study of groups: they are necessarily prior to the formation of groups. The

psychological internalization of territorial and dominance experiences in conscious and

unconscious memory are established through the formation of personal identity, body

concept, or self concept. An adequately functioning individual identity is necessary before an
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individual can function in a division of labor (role), and hence, within a cohesive group.

Coming to understand territorial and dominance behaviors may thus help to clarify the

development, functioning, and productivity of groups.

7. Decision Making

Human performance in decision making terms has been the subject of active research from

several perspectives. From a psychological perspective, it is necessary to examine individual

decisions in the context of a set of needs, preferences an individual has and values they seek.

From a cognitive perspective, the decision making process must be regarded as a continuous

process integrated in the interaction with the environment. From a normative perspective, the

analysis of individual decisions is concerned with the logic of decision making and rationality

and the invariant choice it leads to.

Yet, at another level, it might be regarded as a problem solving activity which is terminated

when a satisfactory solution is found. Therefore, decision making is a reasoning or emotional

process which can be rational or irrational, can be based on explicit assumptions or tacit

assumptions.

7.1.Logical decision making

Logical decision making is an important part of all science-based professions, where

specialists apply their knowledge in a given area to making informed decisions. For

example, medical decision making often involves making a diagnosis and selecting an

appropriate treatment. Some research using naturalistic methods shows, however, that in

situations with higher time pressure, higher stakes, or increased ambiguities, experts use

intuitive decision making rather than structured approaches, following a recognition

primed decision approach to fit a set of indicators into the expert's experience and

immediately arrive at a satisfactory course of action without weighing alternatives.

Recent robust decision efforts have formally integrated uncertainty into the decision

making process. However, Decision Analysis, recognized and included uncertainties with

a structured and rationally justifiable method of decision making since its conception in

1964.
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8. Decision Making Processes

According to behavioralistIsabel Briggs Myers, a person's decision making process depends

on a significant degree on their cognitive style. Myers developed a set of four bi-polar

dimensions, called the Myers-Briggs Type Indicator (MBTI). The terminal points on these

dimensions are: thinking and feeling; extroversion and introversion; judgment and

perception; and sensing and intuition. She claimed that a person's decision making style is

based largely on how they score on these four dimensions. For example, someone who scored

near the thinking, extroversion, sensing, and judgment ends of the dimensions would tend to

have a logical, analytical, objective, critical, and empirical decision making style.

Other studies suggest that these national or cross-cultural differences exist across entire

societies. For example, Maris Martinsonshas found that American, Japanese and Chinese

business leaders each exhibit a distinctive national style of decision making.

8.1.Cognitive and personal biases

Biases can creep into our decision making processes. Many different people have made a

decision about the same question (e.g. "Should I have a doctor look at this troubling

breast cancer symptom I've discovered?" "Why did I ignore the evidence that the project

was going over budget?") andthen craft potential cognitive interventions aimed at

improving decision making outcomes. Below is a list of some of the more commonly

debated cognitive biases.

8.2.Neuroscience perspective

The anterior cingulate cortex (ACC), orbitofrontalcortex (and the overlapping

ventromedial prefrontal cortex) are brain regions involved in decision making processes.

A recent neuroimaging study, found distinctive patterns of neural activation in these

regions depending on whether decisions were made on the basis of personal volition or

following directions from someone else. Patients with damage to the

ventromedialprefrontal cortex have difficulty making decisions.

Another recent study found that lesions to the ACC in the macaque resulted in impaired

decision making in the long run of reinforcement guided tasks suggesting that the ACC is

responsible for evaluating past reinforcement information and guiding future action.
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Emotion appears to aid the decision making process: Decision making often occurs in the

face of uncertainty about whether one's choices will lead to benefit or harm (see also

Risk). The somatic-marker hypothesis is a neurobiological theory of how decisions are

made in the face of uncertain outcome. This theory holds that such decisions are aided by

emotions, in the form of bodily states, that are elicited during the deliberation of future

consequences and that mark different options for behavior as being advantageous or

disadvantageous. This process involves an interplay between neural systems that elicit

emotional/bodily states and neural systems that map these emotional/bodily states.

9. Styles And Methods Of Decision Making

Styles and methods of decision making were elaborated by the founder of

PredispositioningTheory, Aron Katsenelinboigen. In his analysis on styles and methods

Katsenelinboigenreferred to the game of chess, saying that chess does disclose various

methods of operation, notably the creation of predispositionmethods which may be applicable

to other, more complex systems.

In his book Katsenelinboigenstates that apart from the methods (reactive and selective) and

sub-methods (randomization, predispositioning, programming), there are two major styles

positional and combinational. Both styles are utilized in the game of chess. According to

Katsenelinboigen, the two styles reflect two basic approaches to the uncertainty: deterministic

(combinational style) and indeterministic (positional style). Katsenelinboigens definition of

the two styles are the following.

9.1.Combinational style

The combinational style is characterized by

 A very narrow, clearly defined, primarily material goal, and

 A program that links the initial position with the final outcome.

In defining the combinational style in chess, Katsenelinboigenwrites:

The combinational style features a clearly formulated limited objective, namely the

capture of material (the main constituent element of a chess position). The objective is

implemented via a well defined and in some cases in a unique sequence of moves aimed
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at reaching the set goal. As a rule, this sequence leaves no options for the opponent.

Finding a combinational objective allows the player to focus all his energies on efficient

execution, that is, the players analysis may be limited to the pieces directly partaking in

the combination. This approach is the crux of the combination and the combinational

style of play.

9.2.Positional Style

The positional style is distinguished by

 A positional goal and

 A formation of semi-complete linkages between the initial step and final outcome.

Unlike the combinational player, the positional player is occupied, first and foremost,

with the elaboration of the position that will allow him to develop in the unknown future.

In playing the positional style, the player must evaluate relational and material parameters

as independent variables. ( ) The positional style gives the player the opportunity to

develop a position until it becomes pregnant with a combination. However, the

combination is not the final goal of the positional playerit helps him to achieve the

desirable, keeping in mind a predisposition for the future development. The Pyrrhic

victory is the best example of ones inability to think positionally.

Topic : Leading And Influencing Others

Topic Objective:

Definition/Overview:

Leadership: is commonly defined as the ability to influence others. Communication is

involved since direction takes place through communication, and leadership requires you to

provide others with direction.
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Key Points:

1. Leadership

Leadership is commonly defined as the ability to influence others. Communication is

involved since direction takes place through communication, and leadership requires you to

provide others with direction.

2. Theories of leadership

Leadership has been described as the process of social influence in which one person is able

to enlist the aid and support of others in the accomplishment of a common task . A definition

more inclusive of followers comes from Alan Keith of Genentech who said "Leadership is

ultimately about creating a way for people to contribute to making something extraordinary

happen."Students of leadership have produced theories involving traits , situational

interaction, function, behavior, power, vision and values , charisma, and intelligence among

others.

2.1.Trait theory

Trait theory tries to describe the types of behavior and personality tendencies associated

with effective leadership. This is probably the first academic theory of leadership.

Thomas Carlyle can be considered one of the pioneers of the trait theory, using such

approach to identify the talents, skills and physical characteristics of men who arose to

power. Ronald Heifetztraces the trait theory approach back to the nineteenth-century

tradition of associating the history of society to the history of great men.

Proponents of the trait approach usually list leadership qualities, assuming certain traits or

characteristics will tend to lead to effective leadership. Shelley Kirkpatrick and Edwin A.

Locke (1991) exemplify the trait theory. They argue that "key leader traits include: drive

(a broad term which includes achievement, motivation, ambition, energy, tenacity, and

initiative), leadership motivation (the desire to lead but not to seek power as an end in

itself), honesty, integrity, self-confidence (which is associated with emotional stability),

cognitive ability, and knowledge of the business. According to their research, "there is

less clear evidence for traits such as charisma, creativity and flexibility".
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2.1.1.Criticism to trait theory

Although trait theory has an intuitive appeal, difficulties may arise in proving its

tenets, and opponents frequently challenge this approach. The "strongest" versions of

trait theory see these "leadership characteristics" as innate, and accordingly labels

some people as "born leaders" due to their psychological makeup. On this reading of

the theory, leadership development involves identifying and measuring leadership

qualities, screening potential leaders from non-leaders, then training those with

potential.

2.2.Behavioral and style theories

In response to the criticism of the trait approach, theorists began to research leadership as

a set of behaviors, evaluating the behavior of 'successful' leaders, determining a behavior

taxonomy and identifying broad leadership styles. David McClelland, for example, saw

leadership skills, not so much as a set of traits, but as a pattern of motives. He claimed

that successful leaders will tend to have a high need for power, a low need for affiliation,

and a high level of what he called activity inhibition (one might call it self-control).

A graphical representation of the managerial grid model

Kurt Lewin, Ronald Lipitt, and Ralph White developed in 1939 the seminal work on the

influence of leadership styles and performance. The researchers evaluated the

performance of groups of eleven-year-old boys under different types of work climate. In

each, the leader exercised his influence regarding the type of group decision making,

praise and criticism (feedback), and the management of the group tasks (project

management) according to three styles: (1) authoritarian, (2) democratic and (3) laissez-

faire. Authoritarian climates were characterized by leaders who make decisions alone,

demand strict compliance to his orders, and dictate each step taken; future steps were

uncertain to a large degree. The leader is not necessarily hostile but is aloof from

participation in work and commonly offers personal praise and criticism for the work

done. Democratic climates were characterized by collective decision processes, assisted

by the leader. Before accomplishing tasks, perspectives are gained from group discussion

and technical advice from a leader. Members are given choices and collectively decide

the division of labor. Praise and criticism in such an environment are objective, fact
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minded and given by a group member without necessarily having participated extensively

in the actual work. Laissez faire climates gave freedom to the group for policy

determination without any participation from the leader. The leader remains uninvolved

in work decisions unless asked, does not participate in the division of labor, and very

infrequently gives praise.The results seemed to confirm that the democratic climate was

preferred.

3. Managerial Grid Model

The managerial grid model is also based on a behavioral theory. The model was developed by

Robert Blake and Jane Mouton in 1964 and suggests five different leadership styles, based on

the leaders' concern for people and their concern for goal achievement.

4. Situational and contingency theories

Situational theory also appeared as a reaction to the trait theory of leadership. Social

scientists argued that history was more than the result of intervention of great men as Carlyle

suggested. Herbert Spencer said that the times produce the person and not the other way

around. This theory assumes that different situations call for different characteristics;

according to this group of theories, no single optimal psychographic profile of a leader exists.

According to the theory, "what an individual actually does when acting as a leader is in large

part dependent upon characteristics of the situation in which he functions."

Some theorists started to synthesize the trait and situational approaches. Building upon the

research of Lewin et al., academics began to normatizethe descriptive models of leadership

climates, defining three leadership styles and identifying in which situations each style works

better. The authoritarian leadership style, for example, is approved in periods of crisis but

fails to win the "hearts and minds" of their followers in the day-to-day management; the

democratic leadership style is more adequate in situations that require consensus building;

finally, the laissez faire leadership style is appreciated by the degree of freedom it provides,

but as the leader does not "take charge", he can be perceived as a failure in protracted or

thorny organizational problems. This theorists defined the style of leadership as contingent to

the situation, which is sometimes classified as contingency theory. Four contingency

leadership theories appear more prominently in the recent years: Fiedler contingency model,
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Vroom-Yetton decision model, the path-goal theory, and the Hersey-Blanchard situational

theory.

The Fiedler contingency model bases the leaders effectiveness on what Fred Fiedler called

situational contingency. This results from the interaction of leadership style and situational

favorableness (later called "situational control"). The theory defined two types of leader:

those who tend to accomplish the task by developing good-relationships with the group

(relationship-oriented), and those who have as their prime concern carrying out the task itself

(task-oriented). According to Fiedler, there is no ideal leader. Both task-oriented and

relationship-oriented leaders can be effective if their leadership orientation fits the situation.

When there is a good leader-member relation, a highly structured task, and high leader

position power, the situation is considered a "favorable situation". Fiedler found that task-

oriented leaders are more effective in extremely favourableor unfavourable situations,

whereas relationship-oriented leaders perform best in situations with intermediate

favourability.

Victor Vroom, in collaboration with Phillip Yetton and later with Arthur Jago, developed a

taxonomy for describing leadership situations, taxonomy that was used in a normative

decision model where leadership styles where connected to situational variables, defining

which approach was more suitable to which situation. This approach was novel because it

supported the idea that the same manager could rely on different group decision making

approaches depending on the attributes of each situation. This model was later referred as

situational contingency theory.

5. Path-Goal Theory

The path-goal theory of leadership was developed by Robert House (1971) and was based on

the expectancy theory of Victor Vroom. According to House, the essence of the theory is "the

meta proposition that leaders, to be effective, engage in behaviors that complement

subordinates' environments and abilities in a manner that compensates for deficiencies and is

instrumental to subordinate satisfaction and individual and work unit performance. The

theory identifies four leader behaviors, achievement-oriented, directive, participative, and

supportive, that are contingent to the environment factors and follower characteristics. In

contrast to the Fiedler contingency model, the path-goal model states that the four leadership

behaviors are fluid, and that leaders can adopt any of the four depending on what the situation
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demands. The path-goal model can be classified both as a contingency theory, as it depends

on the circumstances, but also as a transactional leadership theory, as the theory emphasizes

the reciprocity behavior between the leader and the followers.

The situational leadership model proposed by Hersey and Blanchard suggest four leadership-

styles and four levels of follower-development. For effectiveness, the model posits that the

leadership-style must match the appropriate level of followership-development. In this model,

leadership behavior becomes a function not only of the characteristics of the leader, but of the

characteristics of followers as well.

6. Functional theory

Functional leadership theory is a particularly useful theory for addressing specific leader

behaviors expected to contribute to organizational or unit effectiveness. This theory argues

that the leaders main job is to see that whatever is necessary to group needs is taken care of;

thus, a leader can be said to have done their job well when they have contributed to group

effectiveness and cohesion . While functional leadership theory has most often been applied

to team leadership, it has also been effectively applied to broader organizational leadership as

well.

A variety of leadership behaviors are expected to facilitate these functions. In initial work

identifying leader behavior, Fleishman observed that subordinates perceived their supervisors

behavior in terms of two broad categories referred to as consideration and initiating structure.

Consideration includes behavior involved in fostering effective relationships. Examples of

such behavior would include showing concern for a subordinate or acting in a supportive

manner towards others. Initiating structure involves the actions of the leader focused

specifically on task accomplishment. This could include role clarification, setting

performance standards, and holding subordinates accountable to those standards.

7. Transactional and transformational theories

The transactional leaderis given power to perform certain tasks and reward or punish for the

teams performance. It gives the opportunity to the manager to lead the group and the group

agrees to follow his lead to accomplish a predetermined goal in exchange for something else.
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Power is given to the leader to evaluate, correct and train subordinates when productivity is

not up to the desired level and reward effectiveness when expected outcome is reached.

The transformational motivates its team to be effective and efficient. Communication is the

base for goal achievement focusing the group on the final desired outcome or goal

attainment. This leader is highly visible and uses chain of command to get the job done.

Transformational leaders focus on the big picture, needing to be surrounded by people who

take care of the details. The leader is always looking for ideas that move the organization to

reach the companys vision.

8. Leadership and emotions

Leadership can be perceived as a particularly emotion-laden process, with emotions entwined

with the social influence process. In an organization, the leaders mood has some effects on

his group. These effects can be described in 3 levels:

 The mood of individual group members. Group members with leaders in a positive mood

experience more positive mood than do group members with leaders in a negative mood.The

leaders transmit their moods to other group members through the mechanism of mood

contagion.Mood contagion may be one of the psychological mechanisms by which

charismatic leaders influence followers.

 The affective tone of the group. Group affective tone represents the consistent or

homogeneous affective reactions within a group. Group affective tone is an aggregate of the

moods of the individual members of the group and refers to mood at the group level of

analysis. Groups with leaders in a positive mood have a more positive affective tone than do

groups with leaders in a negative mood .

 Group processes like coordination, effort expenditure, and task strategy.Public expressions of

mood impact how group members think and act. When people experience and express mood,

they send signals to others. Leaders signal their goals, intentions, and attitudes through their

expressions of moods. For example, expressions of positive moods by leaders signal that

leaders deem progress toward goals to be good.The group members respond to those signals

cognitively and behaviorally in ways that are reflected in the group processes .

In research about client service it was found that expressions of positive mood by the leader

improve the performance of the group, although in other sectors there were another findings.
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Beyond the leaders mood, his behavior is a source for employee positive and negative

emotions at work. The leader creates situations and events that lead to emotional response.

Certain leader behaviors displayed during interactions with their employees are the sources of

these affective events. Leaders shape workplace affective events. Examples feedback giving,

allocating tasks, resource distribution. Since employee behavior and productivity are directly

affected by their emotional states, it is imperative to consider employee emotional responses

to organizational leaders. Emotional intelligence, the ability to understand and manage moods

and emotions in the self and others, contributes to effective leadership in organizations.

Leadership is about being responsible.

9. Leadership performance

In the past, some researchers have argued that the actual influence of leaders on

organizational outcomes is overrated and romanticized as a result of biased attributions about

leaders. Despite these assertions however, it is largely recognized and accepted by

practitioners and researchers that leadership is important, and research supports the notion

that leaders do contribute to key organizational outcomes. In order to facilitate successful

performance it is important to understand and accurately measure leadership performance.

Job performance generally refers to behavior that is expected to contribute to organizational

success. Campbellidentified a number of specific types of performance dimensions;

leadership was one of the dimensions that he identified. There is no consistent, overall

definition of leadership performance. Many distinct conceptualizations are often lumped

together under the umbrella of leadership performance, including outcomes such as leader

effectiveness, leader advancement, and leader emergence. For instance, leadership

performance may be used to refer to the career success of the individual leader, performance

of the group or organization, or even leader emergence. Each of these measures can be

considered conceptually distinct. While these aspects may be related, they are different

outcomes and their inclusion should depend on the applied/research focus.

10. Leadership in organizations

An organization that is established as an instrument or means for achieving defined

objectives has been referred to as a formal organization. Its design specifies how goals are

subdivided and reflected in subdivisions of the organization. Divisions, departments, sections,
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positions, jobs, and tasks make up this work structure. Thus, the formal organization is

expected to behave impersonally in regard to relationships with clients or with its members.

According to Weber's definition, entry and subsequent advancement is by merit or seniority.

Each employee receives a salary and enjoys a degree of tenure that safeguards him from the

arbitrary influence of superiors or of powerful clients. The higher his position in the

hierarchy, the greater his presumed expertise in adjudicating problems that may arise in the

course of the work carried out at lower levels of the organization. It is this bureaucratic

structure that forms the basis for the appointment of heads or chiefs of administrative

subdivisions in the organization and endows them with the authority attached to their

position.

In contrast to the appointed head or chief of an administrative unit, a leader emerges within

the context of the informal organization that underlies the formal structure. The informal

organization expresses the personal objectives and goals of the individual membership. Their

objectives and goals may or may not coincide with those of the formal organization. The

informal organization represents an extension of the social structures that generally

characterize human life the spontaneous emergence of groups and organizations as ends in

themselves.

In prehistoric times, man was preoccupied with his personal security, maintenance,

protection, and survival. Now man spends a major portion of his waking hours working for

organizations. His need to identify with a community that provides security, protection,

maintenance, and a feeling of belonging continues unchanged from prehistoric times. This

need is met by the informal organization and its emergent, or unofficial, leaders.

Leaders emerge from within the structure of the informal organization. Their personal

qualities, the demands of the situation, or a combination of these and other factors attract

followers who accept their leadership within one or several overlay structures. Instead of the

authority of position held by an appointed head or chief, the emergent leader wields influence

or power. Influence is the ability of a person to gain co-operation from others by means of

persuasion or control over rewards. Power is a stronger form of influence because it reflects a

person's ability to enforce action through the control of a means of punishment.

A leader is anyone who influences a group toward obtaining a particular result. It is not

dependant on title or formal authority. (elevos, paraphrased from Leaders, Bennis, and
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Leadership Presence, Halpern & Lubar). An individual who is appointed to a managerial

position has the right to command and enforce obedience by virtue of the authority of his

position. However, he must possess adequate personal attributes to match his authority,

because authority is only potentially available to him. In the absence of sufficient personal

competence, a manager may be confronted by an emergent leader who can challenge his role

in the organization and reduce it to that of a figurehead. However, only authority of position

has the backing of formal sanctions. It follows that whoever wields personal influence and

power can legitimize this only by gaining a formal position in the hierarchy, with

commensurate authority. Leadership can be defined as one's ability to get others to willingly

follow. Every organization needs leaders at every level.

11. Leadership versus management

Any of the bipolar labels traditionally ascribed to management style could also apply to

leadership style. Hersey and Blanchard use this approach: they claim that management

merely consists of leadership applied to business situations; or in other words: management

forms a sub-set of the broader process of leadership. They put it this way: "Leadership occurs

any time one attempts to influence the behavior of an individual or group, regardless of the

reason.Management is a kind of leadership in which the achievement of organizational goals

is paramount."

However, a clear distinction between management and leadership may nevertheless prove

useful. This would allow for a reciprocal relationship between leadership and management,

implying that an effective manager should possess leadership skills, and an effective leader

should demonstrate management skills.

Paul Birch also sees a distinction between leadership and management. He observed that, as a

broad generalization, managers concerned themselves with tasks while leaders concerned

themselves with people. Birch does not suggest that leaders do not focus on "the task."

Indeed, the things that characterisea great leader include the fact that they achieve. Effective

leaders create and sustain competitive advantage through the attainment of cost leadership,

revenue leadership, time leadership, and market value leadership. Managers typically follow

and realize a leader's vision. The difference lies in the leader realising that the achievement of

the task comes about through the goodwill and support of others (influence), while the

manager may not.
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This goodwill and support originates in the leader seeing people as people, not as another

resource for deployment in support of "the task". The manager often has the role of

organizing resources to get something done. People form one of these resources, and many of

the worst managers treat people as just another interchangeable item. A leader has the role of

causing others to follow a path he/she has laid out or a vision he/she has articulated in order

to achieve a task. Often, people see the task as subordinate to the vision. For instance, an

organization might have the overall task of generating profit, but a good leader may see profit

as a by-product that flows from whatever aspect of their vision differentiates their company

from the competition.

Leadership does not only manifest itself as purely a business phenomenon. Many people can

think of an inspiring leader they have encountered who has nothing whatever to do with

business: a politician, an officer in the armed forces, a Scout or Guide leader, a teacher, etc.

Similarly, management does not occur only as a purely business phenomenon. Again, we can

think of examples of people that we have met who fill the management niche in non-business

organisationsNon-business organizations should find it easier to articulate a non-money-

driven inspiring vision that will support true leadership. However, often this does not occur.

Differences in the mix of leadership and management can define various management styles.

Some management styles tend to de-emphasize leadership. Included in this group one could

include participatory management, democratic management, and collaborative management

styles. Other management styles, such as authoritarian management, micro-management, and

top-down management, depend more on a leader to provide direction. Note, however, that

just because an organisationhas no single leader giving it direction, does not mean it

necessarily has weak leadership. In many cases group leadership (multiple leaders) can prove

effective. Having a single leader (as in dictatorship) allows for quick and decisive decision-

making when needed as well as when not needed. Group decision-making sometimes earns

the derisive label "committee-itis" because of the longer times required to make decisions,

but group leadership can bring more expertise, experience, and perspectives through a

democratic process.

Patricia Pitcher has challenged the bifurcation into leaders and managers. She used a factor

analysis (in marketing)factor analysis technique on data collected over 8 years, and

concluded that three types of leaders exist, each with very different psychological

profiles:'Artists' imaginative, inspiring, visionary, entrepreneurial, intuitive, daring, and
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emotional Craftsmen: well-balanced, steady, reasonable, sensible, predictable, and

trustworthy Technocrats: cerebral, detail-oriented, fastidious, uncompromising, and hard-

headed She speculates that no one profile offers a preferred leadership style. She claims that

if we want to build, we should find an "artist leader" if we want to solidify our position, we

should find a "craftsman leader" and if we have an ugly job that needs to get done like

downsizing.we should find a "technocratic leader".Pitcher also observed that a balanced

leader exhibiting all three sets of traits occurs extremely rarely: she found none in her study.

Bruce Lynn postulates a differentiation between 'Leadership' and Management based on

perspectives to risk. Specifically,"A Leader optimises upside opportunity; a Manager

minimisesdownside risk." He argues that successful executives need to apply both disciplines

in a balance appropriate to the enterprise and its context. Leadership without Management

yields steps forward, but as many if not more steps backwards. Management without

Leadership avoids any step backwards, but doesnt move forward.

12. Leadership by a group

In contrast to individual leadership, some organizations have adopted group leadership. In

this situation, more than one person provides direction to the group as a whole. Some

organizations have taken this approach in hopes of increasing creativity, reducing costs, or

downsizing. Others may see the traditional leadership of a boss as costing too much in team

performance. In some situations, the maintenance of the boss becomes too expensive - either

by draining the resources of the group as a whole, or by impeding the creativity within the

team, even unintentionally.

A common example of group leadership involves cross-functional teams. A team of people

with diverse skills and from all parts of an organization assembles to lead a project. A team

structure can involve sharing power equally on all issues, but more commonly uses rotating

leadership. The team member(s) best able to handle any given phase of the project become(s)

the temporary leader(s). According to Ogbonnia, "effective leadership is the ability to

successfully integrate and maximize available resources within the internal and external

environment for the attainment of organizational or societal goals". Ogbonnia defines an

effective leader "as an individual with the capacity to consistently succeed in a given

condition and be recognized as meeting the expectations of an organization or society."
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13. Leadership among primates

Richard Wrangham and Dale Peterson, in Demonic Males: Apes and the Origins of Human

Violence present evidence that only humans and chimpanzees, among all the animals living

on earth, share a similar tendency for a cluster of behaviors: violence, territoriality, and

competition for uniting behind the one chief male of the land. This position is contentious.

Many animals beyond apes are territorial, compete, exhibit violence, and have a social

structure controlled by a dominant male (lions, wolves, etc.), suggesting Wrangham and

Peterson's evidence is not empirical. However, we must examine other species as well,

including elephants (which are undoubtedly matriarchal and follow an alpha female),

meerkats (who are likewise matriarchal), and many others.

It would be beneficial, to examine that most accounts of leadership over the past few

millennia (since the creation of Christian religions) are through the perspective of a

patriarchal society, founded on Christian literature. If one looks before these times, it is

noticed that Pagan and Earth-based tribes in fact had female leaders. It is important also to

note that the peculiarities of one tribe cannot necessarily be ascribed to another, as even our

modern-day customs differ. The current day patrilineal custom is only a recent invention in

human history and our original method of familial practices were matrilineal.

By comparison, bonobos, the second-closest species-relatives of man, do not unite behind the

chief male of the land. The bonobos show deference to an alpha or top-ranking female that,

with the support of her coalition of other females, can prove as strong as the strongest male in

the land. Thus, if leadership amounts to getting the greatest number of followers, then among

the bonobos, a female almost always exerts the strongest and most effective leadership.

However, not all scientists agree on the allegedly "peaceful" nature of the bonobo or its

reputation as a "hippie chimp".
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Topic : Achieving Personal Productivity

Topic Objective:

Another basic thrust to improved productivity is to minimize wasting time. The strategies and

tactics described next are directly aimed at overcoming the problem of wasted time.

1.1.Minimize Day Dreaming

Allowing the mind to drift while on the job is a major productivity drain. Day dreaming is

triggered when the individual perceives the task as boring or overwhelming. Brain

research suggests that young people daydream the most. Unresolved personal problems

contribute to daydreaming.

1.2.Prepare a Time Log to Evaluate Your Use of Time

A time log can uncover time leaks, anything you are doing or not doing that allows time

to get away. A major time leak for many workers is schmoozing, or informal socializing

on the job. Nevertheless, schmoozing can help relieve tension and build workplace

relationships.

1.3.Avoid Unproductive Use of Computers

An unproductive use of computers, however, is to tinker with them to the exclusion of

useful work. Some managers spend so much time with computers that they neglect the

leadership aspect of their jobs. Internet surfing for purposes not strictly related to the job

has become a major productivity drain.

1.4.Keep Track of Important Names, Places, and Things

Have a parking place for everything, and make visual associations about where you put

objects.
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2. Time-Management

The major factor contributing to the boom in time-management products and services is the

productivity push in organizations. To stay competitive, workers at all levels are expected to

contribute more. Furthermore, most companies today are thinly staffed, thus adding to the

workload of many employees. Many people see improved time management as a logical path

to productivity improvement. Overcoming procrastination and planning their activities seem

to be two of the major areas of weakness in work habits and time management for many

students.

Tidiness and good organization contribute to success, but they are not nearly as consequential

as concentrating on important tasks, or giving the most attention to high-priority tasks. For

example, figuring out how to save the company $200,000 is much more important than

cleaning out the wastebasket file on your computer. It is also possible that the tidy person is

working harder but not smarter.

Preparing a mission statement helps give the person a direction in life. With a direction or

purpose in life. iteasier to concentrate on what you are doing and to avoid distractions. With a

mission, each accomplished task is a small step toward attaining a major goal. There are costs

to procrastination. The example in the text was losing out on a great new job because you did

not have your resume updated and ready to go. Therefore, reducing procrastination would

also reduce the costs of procrastination, and could result in substantially higher incomes.

A very low perfectionist might be negligent about deadlines and quality, and the person

might take an overly casual attitude toward accomplishing items on his or her to-do list. The

low-perfectionist might finish things, but in a careless manner. A widely-mentioned type of

unproductive work is preparing reports that nobody ever reads, including distributing minutes

of meetings. Checking up on the work of other people is often unproductive, but quality

checks can save lives as in the checking of animals for mad-cow disease. Of course, many

meetings appear to be unproductive. For many jobs, checking e-mail too frequently (such as

every 10 minutes) is unproductive.

Each person has his or her own bits of time that could be used more productively. Here are

some frequent possibilities: time spent just before class begins; waiting time at a hair salon
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and on supermarket lines; time spent waiting for a document to print (the computer

sometimes freezes for two minutes while the printer becomes activated); a customer service

rep's occasional few minutes between phone calls; and a sale rep's downtime from customer

calls on Friday afternoon. Jobs are usually outsourced because the company finds someone

else who can get the work done for less money. If less time is wasted, money is saved, and

the employer may have no reason to even consider outsourcing.

Topic : Achieving A Rewarding And Satisfying Career

Topic Objective:

Job: A job is a role served by a person or thing, usually involving productive work. A person

usually begins a job by becoming an employee, volunteering, or starting a business. The

duration of a job may range from an hour (in the case of odd jobs) to a lifetime (in the case of

some judges). If a person favors or is trained for a certain type of job, they may have an

occupation. The series of jobs a person holds in their life is their career.

Job Satisfaction: Job satisfaction describes how content an individual is with his or her job.

Quality of work life: Quality of work life refers to how effectively the job environment

meets the personal needs and values of employees.

Key Points:

1. Career

A career is mostly seen as a course of successive situations that make up a person's

occupation. One can have a sporting career or a musical career without being a professional

athlete or musician, but most frequently "career" in the 20th century referenced the series of

jobs or positions by which one earned one's money. It tended to look only at the past.

As the idea of personal choice and self direction picks up in the 21st century, aided by the

power of the Internet and the acceptance of people having multiple kinds of work, the idea of

a career is shifting from a closed set of achievements, like a chronological rsum of past jobs,
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to a defined set of pursuits looking forward. In its broadest sense, career refers to an

individuals work and life roles over their lifespan.

In the relatively static societies before modernism, many workers would often inherit or take

up a single lifelong position (a place or role) in the workforce, and the concept of an

unfolding career had little or no meaning. With the spread during the Enlightenment of the

idea of progress and of the habits of individualist self-betterment, careers became possible, if

not expected.

2. Career Assessments

Career Assessments are tests that come in a variety of forms and rely on both quantitative and

qualitative methodologies. Career Assessments can help individuals identify and better

articulate their unique interests, values, and skills. Career counselors, executive coaches,

career development centers, and outplacement companies often administer career assessments

to help individuals focus their search on careers that closely match their unique personal

profile.

3. Career counseling

Career counseling advisors assess people's interests, personality, values and skills, and also

help them explore career options and research graduate and professional schools. Career

counseling provides one-on-one or group professional assistance in exploration and decision

making tasks related to choosing a major/occupation, transitioning into the world of work or

further professional training. The field is vast and includes career placement, career planning,

learning strategies and student development.

By the late 20th century a plethora of choices (especially in the range of potential

professions) and more widespread education had allowed it to become fashionable to plan (or

design) a career: in this respect the careers of the career counsellorand of the career advisor

have grown up. It is also not uncommon for adults in the late 20th/early 21st centuries to have

dual or multiple careers, either sequentially or concurrently. Thus, professional identities

have become hyphenated or hybridized to reflect this shift in work ethic. Economist Richard

Florida notes this trend generally and more specifically among the "creative class."
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4. Personal Development

Personal Development refers to activities that enhance self-knowledge and identity, develop

talents and potential, improve human capital and employability, enhance quality of life and

realize dreams and aspirations. Personal development is not limited to self-development or

self-help; it also includes developing others and by extension refers to the methods,

programs, tools, techniques, and assessment systems used in personal development.

5. Self-improvement

At the level of self-improvement, personal development includes the following:

 Becoming the person one aspires to be; integrating social identity with self-identification

 Increasing awareness or defining of ones priorities, values, chosen way of life or ethics.

 Strategizing and realizing dreams, aspirations, career and lifestyle priorities.

 Developing professional potential and talents; developing individual competencies, learning

on the job

 Improving the quality of lifestyle in such areas as health, wealth, culture, family, friends and

communities.

 Learning techniques or methods to expand awareness, gain control of one's life or achieve

wisdom.

The personal development of others may be a function within the role of teacher or mentor, a

personal competency such as a manager's ability to develop the potential of employees, or a

professional service such as providing training, assessment or coaching.

Personal development is an industry with two distinct markets, business-to-individual and

business-to-institution. The business-to-individual market includes books, motivational

speaking, e-learning programs, workshops, individual counseling, life coaching and

techniques such as yoga, martial arts, and meditation and fitness programs. Business-to-

institution markets reach tens of millions of students in higher education and hundreds of

millions of employees in companies through training, employee development programs,

development tools, self-assessment, feedback, coaching and mentoring. Some consulting

firms are specialized in personal development but generalist firms in human resources,

recruitment and organizational strategy have recently entered this growing market, not to
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mention a large number of smaller firms and self-employed professionals who provide

consulting, training and coaching.

At whatever level of development -- economic, political, biological, organizational or

personal --- a framework is needed in order to know if improvement has actually occurred.

Personal development frameworks consist of goals or benchmarks that define the end-point,

strategies or plans for reaching goals, measurement and assessment of progress, levels or

stages that define milestones along the development path, and a feedback system to support

progress.

6. Leisure or free time

The word leisure comes from the Latin word licere, meaning to be permitted or to be free, via

Old French leisir, and first appeared in the early fourteenth century. The notions of leisure

and leisure time are thought to have emerged in Victorian Britain in the late nineteenth

century, late in the Industrial Revolution. Early factories required workers to perform long

shifts, often up to eighteen hours per day, with only Sundays off work. By the 1870s though,

more efficient machinery and the emergence of trade unions resulted in decreases in working

hours per day, and allowed industrialists to give their workers Saturdays as well as Sundays

off work.

Affordable and reliable transport in the form of railways allowed urban workers to travel on

their days off, with the first package holidays to seaside resorts appearing in the 1870s, a

trend which spread to industrial nations in Europe and North America. As workers channeled

their wages into leisure activities, the modern entertainment industry emerged in

industrialized nations, catering to entertain workers on their days off. This Victorian

conceptthe weekendheralded the beginning of leisure time as it is known today.

7. Career Management

While in the past companies took active roles in employee development to both advance the

company and the employee, this is a much less common employment benefit in todays

society. As we move into the future, employees have become more and more responsible for

their own career development and management. It has become imperative for employees to
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stay abreast of careers in demand and the skills required, participating in training to maintain

and upgrade skills, to seek employment, etc.

 Technical and business skills

 Interpersonal skills

 Reading, writing, and arithmetic skills

 Listening skills

 Problem-solving skills

 Learning skills

 Self-management skills

8. Job Design

Job design is a concept often overlooked by students. The concept, however, is critical for

managers of organizations. Before employees can be hired, managers must define the work to

be done, divide the work into jobs, describe the jobs, and describe the person most capable of

performing the job successfully. This is the process of job design.

The text graphically depicts the phases involved in job design, including:

 Job analysis list of tasks.

 Job description tasks that make up one job.

 Job specification person who can perform the job.

 Performance appraisal determines if the person identified in the job specification is actually

able to perform the tasks identified in the job description.

9. Job specification

While it is common for prospective and current employees to view their job descriptions, the

job specifications are less-often seen. Job specifications are used more often by the Human

Resources Department and by managers to recruit workers and to evaluate applicants. Once a

person meeting the specification is hired for the job, there is less need to see the specification.

Job specifications typically address four areas:
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 Education: refers to the formal education and any training needed to perform a job, for

example, a high school diploma or G.E.D. and certification as a master mechanic, or a

Bachelors degree in Marketing.

 Experience: refers to the amount of required prior experience performing the same job. For

example, an accounting manager may need to have five years of accounting experience and

two years of supervisory experience. Entry-level (starting) positions are those requiring no

previous experience.

 Skills: are learned or acquired capabilities. Typing is an excellent example of a skill, as no

one is born able to type.

 Abilities; are essentially capabilities people are born with. Abilities would include the use of

both arms or both legs, or the ability to lift 50 pounds from the floor to a shelf four feet up 30

times an hour for eight hours. After finding a person who meets the job specifications, a

performance appraisal is needed to measure the work output against the job description.

10. Job satisfaction

The happier people are within their job, the more satisfied they are said to be. Job satisfaction

is not the same as motivation, although it is clearly linked. Job design aims to enhance job

satisfaction and performance, methods include job rotation, job enlargement and job

enrichment. Other influences on satisfaction include the management style and culture,

employee involvement, empowerment and autonomous work groups. Job satisfaction is a

very important attribute which is frequently measured by organizations. The most common

way of measurement is the use of rating scales where employees report their reactions to their

jobs. Questions relate to rate of pay, work responsibilities, variety of tasks, promotional

opportunities the work itself and co-workers. Some questioners ask yes or no questions while

others ask to rate satisfaction on 1-5 scale (where 1 represents "not at all satisfied" and 5

represents "extremely satisfied").

Job satisfaction has been defined as a pleasurable emotional state resulting from the appraisal

of ones job; an affective reaction to ones job; and an attitude towards ones job.

Jobsatisfaction is an attitude but points out that researchers should clearly distinguish the

objects of cognitive evaluation which are affect (emotion), beliefs and behaviours. This

definition suggests that we form attitudes towards our jobs by taking into account our

feelings, our beliefs, and our behaviors.
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11. Models of job satisfaction

11.1. Affect Theory

Edwin A. Lockes Range of Affect Theory (1976) is arguably the most famous job

satisfaction model. The main premise of this theory is that satisfaction is determined by a

discrepancy between what one wants in a job and what one has in a job. Further, the

theory states that how much one values a given facet of work (e.g. the degree of

autonomy in a position) moderates how satisfied/dissatisfied one becomes when

expectations are/arent met. When a person values a particular facet of a job, his

satisfaction is more greatly impacted both positively (when expectations are met) and

negatively (when expectations are not met), compared to one who doesnt value that facet.

To illustrate, if Employee A values autonomy in the workplace and Employee B is

indifferent about autonomy, then Employee A would be more satisfied in a position that

offers a high degree of autonomy and less satisfied in a position with little or no

autonomy compared to Employee B. This theory also states that too much of a particular

facet will produce stronger feelings of dissatisfaction the more a worker values that facet.

11.2. Dispositional Theory

Another well-known job satisfaction theory is the Dispositional Theory. It is a very

general theory that suggests that people have innate dispositions that cause them to have

tendencies toward a certain level of satisfaction, regardless of ones job. This approach

became a notable explanation of job satisfaction in light of evidence that job satisfaction

tends to be stable over time and across careers and jobs. Research also indicates that

identical twins have similar levels of job satisfaction.

A significant model that narrowed the scope of the Dispositional Theory was the Core

Self-evaluations Model, proposed by Timothy A. Judge in 1998. Judge argued that there

are four Core Self-evaluations that determine ones disposition towards job satisfaction:

self-esteem, general self-efficacy, locus of control, and neuroticism. This model states

that higher levels of self-esteem (the value one places on his/her self) and general self-

efficacy (the belief in ones own competence) lead to higher work satisfaction. Having an

internal locus of control (believing one has control over her\his own life, as opposed to

www.bsscommunitycollege.in   www.bssnewgeneration.in  www.bsslifeskillscollege.in

94
www.onlineeducation.bharatsevaksamaj.net        www.bssskillmission.in

WWW.BSSVE.IN



outside forces having control) leads to higher job satisfaction.Finally, lower levels of

neuroticism lead to higher job satisfaction.

11.3. Two-Factor Theory (Motivator-Hygiene Theory)

Frederick Herzbergs Two factor theory (also known as Motivator Hygiene Theory)

attempts to explain satisfaction and motivation in the workplace This theory states that

satisfaction and dissatisfaction are driven by different factors motivation and hygiene

factors, respectively. Motivating factors are those aspects of the job that make people

want to perform, and provide people with satisfaction, for example achievement in work,

recognition, promotion opportunities. These motivating factors are considered to be

intrinsic to the job, or the work carried out. Hygiene factors include aspects of the

working environment such as pay, company policies, supervisory practices, and other

working conditions.

While Hertzberg's model has stimulated much research, researchers have been unable to

reliably empirically prove the model, with Hackman & Oldham suggesting that

Hertzberg's original formulation of the model may have been a methodological artifact.

Furthermore, the theory does not consider individual differences, conversely predicting

all employees will react in an identical manner to changes in motivating/hygiene factors.

Finally, the model has been criticised in that it does not specify how motivating/hygiene

factors are to be measured.

12. Job Characteristics Model

Hackman& Oldham proposed the Job Characteristics Model, which is widely used as a

framework to study how particular job characteristics impact on job outcomes, including job

satisfaction. The model states that there are five core job characteristics (skill variety, task

identity, task significance, autonomy, and feedback) which impact three critical

psychological states (experienced meaningfulness, experienced responsibility for outcomes,

and knowledge of the actual results), in turn influencing work outcomes (job satisfaction,

absenteeism, work motivation, etc.). The five core job characteristics can be combined to

form a motivating potential score (MPS) for a job, which can be used as an index of how

likely a job is to affect an employee's attitudes and behaviors----. A meta-analysis of studies

that assess the framework of the model provides some support for the validity of the JCM.
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13. Measuring job satisfaction

There are many methods for measuring job satisfaction. By far, the most common method for

collecting data regarding job satisfaction is the Likert scale (named after Rensis Likert).

Other less common methods of for gauging job satisfaction include: Yes/No questions,

True/False questions, point systems, checklists, and forced choice answers. This data is

typically collected using an Enterprise Feedback Management (EFM) system.

The Job Descriptive Index (JDI), created by Smith, Kendall, & Hulin (1969), is a specific

questionnaire of job satisfaction that has been widely used. It measures ones satisfaction in

five facets: pay, promotions and promotion opportunities, coworkers, supervision, and the

work itself. The scale is simple, participants answer either yes, no, or cant decide (indicated

by ?) in response to whether given statements accurately describe ones job.

The Job in General Index is an overall measurement of job satisfaction. It is an improvement

to the Job Descriptive Index because the JDI focuses too much on individual facets and not

enough on work satisfaction in general.

Other job satisfaction questionnaires include: the Minnesota Satisfaction Questionnaire

(MSQ), the Job Satisfaction Survey (JSS), and the Faces Scale. The MSQ measures job

satisfaction in 20 facets and has a long form with 100 questions (five items from each facet)

and a short form with 20 questions (one item from each facet). The JSS is a 36 item

questionnaire that measures nine facets of job satisfaction. Finally, the Faces Scale of job

satisfaction, one of the first scales used widely, measured overall job satisfaction with just

one item which participants respond to by choosing a face.

14. Job satisfaction and emotions

Mood and emotions while working are the raw materials which cumulate to form the

affective element of job satisfaction. Moods tend to be longer lasting but often weaker states

of uncertain origin, while emotions are often more intense, short-lived and have a clear object

or cause. There is some evidence in the literature that state moods are related to overall job

satisfaction. Positive and negative emotions were also found to be significantly related to

overall job satisfaction
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Frequency of experiencing net positive emotion will be a better predictor of overall job

satisfaction than will intensity of positive emotion when it is experienced.

Emotion regulation and emotion labor are also related to job satisfaction. Emotion work (or

emotion management) refers to various efforts to manage emotional states and displays.

Emotion regulation includes all of the conscious and unconscious efforts to increase,

maintain, or decrease one or more components of an emotion. Although early studies of the

consequences of emotional labor emphasized its harmful effects on workers, studies of

workers in a variety of occupations suggest that the consequences of emotional labor are not

uniformly negative.

15. Relationships and practical implications

Job Satisfaction can be an important indicator of how employees feel about their jobs and a

predictor of work behaviours such as organizational citizenship, absenteeism, and turnover.

Further, job satisfaction can partially mediate the relationship of personality variables and

deviant work behaviors.

One common research finding is that job satisfaction is correlated with life satisfaction. This

correlation is reciprocal, meaning people who are satisfied with life tend to be satisfied with

their job and people who are satisfied with their job tend to be satisfied with life. However,

some research has found that job satisfaction is not significantly related to life satisfaction

when other variables such as nonwork satisfaction and core self-evaluations are taken into

account.

An important finding for organizations to note is that job satisfaction has a rather tenuous

correlation to productivity on the job. This is a vital piece of information to researchers and

businesses, as the idea that satisfaction and job performance are directly related to one

another is often cited in the media and in some non-academic management literature. A

recent meta-analysis found an average uncorrected correlation between job satisfaction and

productivity to be r=.18; the average true correlation, corrected for research artifacts and

unreliability, was r=.30. Further, the meta-analysis found that the relationship between

satisfaction and performance can be moderated by job complexity, such that for high-

complexity jobs the correlation between satisfaction and performance is higher than for jobs

of low to moderate complexity. In short, the relationship of satisfaction to productivity is not
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necessarily straightforward and can be influenced by a number of other work-related

constructs, and the notion that "a happy worker is a productive worker" should not be the

foundation of organizational decision-making.

With regard to job performance, employee personality may be more important than job

satisfaction. The link between job satisfaction and performance is thought to be a spurious

relationship; instead, both satisfaction and performance are the result of personality.

16. Quality of work life

Quality of work life refers to how effectively the job environment meets the personal needs

and values of employees.

17. Common features of quality of work life

Common features include adequate and fair compensation; safe and healthy working

conditions; opportunity for developing and using human capacity; opportunity for continued

growth and security; a feeling of belonging; employee rights; work and total life space; social

relevance of work life; trusting the people in the organization; being able to take pride in the

work being done; and having coworkers who are enjoyable to work with.

18. Work Environment Effects

Changes in the existing work environment can often be made to improve the quality of work

life. Changing colors, saturation of color, color coding, and the addition of decoration and art

can all be used to improve the aesthetic quality of the physical environment.

Color has been shown to influence people. Color can be used in the work environment to

send a message or simply to act as a background. Using dark red around fire alarms and

equipment is an example of using color to send a message, as is using yellow to alert people

that an area is dangerous. Color can also be used as background, as when pastels are selected

for walls to de-emphasize an area. To improve quality of work life, certain colors, like red

and yellow, may be reserved for special areas. Other colors may be assigned to specific

departments. Here the change in color would support signage informing customers, clients,

and workers that they have entered a different area.
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Personalization may be allowed to enhance a work area, independent of color usage and

aesthetics. Some companies rigidly control the amount of personalization permitted, with

some allowing none at all, and it is sometimes difficult to understand the reasoning. As noted

earlier in this topic, people want to take pride in their work, and people will often take a

certain amount of ownership for their work. Allowing personalization is one way for people

to say, essentially, This is my work area, Im proud of my work, and I am declaring my pride

to everyone by bringing in personal items and pictures. Controlling everything, from the

pictures on the wall, to the color of the wall, to the style of the furniture, is often an example

of micromanagement. The message in this over-control is that individuals do not matter. To

avoid sending a wrong message, managers should carefully consider the reasons for limiting

personalization. Is there a good, solid, safety, productivity, or customer communication

reason for limiting personalization? If so, explain to everyone how limiting personalization is

necessary. If a manager is just trying to exercise his or her power and control over people, the

price in terms of lower morale and lower QWL may well be too high to justify the action.

19. Social Environment Effect

Workers generally prefer some degree of social contact with other employees. Sometimes

work is the main source of social interactions for people. When the social interactions are not

as desired, job satisfaction can decrease. These social interactions are complex entities, and

the value to the individual is affected by the quantity of interactions, physical and mental

isolation, and the quality of the interactions.

As the quantity of social interactions increases, job satisfaction may increase. The quantity of

social interactions is affected by physical and mental isolation. Physical isolation means that

the work site is so remote that there are few other workers in the area, or that the workers in

the area are isolated by the working conditions. Working conditions that prevent

communication due to the equipment separating workers or the noise level can create

conditions of physical isolation. The very nature of the work may prevent social interaction,

thereby creating mental isolation. This may occur when the concentration level required to

perform the work is so high that it prevents communication. When physical and mental

isolation increase, the quantity of social interactions decrease and job satisfaction may

decrease.
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The quality of social interactions also affects job satisfaction. This quality factor is more

subjective, yet it is very powerful. People have stayed at jobs they might otherwise have left

because they felt the quality of the social interactions was so high that this outweighed

numerous other negative aspects of the job. Conversely, some people have left jobs when

they liked the work but disliked the quality of their social contacts on the job. Although

volumes could be written about improving social interactions, there are two things in

particular that can be done that might improve the quality of social interactions.

The quality of social interactions can be affected by the respect you earn from coworkers and

by your treatment of coworkers. The best way to earn the respect of your coworkers is

through job knowledge and performance. Both job knowledge and performance are required,

however. There are some people who know how to perform a job but are too lazy to actually

do it. When coworkers respect you because of your job knowledge and performance, they

will want to interact with you, thus increasing the quantity of social interactions. You will

also attract the best coworkers, and interactions with them can increase the quality of your

social interactions as well. In addition to earning respect, social interactions are affected by

your treatment of others. The opportunity for conversation, therefore, tends to enhance

morale, especially at repetitive jobs that dont require much mental concentration. Wherever

possible, teams or work groups should be used, and smaller groups tend to be more cohesive

than larger ones. Team members are usually more productive when they can participate in

choosing compatible workmates for their groups. With effective leadership, teams tend to

improve work standards and accept new processes more readily. Further, many employees

like teamwork since it provides for more variety of tasks as compared to repetitive jobs on

typical assembly lines.

20. Gain-Sharing

A rapidly expanding technique for improving the quality of work life of employees is gain-

sharing. Also termed production-based compensation plans, gain-sharing plans are defined as

organizational change programs of employee involvement, with an organization-wide

financial formula. Gain-sharing involves providing employees with periodic cash bonuses for

developing ways in which the organization can enjoy cost savings. The payouts are related to

financial cost savings formulas and vary widely among organizations, ranging from 20% to

as high as 100% of the value of the cost savings. Payout typically is made to employees on a

monthly basis. In a gain-sharing plan the employer attempts to communicate clearly to
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employees the state of the business, asks for employee ideas, and seeks to jointly solve

problems related to such factors as product quality and productivity.

21. Flextime

Flextime or flexibility scheduling eliminates the 9-to-5 syndrome faced by many employees

and enables them to enjoy hours that more closely match their personal lifestyles. Workers

must still work a preestablishednumber of hours, say, 40 hours per week or 80 hours over a

two-week period. But the major difference between flextime and a conventional system of

work hours is that flextime gives employees the freedom to choose, within certain limitations

and usually with advance notice given to their supervisors, what times they begin and end

their jobs each day.

Flextime is not feasible for all workers, however. If, for example, all the workers on an

assembly line are required to run the line, then it would not be feasible to have some start at

8AM and leave at 4:30 PM, while others start at 10 AM and leave at 6:30 PM. It may not be

feasible for workers to arrive at one time if their supervisor arrives at a much different time.

In general, it is impractical to allow flextime in any situation where other people are

depending on workers to be on the job at a certain time, as in opening a store or any of the

numerous other service facilities in our modern economy.

22. Flextime

Flexplace allows employees to work at home instead of in an office or plant. It is also

referred to as telecommuting. A growing number of organizations now offer employees a

cafeteria-style benefit program (also termed a flexible-benefit plan), in which employees can

pick and choose a combination of insurance and other options best suited to their personal

desires and individual and family situations. In a flexible-benefit plan, typically there is a

core range of benefits in addition to salary, including a contribution to a retirement plan.

Employees can then select options up to the value of a set allowance.

The compressed workweek allows employees to work four ten-hour days.
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23. Contingent workers

Contingent workers, or temps, are a growing trend. In the past, temporary work was

uncommon for executives. However, the organizational trend toward downsizing and

restructuring during the late 1980s and early 1990s resulted in an increasing number of

managers who had been laid off and were able to acquire only part-time work. In fact, a new

breed of temporary employment agency for flexecutives managers and professionals now

exists.

24. Individual factors affecting job satisfaction

 Commitment The more carefully someone has researched, selected, and prepared for a job,

the more likely that person is to be satisfied with the job. If the actions of researching,

selecting, and preparing for the job are highly visible to friends and family, the person is

more likely to be satisfied with the job and less likely to admit to any dissatisfaction. The

more the person has invested into a job, the bigger the mistake would appear to be if the

person said he or she was wrong in selecting it.

 Expectations People believe that their jobs should fulfill certain needs. These beliefs, or

expectations, concerning a jobs ability to fulfill needs may be realistic or unrealistic. People

who expect work to fulfill all of their needs are probably being unrealistic.

 Job involvement Job involvement refers to how important a persons job is in his or her life.

The more involved a person is in their job, the more satisfaction he or she generally feels. It is

possible, however, to become overinvolved in a job. Overinvolvement (becoming a

workaholic) can be identified when work becomes so pervasive as to negatively affect ones

personal life.

 Effort/reward ratio People compare the rewards they receive from work to the effort they put

into work to partially determine job satisfaction. If the ratio between the two is heavy on the

effort side, people generally feel less satisfied because they feel they are putting more into

their work than they are getting out of it. People will also compare their effort/reward ratios

to the ratio of others. If they believe their ratio is less than their coworkers ratios, they will

feel less satisfied because they will feel that they are getting less out of their jobs for the

effort they put in than their coworkers are. In all of this analysis people look at total rewards

from work, not just monetary compensation. Also, we are once again dealing with peoples

perceptions of effort and reward, which may be real or imaginary.
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 Influence of coworkers The importance coworkers place on certain issues affects the

importance an individual places on those issues, which in turn may affect job satisfaction. For

instance, if coworkers are constantly grumbling about the state of the equipment, some

individuals will also feel that this is important and will tend to agree that the equipment is

substandard. Or, if coworkers constantly talk about what a great place they work in,

individuals will also tend to think that the place is good, and their job satisfaction will

increase.

 Comparisons People compare their jobs and how satisfied they are with them to the jobs of

friends, relatives, and neighbors. A person who is a middle manager may feel quite satisfied

if his or her family members and neighbors all have lower-status, lower-paying jobs.

 Opinions of others The opinions of others concerning your job also affect your job

satisfaction. If other people, especially people you admire and respect, believe that you have

a good job, you will typically feel more satisfied than if the people around you think you have

a lousy job. This also applies to the way society views entire professions. If society generally

regards your profession to be valuable and of higher status, then you will be more satisfied

than if society feels your job is of low status and worth.

 Personal outlook A persons general outlook on life is another factor that influences job

satisfaction. A person with high self-esteem, with confidence in his or her abilities, and with a

positive outlook on life is more likely to have high job satisfaction than someone with a

negative attitude.

 Age Job satisfaction typically increases with age. Older workers have more work experience,

they understand better what needs work can and cannot satisfy, and overall they have a more

realistic view of work and life. Younger workers have comparatively few or no job

experiences with which to compare their current jobs. Because of this, they are more likely to

substitute the opinions of other people, their own beliefs about other peoples jobs, and their

own idealistic views of what work should be for their lack of experience. These opinions and

beliefs are less applicable than their own experiences and can cause younger workers to feel

less satisfaction than they would if they had their own experiences to draw on.
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