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Introduction

We look forward to meeting you for the first of this two, two hour workshop programme designed to make us think about our own levels of personal effectiveness.

To make the most of the time we have, we would like you to give some thought to some of the issues relevant to personal effectiveness before coming to the first workshop. Therefore, before we meet, we would like you to sit down with a cup of coffee [or whatever you fancy…] and complete the Personal Effectiveness Inventory which you will find at Appendix 1 at the back of these papers.
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Workshop 1 

Building Self Esteem and Self Confidence

 “He who is afraid to shake the dice will never throw a six” 
Chinese proverb

1. Self esteem and self confidence as rights?

You don’t have to be a High Court judge to have heard of the Universal Declaration of Human Rights. Consider the following extracts:

Article 1 – “All human beings are born free and equal in dignity and rights. They are endowed with reason and conscience and should act towards one another in a spirit of brotherhood.”

Article 2 – “Everyone is entitled to all the rights and freedoms set forth in this Declaration without distinction of any kind, such as race, colour, sex, language, religion, political or other opinion, national or social origin, property, birth or other status.”
Article 12 – “No-one shall be subjected to arbitrary interference with his privacy, family, home or correspondence, not to attacks upon his honour or reputation.”

Article 18 – “Everyone has the right to freedom of thought, conscience and religion…”

Article 19 – “Everyone has the right to freedom of opinion and expression…”

It’s pretty hard to disagree with any of these and we’ve all got a pretty good idea of our own rights, whether we’d find them in the Declaration or not. Ever said/thought any of these: 

I have the right to be treated with respect

I have the right to change my mind

I have the right to make mistakes

I have the right to say no

I have the right to ask for what I want

I have the right to be listened to

I have the right to my own feelings

I have the right to my own beliefs

I have the right to be wrong

I have the right to express anger appropriately        
 and so on and so on……….

Before we start this workshop, think about the following as a process:

Self esteem—[leads to]-----self confidence---[leads to]---- personal effectiveness-----[leads to]-----employability

Some authors [eg Lindenfield] describe self-esteem as “inner confidence” and say that there are four main hallmarks which identify people with sound inner confidence:

· Self-love

· Self-knowledge

· Clear goals

· Positive thinking

By comparison, there is “outer confidence” which is often characterized by some or all of the following:

· Effective communication

· Assertiveness

· Healthy self-presentation

· Sound emotional control

It may be true to say that outwardly confident people tend to have good levels of self-esteem. Or to put it another way, inner confidence tends, of course, to lead to outer confidence. That does not mean that these lucky people think that they are better than others or are “big heads”, but rather that they have taken some time to get to know and like themselves. They then have a solid basis for being and feeling confident and thus tend to be good at dealing with others confidently. 

So, let’s have a look at inner confidence or self-esteem first:

2. Self-esteem/inner confidence
“Self-esteem is a powerful human need. It is a basic human need that makes an essential contribution to the life process; it is indispensable to normal and healthy development; it has survival value.”

Dr Nathaniel Branden

Have you ever thought about how many “needs” you have? An academic [Maslow] has even come up with a so-called “hierarchy of needs”. Consider the following as a pyramid [ie work from the bottom up]:

Self confidence

Self esteem

Loved

Safe

Physical needs met

It’s pretty simple, isn’t it? Once our physical needs are met [food, water etc], once we are free from threat [safe] and feel secure [loved], then, and arguably only then, can we allow ourselves the luxury of paying attention to our self-esteem which will in turn build our self-confidence. So, assuming that we have the bottom 3 rungs of the ladder/pyramid in place [and that’s a big assumption for all of us], we turn to consider how we can build up our self-esteem and self confidence. First of all, self-esteem or “inner confidence” or perhaps self-love.
Why might we have low levels of self-esteem? Some writers suggest that it is because of what other people have told/tell us about ourselves and from our observations of our own behaviour and its consequences [Bower: Asserting Yourself]. Nowadays, the media may also influence how we see ourselves and therefore how we feel about ourselves. Perhaps without even knowing that we do it, we may have made certain judgements about ourselves. Very often these judgements affect how successful we feel and therefore how much we like ourselves. 

Take a few moments to think and jot down some honest answers. 
What do you think you are good at?

 What do you like about yourself? 
What do you think you are bad at?

What do you not like about yourself?

You might like to think a bit more about this list when you get home tonight – the only real requirement is that you are completely honest with yourself.

So how can we improve our self-esteem? Here are some suggestions based on positive thinking and raising self esteem taken from some published authors writing in the general area.  We will divide into pairs and talk about a couple from the list [free choice]. Read through the list first and agree as a pair which 2 or 3 you would like to talk about. You can then think further about some of the others later on after the workshop:

· “Self-congratulatory statements”

Write down a list of 3 things you are good at or that you like about yourself. Think about putting that list up somewhere you will see it each day. Practise reminding yourself of these good points during the day. [This is sometimes called “being your own cheerleader.”] [Bower: Asserting Yourself]

· Reversing negative thoughts
Think for a moment about any recurring negative thoughts you might have about yourself. [“put downers”.] Now try reversing the negative thoughts you may have about yourself. For example:

Negative self-statement


Positive self-statement

I am weak




I can be strong if I try
           I am helpless


           I can take control

           I am miserable


           I can be happy

[Bower]

· Paying compliments to others. [Lindenfield; Assert Yourself] DO you often do this? If so, why do you do it? If not, why not?
· Learn to take compliments graciously. How often do people pay you a compliment, only for you to run yourself down in reply? Try to think of some examples from your own past.
· Do you practise “non-verbal recognition” of other people? For example, do you look at people when they talk to you; nod in agreement; ask them about themselves; show interest in the other person?  [Townend : Developing Assertiveness] How well do you do this at present? What could you improve?
· Give up “toxic worrying.” Think about what you regularly worry about. If there is something you can do about those worries, do it without delay and stop worrying. If there isn’t anything you can do, then there’s no point in worrying about them anyway.

· Silence the “inner gremlin” do you have a small voice which tends to run you down and tell you that you are no good? Think of ways of silencing or ignoring it.
· Be grateful - a number of writers on self-esteem appear to value a positive, grateful state of mind as a way of lifting your own self esteem.
· Be a Barnabus St Barnabus was known for encouraging others. Practise encouraging not only others, but yourself too. [Cheaper than a life coach.]
· Be a positive thinker – are you one? Try these for size: have you grown up expecting life to be generally good? Do you think the best of people unless there’s a clear reason not to?  Do you believe that most problems have a solution?  This week, try for a whole day to look on the bright side of everything you see or hear [OK not everything….]. Talk to someone you trust about how you did. 
· Implement your “anti-moan” mechanism – [see above about being grateful….] moaners tend not to be happy people. Be honest: how much of a moaner are you? Think carefully: what do you moan about? Consider this: moaning achieves nothing, so if it’s your favourite hobby, practise SUMO [shut up and move on…].

· Never go to “if only….” land    - do you find yourself wishing for things and thinking “ if only I were slimmer/more good looking/cleverer/richer etc, my life would be wonderful. Recognise this for what this is: self deception and procrastination – it allows you to do nothing to improve yourself. So when you find yourself in this mind set, give yourself a healthy slap and SUMO.

· Let any guilt go –  are carrying any guilt around? If so, ask yourself how you can deal with it. If there is something you can do, then do it. Otherwise, let it go. You might like to mentally nail it into a box and drop it into a black hole far out in space……
There are, of course, many other ways of improving your own self esteem, but at base all these roads lead to the same place: self love/self regard. During the week, try to identify any other people or personal feelings which tend to make you think or feel negatively about yourself. Then make a list of how you can manage these influences.
So, once you’ve got a healthy level of self esteem [and that is a life long task], it should help you to become a more self confident person. So a little more now on self confidence.

3. Self/ Outer Confidence
As we have noted above, many writers distinguish between self esteem on the one hand as the dialogue going on inside a person, and self confidence on the other hand as how a healthy dialogue is shown to the outside world. It’s a simple truth which we already know: people who like themselves appear confident to others. So are there any tried and tested ways of “shining up” our self/outer confidence? Once again, consider a couple from the list below with a colleague and then think through the remainder in your own time after the workshop:
· Always ask for help  – do you do this? Can you think of a situation where you foundered because you were too shy/embarrassed/proud to ask for guidance? Imagine how you could have handled it better. 
· Choose not to be shy – Do you consider yourself to be shy? Did you know that this was a choice? Think of situation where you have felt shy. Why was that? How could you have handled it differently?

· Check who is on “your team” - you can do wonders by surrounding yourself with people who will support you, rather than people who put you down. Think about family, friends, colleagues. Who is a supporter? Who is on the other team?

· Find a mentor – we are not talking about formal mentors here. Many big achievers claim that they have fast tracked their life and their levels of self confidence by working out who can help them and then approaching them for support and help [see above]. Is there anyone who would fall into this category for you? If so, how do you feel about approaching them?

· Set your goals – these can be short or longer term. What are your goals on this course? What about in 5 years’ time? What about in your personal life? The idea here is that if you are clear about where you are going and why, you can be a lot more confident in the here and now.
· Do something outside your comfort zone – how often is up to you. Some say that if you never do anything outside your own comfort zone, then that zone starts to shrink and so does your life. Doing something you are not familiar with can increase your levels of self confidence. It can be dramatic [how about coming out to the front of the class and singing a verse from your favourite song?] or rather more “everyday” [how about striking up a conversation with someone you haven’t talked to before?]
· Schedule in regular laughing sessions  - you can take this literally by replaying favourite DVDs or just doing something you enjoy. The theory here of course is simple:  happy people tend to be confident people.

· Convince yourself that it’s OK to make mistakes – when was the last time you made a mistake that you didn’t beat yourself up about? Have a chat with someone you trust about why it’s OK to make mistakes. [Remember: making mistakes just provides us with neutral information about what went wrong and what needs to be put right.]
· Take responsibility for your own successes and failures – this is, of course, very much linked to the bullet point above. But the idea here is that a confident/assertive person does not habitually look for others to blame, but, where appropriate, will take responsibility [and the blame] for things when they go wrong. They will equally take proper credit when things go well. Try to apply this to past situations in your own life.
· Be determined. - How determined are you?  Think about some past situations where you have felt determined to see something through. What made you feel/react like that?
· Be self-reflective - How self-reflective are you? How often do you take time out to evaluate your work, your studies, your personal life? Is this something you think is valuable? How could you ensure that you did this regularly?
· Be relaxed - How relaxed are you?  - remember the saying: “The time to relax is when you don’t have any time for it.” [Sydney Harris] It’s not that confident people are never stressed, it is rather that confident people recognise the signs of stress and tend to do something about it. While this isn’t a workshop on stress management [there are plenty out there…], if you think that you regularly feel stressed, since this may not only be damaging  to your health, but also your ability to be confident, you should discuss with someone you trust ways of dealing with your stress.

4. So how good are we at being confident?
So that we can briefly play around with the idea of self-confidence/assertiveness, we will split into 2 groups and each group will be given a role play brief. Each group will then sub-divide down into 3 groups: one preparing to act as the passive/ non-confident person; one as the aggressive person; and one as the self-confident/assertive person. Each sub-group will elect one person to act the role when required. [A tutor will play other roles as required.] We will then act out the roles and discuss how each felt.

4.1 Roleplay 1

Janet/John is a customer who has recently bought a copy of “Everything You Always Wanted To Know About Assertiveness But Were Too Timid Too Ask.” On getting home, s/he discovered that the last 20 pages of the book were missing. Janet/John is now entering the bookstore to return the book and wants to ask either for his/her money back or a good copy.
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4.2 Roleplay 2
Christine/Christopher is an office manager who has just been given a report by David/Diana, a trainee. The report is sub-standard for a number of reasons. Christine/Christopher takes the report back to him/her discuss it.
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Learning Outcomes for Workshop 1

· To understand the relationship  between self-esteem and self- confidence

· To have undertaken some self-reflection in relation to their own self-esteem and self-confidence
· To have exercised strategies to improve their own self-esteem and self-confidence

For completion before Workshop 2
We’ve now looked at some of the theory around self-esteem and self-confidence. In Workshop 2 we’ll be attempting to apply some of this theory to some simulated situations. You might therefore find it useful to try and embed some of the theory before coming to this second workshop. We would therefore like you to try out the following 3 exercises before coming to Workshop 2:
Exercise 1 

Finish off considering the list of ideas relating to self esteem and self confidence which we looked at the start of Workshop 1.
Exercise 2 

If you have never considered the importance of body language, then have a look at the material in Appendix 2 below. If you feel like playing, then have a go, with a friend, at the “Eye Games” which appear at the end of Appendix 2.
Exercise 3  

Decide whether you are a “people pleaser.” Look at the following list. Have any of these ever crossed your mind?
· I should do what other people want or expect from me

· I should listen to other people’s problems and try my best to solve them

· I should always be nice to other people

· I should never hurt other people’s feelings

· I should always put other people’s needs before mine

· I should never disappoint others or let them down

· I should never show negative feelings to others

· I should always try to make others happy

· I should never burden other people with my needs

If so, then you might like to take the “Nice-Q test” [adapted from Braiker “The Disease to Please”] and draw your own conclusions. [Remember to be scrupulously honest, and not give the answer that you think you should give]:

1. I pride myself on being a nice person

True/False

2. It is difficult for me to reject another person, no matter how much they deserve it




True/False

3.I find it easier to have negative feelings about myself than to express negative feelings towards another person
True/False

4. If something goes wrong, I often feel that I am to blame









True/False

5. I don’t feel comfortable expressing anger towards others








True/False

6. You should not get angry or upset with people you love








True/False

7. I am afraid that if  I am not nice to others that I may be rejected, ignored or punished in some way


True/False

8. I try to make other people like me by being nice
True/False

Exercise 4   Relaxation Breathing and Stress Inoculation [adapted from Braiker]
If you find that you are lacking in self-confidence [and indeed are perhaps a “people pleaser”] you may also find that some situations are stressful. It might therefore help to think about how to manage stress with a couple of simple responses:
(a) Breathing for Relaxation – first, find a quiet place. Then try one or both of the following breathing exercises – you should breathe in through your nose and out through your mouth. [If you have asthma or other breathing difficulties, you should check with your physician before continuing]:

1. The Yogic Breath - this involves 3 to 5 minutes of deep, rhythmic breathing. Depending on your own tastes, you could dim the lighting, play soft music and so on. Make sure that you will not be interrupted. Lie down [or sit comfortably] and close your eyes. You will be breathing in through your nose and out through your mouth. Start by breathing in through your nose for 5 seconds [easiest way is to count “one thousand, two thousand, etc”], then hold the breath for one second and then exhale for 5 seconds [“one thousand, two thousand etc”] through your mouth. Do this a few times to get used to the rhythm, then, still with your eyes closed, visualise a sea shore with the sea coming up onto the shore when you breathe in and pulling away when you breathe out. Continue for about 3-5 minutes. The trick is not to try to relax, but to just do the exercise. The feeling of relaxation will come. [If you would like to develop this, take a look at Appendix B in “Asserting Yourself: A Practical Guide For Positive Change” by Bower and Bower ref 158.1 in BCU library].
2. The Diaphragm Breath - find a quiet place as above. Place your right hand on your abdomen and your left hand on your chest. We use 2 sets of muscles when we breathe: one set pulls the ribs forward and makes the chest appear bigger, the other set lowers the diaphragm [a sheet of tissue at the bottom of your ribcage separating your chest from your abdomen.] This makes your abdomen appear bigger. This exercise gets you to breathe using both sets of muscles, so that you can get maximum oxygen imput and gradually feel relaxed as a result. Follow these 4 steps:

· Breathe in deeply using your diaphragm. You should imagine that the diaphragm is concave and curving upwards under the bottom of your lungs and that you are pushing it down flat. Your abdomen should inflate –ie your right hand should rise. [If it helps you can imagine that you have a second set of lungs in your abdomen!] Your chest [and therefore your left hand]should stay still.
· Now you take a second breath [without breathing out].  This time use your chest muscles and expand your chest – your left hand now rising.

· Now breathe out slowly and naturally. Don’t force the air out, just relax and let it go.

· Pause for a few seconds before starting the whole process again. [Remember as you are taking in more air, you should breathe more slowly, otherwise you could become dizzy.] Keep it going for a couple of minutes and try to do it twice a day. 
[Paterson The Assertiveness Workbook]
(b) Stress Inoculation
The truth is that we cannot avoid stress. The most we can do is learn how to deal with it. Here are a couple of suggestions from Braiker;
The invisible shield – when you are having to deal with an angry or unreasonable person, you can imagine that you have an invisible shield between you and that their rude or unreasonable comments are bouncing off it. You can use this space to collect yourself and decide how best to deal with the other person. [This is based on a toothpaste advert where a woman with sparkling teeth has a see-through shield up in front of her with the name of the toothpaste on it, while from off screen, persons unknown throw tomatoes and all kinds of gunge at her, which simply bounce off the shield.]
The Shoulder Coach – this is rather like having your most supportive family member or friend sitting on your shoulder and whispering positive comments in your ear in times of stress. It is merely a mental trick to keep you thinking positively in times of stress. You might want to come up with some positive affirmations [see the exercises for post Workshop 2], that is, some snappy little sayings which you find helpful, such as:

I am bright and can do this

I deserve to be treated with respect
I like myself

I decide for myself what I will and won’t do

I don’t have to justify myself to others

I am allowed to make mistakes

I don’t know everything and I don’t have to

I have the right to ask for help

I am not responsible for other people’s problems

and so on and so on……
Workshop 2
Applications

In this second workshop we will have the opportunity to put into practice some of the theory on self esteem and self confidence which we considered last time. We will consider a number of scenaria relevant to your choice of future career. These have been chosen to represent the sort of situations which you might face during your training or during your career. 

The theme which links these scenaria is: “Expecting The Unexpected”.  Often we are “caught out” in our working lives by being presented with unexpected situations or challenges which call for a confident or assertive response. You will have the advantage of not being taken completely by surprise, but you may still find the situations challenging. We will be using actors to play the parts of clients and colleagues.
For the first 15 minutes of the workshop you will tell us about your experiences from the post Workshop 1 exercises. We will then split into the following roles:

Student Actors [3 x 2]
who will deal with the clients/colleagues

Student coaches [3 x 2]
who will stay “on the sidelines” but will advise or “coach” the actors with ideas as the scenes progress

Observers/rapporteurs [1 x 1]  who will make notes on one of the role plays and will  report back at the end on what they thought worked well and badly and why.

The actors will be given a “conch” which they can pass between themselves to allow each other to step in [rather like tag wrestling…!] when they feel they can take the situation no further.
You will be given further instructions when you come to the second workshop.

Learning Outcomes for Workshop 2

· To have thought further in relation to the issues of self-esteem and self-confidence

· To have considered the relevance of non-verbal communication to personal effectiveness

· To have practised relaxation and stress control techniques

· To have taken part in or critiqued the application of the theories in Workshop 1to practical scenaria relevant to the student’s chosen career path

Post Workshop 2

We hope that you might agree with us that working on your own self esteem and self confidence cannot fully be achieved in 2 workshops, but is the labour of a lifetime. In order that you can keep up your own momentum, we suggest that you might like to try out one or all of the following 3 exercises:
1.Set yourself some goals. 
The following is taken from Alberti and Emmons’ book “Your Perfect Right” and shows how you can, with a little thought, set out a list of priorities. The trick then is, of course, to work at them and tick them off as you feel you have mastered them [and replace them with more demanding goals of course….].

(a). Set yourself TIME goals – for example, long range goals, one year goals and one month goals. Think about what could realistically be achieved in these time frames. For example:
Long Range Goals
Behave more assertively with my partner

Take more risks in my work life

Try to reduce my anxiety about behaving confidently

Try to overcome my fear of conflict and of anger

Try to understand how my childhood experiences influence my ability to be confident/assertive
One Year Goals

Compliment those around me more frequently

Speak out in front of groups more often

Say no when I need to and stick to it

Improve my eye contact in conversations

One Month Goals

Return the faulty microwave and get a replacement or money back

Say no to my boss about increasing my hours

Get my children/flatmates to do their fair share around the house.

(b) Now PRIORITISE those goals –you could think about which, within each time category, is the most important to you and then rank them accordingly, for example you can use the idea of “top drawer” and “bottom drawer” or “front burner” and “back burner”. So you might now re-organise your goals as follows:



One Month

One Year

Long Range

Top 

Drawer
Say no to boss  
Speak out 

More assertive with

more often

partner

Bottom

Drawer
Return 

Compliment

Take more risks

microwave

more


in work life

2. Try a step by step approach to health-checking your assertiveness/confidence levels.
You’ve now set yourself some goals, but you could easily let yourself off the hook by letting them slide and not keeping track of how you are doing. To achieve this, try the following step by step approach, [again adapted from Alberti mentioned above]:

Step 1
Observe your own behaviour

Step 2
Check them against your own set goals
Step 3
Note down in a separate “diary” how you think you are doing
Step 4
Think about how you could be doing better and note this down also

Step 5
Practise some positive thinking [see Workshop 1]

Step 6
Then try out some thing specific you noted at Step 4

Step 7
Note down what progress you made
Step 8
Share your diary and progress with someone you trust

Step 9
Consider getting more training on personal effectiveness

Step 10
Treat yourself for getting this far……
Now to really keep the whole process going, try these out [taken from
Building Self Confidence by Burton and Platts]:
3. Six daily habits to keep your confidence levels up
1. Start out alert – “Early to bed and early to rise, makes a man healthy, wealthy and wise” – so said Benjamin Franklin. Try it out – get into a routine [at least during the week] of getting to bed at a reasonable time and rising at a time that will not leave you rushed to get to work/college. You are far more likely to remain alert and relaxed during the day as a result.

 2. Choose your “sunglasses” for the day – imagine that you had got up this morning and put on a pair of rose coloured glasses. How would the world be looking? The idea is that we all choose how we are going to look at the world when we get up each morning. It is likely to be an unconscious choice, but it is a choice we make nonetheless. By turning it into a conscious choice, we can then decide how we are going to relate to the world that day [hopefully, in a positive way….]. You could try the following “sunglasses”:

I’m going to look for the best in each person I meet

I am going to be patient today

I am going to see the funny side today  etc etc

Try to link this into your positive thinking exercises and that should give you more ideas.

3. Exercise your body, your mind and your spirit

It’s well known that children who exercise regularly do better in their school work. What about you? If you haven’t done so already, find a type of exercise you enjoy and practise it regularly. You also need to keep your mind nimble: studying isn’t enough for this one, you need to find something for your mind which again you enjoy, but will stretch you – do the classic: learn a new language. All of this exercise, both physical and mental, will work better if you are in touch with your spiritual side – so think through how you could exercise yourself in this regard. If you are not sure, get down to the local library and read up on major religions and faith systems.
4. Take quiet time

When you were young, you probably had an afternoon “nap” because it was good for you. You may not be able to schedule that into your adult life, but everyone benefits from some quiet time, to re-charge batteries and to think things through. Try to find 10 minutes in your day when you can do this. It could be the first 10 minutes of the day before you get out of bed, when is it for you? Think about times when you could not turn on the radio or the TV, but keep some quiet time for yourself.

5. Be a reflective person

This is linked to your quiet time above. When you are being quiet, you might like to use some or all of that time to reflect on your life. This could be your life as a growing self confident person; it could be your college/work life; it could be your personal or social life; it could be about where you want to be in the future. If you are keeping some sort of a progress “diary”, you could jot these things down. 

6. Try out some favourite affirmations

By an affirmation we just mean a strong positive statement about the world as we would like to experience it – ie it’s a wish. Here are some examples taken from academic literature [ you can, of course, make up your own]:

I love my job and my partner

I look wonderful and feel great
I can handle anything that comes my way

I am doing my best and that’s enough

I’m in charge and I decide

Life should be an adventure

Try writing down a couple of your own favourites now…….and good luck with becoming and remaining a confident and effective person.

APPENDIX 1

PERSONAL EFFECTIVENESS INVENTORY

PERSONAL EFFECTIVENESS INVENTORY

[adapted from Alberti and Emmons “Your Perfect Right”]

In order to get the most out of this exercise, it is important that you are completely honest in your responses. Putting down the answer you would like [rather than that which is true] will defeat the object of the exercise. It is therefore best if you complete this Inventory on your own and without discussion with others. The answers will not be asked for nor made public in the workshops.

Circle the number which would best describe your response: 

0 = no/never

1 = sometimes/somewhat

2 = usually/often

3 = nearly always/entirely

Consider the following questions [remembering to be brutally honest with yourself]:

1. When a person acts unfairly, would you speak up and point it out?    




0  1  2  3

2. Do you find it difficult to make decisions?









0  1  2  3


3. Do you avoid people or situations out of fear of embarrassment?





0  1  2  3

4. Do you usually have confidence in your own judgement?






0  1  2  3

5. Do you insist that your spouse/partner/housemates take on their fair share of household chores?
0  1  2  3

6. If someone pushes into a queue ahead of you, would you speak up?





0  1  2  3

7. If someone borrowed something from you [money, a book etc] do you mention it?


0  1  2  3

8. Are you reluctant to speak up in class / a discussion / a debate?





0  1  2  3

9. Are you uncomfortable if someone watches you work?







0  1  2  3

10. If someone keeps kicking your chair in a movie / a lecture, do you ask them to stop?


0  1  2  3

11. Do you find it difficult to keep eye contact with another person while talking?



0  1  2  3

12. Are you able to express love/affection openly?








0  1  2  3

13. If you discover that something you have bought is faulty, do you return it?



0  1  2  3

14. Are you able to comfortably ask friends for help?







0  1  2  3

15. When you meet a stranger, are you the first to begin the conversation?




0  1  2  3

16. At family meals, do you control the conversation?







0  1  2  3

17. Are you able to refuse unreasonable requests?








0  1  2  3

18. Are you comfortable receiving compliments?








0  1  2  3

19. Are you comfortable giving compliments?








0  1  2  3
20. If a salesperson is giving you “the hard sell”, how easily can you resist?




0  1  2  3

To some of these questions, you may want to reply: “it depends on the situation” and so on. Don’t worry, The object is to get you to think about your possible responses in a range of situations and to spot patterns. 
PTO
In the first workshop, we will think about self-esteem [or inner confidence] and how that affects self-confidence [or outer confidence/personal effectiveness.] In preparation for that, you might like to think about the following on a “true or false” basis:

1. I have a clear sense of what is important to me



T / F     [circle]
2. I am known for being optimistic





T / F

3. I don’t beat myself up about my failings




T / F

4. When things get emotional, I can stand back and think clearly
T / F

5. I like doing new things







T / F
6. I like new challenges







T / F

7. I enjoy most of my work







T / F

8. I like myself









T / F

9. I respect other people







T / F

10. I am comfortable making decisions





T / F

11.  I take care of my body







T / F

12. I can handle stress well







T / F

13. I have a healthy attitude to risk taking




T / F

14. I know what I want to be doing in the future



T / F

15. I have a realistic view of my own strengths and weaknesses
T / F

Any surprises? There should be if you’ve done it honestly……..

Before coming to the session, identify 2 things from this list which you would like to change about yourself. For those who are comfortable talking about them, we will ask you about your views. [If you would rather keep this private, then consider talking it over with a family member of trusted friend. Ask them for their views.]
APPENDIX 2
BODY LANGUAGE
[NON-VERBAL COMMUNICATION]
2.1 What is body language/ non-verbal communication [NVC]?

Adolf Hitler, Winston Churchill and Abraham Lincoln all apparently thought about and practised what they said, how they said it and put considerable effort into how they came across. Think how many people they managed to persuade. [Evans The Language of Advocacy.]

Research has shown us that we are influenced in different ways by what we hear and what we see. Apparently, we are convinced at a level of less than 10% by the content of what we hear. Tone/quality of voice counts for about 30% and the remaining 60% by what we see. As we have noted before, it can fairly be said that the human animal is far more “video” than “audio”. This underlines sharply the importance therefore of not only what we say, but how we come across when we say it.

First, an exercise for you to undertake in the privacy of your own home [Evans The Language of Advocacy]: look at yourself in the mirror. Keep looking without looking away until a total stranger stares back at you.  Evans suggests that it will take a little while, but will happen. He likens it to a sauce suddenly thickening and also suggests that it is rather unnerving. The point of the exercise is that this is what others see. Now have a good look. Evans suggests that there are 8 important facial features which we use as “message senders” or as part of NVC : the forehead, brows, eyes and eyelids, cheeks, nostrils, mouth and chin. Then, why not practice your presentation and watch these elements of your face. [After all, it is what the tutor will be looking at, so it is best to see what your issues are before you get to the assessment.]

 How do you use your brow/forehead when talking? Do you raise your brows? Is this only done at appropriate times? Otherwise, you might appear doubtful or inappropriately surprised. Frowning can indicate that you are in difficulties – whether you are or not. The eyes – are they nice and wide, but not staring? Do you narrow them? Take the rest together: cheeks, nostrils, mouth and chin. The overall impression should be of a relaxed but confident face. Avoid the jutting chin: it can look aggressive.
Consider the list below. If you were meeting with someone who displayed the following, how would you assess them and how they were feeling? Write in your answers below.
A rigid smile

A “wet” handshake

Putting their hand to their mouth when speaking

Frequent, fast blinking

Arms folded

Tapping their foot

Leaning back in chair with hands behind head

Looking down

Staring at you

We can see from our interpretations of the above that NVC is more than just simple physical posture. It can include mannerisms, eye contact, subtle facial changes and non-verbal signs like sighing. Though we are often not aware of our competence in this area, we have developed skills from early in life to help us interpret NVC to help us understand [or at least make a good guess at] other people’s intentions, meanings and motives. Much of what goes on in relation to NVC goes on at a semi-conscious level. What we will try and do now is “unpack” some of what we already do, and examine it at a more conscious level.

2.2  The Think-Feel-Behave cycle

Once we realise that we all, at some time or other, go through the following behaviour cycle, then NVC becomes a lot easier to understand:

THINK---------------FEEL-----------------BEHAVE/NVC

Consider what a common cycle it is: you think about something, it makes you feel a certain way, which then influences how you behave and the body language you show. We do it all the time.

Do the following brief exercise:

Think of a difficult/challenging situation at home, work or University which you would be prepared to discuss in class. Then work through the following 3 steps:

Step 1 – When I have to deal with this situation, I tend to think……………….

Step 2 – This in turn makes me feel…………………..

Step 3 – This would probably lead to the following behaviour/body language………………

So when we are trying to interpret body language, we do well to remember that it is probably the product of thoughts and feelings that have gone before.

2.3  Applying NVC to yourself

Your main task in this module when thinking about NVC is to think about your own  NVC. Try thinking about the following in relation to any presentations you may have made for example:

POSTURE

What would represent confident posture if you are standing to make a presentation? How should you hold yourself? Should you use any “props”? What sorts of facial expressions would be appropriate?

GESTURE

What would be appropriate here? What would be inappropriate?

“LEAKAGE”

This is a term used to describe situations where you are trying to appear confident/honest etc, but you give away or “leak” contrary NVC. In what way[s] might you give yourself away [assuming there is anything to give away….]? 

PRESENCE

We often talk about people with “presence”. Have a think for a few moments about what this actually means [and therefore how you might achieve it].

2.4 “Eye Games” – a game to show the importance of eye contact and reading others’ eye movements. 
It is important in most walks of life to be able to “read” other people. Mostly, we “read” other people’s faces [as well as their bodies] to determine what they are not saying to us. Think how often you look at another’s eyes to see what they are thinking or feeling. Find a willing friend and try the following:
(a) Get your friend to sit comfortably in front of you, close enough so that you can see their eyes clearly. You will need a sheet of paper on which to record what their eyes look like in response to each question you ask. You friend should not speak. It is better if they don’t look at you, but perhaps look at a wall straight ahead. You can then record what you see either in words or by drawings.[Where are they looking, are they blinking more rapidly, how do the eyes look? etc]
(b) Then ask them the following “eye game” questions and note their eye reactions:

· What does the Queen look like on TV?

· What do you see when you wake up in the morning?

· Picture a pink elephant covered in green icing

· A circle fills a triangle. How many different shapes can you see?

· Think of the sound of a car horn

· What were the first words you said today?

· Imagine Donald Duck saying your name

· What do you say to yourself when you make a silly mistake?

· How hot do you like the water when you take a shower?

· How does it feel when there are toast/biscuit crumbs in your bed?

· Notice the temperature of your toes

· What do you want out of life?

[The theory behind this {which can be used to see if people are telling the truth} is that people look top right if they are thinking of new or constructed images [eg pink elephants]; they look top left if they are thinking of remembered images [eg the Queen’s face]; they will look centre left if remembering sounds [eg car horn];centre right if thinking about new sounds [eg Donald Duck]; they will look bottom right if thinking about feelings, emotions or senses of touch [temperature of the toes]; and will look bottom left if having an inner dialogue [eg what do you want out of life?].
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APPENDIX 3

FURTHER RESOURCES
You may wish to consult further some of the texts below on assertiveness and confidence building.










ISBN

Alberti Robert and Michael Emmons Your Perfect Right
978-1-886230-85-9

Back and Back Assertiveness At Work
978-007711428-2

Bishop Sue  Develop Your Assertiveness


0-7494-4821-0

Bower and Bower  Asserting Yourself
0-201-57088-2

Braiker Harriet  The Disease to Please
978-0-07-138564-0

Burton Kate and Brinley Platts Building Self Confidence
0-470-01699-8

For Dummies

Burns D  Feeling Good: The New Mood Therapy
Chandler and Grzyb  The Nice Factor Book
Fennell  Melanie  Overcoming Low Self-esteem
978-1-85487-725-9

Ferguson J  Perfect Assertiveness
Hartley Mary  The Assertiveness Handbook


0-85969-941-2
Hartley Mary   Managing Anger At Work
Hartley-Brewer Elizabeth  Self-Esteem for Girls
978-0-091-85586-4
Lindenfield Gael   Assert Yourself
0-00-712345-0


Lindenfield  Gael  Confident Children


0-7225-3956-8

McKay and Fanning Self Esteem
McMahon G  Confidence Works

Paterson Randy  The Assertiveness Workbook

1-57224-209-4

Ribbens Geoff and Richard Thompson Body

0-340-84943-6

Language in a Week

Rakos Richards Assertive Behaviour – Theory

0-415-00042-4

Research and Training

Ready Romilla and Kate Burton Neuro-Linguistic

0-7645-7028-5

Programming for Dummies

Rees Shan and R Graham Assertion Training 

0-415-01073-X

– How to be who you really are

Robinson Duke  Too Nice For Your Own Good

0-446-67386-2

Smith Manuel J  When I Say No, I Feel Guilty

0-553-26390-0
