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Social skills and emotional intelligence

ÅKnowing myselfςunderstanding myself, my emotions, 
reactions, how I react to certain situations, people or character 
types

ÅSelf control ςthe ability to manage and control my reactions 
and emotions, in various situations and under pressure

ÅMotivation ςthe ability to research, understand and use the 
energy of my emotions for achieving my goals

ÅEmpathy ςthe ability to understand and feel the emotions of 
other people

ÅSocial skills ςthe ability to create and keep interpersonal 
relationships and my ability to influence others
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30% of projects fail due to the lack of these 
skills

Å Ability to persuade

Å Communication skills

Å Leadership skills

Å Ability to change and adapt

Å Conflict management skills

Å Networking skills

Å Cooperation skills

Å Team work skills

Å Ability to find common ground

Å Ability to see things from the

perspective of the other side

Å Persuasiveness

Å Taking initiative, self motivation

Å Self management
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Tools for gaining respect and power

ÅPersuasiveness. The ability to argument with 
conviction while keeping a respectful attitude for 
the opinion of others.

ÅPatience. To be patient and slow in judging others 
for their mistakes and shortcomings or inability to 
fulfill their goals

ÅModeration and sensitivity for the feelings of others 
knowing their threshold.

ÅAbility to learn. To have the mind of a child to be 
able to accept new ideas from others, also the 
ability to learn from life situations.
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Tools for gaining respect and power

ÅAcceptation. The ability to tolerate mistakes and imperfections 
rather than condemning others. 

ÅKindness. Perceptiveness, care, protection and an effort to 
educate employees.

ÅOpenness. Opportunities are for the prepared.

ÅCompassionate confrontation. The correction of mistakes with 
the attitude of  loving protection and care.

ÅConsistency. Adhere to personal principles and ethics based on 
a clear set of values and principles. Act according to them even 
under pressure.

ÅIntegrity. Act only for the good of others or the good of the 
whole, with no desire to use people or circumstances in my 
personal benefit.
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Networking

Å Successful people are masters of networking 

Å Team harmony is the basis for success

Å Team success comes from well managed/harmonized group mechanics

Å Full utilization of team member`s talents comes after eliminating social 
static (fear, anger, rivalry, resentment)

Å Network types :
ÅCommunication
ÅExpertise
ÅTrust

Å Communication types:
Å Positive, outgoing, giving(directive)
Å Negative, withholding, receiving
Å Neutral, not sure, weather eye (reactive)
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Self motivation

Å The need to belong. 
Make effort to help others as you would like them to help you.
Å Positive relationships.

Go out of your ways to make others need you.
Å Appreciation of others for what they done

Help others feel respected for their efforts. Appreciate others and 
receive the energy to do more.

Å Do the right thing
Make decisions and act with dignity in all aspects of life, even when it 
is difficult.

Å Love your body
Give your body what it needs not what it wants ςexercise every day.
Å Power and control 

The power to go on, and control over my life is a result of my 
sacrifices, dignity and selflessness.
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Selfcontrol

The ability of the project manager to cope with the 
everyday workload, changing requirements and 
stressful circumstances, systematically and in a 

disciplined fashion
ÅAnalysis and definition of the causes of conflicts and 

stresses
ÅControlling emotions, visualization techniques, breathing 
ÅDefining and communicating my 

feelings with others, deal with 
the conflict
ÅAchieving the ability to tolerate 
ÅStressmanagement techniques
ÅThe cycle of: fear - anger - pain 
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The 7 Habits of Highly Effective People
Å Habit 1: Be Proactive
Å Change starts from within, and highly effective people make the decision to improve their lives through the things that 

they can influence rather than by simply reacting to external forces.
Å

Habit 2: Begin with the End in Mind
Å Develop a principle-centered personal mission statement. Extend the mission statement into long-term goals based on 

personal principles.
Å

Habit 3: Put First Things First
Å Spend time doing what fits into your personal mission, observing the proper balance between production and building 

production capacity. Identify the key roles that you take on in life, and make time for each of them.
Å

Habit 4: Think Win/Win
Å Seek agreements and relationships that are mutually beneficial. In cases where a "win/win" deal cannot be achieved, 

accept the fact that agreeing to make "no deal" may be the best alternative. In developing an organizational culture, be 
sure to reward win/win behavior among employees and avoid inadvertantlyrewarding win/lose behavior.

Å
Habit 5: Seek First to Understand, Then to Be Understood

Å First seek to understand the other person, and only then try to be understood. Stephen Covey presents this habit as 
the most important principle of interpersonal relations. Effective listening is not simply echoing what the other person 
has said through the lens of one's own experience. Rather, it is putting oneself in the perspective of the other person, 
listening empathically for both feeling and meaning.

Å
Habit 6: Synergize

Å Through trustful communication, find ways to leverage individual differences to create a whole that is greater than the 
sum of the parts. Through mutual trust and understanding, one often can solve conflicts and find a better solution than 
would have been obtained through either person's own solution.

Å
Habit 7: Sharpen the Saw

Å Take time out from production to build production capacity through personal renewal of the physical, mental, 
social/emotional, and spiritual dimensions. Maintain a balance among these dimensions.
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Negotiationskills

Find a win win solution despite the differences

ÅRespect the other party, his opinion and needs

ÅBATNA, what I believe is what I get

ÅSee objectively from both perspectives

ÅResearch partner, find and suggest solutions

ÅListen for reasons and give solutions
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Conflict and crisis

Scholars generally agree that conflict:

Å is a process

Å is inevitable

Å is a normal part of life

Å is sometimes useful

How to manage conflicts:

Å Speak your mind and heart. 

Å Listen well. 

Å Express strong feelings appropriately. 

Å Remain rational for as long as possible. 

Å Summarize, and ask questions. 

Å Give and take. 

Å Avoid all harmful statements. 
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The growth of character

Completion

Adulthood

Growth

I am happy with 
you, for you

I do to you, as 
you do to me

Me, me, me

Maturity

Neglect or abuse ,
pain 

I do as I was 
taught

Formation

Fear, jealousy, 
apathy or anger

Conflict of values
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Workplace stress

Symptoms

Åheadaches 

Åmuscular tension 

Åbackache and/or neck ache 

Åtiredness and sleep problems 

Ådigestive problems 

Åa raised heart rate 

Åskin rashes 

Åsweating 

Åblurred vision 
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Workplace stress
Causes

Åpoor working conditions 
Ålong working hours 
Årelationships with colleagues 
Ålack of job security 
Ådifficult journeys to and from work 
Åthe way the company is managed 
Åmismatch between the requirements of the job and 

your own capabilities and needs 
Åinflexible working hours 
Åtoo much or too little responsibility 
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Workplace stress

Help yourself

ÅGet enough exercise do 30 minutes of exercise each day. 
Choose an activity you enjoy - a brisk walk is ideal. 

ÅLearn relaxation techniques - this can help you sleep better 
and relieve stress-related physical pains such as stomach pains 
and headaches. 

ÅTalk about your stress with a friend or member of the family 
ÅDon't drink too much alcohol or caffeine, or smoke. 
ÅEat regular mealsand a healthy, balanced diet with plenty of 

fruit and vegetables. 
ÅAt the end of each day, reflect on what you've achieved. Plan 

your successful future instead of worrying about your 
problems.
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