Emotional Intelligence
at Workplace




PERSONALITY

Emotional intelligence is an
essential part of the whole person.




What is Emotional Intelligence ?

* Emotional Intelligenceis , N
the ablhty.to identify our Parceiving understanding
own emotions and those /
of others, to self-motivate Emotional

ourselves and know how
to monitor our emotions |
and those of the people )\ emotions
around us. N’




VIDEO 1



What is emotional intelligence.mp4

Aspects of Emotional Intelligence

Intrapersonal Interpersonal
Skills Skills
Self Social
Adaptability Resilience



Intrapersonal Skills

Self-Awareness is the ability to perceive your emotions at
the moment and understand your tendencies across
situations — it is good to understand yourself, the good
and the bad.

Ask yourself
What am I feeling? Why am I feeling it?
Reflect on your behaviors. Know your triggers.







Interpersonal Skills

Social-Awareness is the ability to recognize others’
emotions. Showing empathy enables you to have more
positive relationships and minimize

unproductive conflict.

Ask yourself
Am I listening? Did I ask questions?

Did I adjust my body language, facial expressions, tone of voice to
meet their needs?




SOCIAL AWARENESS

Demonstrate Empathy Connecting and Communicating
+ Do:be nderstaning + Meet them where
mthopt necessarily theyae
agreging
o Do: use words and + Watchfo nor
gestures to show you care Verbal s
o Don't: offer advice, judge, + Prepare them for

tell them how to feel

vegaiefomaton, ~ *°




SOCIAL AWARENESS

Assertve Communication

e the Assertive Communicaton Process
 Employ Asstve Communication Techniques

0 What doyou do when you don' get the
reSponSe you'e looking for?




Adaptability

Flexibility is the ability to adjust your thoughts,
feelings, and behavior to unfamiliar, unpredictable, or
changing conditions.

Ask yourself.....

Are you being open-minded? Am I focused on outcomes? Am I
willing to put aside the need to be “right?” Am I unwilling to
compromise principles or values?
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Resilience

Resilience is the ability to bounce back from setbacks
and failure, to find a silver lining and see a hopeful
future. The first aspect of resilience that we’'ll look at is
gaining an accurate perspective.

Ask yourself
What am I feeling? What do I want to feel? What do I need to
feel that way? Why do I need to feel this way?
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BAHAGIAN E: BRIEF RESILIENCE SCALE (BRS)

ARAHAN: Baca setiap pernyataan di bawah dengan teliti dan berhati-hati, sila tandakan jawapan
ANDA yang sesuai. Tandakan jawapan ANDA dengan menanda (V).

1= Sangat Tidak Setuju / Strongly Disagree
2 = Tidak Setuju / Disagree

3 = Tidak Pasti / Neutral

4 = Setuju / Agree

5 = Sangat Setuju / Strongly Agree

Bil Pernyataan 1 2 3 i |
1. Saya mudah untuk bangkit semula selepas mengalami sesuatu
kesukaran
I tend to bounce back quickly after hard times
2. Saya berasa sukar untuk berjaya apabila melalui situasi yang
menekan
I have a hard time making it through stressful events
3. Saya tidak mengambil masa yang lama untuk pulih dari situasi

yang menyebabkan menekan.
It does not take me long to recover from a stressful event

4. Sukar bagi saya untuk kembali pulih apabila sesuatu yang
buruk berlaku
It is hard for me to snap back when something bad happens

5. Saya selalunya menghadapi sedikit masalah apabila
mengharungi kesukaran
I usually come through difficult times with little trouble

6. Biasanya saya mengambil masa yang lama untuk mengatasi
masalah dalam hidup saya
I tend to take a long time to get over setbacks in my life

BRS Score Interpretation
1.00 - 2.99 Low resilience
3.00-4.30 Normal resilience

4.31 - 5.00 High resilience







Personal Skills or Competences Social Skills or Competences

How we manage ourselves How we handle relationships with others

» Self-awareness » Empathy

» Emotional awareness » Understanding others

» Accurate self-assessment » Developing others

» Self-confidence » Service orientation
» Self-regulation » Leveraging diversity

» Self-control » Political awareness

» Trustworthiness » Social Skills

» Conscientiousness v Influence

» Adaptability » Communication

» Innovation » Conflict management
» Motivation » Leadership

» Achievement drive » Change catalyst

» Commitment » Building bonds

» Initiative » Collaboration and cooperation

» Optimism » Team capabilities
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system of conscious personal management that
helps us control what we think, say, and do









Top Skills for Your Resume.mp4

DUA JENIS REGULASI KENDIRI

Tingkah laku

e Kawalan terhadap tingkah laku dalam tempoh jangka
panjang .

e Cth. Sukar untuk bangun pagi, tetapi ada komitmen
lakukan kerana untuk kesihatan.

Emosi

e Kawalan emosi apabila berhadapan situasi yang
mencabar.

e Cth. Perbezaan pendapat ketika mesyuarat. Anda
boleh mengawal emosi sendiri dan fahami emosi org
lain,



SELF-CONTROL

e Anda tetap kekal tenang dan rasional. Berfikir dahulu sebelum
bertindak

DEPENDABILITY

e Menyelesaikan tugas/membantu orang lain

|

ADAPTABILITY

e Boleh menyesuaikan tindak balas dan emosi yang berbeza dalam
pelbagai situasi.

(o3 5\ OPTIMISM
i "-} e Cabaran sebagai peluang




How to improve your self-
regulation abilities

Tetapkan
Matlamat

Selarikan
matlamat dengan
nilai

Bertanggungjawab
terhadap diri

Baik sangka
terhadap diri
sendiri

Luangkan masa
untuk bertenang




self-Regulation Skills

COMMUNICATION

W W] e Listening skill, attending skill
\OMMUNICATIO4

CONFLICT RESOLUTION
' / e Elakkan konflik dan mengurus konflik dengan baik. (empathy skill)

PROBLEM SOLVING

% | « Memahami isu dan punca (logic and negotation skill)

TIME MANAGEMENT
e Bertanggungjawab terhadap tugas




SELF-REGULATION SKILLS ON A RESUME

= Fokus terhadap objektif (ringkasan kemahiran) dan pengalaman kerja
(termasuk Latihan Industri dll)

= SELF REGULATION SKILLS

“I am a trustworthy and outgoing project assistant who is looking to join an
exciting workplace. | will apply my extensive experience as well as excellent
communication and organizational skills to provide team members with the
necessary support, ensuring a positive and successful outcome.”

= WORK EXPERIENCE

“I received the Top Senior Project Manager award for three consecutive years,
with my supervisors specifically highlighting my calm leadership style and
innovative problem-solving skills.”



SeLF-REGULATION SKILLS IN A COVER LETTER

= Fokus terhadap pengalaman kerja yang lepas/ penglaman kerja semasa LI/
pengalaman terlibat dalam aktiviti kokurikulum.

“During the three years | worked as a project manager at Hartmann & Co., |
forged strong relationships with key clients and delivered every project on time,
within the scope and under budget. With the help of the amazing teams | worked
with, | also implemented innovative strategies that boosted overall productivity
and profitability.”

Key skills

- Social awareness

- Good relationship
- Time management
- Conflict resolutions
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