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Teamwork in participants’ job situation and issues 

 B.L.Khuhly 

“Coming together is a beginning. Keeping together is progress. Working together is success.”   

- Henry Ford   

 

Team: A team is a small number of people with complementary skills who are committed to a 

common purpose, performance goals, and a common approach for which they hold themselves 

mutually accountable.  A team  is a group of individuals who cooperate and work together to achieve 

a given set of objectives or goals (Horodyski, 1995).   

Teamwork: Teamwork is close cooperation between cross-trained employees who are familiar with 

a wide range of jobs in their organization. A team’s performance includes both individual results and 

what we call ‘collective work-products’ 

Team-building: Teambuilding is high interaction among group members to increase trust and 

openness. 

Teamwork is an essential part of workplace success. Like a basketball team working together to 

set up the perfect shot, every team member has a specific role to play in accomplishing tasks on the 

job.  Although it may seem as if one player scored the basket, that basket was made possible by 

many people’s planning, coordination, and cooperation to get that player the ball. Employers look 

for people who not only know how to work well with others, but who understand that not every 

player on the team can or will be the one who gets the ball. When everyone in the workplace works 

together, to accomplish goals, everyone achieves more. The ability to work as part of a team is one 

of the most important skills in today’s job market. Employers are looking for workers who can 

contribute their own ideas, but also want people who can work with others to create and develop 

projects and plans. Teamwork involves building relationships and working with other people using a 

number of important skills and habits: 

• Working cooperatively  

• Delegating 

• Listening 

• Contributing to groups with ideas, suggestions, and effort 

• Communication (both giving and receiving) 

• Sense of responsibility 

• Healthy respect for different opinions, customs, and  individual preferences 

• Ability to participate in group decision-making 
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When employees work together to accomplish a goal, everyone benefits. Employers might 

expect to “see” this in action in different ways. For example, team members in the workplace plan 

ahead and work cooperatively to assign tasks, assess progress, and deliver on time. They have 

professional discussions during which differing approaches and opinions might be shared and 

assessed in a respectful manner. Even when certain employees end up with tasks that were not their 

first choices, jobs get done with limited complaints because it is in the spirit of teamwork and with 

the overall goal in mind. A leader or manager may often serve as the teamwork facilitator. In this 

case, team members participate respectfully in discussion, carry out assigned tasks, and defer to the 

leader in the best interest of the goal. Consensus is wonderful, but not always possible, and an 

assigned leader will often support and facilitate the decision-making necessary for quality teamwork 

to exist. 

Some Common Issues/ Problems in Teamwork and Suggested Solutions  

 In spite of your efforts to avoid problems, you may still find some difficulties working with your 

team. Some very common problems are listed below, along with a number of possible solutions.  

 If you encounter any problems with your team members, you must not hesitate to discuss them. 

If you don't discuss small problems right away, they only become larger problems later on.  

Problem : One team member is late for a meeting, or does not arrive at all. 

Solutions:  Talk about the situation at the earliest possible moment. Find out why they 
weren't there — they may have had a very good reason.  

  Proceed with your part of the work as scheduled.  

  Confirm meetings the day before the scheduled meeting.  

  Reschedule the meeting if time is inconvenient for the other team member.  

  Explain that team members should call if they cannot attend.  

  Schedule an additional meeting as soon as possible — don't let the work suffer.  

  If one team member has an answering machine, use that as a central repository 
for messages.  

  Remind them that if they don't show up, their participation mark will suffer.  

Problem:  Team members can not seem to agree. 

Solutions:  Determine if the decision is important enough to argue over.  

  Make decisions by consensus, not unanimous consent; this involves compromise.  

  Resort to third party arbitration; consult other students or instructors.  

Problem:  A team of passive people may have problems making decisions. 

Solutions:  Take turns at decision-making. For example at today's meeting I will make 
decisions (as long as you don't strongly object).  
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Problem:  Brighter / Experienced team member do all the work because they can do it 
quicker. 

Solutions:  The other team members should explain that they want to do it and want to learn. 
They should not let the others take over.  

  The brighter/experienced team member must be willing to accept a delay 
(tolerable within your schedule) in order to allow the other members to learn the 
concept.  

Problem:  One team member is too critical of your work. 

Solutions:  Review the rights and responsibilities of delegation of work with your partner.  

  Consider the possibility that the other person's criticisms are valid! Get a third 
person's opinion.  

  Decide if you have followed guidelines set out.  

  For the future, discuss interfaces and guidelines more explicitly.  

  The problem may be a result of a communication problem. Make sure that 
everyone is clear. You may use a technique such as, "I tell you, you repeat it back 
to me" to make sure that everyone is clear.  

Problem:  One team member is not doing their share of the work. 

Solutions:  The member may be overloaded. Review the delegation of work and possibly 
assign more to the other partners.  

  Discuss the situation with the team leader and even the team leader’s boss (if is 
necessary).  

 Record the situation and the request for change for future reference (memo, mail, 
etc.) 

  Remind the team member that they will be assessed not only for individual 
contributions but also by their participation in the team effort.  

 

 

Reference: 

1. Teamwork: http://www.dol.gov/odep/topics/youth/softskills/Teamwork.pdf 

2. Common Issues/ Problems in Teamwork and Suggested Solutions: Teamwork class on 

EICCD Logistics Technician Course . 
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Key Skills for Teamwork 

Dr. A.K. Bhattacharyya  

 

Introduction: 

 Teamwork is becoming more commonly used and widely accepted as a way to increase 

productivity in the workplace 

 According to the “Twenty-first  Century Workplace Trends Study”, by Joseph Boyett and 

David Snyder,” We are seeing a rapid growth in the use of cross-functional, multidisciplinary 

teams” in the workplace. 

 For eg: They say “one third of American companies with 50 or more employees have more 

than half of their employees working in self managed or problem-solving teams.”  

 Displaying teamwork skills is crucial for individuals searching for employment. 

 The most important teamwork skill is the ability to communicate effectively.  

 This includes speaking knowledgeably, tactfully and candidly as well as listening actively with 

an open mind. 

 Other teamwork skills or traits that correlate with group achievement include commitment 

to the team, making decisions with objectivity and discipline, thinking the intelligently and 

rigorously, ability to support other team members’ ideas, being humble and grounded and 

most important, being unafraid to get involved. 

  

The skills: 

1. Communication 

2. Commitment 

3. Decision-making 

4. Delegation 

5. Authority 

6. Support 

7. Helping and guiding 

8. Persuading 

9. Participating and Suggesting 

10. Listening 

11. Communication 

12. Commitment 
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13. Decision-making 

14. Delegation 

15. Authority 

16. Support 

17. Helping and guiding 

18. Persuading 

19. Participating and Suggesting 

 

1. Communication 

 Being an effective team member starts and ends with communicating. It is crucial to able to 

communicate openly and honestly about ideas, recommendations and concerns with other team 

members. It is just as important to be able to listen attentively and respond objectively with 

helpful feedback.  

2. Commitment 

 Another essential teamwork skill is the ability and desire to commit to a shared team goal. 

All other teamwork skills are useless without a commitment to the teamwork. With this 

commitment to the team, member should be willing to take on any role necessary to accomplish 

the required tasks, whether it is a leadership role or a subordinate role. Further an effective 

teamwork skill is the ability to avoid hidden agendas at team meetings: this skill is apparent 

more often when members are committed and comfortable within the dynamics of the group 

 

3. Decision-making 

 The teamwork skill of effective, responsible decision-making is crucial because most group 

conflict arise during the decision making process. Effective teams have members who can make 

decisions objectively after careful deliberation and debate. The major drawback of teamwork is 

the prevalence of the theory of diffusion of responsibility. Diffusion of responsibility is when a 

group makes a poor decision that most, if not all, the members wouln’t have made on their own. 

Being able to think intelligently and rigorously through the situation before making an informed, 

objective decision is crucial to being a good group member 

4. Delegation 

 Each member of team needs to understand their own responsibilities as well as each other’s. 

When a task comes up, it can then quickly be routed to the correct person to take care of it. 

Teamwork can be slowed significantly when delegation of responsibility is not understood or 

properly utilized.  
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5. Authority 

 One of the important parts of the foundation of a team is a hierarchy of authority. The group 

manager is at the top and then there are sub-managers assigned to each group within the team. 

In some cases, the hierarchy is an official on created and mapped out by the company. In other 

cases, it is a hierarchy that is created through experience. The staff knows who can best lead it, 

and follows that lead to complete each assigned task. 

6. Support 

 When team members get sick, have family emergencies or need to leave the team for any 

reason, there needs to be plans in place to deal with the loss of a team-mate. People need to be 

cross-trained on responsibilities in order to get the job done. Sometimes our teammates have a 

bad day or a difficult time with a particular task. Knowing how to pick a teammate up when 

he/she needs it is one of the skills that keeps a team going. 

7. Helping and guiding 

 The most significant skills required for teamwork is the willingness to help and guide other 

employees. For our team to be effective, we should share our knowledge and understanding 

with the team members. We should be helpful in clearing any doubts the team members have 

regarding processes and practices that we are adept in. 

8. Persuading 

 Persuasion is also another essential and important skill that needs to be possessed for 

working in a team. If a team member does not agree with our decision, it is not right to take on a 

fight. The best and professional way is to explain to him the benefits of our decision. We need to 

be friendly and at the same time professional, while persuading team members. 

9. Participating and Suggesting 

 It is certain that for being a team member, we need to participate in team activities. 

Participation also relates to suggesting any points and plans that can be profitable for the team 

and project. With participating and suggestion, we can use our set of skills in a good way. As 

mentioned earlier, the team will produce more if all the members agree to participate in 

decision-making process 

10. Listening 

 There is a time to talk and a time to listen, and the time to listen comes twice as often as the 

time to talk.  We can often find ourselves so concerned about what we have to say that we 

never really hear what the person is saying. Instead of focusing on what they are trying to 

convey, we are thinking about what we are going to say next, in which time we’ve missed their 

entire point. 
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11. Sacrifice 

 Each team member has to evaluate what they are truly willing to sacrifice and then continue 

to be willing when time comes that they are asked to sacrifice it. It could be everything from 

time, to resources, to positions of power 

12. Sharing 

 What one person knows may be the key to another person’ problem. We have to be willing 

to share those keys even when it will make someone else look better. 

13. Language 

 It is so important that we have an established habit of speaking in an uplifting way. If we are 

at all demeaning or domineering or insulting, it will grind the team to a halt and result in rivalry 

between the team members. People may still be willing to sacrifice, share and discuss but not 

with every team member.  

14. Hard work 

 It is so important that we have an established habit of speaking in an uplifting way. If we are 

at all demeaning or domineering or insulting, it will grind the team to a halt and result in rivalry 

between the team members. People may still be willing to sacrifice, share and discuss but not 

with every team member. 

15. Motivation 

 Motivation is the result of processes, internal or external to the individual, that arouse 

enthusiasm and persistence to pursue a certain source of action. 

 Motivation (m)=Valence(v) x Instrumentality(I) x Expectancy(E) 

 Instrumentality varies from 0 to 1 

 Valence varies from -1 to +1 

 If v=0, the individual is indifferent to the outcome, and if v=1, he has strong preference to 

the outcome. 

 Expectancy varies from 0 to 1  

16. Leadership 

 Leadership is the process of encouraging and helping others to work enthusiastically 

towards objectives. A leader needs to be creative, inspiring and motivating as well as must have 

good interpersonal skills. 

17. Conflict management 

 Conflict is “The struggle between incompatible needs or opposing needs, wishes, ideas, 

interests or people”. Conflict arises when individuals or groups encounter goals that both parties 

cannot obtain satisfactorily. 
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18. Entrepreneurial skills 

 The entrepreneurial skills are also needed for the team members to have effective team 

work performance. Enthusiasm to achieve, risk taking abilities, endeavour planning procedures, 

painstaking working abilities, endurance, time management, quality and resoluteness are some 

of the qualities to be inculcated to have quality teamwork. 

19. Observation 

 “Observation is Systematic viewing, coupled with consideration of seen phenomena” (P. V. 

Young). It requires proper planning, noting down things during observation. Direct method of 

study basically involves collection of primary data, studies of cause and effect relationship. An 

overall basis of observation is curiosity. Usually simple or non-controlled, controlled, participant 

and non participant observations are done.  

 

Tips to improve teamwork 

1. Don’t let individuals get lost in the shuffle 

 Even though a team is a collaborative effort, each member should be allowed to feel a sense 

of ownership and accomplishment. 

 Members should be rewarded for a job well done, and given encouragement and guidance 

when they need additional help completing a task.  

 

2. Let each team member actively take part in the decision-making process 

 Making each team member feel integral to the group’s success is crucial for the team’s 

morale 

 Minimize the importance of rank instead of taking advantage of the entire group’s talents 

and skills to contribute to its overall success 

 However, there must be one clear leader who can make the final decision if the team can’t 

agree. 

 

3. Keep the balance of work equal 

 One or two team members shouldn’t be shouldering the burden for the entire group 

 Everyone should have a manageable and relatively equal workload. 

 

4. Build a foundation of trust and mutual respect 

 Each team member should be encouraged to share his or her opinions openly and respect 

everyone else’s point of view, even if they don’t agree with it. 
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5. Maintain open lines of communication 

 Everyone in the team should share ideas or express concerns with one another and with the 

management system. 

 

6. Take a positive approach 

 When conflicts arise, take a positive approach.  

  Avoid confrontation and blame. 

  Keep your focus on the issues. 

 

Building a team environment in workplace: 

1. Choose your leader 

2. Find the right team size 

3. Pick your team members 

4. Set roles 

5. Determine how the team will fit within the organization 

6. Establish a collaborative environment 
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Significance of leadership in teamwork 

Dr. A.K. Bhattacharyya 

 

Leadership: 

 Leadership is an influencing role of a person exercised in a situation through communication 

behaviour for accomplishing a specified task or for attainment of a specified goal 

 

Leadership roles: 

A. Group Task Roles 

1. Initiator – Contributor 

2. Information seeker 

3. Opinion seeker 

4. Information giver 

5. Opinion giver 

6. Elaborator 

7. Co-ordinator  

8. Orienter  

9. Evaluator-Critic 

10. Energizer 

11. Procedural Technician 

12. Recorder 

B. Group Building & Maintenance 

1. Encourager 

2. Harmonizer 

3. Compromiser 

4. Gate keeper and expediter 

5. Standard setter or ego ideal 

6. Group observer and commentator 

7. Follower 
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Leadership styles and their implications in teamwork 

Dr. A.K. Bhattacharyya 

 

 

1. Autocratic or Dictatorial 

 Features 

a) Issues of orders to subordinates 

b) Leader-decision maker 

c) One way communication 

d) Implicit obedience 

e) Emphasis on –ve incentives : Fear, punishment 

f) Strict supervision as control 

g) ‘I’ style 

 

 

2. Participative or Democratic 

 Features 

a) Interchange of ideas and two way communication. 

b) Participation in decision making. 

c) Emphasis on satisfaction of egoistic (psychic) wants. 

d) Scope for use of human creativity or initiative 

e) Recognition of human values 

f) “We” values  

 

3. Laissez-faire  

 Features 

a) Complete freedom for group or individual decision. 

b) Leader furnishes leadership after asked. 

c) Leader-information supplier after asked. 

d) No appraisal, control, etc. 

e) “You” style 
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Likert’s Style of Leadership 

1. Exploitative – Authoritative 

 No trust or confidence in his subordinates. 

 Formal communication. 

 Production oriented 

 Use subordinates as an instrument of production. 

 Power and positional authority are basis of this style.  

2. Benevolent - Authoritative 

 Condescending confidence and trust in subordinates. 

 Formal communication mostly. 

 Some delegation of authority, but control skill resides in them.  

3. Consultative 

 Lot of confidence in subordinates, but still wishes to retain control in decision making. 

 Less formal in communication. 

 Motivation by reward and coercion 

4. Participative 

 Complete trust and confidence in subordinates. 

 Communication both formal and informal. 

 Balanced concern for both people and production. 

 Minimal emphasis on control. 

 Participation is used to obtain results.  

 

 

REDDINGS 3-D Leadership Style 

A. Effective Styles 

1. Excessive style : 

 Gives a great-deal of concern for task (TO) and People (RO) 

 Good motivator 

 Sets high standard 

 Recognizes individual differences 

 Utilizes team management 

2. Developer style : 

 Maximum concern to people (RO) and minimum to risk (TO) 
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3. Benevolent autocrat style : 

 Maximum concern to TO, minimum to PO 

4. Bureaucrat style : 

 Minimum concern to both TO & PO. 

 Interested in rules 

 

B. Ineffective Styles 

1. Compromiser style: 

 Gives much concern to both TO & RO 

 Poor decision maker, the pressures affect him too much. 

2. Missionary style: 

 Maximum concern to (RO) and minimum to TO  

 Values in harmony. 

3. Autocrat style: 

 Maximum concern to TO  

 Has no confidence to others. 

 Is unpleasant. 

4. Deserter style: 

 Minimum concern to TO & RO. 

 Is uninvolved 

 Positive  

 

 

 

 

 

 

 

 

Key Leader Behaviour: 

Depending on task emphasis or People’s emphasis  
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Time management in reference to agricultural extension 

B.L.Khuhly 

High task  

and  

High relationship 

(Participatory style) 

High relationship  

and  

Low task 

(Supporting style) 

High task 

and  

Low relationship 

(Autocratic) 

Low task 

and  

Low relationship 

(Free-Rein) 
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“If you are not an effective person, you cannot effectively manage your time.”-Anonymous 

What is TIME MANAGEMENT? 

“The predictable control an individual can exercise on a series of event.” 

 The term Time Management is a misnomer. We cannot manage time; we manage the 

events in our life in relation to time. We may often wish for more time but we only get 24 hours, 

1,440 minutes or 86,400seconds each day. How we use that time depends on skills learned through 

self analysis, planning, evaluation, and self-control. Much like money, time is both valuable and 

limited: it must be protected, used wisely, and budgeted. 

 People who practice good time management techniques often find that they: 

 Are more productive, 

 Have more energy for things they need to accomplish, 

 Feel less stressed, 

 Are able to do the things they want, 

 Get more things done, 

 Relate more positively to others, and 

 Feel better about themselves (Dodd and Sundheim, 2005). 

Time Wasting Culprits – TWC 

 Misfiled information 

 Poor Planning 

 Waiting/Delays 

 Paperwork 

 Junk mail 

 Drop-In visitors 

 Not setting/Sticking to priorities 

 Telephone Interruptions 

 Inefficient Delegation 

 Extended Lunches or Breaks 

 Cluttered Work Space 

 Poorly Run Meeting 

 Socializing on the job 

How to use time effectively: 

 Consolidate similar tasks 

 Tackle tough jobs first 
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 Delegate & Develop others 

 Learn to use idle time 

 Get control of the paper flow 

 Avoid the cluttered desk syndrome 

 Get started immediately on important tasks 

 Reduce Meeting Time 

 Take time to plan 

 Learn to say “NO” 

 Remember that now is the time to put it all together 

Ten strategies for better time management 

1. Know How You Spend Your Time: Analyze where most of your time is devoted— job, family, 

personal, recreation, etc. 

Keeping a time log is a helpful way to determine how you are using your time. Start by recording 

what you are doing for 15-minute intervals for a week or two. Evaluate the results. Ask if you did 

everything that was needed; determine which tasks require the most time; determine the time of 

day when you are most productive; and analyze where most of your time is devoted – job, family, 

personal, recreation, etc. Identifying your most time-consuming tasks and determining whether you 

are investing your time in the most important activities can help you to determine a course of 

action. In addition, having a good sense of the amount of time required for routine tasks can help 

you be more realistic in planning and estimating how much time is available for other activities. 

2. Set priorities: 

Managing your time effectively requires a distinction between what is important and what is 

urgent (MacKenzie, 1990). Experts agree that the most important tasks usually aren’t the most 

urgent tasks. However, we tend to let the urgent dominate our lives. Covey, Merrill, and Merrill 

(1994) categorize our activities into four quadrants in their Time Management Matrix: urgent, not 

urgent, important and not important. While activities that are both urgent and important must be 

done, Covey et.al. suggests that we spend less time on activities that are not important (regardless 

of their urgency) in order to gain time to focus on activities that are not urgent but important. 

Focusing on these important activities allows you to gain greater control over your time and possibly 

reduce the number of important tasks that do become urgent. 

One of the easiest ways to prioritize is to make a “to do” list. Whether you need a daily, weekly 

or monthly list depends on your lifestyle. Just be careful not , to allow the list-making to get out of 

control and do not keep multiple lists at the same time. Rank the items on your “to do” list in order 

of priority (both important and urgent). You may choose to group items in categories such as high, 
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medium and low, number them in order, or use a color coding system. Keep in mind that your goal is 

not to mark off the most items; rather you want to mark off the highest priority items (MacKenzie, 

1990). Having a prioritized “to do” list allows you to say “no” to activities that may be interesting or 

provide a sense of achievement but do not fit your basic priorities. 

3. Use  planning tool 

Time management experts recommend using a personal planning tool to improve your 

productivity. Examples of personal planning tools include electronic planners, pocket diaries, 

calendars, computer programs, wall charts, index cards and notebooks. Writing down your tasks, 

schedules, and memory joggers can free your mind to focus on your priorities. Auditory learners may 

prefer to dictate their thoughts instead. The key is to find one planning tool that works for you and 

use that tool consistently. Some reminders when using a planning tool  are: 

 Always record your information on the tool itself. Jotting notes elsewhere that have to be 

transferred later is inefficient. 

 Review your planning tool daily. 

 Carry your planning tool with you. 

 Remember to keep a list of your priorities in your planning tool and refer to it often. 

 Synchronize electronic planners with your computer and recharge the batteries in your 

planner on a regular basis. 

 Keep a back-up system. 

4. Get Organized: Implement a system that allows you to handle information only once. 

Most people find that disorganization results in poor time management. Professional organizers 

recommend that you first get rid of the clutter. A frequently used method is to set up three boxes 

(or corners of a room) labeled “Keep” – “Give Away” – “Toss.” Separate the clutter by sorting items 

into these boxes. Immediately discard items in your “Toss” box. Your “Give Away” box may include 

items you want to sell, delegate, or discontinue so find a method to eliminate these items such as a 

yard sale, charitable donation, or gifts to friends or family members outside your home. With the 

clutter gone, the next step is to implement a system that allows you to handle information (e.g., 

tasks, papers, e-mail, etc.) less, only once, when possible. 

Basically there are 5 options for handling information (Dodd and Sundheim, 2005): 

i. Throw it away, delete it, or otherwise get rid of it. 

ii. Delegate it: give it to someone else to do, file, or respond. 

iii. Act on it yourself. Then throw it away or file it. 

iv. File it temporarily until it needs action or until additional information is received. Follow-up: 

a “tickler” file can be useful for holding temporary information. 
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v. File it permanently where you can easily find it later. 

5. Schedule your time appropriately: Block out time for your high priority activities first and 

protect that time from interruptions 

 Even the busiest people find time for what they want to do and feel is important. Scheduling is 

not just recording what you have to do (e.g., meetings and appointments), it is also making a time 

commitment to the things you want to do. Good scheduling requires that you know yourself. Using 

your time log, you should have determined those times during the day when you are most 

productive and alert. Plan your most challenging tasks for when you have the most energy. Block out 

time for your high priority activities first and protect that time from interruptions. If you know you 

will have waiting time or commuting time, schedule small tasks such as writing a letter, jotting down 

a shopping list, reading or listening to educational audiotapes to capitalize on the time loss (Lakein, 

1973). Try to limit scheduled time to about 3/4ths of your day, leaving  time for creative activities 

such as planning, dreaming, thinking, and reading. 

6. Delegate: Get help from others. Delegation begins by identifying tasks that others can do and 

selecting the appropriate person(s) to do them. 

Delegation means assigning responsibility for a task to someone else, freeing up some of your 

time for tasks that require your expertise. Delegation begins by identifying tasks that others can do 

and then selecting the appropriate person(s) to do them. You need to select someone with the 

appropriate skills, experience, interest, and authority needed to accomplish the task. Be as specific 

as possible in defining the task and your expectations, but allow the person some freedom to 

personalize the task. Occasionally check to determine how well the person is progressing and to 

provide any assistance, being careful not to take over the responsibility. Finally, don’t forget to 

reward the person for a job well done or make suggestions for improvements if needed. (Dodd and 

Sundheim, 2005) 

 Another way to get help is to “buy” time by obtaining goods or service that save you a time 

investment. For example, paying someone to mow your lawn or clean your house, using a 

computerized system, or joining a carpool to transport your children to their extracurricular 

activities can allow you free time to devote to other activities. 

 

 

7. Stop Procrastinating 

You may be putting off tasks for a variety of reasons. Perhaps the task seems overwhelming or 

unpleasant. Try breaking down the task into smaller segments that require less time commitment 

and result in specific, realistic deadlines. If you’re having trouble getting started, you may need to 
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complete a preparatory task such as collecting materials or organizing your notes. Also, try building 

in a reward system as you complete each small segment of the task. 

8. Manage external time wasters 

Your time may be impacted by external factors imposed by other people and things. You can 

decrease or eliminate time spent in these activities by implementing some simple tips listed below. 

Use voice mail and set aside time to return calls. 

Telephone: 

 Use voice mail and set aside time to return calls. 

 Avoid small talk. Stay focused on the reason for the call. 

 Stand up while you talk on the phone. You are more likely to keep the conversation brief. 

 Take any necessary action immediately following the call. 

 Set aside times of the day for receiving calls and let others know when you are available. 

 Keep phone numbers readily available near the telephone. 

Unexpected visitors: 

 Establish blocks of time when you are available for visits. 

 Tell the visitor politely that you cannot meet with them at this time and schedule the visit for 

a more convenient time. 

 Set a mutually agreeable time limit for the visit. 

 When someone comes to the door, stand up and have your meeting standing. 

Meetings:  

 Know the purpose of the meeting in advance. 

 Arrive on time. 

 Start and end the meeting on time. 

 Prepare an agenda and stick to it. Use a timed agenda, if necessary. 

 Don’t schedule meetings unless they are necessary and have a specific purpose or agenda. 

Mail and E-mail: 

 Set aside a specific time to view and respond to your mail and e-mail, but don’t let it 

accumulate to the point that it becomes overwhelming to sort. 

 Turn off instant messaging features on e-mail. 

 Handle each item only once, if possible. Practice the options for dealing with clutter listed 

earlier. 

 Sort mail near a garbage can and delete junk e-mail immediately from your electronic 

mailbox. 

 Answer written messages by responding on the margins or bottom of the page. 
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Family Obligations 

 Establish a master calendar for each family member to post their time commitments. 

 Make each family member responsible for consulting the master calendar for potential 

conflicts. 

 Create a central area for posting communications such as appointment reminders, 

announcements, and messages. 

9. Avoid multi-tasking: You lose time when switching from one task to another, resulting in a loss 

of productivity. 

Recent psychological studies have shown that multi-tasking does not actually save time. In fact, 

the opposite is often true. You lose time when switching from one task to another, resulting in a loss 

of productivity (Rubinsteim, Meyer, and Evans, 2001). Routine multi-tasking may lead to difficulty in 

concentrating and maintaining focus when needed. 

10. Stay healthy: Scheduling time to relax can help you rejuvenate both physically and mentally. 

The care and attention you give yourself is an important investment of time. Scheduling time to 

relax, or do nothing, can help you rejuvenate both physically and mentally, enabling you to 

accomplish tasks more quickly and easily. Learn to manage time according to your biological clock by 

scheduling priority tasks during your peak time of day, the time your energy level and concentration 

are at their best. Poor time management can result in fatigue, moodiness, and more frequent illness. 

To reduce stress, you should reward yourself for a time management success. Take time to recognize 

that you have accomplished a major task or challenge before moving on to the next activity. 

Regardless of the time management strategies you use, you should take time to evaluate how 

they have worked for you. Ask yourself a few simple questions: Do you have a healthy balance 

between work and home life? Are you accomplishing the tasks that are most important in your life? 

Are you investing enough time in your own personal wellbeing? If the answer is “no” to any of these 

questions, then reconsider your time management strategies and select ones that work better for 

you. Remember that successful time management today can result in greater personal happiness, 

greater accomplishments at home and at work, increased productivity, and a more satisfying future. 
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Personal responsibility: Significance and building blocks 

Dr. Pradip K.Neog 

 

Personal responsibility: 
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 Personal responsibility is the virtue of taking full charge of own life and everything in it.  

 It is the virtue of being self-motivated, sincere, committed, courageous and accountable in 

undertaking the responsibilities and dreams of life.  

Personal responsibility embraces: 

 Being responsible for your own feelings, conditions, actions, success, failure, happiness and 

unhappiness  

 Being accountable to what you think, say and do  

 Taking charge of self-development and welfare of others including kith and kin,  society, 

organization, state, country , earth and all living being  

 Being committed to fulfill the moral and legal obligations and accountabilities of life  

 Being persistent in maintaining the life style that conducive to human values and real 

purpose of human life 

Significance of personal responsibility 

 People of high personal responsibility are loved, cared, respected and admired by others.   

“The most respected people in any company are those who are the most capable of getting 

the most important jobs done on schedule.’’-James Cash Penney  

 Opportunities, authority, power, position, promotion and recognition flow to responsible 

person.  “Responsibilities are given to him on whom trust rests. Responsibility is always a 

sign of trust”. - James Cash Penney    

 A person of high personal responsibility gains competencies in their profession and other 

works at increasing rate   

 Personal responsibility fosters leadership. In any team or organization, real leader is one 

who takes the major responsibility in accomplishing missions  

 Personal responsibility embeds sincerity, commitment, confidence and dignity of labour into 

one’s character, and thus develops admiring personality.    

 Personal responsibility helps maintaining relationships amazingly. Maintaining of any 

relationship is largely depends on how well you perform your responsibilities relating to the 

relationships.  

 “Responsibility goes hand in hand with success, achievement, motivation, happiness and 

self-actualization. It’s the absolute minimum requirement for the accomplishment of 

everything you could ever really want in life.” 

Responsibilities of Human Life: 

 Self-development responsibilities   

 Kith and kin responsibilities  
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 Livelihood responsibilities   

 Societal responsibilities  

 Legal responsibilities  

 Moral responsibilities  

Domains of personal responsibility: 

 Developing responsibility-consciousness   

 Maintaining responsibility-readiness  

 Keeping steering of life  

 Shunning responsibility-repellents  

 Being enterprising  

 Delegating responsibility  

 Adapting  delegated responsibilities  

 Growing empathy guided responsibility  

 Balancing responsibilities  

 Shunning over-care 

Developing Responsibility-Consciousness 

 Performance appraisal 

 Observation 

 Retrospection 

 

 

 

 

 

 

 

 

 

 

Self awareness and self regulation for personal effectiveness 

B.L.Khuhly 

  

Self Awareness – Who Am I? 
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 We usually identify our existence with our position in society, our friends and family, the needs 

and desires of our body, and the emotional and intellectual expressions of our mind. For example: We 

might say ‘I am a student studying economics, I have three sisters and live in London’. We rarely take the 

time to contemplate the real nature of our existence; to ask the question, "Who am I?" 

 Self awareness is about learning to better understand why we feel what we feel and why we 

behave in a particular way. Once we begin to understand this concept we then have the opportunity and 

freedom to change things about ourselves enabling us to create a life that we want. It’s almost impossible 

to change and become self-accepting if we are unsure as to who we are. Having clarity about who we are 

and what we want can be empowering, giving us the confidence to make changes.  

 Self-awareness is the capacity for introspection and the ability to recognize oneself as an 

individual separate from the environment and other individuals. Self-Awareness Theory states that 

when we focus our attention on ourselves, we evaluate and compare our current behavior to our 

internal standards and values. We become self-conscious as objective evaluators of ourselves. 

However self-awareness is not to be confused with self-consciousness. In Demetriou's theory, self-

awareness develops systematically from birth through the life span and it is a major factor for the 

development of general inferential processes. Moreover, a series of recent studies showed that self-

awareness about cognitive processes participates in general intelligence on a par with processing 

efficiency functions, such as working memory, processing speed, and reasoning. 

 Self awareness is the first step in creating what we want and mastering ourself. Where we 

focus our attention, our emotions, reactions, personality and behavior determine where we go in 

life. 

 Having self awareness allows us to see where our thoughts and emotions are taking us. It 

also allows us to see the controls of our emotions, behavior, and personality so we can make 

changes we want. Until we are aware in the moment of the controls to our thoughts, emotions, 

words, and behavior, we will have difficulty making changes in the direction of our life. 

Is self-awareness important? 

 Self awareness is important because when we have a better understanding of ourselves, we are 

able to experience ourselves as unique and separate individuals. We are then empowered to make 

changes and to build on our areas of strength as well as identify areas where we would like to make 

improvements. Self-awareness is often a first step to goal setting. Self-awareness is being conscious of 

what you're good at while acknowledging what you still have yet to learn. This includes admitting when 

you don't have the answer and owning up to mistakes. 

 In our highly competitive culture, this can seem counterintuitive. In fact, many of us operate on 

the belief that we must appear as though we know everything all the time or else people will question 

our abilities, and then perhaps judge us. If you're honest with yourself, you'll admit that really the 

http://en.wikipedia.org/wiki/Introspection
http://en.wikipedia.org/wiki/Self-consciousness
http://en.wikipedia.org/wiki/Demetriou
http://en.wikipedia.org/wiki/Intelligence
http://en.wikipedia.org/wiki/Working_memory
http://en.wikipedia.org/wiki/Processing_speed
http://en.wikipedia.org/wiki/Reasoning
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opposite is true. Because whether we acknowledge our weaknesses or not, everyone still sees them. So 

rather than conceal them, the person who tries to hide weaknesses actually highlights them, creating the 

perception of a lack of integrity and self-awareness. 

Try this challenge 

 Think about describing yourself to another person without mentioning anything about the 

external things that are in your life, your friends, family, studying etc. Concentrate only on yourself, how 

you feel and behave, perhaps recognizing some of your strengths and weaknesses. 

 Did you manage to explore your thoughts, feelings and behaviours?  

 It’s easy to get caught up in irrational thoughts and beliefs and live out internal dramas that can 

severely affect the way we perceive ourselves and consequently determine our feelings and actions. 

Relationships are easy until there is emotional turmoil. This is the same whether you are at work or in 

your personal life. When you can change the interpretation in your mind of what you think, you can 

change your emotions and shift the emotional quality of your relationships. When you can change the 

emotions in your relationships you open up entirely new possibilities in your life. 

 Having a clear understanding of our thought and behaviour patterns helps us understand other 

people. This ability to empathize facilitates better personal and professional relationships. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Principles of Action Planning, Aim Setting and Reviewing 

Dr. Pradip K.Neog 
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 Principles of effective Action Planning: 

Planning sets the stage for systematic, timely, coordinated and efficient execution of all required 

activities, and thus, directly contributes towards production of satisfactory outcome with efficient 

utilization of capabilities and resources. Lack of planning invariably causes haphazardness, confusion, 

faults and stress , and eventually results dissatisfactory outcome or failure with wastage of resources 

and capabilities.    

a) Formulate optimally detailed action-plan: More detailed the action plan more definite the 

guidance for effective execution of activities.  On the contrary, too detailed action-plan may be 

clumsy, confusing as well as inconvenient for execution.  

b) Determine to apply most appropriate ways and means:  

c) Strive to use facts, and avoid baseless assumption:   

 Use of assumption must not simply due to impatience, but be thoughtful decision of 

managing time and resources. People often become prey of using baseless assumption 

mainly because it is easier and quicker than the use of factual information and fact- based 

assumption. 

 An assumption must not be baseless but fact based to the possible extent.   

Cursing of baseless assumption is always intensely regrettable because, those occur due to 

one’s own carelessness or impatience. Single baseless assumption can bring total failure, and even 

disaster in sometimes. The following popular story warns us in this regard:  

There lived a woodcutter near a forest whose wife had died leaving behind a baby. One day, 

after putting the baby to sleep, the woodcutter left for the forest to gather wood keeping his dog to 

look after the baby.  When he returned home the dog ran to him wagging its tail and barking loudly. 

There were spot of blood around the mouth of the dog, and as the woodcutter went near the house, 

he found drops of blood. He assumed at once that the dog had killed his baby, and in the next 

moment axed the dog into two pieces out of anger. Then he rushed into house, and found that the 

baby was sleeping quietly, and near lied pieces of a big snake and a lot of blood.  

“Scientific management has no place for guesswork. …Scientific management means rigorous 

analysis of input, output and costs.” – F. W. Taylor   

d) Plan for overcoming probable risks too:  

e) Plan for appropriate behavior too. 

f) Be judicious in allocating time to different activities.  

g) Look at available capacities positively. 

h) Browse information sufficiently.  
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 Aim Setting: 

 Definition: An aim is a general statement, which attempts to give both shape and direction 

to a set of more detailed intentions for the future. 

 Aims are broad goals and can encompass an organization's mission and values 

Why are aims necessary: 

 It gives shape and direction on what is to be done 

 They guide the preparation of the objectives 

 How work is to be carried out 

 What are the methods/techniques/tools to be used to accomplish goals 

Components of Aims: 

1. Purpose: 

 What is :  Goals, Objectives, Intentions 

 Benefits       :   

 Sets direction  

 Contributions are focused  

 Unity of Action 

 Value of doing the Task 

 Commitment 

 Interest / Involvement 

2. End Results 

 What it is    :   What to be achieved at the end of   task 

 Benefits      :     

 Visualizing what result will look like 

 Helps to move into action 

 Creates a shared vision 

3. Success Criteria :  

 What it is     :    Standards, Specifications, Parameters, Conditions, Measures 

 Benefits        : 

 Improves Quality 

 Raises Challenge 

 Raises Aspirations 

 Judging or Assessing Performance 

Useful Questions When Establishing Aims 

 Purpose “Why are we doing this job?” 
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   “What is the job for?” 

   “What purpose will it serve?” 

 End Results “What will we end up with?” (visualizing end product) 

 Success Criteria  “How will our achievement be measured?” 

    “How will we judge if our results are satisfactory?” 

 Principles of Effective Reviewing: 

Reviewing efforts in any performance encompasses two dimensional assessments: assessment 

of applied thoughts, plans and actions for necessary outcome and/or benefits for possible and 

needful refinements along with drawing of genuine satisfaction and lessons.  

Three types of reviews are integral part of any accomplishment: Instant review; Mid-term 

review; and Final review.    

 Instant review refers to analysis and refinement of thoughts and actions instantly after their 

generation or application. Mid-term reviews refer to assessment of progress in order to gain 

satisfaction to go forward, and to bring necessary improvements on aim, plan, and action. Final 

review refers to assessment of achieved outcome and benefits, and the total experience of 

performance for gaining genuine satisfaction on one hand, and drawing useful lessons for future use 

on the other hand.  

Everybody do reviewing in every piece of performance and behavior to certain extent, but most 

people often do so sub-consciously with resultant inadequacy and less effectiveness. So, self-

awareness, particularly consciousness is the foremost essential here. On the other hand, the very 

effort of assessing applied thoughts and action, experience, outcome and benefit is obviously prone 

to the arousal of various agonizing emotions. And hence, emotional intelligence is critically needful 

during review; else it eventually results reversibly. In fact, inadequate consciousness and lack in 

regulation and management of emotions is the In fact, a majority of the pains and sufferings in 

human life are basically caused due to inadequate consciousness and lack in regulation and 

management of emotions while putting review effort in performances and behavior. And here are 

the awesome tips to effective in regulating and managing emotions while reviewing:    

Drawing of lessons by analyzing successes and difficulties experienced in although quite 

spontaneous, its benefits can substantially be enhanced through conscious attempt.      

Mid-term reviews refer to the reviews that are done either during or in between aiming, 

planning and action efforts primarily in order to bring necessary improvements on those. Proper 

mid-term review also provides satisfaction and/or confidence to go forward. Further, it is an 

excellent way to address confusion, distraction, perplexity and the like at any point of 

accomplishment.  
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The requirement of the number of mid-term review is dependent on magnitude and nature of 

task. Bigger and complex tasks or endeavors obviously require more number. However, one mid-

term review at the end of planning is generally needful in all kinds of tasks including of small –

routine tasks of life. 

 Final review refers to the review done at completion of action effort. It encompasses three 

distinct things:  

 Assessment of produced outcome followed by refinement through final touch.  

 Assessment of outcome and benefits on the basis of set aim for drawing of genuine 

satisfaction, and treating discontentment if any. 

 Drawing of lessons by analyzing both successes and difficulties experienced in connection 

with various process aspects. 

Thus, utilities of final review are of three folds: brings improvement of outcome through 

final touch; enhances genuine satisfaction as well as dissolves dissatisfaction; and provides vital 

lessons, insight as well as wisdom for future use.  

Those who develop the habit of reviewing consciously and properly in performing their tasks, 

they not only commit less mistake, and gain guidance for efficient performance , but also learn more 

from experience. They commit fewer mistakes, repeat successes more and repeat mistakes less in 

lives, and resultantly, make faster progress.     

 The crucial practices for being amply benefited from any of the three kinds of review are hereunder 

for you to apply: 

a) Avoid hasty modification: 

b) Don’t overlook positive aspects:  

 Repeating successes is inevitable to make progress in life; it is in no way less important than 

improving weakness, mistakes, faults etc.  

 Gaining of maximum possible satisfaction is vital aspect of review and for that one must be 

able to identify and perceive all genuine success aspects.  

c) Get rid of and conquer discontentment:  

 Being satisfied and dissatisfied is basically a phenomenon of one’s own judgment as well as 

attitude. By obtaining the same standard of outcome through almost same standard of 

effort, one person can be aptly satisfied but another may be dissatisfied simply due to the 

difference of attitude.    

 Nobody can be perfect, and there is no end of the process of achieving perfection   in 

thoughts, behavior, actions and outcomes. 

 Faults, mistakes, failure are the opportunities to learn; stepping stone for betterment.  
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 There is no point to be depressed for detrimental effects of external factors on   which you 

don’t have control. It is quite natural in the process of living life.  Accept those as the god’s 

will, and go forward sportingly.  

Success is not the opposite of failing. A runner may come in last, but if he beats his best record, he 

succeeds. – Robert Schuller 

What has happened for good, what is happening for good, what will happen for good. – The Gita 

d)  Avoid repression   

Repression takes away your energy and enthusiasm for life. If left unchecked it can sap your 

essential vitality in life. - S. Upadhaya 

Learning from mistakes and struggling to overcome these mistakes are a learning process, 

positive thinking, goal orientation, a sign of growth. – George Shinn 

 Repression as an attempt itself is highly stressful.  

 It keeps mistakes and faults alive in mind to commit again. 

 Repressed thoughts always remains in sub-conscious in crude form and  constantly curse 

mind and soul in greater degrees through anxiety, guilt,  self conflict and the like.  

 It easily grows as habit to curse a person constantly with increasing rate, and to make life 

miserable. 

 Habitual repression is one of the main causes of health and emotional problems including of 

heart disease, gastric ulcer, indigestion and psychological disorders.  

 Be honest to yourself to accept faults, mistakes, inadequacies and other dissatisfactory 

aspects. 

 Explore possibilities of rectifying as well as reducing those, and be prompt to do so, but 

thoughtfully and keeping calmness. In many cases, you have to be brave enough too to 

rectify faults and mistakes entangled with others.    

 Be courageous and keen to analyze out the causes of dissatisfactory effects, and draw 

lessons, and then determine and plan to make use of those.  

 Be contented to be justly and genuinely satisfied, and to check irrational dissatisfaction.  

 Never, harbor on accepted dissatisfactory aspects, treat with relevant wisdom and go 

forward. Those will automatically be diffused in due course.  

e) Check repetition of mistakes by exploring ways: Repeating same mistake is the most critical and 

common challenge against prosperity. You must be keen to avoid repeating your mistakes. 

Committing mistake is quite natural for human being, but repeating same mistake again and 

again is foolishness, a sign of worthless living and exploring of appropriate practice, and 
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determining to adopt those is the key to avoid a committed mistake. Develop it as habit to treat 

every perceived mistake instantly. Here are  some simple tips to be effective:  

 Ponder especially on ways and means; employing of appropriate ways and means is the 

answer to check repetition of mistake in most cases.  

 Be creative; most mistakes can be avoided by simple self-explored ideas, ways  

 as well as practices. 

 Conquer absentmindedness, the most critical and common cause of silly mistakes.  

 Here is two rhythmic lines on the theme to recite and remember:   

Treat mistakes sportingly but avoid recurrence,   

Mistakes are inevitable but repetition foolishness. 

f) Check emotional dwelling upon dissatisfactory aspects: Emotional dwelling upon dissatisfactory 

aspects pays nothing but increases dissatisfaction and reduces learning from experience, and 

thus defeats the very purpose of reviewing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Personal Productivity with reference to Agricultural Extension: Significance and Key Practices 

Dr Pradip K Neog & Dr. S. Borua 
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 There is nothing which I wish more that you should know, and which fewer people do know, 

than the true value of time. It is in everybody’s mouth, but in few people’s practice. Every fool who, 

who scatters away his whole time in nothing, utters, however, some triple commonplace sentence, of 

which there are millions, to prove, at once, the value and the flirtness of time.   

     – Lord Chesterfield, Letters to His Son  

 

Cultivating Personal Productivity   

 [The effort of being effective and efficient in performing every piece of work is not enough 

for achieving rewarding life – concerted effort is also required to make every day, every week and 

every year of the life productive to the best.] 

  Workload and workload complexity have been increasing strikingly in all organizations and 

professions throughout the globe in the present age. Planned and organized living with skillful time 

management is therefore one of the most critical requisite for achieving desirable success in the 

present day world. In order to excel in any profession, you must build up splendid personal 

productivity by learning to manage time skillfully, and earning high-pitched work-efficiency in 

performing all your works. That’s why, time management, work-efficiency and personal productivity 

have been the most extensively addressed arenas in management throughout the last eight 

decades. Hundreds of guidebooks books and varieties of other forms of resources are available on 

time management and work efficiency. Personal productivity is relatively a younger term in 

management literature but one of the substantially addressed subject matters in these days. In fact, 

many of the practices and tools of time management and work efficiency are common, while these 

three closely inter-related requisites of achieving abundance in life. Wide range of approaches, 

practices, tools, techniques and guidelines have come across, and advancement and updating of 

those have been taking place throughout.   

 The package on personal productivity presented hereunder is distinctive from a couple of 

perspectives: It’s comprehensive and succinct with ready updated tips. It presents only those 

practices that are vital exclusively for making your every day, week and year productive. It is not 

encompassing the practices and tools work-efficiency. Generally a book or any other form of 

literature on time management, work-efficiency or personal productivity covers practices and tools 

on all the three areas in integrated or intermixing manner. This is quite typical because time 

management, work-efficiency are closely interdependent, and many of the practices and tools are 

common    are domains   that are vital for efficient performance of anything -  and hence, convenient 

to grasp and practice. It’s organized such that readers comprehend logically, and apply 

systematically. All the tips are applicable to all of us but in varying degrees of intensity depending on 
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profession, nature of responsibilities-goals-dreams, stage of life, workload, working style, socio-

economic conditions etc. – but with varying degrees of intensity and style. You are to make use of 

those according to your requirement and good judgment.     

Four Pillars of Productivity  

 Organized living 

 Planned living  

 Capitalizing time capitalization  

 Boosting competencies  

 Accomplishing works 

TOPER  

 Time capitalization 

 Organized living  

 Planned living  

 Expertise Efficacy 

 Realizing works   

 

1. Time capitalization 

 Broadly five different thrusts are necessary for capitalizing time most profitably - Valuing 

time, Time consciousness, Time saving, Beating time- grabbers and Punctuality.  

Valuing time:  

Recognizing time wholeheartedly as – ‘the inexplicable raw material for everything’ is the 

foremost requisite for capitalizing time. You will be able to make the most of all other guidelines on 

time management only when persuasively implant time into your mental arena as one of the few 

most important assets in life. In the masterpiece, ‘Effective Time Management’,  John Adair made 

this point clear in the very first chapter- “ Not everyone operates on ‘ Time is money’ analogy. 

Actually time is infinitely more valuable than money. It deserves to be treated with even greater 

respect. Only when you have perceived and assigned the right value to your time – more than gold 

or silver – are you able to benefit from practical suggestions in the remaining chapters of this book.”  

 

 

Time consciousness  

 Ask yourself couple of time everyday –‘How am I utilizing time, the most precious resource?’ 

“Am I currently making the best possible use of my time?” This one simple question can be an 

excellent boost to your productivity. 
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Saving time: You can save lot of time just by adopting some simple practices. Adoption of the   

 Use most sophisticated gadgets and services to the possible extent. A gadget with 

automatic option and timer can save your valuable time substantially. Similarly the high 

speed internet connectivity.  

 Make use of efficiency boosting features of electronic gadgets such as keyboard’s short-cut 

keys and window hibernation in computer, automatic options of micro-oven.  

 Read intelligently : newspapers in details 

 Use protective tools against common disturbances - Caller ID, Windows Hibernation 

Features, Email-filters and the like.  

 Adopt time saving modes  of working such as delegation, auto pay bills, outsourcing, and 

online shopping  

 Be intelligent to avoid unsolicited phone calls, emails and visitors  

 Go for multi tasking selectively in case of routine and mechanical works. Creative works 

essentially require single-tasking approach.  

 Adhere to Organized living and planned approach to life  

Beating time grabbers: You must be able to put ceiling to those habits, which indiscreetly grab your 

time quite regularly. There are varieties of potential time wasters in today’s modern life style:  

Instant messenger, Video games, Television, Internet, RSS feeds, MSN, Face book, Twitter, Flicker, 

Social visits, gossip, chatting, stretched mobile calls, lingering shower, holiday tour etc.  

 Quite obviously all such time grabbers have distinctive utilities, and certainly not to 

relinquish absolutely but to make judicious use. Alertness and determination are the most critical 

requisites in putting ceiling on the time grabbers, because, they are definitely entertaining, 

advantageous and obsessive.  

Punctuality: Cultivation of the virtue of punctuality is primarily a matter of attitude and prudence.  

Consistent adoption of following two practices works wonderfully to inculcate this amazing virtue 

into character:  

 Aim at reaching the venue before some amount of time depending on the distance, mode of 

transport, and importance of visit. For a meeting at next floor you may aim at reaching the 

conference hall 3 minutes before while it may wise to aim at reaching 30 minutes ahead of a 

meeting to which you are travel 200 kilometer by road. For appearing an interview in 

abroad, it might be wise to aim at reaching the city at least one day ahead.  

 Always take into account the probable risks that can delay you reaching destination - such as 

traffic, no-entry, Avoid last hour bagging.  
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 Plan to make use of surplus time by reaching destination well ahead of time. It helps to 

overpower the tendency of setting off precisely at time that instigates by intention of 

escaping from wasting time by reaching destination early.  

 Remember that unpunctuality sometimes brings disastrous consequence. Being late means 

rise of sharp emotional turbulences – anxiety, worry, irritation, impatience      

 

2. Organized living  

Be organized. Having everything in an organized fashion makes it easier to do your work. Have a 

good filing system for your documents (both the soft copy and hard copy) so you can retrieve 

whatever you want easily.  

Organize your office. The piles of paper around your desk can be a huge barrier on your 

productivity. Optimize your time by organizing your office, setting up a system, and dumping the 

junk. 

 Keep belongings orderly by using proper systems, containers and devices with distinctive labels.   

 Keep soft and hard copies of your documents in efficient filing system.  

 Don’t allow dumping of the junk. Practice to put the things you no longer need or want in places 

like wastebasket, garage sale store, charity-box timely and regularly.  

 Practice keeping things in proper place after use.  

 Restrain yourself from buying things that are not reasonably necessary 

 Periodic shopping: Do shopping monthly or weekly for regular items in planned manner. 

 Create your own productivity systems or otherwise make use of readymade ones such as GTD , 

Nozbe , Vitalist , My Life Organized - if feel necessary and advantageous to you. 

 Use productivity tools most suited to you - if feel necessary and advantageous to you. There are 

dozens of tools including of software.  

3. Planned living approach to life 

 Hard working, economical utilization of time and precisely organized living are of utmost 

importance but not enough to achieve worthy life. These are vital for efficiency, but not enough for 

maintaining both effectiveness and efficiency in living life. We essentially need to follow planned 

approach in addition to those. This include, setting mission based dreams of life, setting goals 

relating to responsibilities and dreams, and periodic planning. All these components of planned 

approach to life are definitely acclaimed as vital tools of boosting personal productivity and in turn 

achieving worthwhile life. High level of efficiency and effectiveness in any sphere, and in life as a 

whole is nearly impossible unless a person adopt these tools consistently and aptly. They are 

http://gtd-free.sourceforge.net/
http://www.nozbe.com/gtd/index
http://www.vitalist.com/
http://www.mylifeorganized.net/index.htm
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indispensable for outstanding personal productivity as well as work-efficiency. These work as 

vehicles to provide consentience.  

Periodic planning : The most accredited periodic planning includes, Annual planning, Weekly 

planning and Daily planning.  

Annual Planning  involves reviewing of the previous year , setting certain exciting goals for coming 

year, and preparation of calendar of  significant initiatives, and setting reminders for important 

events like foundation day, birthdays of self and kith and kin, wedding anniversary day. It is 

obviously advantageous to do annual planning every year in a specified day.  

Weekly planning refers to preparation of weekly to-do-list keeping in view all the types of duties, 

and your dreams and goals. Reviewing of previous week is integral part of it. It is advantageous to 

keep weekly to-do-list in your workplace such that you can have glance at any time.  

Daily planning entails reviewing of previous day, assessing progress in following weekly plan, and 

broad scheduling of works of the day. 

Key rules of effective periodic planning  

1. Keep in mind all the categories of responsibilities, the goals and the mission of life so that the 

plans lead to address those in balanced and purposeful manner. In annual planning, it is ideal to set 

goals in relation to mission of life, and different categories of responsibilities that are especially 

crucial at that stage of life. Arnold Bennett pointed out need of all-inclusive daily planning,   in 

following words:  ‘You have to live on this twenty-four hours of daily time. Out of it you have to spin 

health, pleasure, money, content, respect and evolution of your important soul. Its right use, its 

most effective use is a matter of highest urgency and of the most thrilling actuality. All depends on 

that.”  

2. All the three types of periodic planning are applicable to all of us but in varying degrees of 

intensity depending on profession, nature of responsibilities-goals-dreams, stage of life, workload, 

working style, socio-economic conditions etc. – but with varying degrees of intensity and style. You 

are to make use of those according to your requirement and good judgment.     

3.  Allocation of proper periods is a decisive aspect in daily planning. Be intelligent to allot right 

periods of the day for right works. For instance, researches have proved that doing creative works in 

no-distraction period is generally more productive. Further, different person may have different 

peak productive hours depending upon the nature, working style, nature of works and habits 

relating to works.   

Adhering to PAR –cycle:  

 Planned living is all about adhering to the Preparation- Action- Review basic cycle (PAR –

cycle) in living life. It is mindful planning and reviewing every year, month, week, day, and each piece 
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of work, and then acts accordingly. It also embraces applying the cycle to the life as a whole. It forms 

the basis of effective and efficient utilization of capabilities, resources and time. The various forms of  

Elevating potentials / capabilities  

 Elevating potentials is a continuous life-long learning process that involves three mutually 

interdependent efforts: sustaining and upgrading of possessed potentials- acquiring needful new 

capabilities – attaining unconscious competence on frequently used significant capabilities. (Every 

one of us possess a wide range of potentials and need to essentially requires a number of 

capabilities in order to address the responsibilities and goals of life.)  Effectiveness and efficiency in 

anything is directly proportional to one’s potentials. Success and happiness in life is wholly 

dependent on how we maintain, elevate and utilize our potentials. Smart learning backed by 

purposeful appraisal is the key of elevating abilities. 

 Appraisal of potentials embraces two steps:  Assessing status of the major domains of 

potentials, which include health, intelligence, soft skills and hard skills. And determining broad 

strategies to maintain and elevate those so that the responsibilities, mission and mega goals of life 

are accomplished desirably. It’s answering of the following questions:   

 What is the status of my health?  What am I doing to maintain sound health? Should I do 

anything more or make some changes?   

 What is the status of my intelligence?  How should I elevate my intelligence?  

 What soft skills do I possess? Should I sharpen some those? What additional soft-skills 

should I learn in order to address my responsibilities, mission and mega goals efficiently?  

 What hard skills do I possess? Should I sharpen some those? What additional hard-skills 

should I learn in order to address my responsibilities, mission and mega goals efficiently.  

 Two worksheet are presented at the end of this chapter for appraisal your soft skills and 

hard skills. Guidelines on elevating the two most fundamental potentials of human life, health and 

intelligence are presented in chapter.  

 Nonetheless, we must live life as a continuous learning process for elevating our potentials 

of human life by putting meticulous effort consistently in all the five ways of learning – observation, 

reading, listening, practicing, and reviewing.  Adherence to the crucial rules of learning through each 

of the five ways will contribute immensely in elevating all the potentials relevant to you for excelling 

superbly in all spheres of life.  

    

Key rules of learning through observation      
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Further, health is the most decisive pre-requisite of ability building. In fact, health is both physical 

and mental Find hereunder the proven tips to make each of these efforts of elevating your 

capabilities:  

Appraisal of abilities: Identify the hard skills and soft skills significant to you for accomplishing your 

responsibilities, goals and dreams, and aim at developing those in phase manner. Lack of aiming is 

the most common lapse for which people fail to improve upon their skills.  

 Elevating abilities through observations 

 Elevating abilities through reading  

 Elevating abilities through listening  

 Elevating abilities through practice 

 Elevating abilities through review  

 Learn : the basics first , and focus minutely on tactics  

 Learn from best sources – consult best books and similar resource.  If necessary get training 

by selecting the best trainer.  

 1. Health care  

 Take sufficient rest - plenty of sleep at night - cat-nap if feel necessary.    

 Do Physical exercise, Yoga, Asana, Pranayama and/or Meditation regularly  

 Have rejuvenating recreations in between working hours, days and months  

 Take healthy diet timely  

 Maintain healthy posture 

 Maintain calmness and cleanliness of mind   

 Early to Bed, Early to Rise 

Mastering hard Skills : Identify the hard skills and soft skills significant to you for accomplishing your 

responsibilities, goals and dreams. Improve upon those consistently.  

Adopt productive practices consistently.   Efficacy is the capacity to produce an effect. Efficacy is:   

1. one's potential effectiveness, 

2. Promptness – just start instead of procrastinating.  

3. Decision making - practice making decision quickly and confidently.  Learn to say ‘yes’ or ‘no’ to 

yourself and others decisively.  

4. Mastering skills – acquire and improve upon the skills crucial for your responsibilities, goals and 

dreams.  

5. Innovativeness – Be keen and attentive to apply innovative ideas in doing things.  

6. Reflective critical analysis  
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Process Skills for Extension Personnel: Observation, Empathy and Feedback skills 

B.L.Khuhly 

Process Skills: 

 The process skills are the tools that we use to investigate the world around us to construct 

concepts 

 Example: Observing, Questioning, Hypothesizing, Predicting, Planning and investigating, 

Interpreting, Communicating, Feedback, Empathy 

Observation Skills: “See, don’t just look” Swanson  

 Observation skills are when we observe our own behavior and other’s behavior, anticipate 

individual and multicultural differences in nonverbal and verbal behavior. It also means the ability to 

see beyond a limited scope. It is the ability to sense or gage the feelings of others when things are 

going good and when things are not so good.  

Here are some key things to be alert to while communicating with others: 

When you observe them ... It indicates ... So you should ... 

Smiling, nodding affirmatively, 

leaning forward or making eye 

contact with you. 

They are interested in 

what you're saying.  

Stick with whatever you're doing, but 

keep observing to make sure this 

positive behaviour continues. 

Yawning, staring vacantly, 

fidgeting, doodling, leaning back 

in the chair, looking at the clock 

or staring out the window. 

They are bored, need 

a break, or have 

disengaged with what 

you are. 

Try to re-engage  

Frowning, scratching their head, 

pursing lips, staring back at you 

vacantly or avoiding your eye 

contact. 

They are confused or 

feeling 'out of their 

depth'. 

Stop and check for understanding and 

try a different delivery strategy if the 

one you've been using doesn't seem to 

be getting the message through. 

 

 Developing a keen sense of observation is a must. The technique lies in simply keeping our 

eyes and ears open at all times and never failing to register what we see or hear. Some great habits 

that can help us build our observation skills are: 

 Trying to look at everyday life in a clear manner. 

 Trying to judge people and their perceptions. 

 Always trying to ask questions to people or in your mind. 

 Being open to new experiences. 

 Being open to new ideas. 
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 Practicing good listening skills. 

Andrew Cox’s 10 behaviors and habits of thought critical for developing accurate 

observation skills: 

1. Sizing up people – people watching 

2. Clarity – seeing the world as it is 

3. Curiosity – asking why 

4. Listening skills 

5. Willingness to set aside personal biases 

6. Willingness to seek the inputs of others 

7. Seeking out new experiences and possibilities 

8. Being comfortable with ambiguity 

9. Knowledge of the behaviors and attitudes of people 

10. Self-knowledge – accurately knowing our own behaviors, attitudes and personal skills, and 

how they impact others 

 

Feedback Skills: 

 Whenever we respond to another person, we are giving that person feedback. We may be 

reacting to any number of things: 

 The way the person looks 

 His/Her actions 

 Something he/she said 

 Or a combination of factors 

 Similarly, our feedback may take many forms. We may state our reactions verbally, through 

speaking or writing, or we may react non-verbally, letting our body language and facial expressions 

speak for us. Though there are many types of feedback, not all feedback is useful. 

 Feedback is communicating to others how their behavior has affected us or other people. 

Effective feedback can (1) be heard by the receiver; (2) keep the relationship intact, open and 

healthy; and (3) validate the feedback process in future interactions. 

 Effective feedback, both positive and negative, is helpful to others. When we give feedback 

we are offering valuable information that will be useful to another person making decisions about 

how to behave. Feedback is not criticism. Criticism is evaluative; feedback is descriptive. It also 

allows us to build and maintain communication with others. Feedback provides the individual with 

information that can be used in performing personal evaluation. 

http://ezinearticles.com/?Observation---A-Critical-Leadership-Skill&id=743048
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Characteristics of Effective Feedback: 

1. It is specific rather than general.  

2. It is focused on behavior rather than on the person. It is important that we refer to what a 

person does rather than to what we think or imagine he/she is. 

3. It takes into account the needs of the receiver of the feedback. Feedback can be 

destructive when it serves only your own needs and fails to consider the needs of the person 

on the receiving end. It should be given to help, not to hurt. It is directed toward behavior 

which the receiver can do something about. 

4. It is solicited, rather than imposed. Feedback is most useful when the receiver has 

formulated the kind of question which those observing can respond to. 

5. It involves sharing of information rather than giving advice. By sharing information, we 

leave a person free to decide in accordance with goals, needs, etc. When we give advice we 

tell a person what to do and to some degree take away the person's freedom to decide for 

him/herself. 

6. It is well-timed. In general, immediate feedback is most useful (depending of course, on the 

person's readiness to hear it, support available from others, etc.). The reception and use of 

feedback involves many possible emotional reactions. Excellent feedback presented at an 

inappropriate time may do more harm than good. 

7. It involves the amount of information the receiver can use rather than the amount we 

would like to give. Overloading on feedback reduces the person's ability to effectively use 

your comments. When we give more than can be used, we are more often than not 

satisfying some need of our own rather than helping the other person. 

8. It concerns what is said or done, or how it is said or done, not why. The "why" takes us 

from the observable to the inferred and involves assumptions regarding motive or intent. 

Telling a person what their motivations or intentions are more often than not tends to 

alienate the person and contributes to a climate of resentment, suspicion and distrust; it 

does not contribute to learning or development. It is dangerous to assume that we know 

why a person says or does something, or what they "really" mean, or what they are "really" 

trying to accomplish. If we are uncertain of the person's motives or intent, this uncertainty 

itself is feedback and should be revealed. 

9. It is clear communication. One way of doing this is to have the receiver try to rephrase the 

feedback received to see if it corresponds to what the sender has in mind. No matter what 

the intent, feedback is often threatening and thus subject to considerable distortion or 

misinterpretation. 
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10. It allows time for the reviewer to ask more questions or to get better clarification. Along 

with the appropriate time, make sure to give effective feedback in the appropriate 

condition. This also depends on whether or not the feedback is individual group, etc. 

 

Tips for improving feedback skills: 

1. Ensure you keep the lines of communication open. That way, your team member isn’t 

fearful every time you speak to them. 

2. Don’t wait too long. The team member needs to see the link between the event and the 

feedback quickly. If not, the effect dissipates. 

3. Be specific. “I want to discuss the project for client A with you” is much better than “Can we 

talk about the quality of your work?” 

4. Describe actual behaviours rather than labels. Forget the “feedback sandwich”, good-bad-

good; it’s seen as ineffective these days and dilutes the impact of good feedback. 

5. Why the feedback? What was the result? Who was affected? The impact gives meaning to 

the feedback. 

6. Focus on positive items. The more positive you are in your feedback, the more likely people 

are to repeat what you want. 

7. Don’t make the feedback personal. It should be to enhance and drive change in behaviour, 

not as a label of another person’s character. 

8. Check on how it’s been received. Maintain the positive interaction, and the other person 

will see the value of the feedback you’ve offered. 

9. By maintaining good lines of communication, your feedback will be seen as part of the 

ongoing dialogue rather than you specifically focusing on the negative, and ignoring the 

positive. 

10. Be aware of the results of your feedback on morale. 

REFERENCES: 

1. Tara Dixon and Martin O’Hara: Communication skills 

2. Kirkland Mitchell (2010): What are observation skills? 

2. Shirley Poertner and Karen Massetti Miller(1996): The art of giving and receiving feedback 

 

 

Empathy, Empathic listening and Factors affecting empathy 

“I call him religious who understands the suffering of others.” -Mahatma Gandhi 

Source: Dr. Pradip K.Neog, Director, EEI(NE Region), AAU, Jorhat 

 

http://www.m-t-d.co.uk/blog/category/communication-skills
http://www.m-t-d.co.uk/blog/category/communication-skills
http://www.m-t-d.co.uk/blog/category/communication-skills
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Empathy originally comes from the Greek word “empatheia,” which means having insight 

into another person’s reactions. Empathy, literally "in feeling", is the capability to appreciate, 

understand, and accept another person's emotions. It is the ability to consider things from other’s 

situation or point of view, and to understand and share another person’s feelings, emotions, needs 

and concerns with open-mindedness, compassion and selflessness. Showing empathy genuinely is 

one of the most important interpersonal skills that anyone must master. 

Dr. Robert Brooks, faculty of Harvard Medical School, and author of several worth reading 

self-help books stated the significance of empathy precisely in three catchy sentences: “A common 

characteristic of individuals who are successful as business leaders, teachers, parents, spouses, or 

healthcare professionals is their ability to be empathic. Empathic people are skilled in placing 

themselves inside the shoes of another person and seeing the world through that person’s eyes.  It is 

not surprising that Daniel Goleman listed empathy as one of the main components of emotional 

intelligence.”  

 Empathy is sometimes confused with sympathy. Sympathy involves actually being affected 

by the other person’s perceptions, opinions and feelings. For example, if an employee is frustrated 

and sad, the sympathetic leader would experience the same emotions, resulting in the leader many 

times struggling with the same issues as the employee. Thus, sympathy can actually get in the way of 

effective leading.  

 

Empathy can be conceptualized as integration of two mutually interdependent abilities: 

i) Empathetic perspective attitude reflection/rumination: the ability to sense and 

acknowledge others’ feelings and emotions, and to look at world from the other’s eyes with 

tolerance and compassion ; and  

ii) Empathic listening: the ability to grasp what message, feelings and emotions the other 

person communicate through active listening, and then to response her or him with openness, 

tolerance and compassion. In another sense, empathic listening is active listening with especial focus 

on communicator’s feelings and emotions by keeping up compassion and tolerance, and responding 

affectionately, optimistically and supportively. The key practices of cultivating both the domains of 

empathy are as hereunder:  

 

 

1. Building empathetic perspective /frame of mind/mindset/ stance    

i. Perspective talking:  Being able to see the world from the point of view of another, is one of 

the central elements of empathy. Usually, when we think of empathy, it evokes feelings of 

warmth and comfort, of being intrinsically an emotional phenomenon. But perhaps our very idea 
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of empathy is flawed. The worth of empathy might lie as much in the ‘value of imagination’ as it 

does in the mere feeling of vicarious emotion. We can build up empathy as a personality trait by 

regular practice of putting yourself into other’s shoe’ through perspective talking. (Example: 

Sherlock Holmes) 

ii. Wide range exposure: More exposed we are to varying facets, situations, conditions, issues, 

problems, challenges of human life more convenient would be ‘to put ourself into others’ shoes.’ 

Here are three proven ways to widen this exposure:  

 Extend your interaction with people of varying ages, positions, economic status, socio- 

cultural backgrounds, physical abilities. The more you observe and  interact with people of 

varying status and conditions by maintaining mindfulness to ‘put yourself in others’ shoe’ 

more skilful you will be day by day in sensing and acknowledging others’ feelings and 

emotions with tolerance and compassion.  

 Learn to mull over similarities between you and others. Reflection on similarity helps being 

tolerance and compassionate. More you stress difference between yourself and another 

person, more indifference and unconcern you are to her or him.  

 Read good fictions and watch good films, dramas and TV serials. These help us to better 

understand people's internal states by exposing us to emotionally evocative aspects of 

human life. Selection of books, movies and serials is the critical aspects. You must explore 

mindfully what kind of fictions you like, and benefit you most. It’s even more critical in 

deciding on the emotionally high pitched as well as horror genres. As studies indicate, 

watching scary movies causes hyper tension, anxiety, sleeplessness, phobia, high blood 

pressure, trauma in some people while can help develop smartness, socialisation, creativity, 

empathy, and can heighten the ability to deal with stress.   

 

2. Empathic listening:  Empathic listening can be conceptualized as active listening with especial 

focus on communicator’s feelings and emotions by keeping up compassion and tolerance, and 

responding affectionately, optimistically and supportively. Here are the specific clues to practice this 

most vital and solid aspect of being empathetic:  

i. Listen enthusiastically and compassionately, and let the speaker know that through non-verbal 

responses.  

ii. Off and on, express in your words what speaker has said. It works wonderfully to keep up 

speaker’s tempo to speak up full.  

iii. Put relevant open ended questions timely and intelligently.  This facilitates the speaker to 

speak up in details enthusiastically. 
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iv. Allow for some quiet moments after the speaker has said one or a couple of points, and 

thereby, facilitate him to speak up what else. Don’t think that you must have an immediate reply 

or solutions.  

v. Be non-judgmental. Don’t trivialize the speaker’s issue. Remember that providing solution or 

supporting is not the crux of empathetic listening but active listening with compassion. 

vi. Be attentive to grasp the emotions behind the words as well as to sense the underlying feelings 

and emotions behind the expressed or obvious ones.  Is the speaker angry, afraid, frustrated or 

resentful 

vii. Respond to the emotion as well as the words. 

viii. Maintain your personal perspective by disallowing other person’s emotional behavior and 

reactions to determine your state of mind, behavior and action. You must not take things 

personally.   

ix. Don't counteract feelings. When a person expresses his or her feelings, they really just want you 

to listen and empathize. Counteracting to any expressed feelings means destroying empathetic 

listen. Even, your advice, solution or conclusion should not straightly counteract other person’s 

feelings. 

x. Be careful not to sympathize overly.   

xi. Be attentive to non-verbal signals: We can improve our ability of sensing other’s feeling just by 

being attentive to non-verbal signals while interacting with somebody, and then by practicing to 

respond mindfully at the strength of your common sense and wisdom.  

xii. Don’t interrupt - but encourage. 

xiii. Ask open ended question Facilitate speaker to speak up fully:   to Just listen, without 

developing your case against what the other is saying.  

xiv. Keep the focus on the other's experience, rather than on circumstances or beliefs or ideas  

xv. Be interested to sense the softer feelings - hurt, fear, or shame - that are usually behind anger 

or a tough facade.  

xvi. Be non-judgemental. Don’t minimize or trivialize the speaker’s issue. 

xvii. Read the speaker. Observe the emotions behind the words. Is the speaker angry, afraid, 

frustrated or resentful? Respond to the emotion as well as the words. 

xviii. Be Quiet. Don’t feel you must have an immediate reply. Often if you allow for some quiet after 

the speaker has vented, they themselves will break the silence and offer a solution. 

xix. Assure your understanding. Ask clarifying questions and restate what you perceive the speaker 

to be saying 
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