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W O R K B O O K :  W E E K  F O U R
P U T T I N G  I T  A L L  T O G E T H E R



Week 4: Effective Communication & Self- Management
 
q Week 4 Summary 

q Main Teaching Video: Communicating to Connect (22:24) 

q Video Lesson: The Art of Self Management + PDF Resource (8:04) 

q Audio Lesson: Arms Length (3:27) 
 

q Audio Lesson: Motivating your Team (14:06) 

q Video Lesson: Crafting your Legacy (5:35)

q PDF Resource: Additional Reading List

CHECKLIST



There are 3 building blocks of Emotional Intelligence we are covering in New Manager Boot 
Camp. First, we covered self-awareness (getting to know your strengths, weaknesses); Second, 
we covered social-awareness (understanding the larger company dynamic) and finally, we are 
going to talk about self-management. 

Self-management (known as self-control) is your ability to use awareness of your emotions 
to actively choose what you say and do. It’s essentially finding a better, more positive reaction 
when you are facing a stressful situation. On the surface, it may seem that self- management 
is simply a matter of taking a deep breath and keeping yourself in check when emotions come 
on strong. And yes, that is part of it. Yet there is more to self- management than keeping cool 
under fire. 

How you respond to a situation is usually the result of some brewing emotions and drama that 
were simmering under the surface. Your goal is to sense those underlying feelings as they are 
forming, become more sensitive to when you are start feeling tense and then tame your body 
both physically and emotionally once a crisis occurs. When you develop the ability to sense 
your stress and anger quickly and tame your reactions before you do or say something mean 
or inapropriate, it allows you to choose positively and productively how to react to different 
situations.

SELF-MANAGEMENT STRATEGIES: 
  1. Breathe / Count to 10 
  2. Take a Walk / Sleep On It
  3. Take Control of the Story in your Mind
  4.  Speak to and Objective Party, Someone Not Emotionally Invested
  5. Recharge / Rejuvenate / Relax

There are a lot of challenges that we face on a day-to-day basis and better self management 
skills allow you to respond to those challenges in a better way. No one wants a nasty boss who 
yells and screams when under fire. Your job is to develop a strategy to dispel negative emo-
tions before they erupt. That’s where these tips can help.

Pressure situations require someone who is cool-headed, as decisions made and conversa-
tions had in the heat of the fire usually cause us regret. The more thoughtful space you can put 
between an action that’s occurred and your reaction to it, the better. This space allows your 
emotional mind to calm down and gives your rational mind a chance to think clearly. 

Learning strong self control skills will make all the difference in your growth as a manager.  
This isn’t a learn-in-day techinique, you’ll be practicing, finessing and strengthening your self-
control muscles your entire career. 

SELF-MANAGEMENT



Take Inventory: Self-Management

Why did you give yourself this rating?

What benefits would you receive from having more self-control at work?

Traits of a person with a high level of self-control:

Is able to tame their emotions and negative reactions

Takes the time to understand the situation before reacting
Is generally positive and optimistic

Isn’t prone to anger, yelling or passive-aggressive behaviors

Readily anticipates others’ negative reactions  

Rate how well you demonstrate self control in your job.

1 43 52

I don’t have the best self control over my emotions and reactions I am good at self control
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Invite Inquiry: Self-Management
Questions to ask:

What can I do right now to keep my emotions and reactions in check?

What might be the underlying issues I have when I get angry at work?

What great things could  happen as a result of making improvements 
in my own self-control?

Who tends to push my buttons? Am I clear why?

What specific actions can you take immediately that will move you towards
being more in control of your reactions and emotions at work? 
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Self-Management Notes
ANY FOOL CAN CONDEMN, CRITICIZE AND COMPLAIN --
AND MOST FOOLS DO. BUT IT TAKES CHARACTER AND 

SELF-CONTROL TO BE UNDERSTANDING AND FORGIVING. 

-  dale carnegie

Raising Self Control 

1. Be Emotionally Aware

2. Take a Breath

3. Talk a Walk

INCREASE THE GAP BETWEEN ACTION AND REACTION

Your Next Steps

1. Control the Story in Your Mind

2. Speak to a Neutral 3rd Party

3. Recharge and Relax

4. Commit to Grow
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The 5 Love Languages, Gary Chapman: I know this sounds funny as a business book, 
just trust me on this one. It is a super short, easy read about finding out how to best 
serve other people. If you can’t find a way to get along with one of your direct reports, 
maybe you aren’t talking the same “language.” At the bare minium, it’ll help your love 
life - who doesn’t want that?  

The Happiness Project, Gretchen Rubin: Love this book. Any book that helps us learn 
how to be happier has my vote. I hope you love it too. 

Crucial Conversations, Patterson, Grenny, McMillan, Switzler: Isn’t managing all about 
having crucial conversations, all day long? Yep. Pretty much. This book will give you  
insights into how to go about having difficult conversations in the workplace.  

The Power of Kindness, Piero Ferrucci: My golden rule: Be Kind. This book reveals the 
power behind acts of kindness. 
 

Awaken the Giant Within, Anthony Robbins: This book is already on my other resource 
list, but I loved it so much I added it here too. I hope you enjoy Tony Robbins as much 
as I do. And remember, it’s not just work-related topics you want to learn more about - 
getting smarter about personal finance, health and fitness and personal growth will all 
help you develop as an employeee.  

How to Develop Self-Confidence & Influence People Through Public Speaking, Dale 
Carnegie: All-time favorite book. Period.

Eat That Frog, by Brian Tracy: Who in this world doesn’t struggle with procrastination? 
All of us would be well served by reading this book.  

Success Principles, Jack Canfield: This is like the bible of self-motivation. If you are at 
all interested in personal growth and leading your life with intention, this book is a 
must read. 

More Great Books


