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Self-Awareness 

Emotional Self-Awareness Tips for Development 

 
People with this competency: 

• Know which emotions they are feeling and why 

• Realize, in the moment, the links between their feelings 
and what they think, do and say 

• Recognize how their feelings affect their performance 

• Are able to articulate their feelings and appropriately 
express them 

• Can tell – in the moment – when they are getting upset 

 

 

• Regularly check in on your feelings. During the course of the day, schedule brief but 
frequent check–ins on your emotional state as well as what your body might be feeling or 
trying to tell you  

• If you find yourself clenching your teeth, tensing your shoulders, feeling worn out or worn 
down, stop and ask yourself what your body is trying to tell you – are you feeling 
strained? Stressed? Anxious? Fearful? Overwhelmed? Discouraged? Burned out? 

• Name your emotions and connect them specifically to a source or to a situation, concern, 
or issue. 

• Listen to what your emotions might be telling you in that moment. 

• Use the information that bubbles up from inside, listen to your intuition to gain insight 
that could guide you in dealing with the issue or challenge. 

• Take the time to be introspective, to listen to that quiet inner voice. Put aside some of 
your goal-oriented activities and think. Take long walks, know your core values, and 
especially stop thinking of your emotions as irrelevant or messy. Our emotions are an 
essential source of valuable information. 

 

Accurate Self-Assessment Tips for Development 

 
People with this competency: 
• Are reflective and learn from experience 
• Know their capabilities; know what they can do and what 

they can‘t do 
• Are open to candid feedback, new perspectives, 

continuous learning and self-development 
• Ask for help from others who might have more experience, 

knowledge or ability 
• Have the ability to identify and target areas for 

improvement and change 

• Demonstrate a desire to learn and grow 

 

• Request feedback from time to time and accept it without becoming defensive. 
• Create a culture where it is safe for people to provide feedback. 
• Be open to gaining new insights and learning new things. 
• Take an assessment instrument such as a communication style profile, Myers-Briggs, or a 

360 multi-rater assessment to learn more about your strengths and vulnerabilities. 
• Analyze your strengths and weaknesses. 
• Ask others for their insights on your strengths and weaknesses (or ask an executive coach 

to interview the people around you). 
• Allow others to try new things and create a safe environment for moderate risk-taking 

and failure. 

• Be realistic in taking on new projects, setting new goals and objectives. 
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Self-Awareness 

Self-Confidence Tips for Development 

 
People with this competency: 

• Have a calm inner conviction about who they are and their 
ability to get the things they want and need in life 

• Believe they can set the direction of their lives, and do 

• Are able to distinguish between the things they have 
control over in life and those they do not; and don‘t stress 
over the latter 

• Define themselves from the inside out (―I‘m capable,‖ 
―I‘m good at managing setbacks,‖―I‘m pretty good at 
managing conflicts,‖ ―I‘m creative‖) rather than from the 
outside in(―I‘m a Vice President,‖ ―I‘m a banker,‖ ―I‘m a 
lawyer,‖ or ―I‘m a doctor‖) 

• Feel in control of their lives 

• Know what they want and go after it 

• Are confident in themselves 

• Can speak their truth and give voice to their convictions 

 

 

 
• Make a list of the things you have accomplished in your life; make a sincere effort to 

recapture the feelings you experienced when you achieved your goals. 
• Identify the things you excel in, tap into the emotions associated with those strengths 
• Examine the causes of your lack of confidence or lack of personal power, i.e., a lack of skill 

in a new position? If so, seek out formal or informal training to boost your confidence. Is it 
a lack of experience? Seek the help of a mentor who will provide you some guidance. 

• Take an assertiveness course or read a book on assertiveness. 
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Self-Management 

Self-Control Tips for Development 

 
People with this competency: 

• Manage their impulsive feelings and distressing emotions 
well 

• Stay composed, positive, and unflappable even in trying 
moments 

• Restrain negative reactions 

• Think clearly and stay focused under pressure 

• Maintain their stamina and performance in emotionally-
charged situations 

• Choose not to escalate a problem when attacked, 
provoked, or aggressively confronted by another 

• When faced with hostility or opposition, remain ―cool 
under pressure 

 

 



• Self-awareness is the first step 

• Make a list of things that cause you to ―lose it – your triggers or ―hot buttons 

• Write out a strategy to deal with each of these issues the next time they arise 

• Remember, in the moment, to choose a more constructive response when issues come up 
in the future 

• Watch your self-talk – tell yourself what it looks like to stay composed, stay focused 
&think clearly under pressure 

 

Transparency Tips for Development 

 
People with this competency: 

• Act ethically and are above reproach 
• Do what‘s right, even if it‘s not personally rewarding 
• Build trust through their reliability and authenticity 
• Admit their own mistakes and confront unethical actions in 

others 
• Maintain an authentic openness with others about their 

values, beliefs, feelings, and actions 
• Take tough, principled stands even if they are unpopular 
• Keep their word, commitments and promises 
• Are honest and give true, accurate information 

• Treat all people fairly, no matter their status 
 

 



• Know your values and the principles you feel most strongly about 
• Write them down, and keep them in a visible place (calendar, desk) 
• Write a paragraph or two, exploring whether your behavior is consistent with your values 
• Ask yourself what you need to do differently to live more genuinely and be true to, and in 

integrity with, your values and beliefs 
• Figure out ways you can tell your truth 

• Review your values often 
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Self-Management 

Adaptability/Agility Tips for Development 

 
People with this competency: 

• Manage changing situations and transitions with ease 
• Examine situations from many perspectives 
• Anticipate the need for change before it is imposed 
• Strategically and proactively embrace change 
• Are willing to rethink their assumptions 
• Are adaptable, flexible and respond rapidly in the face of 

change 
• Learn from experience 
• Adjust their approach to meet the demands of ever-

changing situations 

 

 

 
• Acknowledge the normal human responses (phases) of change - denial, resistance, 

exploration, and new beginnings - and make a commitment to maintaining an open mind 
toward change and its phases - Ask questions, seek out information, maintain a ―big-
picture view of world realities, anticipate changes before they occur, and brainstorm 
possible approaches to dealing with change 

• Separate fact from fiction – differentiate what you want to happen from what will or is 
happening 

• Acknowledge what is within your control and what isn‘t, and focus on what you can 
control 

• Seek out people who can provide you with support during transitions 
• Be willing to try out new ideas. Be willing to question long-held assumptions. 

 

Achievement Tips for Development 

 
People with this competency: 

• Are results-oriented, with a high drive to meet their 
objectives and standards 

• Set ―stretch goals -- challenging yet reachable 
• Take moderate, calculated risks 
• Pursue information to reduce uncertainty and find ways to 

do better 
• Learn how to improve their performance 

 

 



• Set goals and standards of excellence 
• Get in touch with the emotional pull of what you want to achieve and why – what do you 

gain by going the extra mile? What do you lose by not taking action or going for more? 
• Establish moderate risks for achieving your goals 
• Make your goals ―SMART – specific, measurable, achievable, realistic and timed; work 

with a GANTT chart or other means of measuring progress 
• Keep a daily log of your achievements 
• Take at least one step each day toward your goals 
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Self-Management 

Initiative Tips for Development 

 
People with this competency: 

• Are ready to seize opportunities -- or create them -- rather 
than simply wait 

• Pursue goals beyond what‘s required or expected of them 

• Cut through red tape and bend the rules when necessary 
[and permitted] to get the job done 

• Mobilize others through unusual, enterprising efforts 

• Act before being forced to by external circumstances 

• Want more from their job than a paycheck, and more from 
life as well 

• Consistently strive to do more, be more, and experience 
new heights 

 

 

• Overcome procrastination – whatever you need to do, ―chunk it down into manageable 
pieces to mobilize and get started 

• Focus on how you can do something rather than on why or how you can‘t -- move from 
victim to victor – seize the opportunity, carpe diem! 

• Examine what‘s holding you back – frenzied work hours? Stress? Overwhelmed? 
Resentment? A drive for perfection? Identify it and deal with the root cause. 

• Try ―timeboxing – allocate a set period of time to a task and see how far you get (“I will 
declutter my desk for 10 minutes” or “I will outline this report and write for one hour” or 
“I will answer email for 30 minutes”) 

• Do the worst part of a job first and get it out of the way – the rest will be a breeze 

 

Optimism Tips for Development 

 
People with this competency: 

• See obstacles and bad events as temporary, surmountable, 
challenges to overcome 

• Believe not only that they can succeed but also that they 
will succeed 

• Apply this belief to all they do, not just to a single task 

• See success as a function of people‘s motivation and ability 

• Are unfazed by defeat, and when confronted by a bad 
situation, they perceive it as a challenge and try harder 

• Do not see setbacks as a personal flaw; rather, they see 
setbacks as temporary 

• Do better at work, in school, on the playing field, and in life 

• Enjoy better health; and may even live longer, according to 
recent research 

 

• Tune into your self-talk about the adversity in your life. 

• Examine your beliefs about the adversity, or how you interpret it. 

• Take note of your feelings about these beliefs – do you feel sad, anxious, joyful, guilty? 
Note that pessimistic explanations result in passivity and dejection and optimistic 
explanations energize you. 

• Dispute the negative beliefs; don‘t allow them to become habitual or circle endlessly 
through your mind (i.e., “this is absurd, I‘m blowing things out of proportion”) 

• Look for evidence or alternative explanations to dispute negative beliefs (“There‘s no 
evidence here that I‘m a failure; I just messed up this time.”) 

• “De-catastrophize” 
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Social Awareness 

Empathy Tips for Development 

 
People with this competency: 

• Are attentive to and able to attune to a wide range of 
emotional signals 

• Listen for and sense the felt, but unspoken emotions in a 
person or group 

• Show sensitivity to and understand others‘ perspectives 
and feelings – they can “walk a mile in the other persons 
moccasins” 

• Are able to help the other person or the group based on an 
accurate understanding of their needs and feelings 

 

 

• Listening is the key to empathy. Quiet your mind, still the inner clamor, and listen deeply 
for more than the other person‘s words. Listen for the other person‘s needs (i.e., to be 
respected, to be included, to be acknowledged?) 

• Identify underlying concerns that are not explicitly stated by others 

• Hear the emotions that accompany an expressed statement 

• Listen when someone approaches you to express their feelings (don‘t be so busy you can‘t 
talk with the other person about what‘s important to them; don‘t brush them off) 

• Acknowledge what you think you‘ve heard. Paraphrase, repeat back, and clarify the 
emotions you think you are hearing (i.e. “Sounds like you‘re feeling frustrated” or  
“Sounds like you‘re pretty excited by this project”) 

• Withhold your judgments; when temped to criticize or dismiss the opinions of another, 
stop. Step back and consider, on an emotional level as well as a cognitive level, what the 
other person may be experiencing and what merits another‘s point of view may have. 

 

Organizational Awareness Tips for Development 

 
People with this competency: 

• Accurately read key power relationships & social networks 

• Understand the political forces at work in social and 
business settings, including the community, gatherings of 
family and friends, the workplace, in organizations 

• Accurately read the guiding values and unspoken rules that 
operate in various social and work situations 

• Understand and make use of both formal and informal 
power structures and dynamics. 

• Are effective at influencing social, family, community and 
organizational events 

• Don‘t violate social, family, community and organizational 
norms 
 

 
• See the value of paying attention to what‘s going on in your social and work settings; 

understand that to be successful and get things done, you need to be tuned in 

• Know the history of your social and community groups, as well as your workplace or 
organization (or particular department or team) 

• Listen carefully as your friends, family members and colleagues describe people they view 
as effective and ineffective 

• Identify the characteristics and behaviors of individuals who are successful in the 
organization or social situation 

• Have informal conversations with friends, family members, colleagues, and co-workers, 
and try to get their perspective on how things get done in specific social settings 

• Recognize the informal structures, procedures and practices that support getting things 
done 

• Find opportunities to learn from people in the organization who are perceived to be 
influential 
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Social-Awareness 

Service Tips for Development 

 
People with this competency: 

• Understand others' needs 

• Monitor and seek ways to increase others‘ satisfaction 

• Gladly offer appropriate assistance; make themselves 
available 

• Grasp others‘ perspective, readily, and can respond and 
act appropriately 

 

 

• Look for opportunities to be helpful, to be of service, to others 

• Anticipate and be aware of the needs of others; plan ahead to meet people‘s needs if 
possible 

• Create a culture of service by modeling the behavior 

• Ask questions to understand another‘s needs; act on or agree to a course of action 

• Under-promise and over-deliver; do more than expected 

• Follow through; check to ensure satisfaction 
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Relationship Management 

Inspiration Tips for Development 

 
People with this competency: 

• Articulate and stimulate enthusiasm for a clear, compelling 
vision 

• Have the ability to bring people together; step forward to 
lead as needed, regardless of position 

• Create a sense of belonging in a group, creating an 
emotional bond or spirit that makes people feel they are 
part of something larger than themselves 

• Challenge the status quo, inspire a shared vision 
(“encourage the heart”), empower others to act, set an 
example (“model the way”) 

• Articulate a sense of common purpose beyond the day-to-
day tasks, making work exciting, and inspiring others to 
follow 

 

 

• Develop a clear vision for the future of the initiative, the group or the organization 

• Articulate that vision in a way that inspires, motivates, compels and mobilizes others to 
want to achieve it 

• Challenge the status-quo; be creative; come up with fresh perspectives, innovative and 
breakthrough ideas 

• Know what you admire in a leader, develop your own personal definition of meaningful, 
inspired leadership, and model the way 

• Openly discuss high-level issues with your team or group, seek substantive input, share 
credit, create opportunities for ownership in the vision 

• Think big-picture, match the individual‘s talents, skills, experiences and aspirations with 
the task /opportunity to avoid micro-managing, and give capable team and group 
members latitude to move things forward 

• Maintain your credibility and integrity at all times or you will not be given the 
opportunity to lead 

 

Influence Tips for Development 

 
People with this competency: 

• Are skilled at winning people over 

• Fine-tune presentations to appeal to the listener 

• Use complex strategies like indirect influence to build 
consensus and support 

• Are masterful storytellers, grabbing the attention of others 
and imparting information that grabs attention and makes 
people want to hear more 

• Orchestrate dramatic events to effectively make a point 

• Are able to persuade, convince or impact others to get 
them to support their agenda 

 

 
• Identify influence opportunities; discuss influencing strategies with others (especially 

those who are skilled at influence); listen and be open to learning new approaches to 
communicating with others about these opportunities 

• Learn how to develop a rapport with others so they will be more open to your 
communications 

• Know when to be assertive, when to make suggestions and when to ask questions. 

• Identify what motivates others, and craft a message that appeals to those motivations 

• Be clear about what exactly you want to influence, and plan your messages ahead of 
time 

• Frame your messages to appeal to and make sense to the other person 

• Use data, statistics, and endorsements from credible, respected authorities to help make 
your case. 

• Make your thinking transparent – there are undoubtedly good reasons for your proposal 
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Relationship Management 

Developing Others Tips for Development 

 
People with this competency: 

• Show a genuine personal interest in helping their friends, 
colleagues, employees and others improve their 
performance 

• Understand the goals, strengths, and weaknesses of 
others 

• Give timely and constructive feedback so people can find 
their way to excellence 

• Are natural mentors and/or coaches 

• Provide others with knowledgeable support and 
meaningful, often ―stretch‖ assignments 

• Foster long-term learning and development of others 

 

 

• Take the time to talk to individuals about their goals, aspirations, and things they want to 
learn and do better. 

• These conversations should occur regularly, and with employees, not only at the annual 
review time. 

• Make feedback as constructive and non-evaluative of the person as possible; focus on the 
work, not the individual. 

• Acknowledge and recognize progress often 

 

Change Catalyst Tips for Development 

 
People with this competency: 

• Recognize the need for change, take ownership of change 
initiatives and remove barriers to change 

• Challenge the status quo; stand up to opposition and 
resistance 

• Champion the change and enlist others in its pursuit, 
making a compelling argument for the change 

• Model the change expected of others 

• Give people detailed advance information about possible 
future changes 

•  Demonstrate the mental agility to consider new 
approaches 

 

 

• Challenge the status quo and ―the way we‘ve always done things 

• Identify how and where things could be better 

• Communicate change initiatives and how things will be better – in the case of change, you 
cannot possibly over- communicate 

• Be able to address how the change will impact people, and be prepared to deliver the 
change message in a way that allows them to see how they will be better off with the 
change 

• Develop a written plan for major change initiatives (create a sense of urgency, establish a 
guiding coalition, develop and communicate a vision and strategy for the change, 
empower action, generate and celebrate short-term wins, generate more, anchor new 
approaches in the culture of the organization) 

 

 



Emotional Intelligence Competencies 
Interpersonal Aspect 

 

Source: The Institute for Social + Emotional Intelligence 
 

Relationship Management 

Conflict Management Tips for Development 

 
People with this competency: 

• Are able to handle difficult individuals and groups of 
people and tense situations with diplomacy and tact 

• Spot potential conflict, bring disagreements into the open, 
and help de-escalate 

• Encourage debate and open discussion 

• Draw out all parties, understand the differing perspectives, 
and find a common ideal that everyone can endorse 

• Orchestrate win-win solutions 

 

 

• When in conflict or heated discussion, become self-aware, in the moment, and focus on 
the issues rather than personal matters. “Separate the people from the problem” 

• Ask: “What can I say or do that will make this a more productive conversation?” 

• Don‘t avoid conflict – it lingers (even festers) and will need to be dealt with sooner or 
later, and sooner is better and creates fewer hard feelings 

• Be willing to change perspectives and consider a wider range of alternatives and options; 
resist digging in your heels or putting up walls. 

• Examine your intent when negotiating; deliver your message in a way that doesn‘t create 
hostility and preserves the other person‘s dignity (no put-downs, no make-wrongs) 

• Be creative, brainstorm, invent options for mutual gain (“expand the pie”) 

• Insist on using data or some objective criteria to reach resolution, not emotion* 

• Be aware of the other person‘s emotions in the conflict – they may be feeling angry or 
fearful. You will get your point across better if you can be responsive to their needs. 

• Bring in a neutral third party if the conflict cannot be resolved 

 

Teamwork and Collaboration Tips for Development 

 
People with this competency: 

• Enjoy working cooperatively with others 

• Draw all members of a group into active and enthusiastic 
participation 

• Build team identity and commitment 

• Protect the group and its reputation; share credit 

• Share plans, information, and resources 

• Put team goals before individual goals 

• Interacts well with all different personalities and work 
styles on the team 

• Demonstrates trust in, and respect for, all team members 

 

 

• Seek out opportunities to work with others; take a genuine interest in learning more 
about their work and how you can support them 

• Keep other team members informed of your work, timelines and priorities 

• Share equipment, materials, funds and resources with other team members 

• Publicly credit other team members who have done well 

• Solicit others‘ points of view, particularly quiet members 

• Avoid taking control of the agenda or being the first to make suggestions; be aware of 
dominating team meetings 

• Bring conflict out into the open and encourage all to resolve it 

• Treat co-workers with courtesy and respect; demonstrate trust in fellow team members 

 

 


