Handling Emotions and Stress in the Workplace 

Emotional Intelligence: Managing Emotions 
Concept Summary:  Having the ability to manage your emotions at work is important; in addition being able to read others is equally as important. Whether we are aware of it or not emotions play a very important role in organizations. Emotional Intelligence (page 133) focuses on the correct judgment of feelings and being able to use this knowledge to influence others. Emotional Intelligence and job performance go hand in hand; therefore applying it in the correct form is beneficial for the organization as a whole. Lacking emotional intelligence can be a deterrent in getting promoted in the workplace. Technical skills are key in the success of any individual, however equally essential is having the ability to influence others. Why is this important: Understanding our emotions as well as the emotions of those around us can help us be an influential force in the workplace and ensure that we are making a positive impact on others even when we are experiencing stress.

Role Ambiguity: Causes of Stress  
Concept Summary: It is a fact we all lead very busy lives especially in the US where time is of the essence and it seems everything must be done yesterday. This is especially true when many professionals juggle their career, personal lives and education. All the juggling leaves a person with an immense amount of stress, which can cause frustration and unfulfilled voids. Add this to the fact that many in the workplace suffer role ambiguity (page 162), which causes a person to not know what is expected of them on the job. This is a very common occurrence and cause of stress due to companies trying to save on hiring additional personnel and instead, they add more tasks to the already exhausted employees. The fact that many employees are not skilled or properly trained to perform the additional tasks only adds to the frustration. Why is this important: Defining our roles in the work place and personal lives as well as insuring we balance them out will help us be fulfilled individuals.

Time Management: Reducing Stress 
Concept Summary: Deadlines can be viewed under a negative light, however when managed correctly it may have beneficial results. Being able to meet deadlines helps reduce our stress levels. Also it helps us feel accomplished and motivated to continue on to the next task. When we are not able to manage our workload and tasks start slipping through the cracks this may lead us to questions our ability. This is why we must learn to reduce our stress and have the ability to manage our time in the workplace. Time management (page 168) emphasizes the practice of being in charge of how we make use of our time. This is especially important in order to avoid feeling overwhelmed and running around like a chicken with its head cut off. The lack of time management affects our performance by not meeting deadlines, having to work harder and longer. Time management helps individuals work smarter not harder. Why is this important: We can better interpret and understand the causes of our stress in the workplace and in turn practice time management to help be more successful.
Actions
1. Emotional Intelligence: My coworker is an extremely emotional person and stresses herself out over the most menial of occurrences. When she begins to feel stressed, she will come to me complaining about her workload and ask me for help.  If I am able to assist her I will, even though I know I will now have to deal with her bossy tendencies as she instructs me on how she wants the work performed.  However, when I need her assistance she is just as quick to push me away. About six months ago she needed help completing a proposal but I was extremely busy with tasks, which required my immediate attention. When our manager came into the office, she walked in to his office and closed the door behind her. Our walls are paper-thin and I overheard the conversation as she “threw me under the bus”.  She claimed I refused to help her and this was the reason why she was so stressed and unable to complete her task. I was upset and couldn’t believe she was blaming me for her shortcomings. From now on I will:
a. Not take anything personal and help her as best I can when possible.
b. Praise her and give her “Lollipop Moments”, by doing so she will hopefully be more confident in her work, not over think it and just get it done. 
c. Keep communication with my manager, informing him of my tasks, to ensure he is aware of my workload and avoids assumptions based on what other may say. 
2. Role Ambiguity: My position is supposed to support the sales team. Most of the time I find I’m given tasks, which do not support the team as a whole, instead support our Senior Account Executive exclusively. I feel like his assistant, doing really menial tasks, like formatting spreadsheets and checking his inbox. He essentially treats me like his personal assistant and doesn't understand I am there to support the goals of the branch not just his own. This causes me to feel frustrated and clueless about my role with the company. There are times I feel overwhelmed when he is stating his projects are more important then others. I will do the following:
a. Keep my manager informed when I am feeling overwhelmed and ask for help when I don’t know if a task assigned is really extremely urgent or it cant want.
b. Inform the Sr. Account Executive of my priorities based on what my manager tells me. 
c. Request from my manager to define my position, what is expected of me and what my tasks are.
3. Time Management: I find it extremely difficult to keep on track, there are moments where time passes me by and I have not accomplished anything. I also notice my co-worker runs into the same dilemma but in much higher magnitudes. This is especially true for her during our busiest time of the year when we need to build massive bid proposals.  She is literally and this is by no means exaggerating, running around like a headless chicken, completely overwhelmed and stressed. I have the tendency to become frustrated with her and in turn get stressed myself because I know I will be doing double the work since I will have to double check her work also.  I have realized the lack of time management hurts my work ethic which mean I will focus on:
a. Finding out where I am loosing most of my time and work on avoiding such situations.
b. Making a list of all the items, which need to be complete for the day and cross of items as I complete. 
c. Helping my coworker as best I can while remaining calm for the both of us if necessary. 

Organizational Communication

Communication Basics
Concept Summary: We all understand communication is necessary in everyday life. Considering a lot of our time is spent at work it is useful knowledge to understand the way communication unfolds in the workplace. One can state we are extremely lucky to live in an advance era of communication, where an email can be sent and received in seconds and a cross-country phone call can be made in a minute. Although communication has been made faster it is not necessarily easier to communicate our message. There are still aspects that may come into play and distort our message this is called noise (page 294).  The main set back is that noise can happen at any time during the communication process. It can be as simple as a bad connection on a call or an email poorly written or understood. Why this is important: Every employee in every organization needs to communicate, therefore learning what to avoid may help us be effective communicators.

Communication & Technology 
Concept Summary: It’s almost like communication and technology go hand in hand and communication can’t exist without technology and vise versa. No one can argue technology has made communication faster, but has it made it easier? We all have felt at one point or another, completely overwhelmed by the amount of emails in our inbox. Just when we think we have read all our emails there we have 20+ more. Information overload (page 304) is the concept used to describe the overpowering feeling of getting more information than one can review. Also taking in consideration email doesn’t express any emotion it can become a real mission to decipher what’s really important and what’s not. My manager states email has one tone; therefore we must choose the emails we send wisely and sometimes a phone call might be a better option so the message isn’t lost in translation. Why this is important: Technology is essential to communicate, however we need to use it to our advantage in order to properly communicate our message without overwhelming others and ourselves.

Improving your Communication 
Concept Summary: In order to improve, it is imperative to understand we all have room for improvement when it comes to communication skills. Many believe communication is simply stating what you need others to know.  This is not the case communication is more complex than just talking; being a good listener is also essential in order to be a good communicator. The HURIER Model (page 322) describes efficient listening as consisting of six components hearing, understanding, remembering, interpreting, evaluating and responding. These six components challenge our overconfidence and can lead us to believe we are better listeners than we really are. When we actively apply these concepts we become better communicators. Why this is important: Often we believe we are good communicators, but we fail to understand that a part of good communication is being a good listener.

Actions
1. I send many emails out and receive twice as many. Sometimes it’s all just noise and I know for a fact others feel the same way. I get emails and I am not sure what pertains to me. This is especially true when you find an action item requiring your attention hidden away at the very end of a 2-3-page novel; I am not exaggerating the novel part.  This can be very frustrating and makes me wonder how many emails like this have I have missed a possible action item on. I have started to: 
a. Skim my emails more carefully looking out for my name, which usually means I am being assigned a task. 
b. Avoid sending long unnecessary emails; I know I don't have time to read long detailed emails which means others don't either. It may be best to have a meeting. 
c. Avoid sending emails where action items are hidden away from the recipient if an action item is required make it noticeable in the beginning of the email. 
2. At work I receive tons of emails. I do my best to organize my inbox; it’s proven to be an impossible task. Sometime I find myself confused and not really understanding what the message is due to so many moving parts and the amount of people involved. What I am focusing on doing is: 
a. Calling people instead, once we speak I can follow up with an email just reiterating our conversation. 
b. Prioritize email accordingly and focus on those first instead of trying to answer all of them at once. 
c. Avoid back and forth if it takes more than two emails to figure out, I will just pick up the phone and call the person. 
3. During meetings I find myself unintentionally daydreaming and not being able to concentrate on what’s being said, mainly due to the fact that what is being said doesn't really interest me since this current position is a job not a career. I sit in meetings thinking, just tells me what to do and I will do it. The issue with this is that when important information is being relayed I tend to miss out and once this happens I am playing catch up. My main due diligence from now on is to: 
a. Although this is not my career I will give my position the respect it needs and I will pay close attention during the meeting by actively using the HURIER model. 
b. Write clear concise notes in order to reference them in the future as needed. 
c. When the speaker is requesting feedback, I will respond by asking questions in order to let them know I am paying attention.



Organizational Creativity

Decision Makers
Concept Summary: More now then ever people have a need to be autonomous in the workplace. Management still plays a necessary role in organization, however it should not focus on micro managing employees. Although many organizations are changing the way management is executed, many organizations are still “old school”. This means the approach to management is top-down decision making (page 341). This type of decision-making describes managers who micro manage and have all the authority over lower level workers. Why is this important: An employee should feel empowered to make their own decisions and a manager should trust his employees.   

Basic Organizational Culture
Concept Summary: Organizational culture can be healthy or toxic and some may be a combination of both. For now we will focus on the toxic organization culture (page 482). This term is defined in our textbook as a culture where people do not feel they are valued. Toxic cultures can definitely put a damper on an employee’s state of mind and have a direct impact on their motivation to work. As a result this hurts the bottom line due to high turn over rates from employees refusing to stay in a toxic environment. Why is this important: Organizational culture should be positive in order to create a healthy working environment where employees feel happy and valued.

Workplace Motivation
Concept Summary: In order to get people to work they need much more than a task or a salary. They require a task that is purposeful and induces them to be creative in completing the task. Intrinsic task motivation (page 497) describes the drive to work on tasks, which is appealing or stimulating in a constructive way. Essentially people will find creative solutions to tasks as long as they are truly interested in completing them. Let’s consider that this does not mean they are motivated due to their horrible boss yelling at them to get their work done or for the high pay. They are completing these tasks due to their internal reason, for example it is fulfilling to accomplish a new goal. Why this is important: We must especially management look at creative ways to motivate employees to work in a creative and fulfilling form.

Actions
1. Our manager has tendencies of being a micro-manager and it doesn’t help that my coworker promotes those same values. She takes it to the extreme going as far as locking down the snacks and the coffee for office personnel. Our manager sends us mixed messages on one side he encourages the behavior and on the other he states “if you treat people like their institutionalized, they will act institutionalized”. I really don’t know what to think of it, I don't believe he should micro manage the snacks and the coffee, especially since it doesn’t come from his pocket and we are a multimillion-dollar company. When my coworker complains to me that people are eating all the snacks and drinking all the coffee, it really annoys me. I will begin to: 
a. Work on not acknowledging my coworkers comments an instead remind her we are the highest earning branch and we deserve coffee. 
b. Mentioned to my manager the importance of trusting us with being able to handle the consumption of coffee and snacks. 
c. Not let their actions impact my mood in a negative manner.
2. Our organizations culture is a combination of a healthy and toxic culture. Sometimes I see how well people treat each, other how kind they are and considerate. Most recently I have seen a deterioration on the way people respond via email or talk to each other over conference calls. People have a tendency to argue over email while half of the company is being copied. A recent example was a Project Manager who quit due to becoming the scapegoat to a poorly executed project. There were emails going back and forth where people that didn’t even have a say in the whole incident, were making unnecessary hurtful remarks. The Project Manager ended up quitting the job and the company in the end. 
a. In order to create a healthier environment I will give more “Lollipop Moments”, especially to people I notice really need them. 
b. Avoid situations that would cause a toxic culture such as sending mean emails; instead I will pick up the phone and talk. 
c. Avoid including half of the company in the email, especially if the situation in question doesn’t really pertain to them. 
3. The company I currently work for, I view my position as a job. I don’t really see it as my career or a place I would like to stay for years. This is mainly due to the lack of motivation I have to work and complete the tasks assigned. There is no intrinsic motivation, in addition the tasks I complete are not interesting and really do not have any purpose. From now on I will:
a. Find ways to find intrinsic motivation in the tasks I complete. 
b. Find a new position that will focus on my career goals that are interesting to me. 
c. Speak to my manager and ask for tasks, which are challenging and rewarding.
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