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By Nishant Kumar
Introduction

Acquiring good attitudes can alter lives. Good attitudes contribute to success. An executive can’t excel without good attitude. It is a critical factor in success. A person always proved to be team player with good attitude. 

There are various factors that influence one’s attitude such as school, work, media, cultural background, traditions and beliefs. For example, in a country with an honest government, you will always find people with right attitude - honest, trustworthy and helpful.  

People with good attitudes have following features.

They are pleasing character since they believe in themselves.
They are naturally very energetic.
They enjoy life with full extent. 
They never take back seat motivating other. 
They are always good team player. 

Bad attitudes attribute ill health, high stress, low productivity, purposeless life, fewer friends etc.

You can acquire positive attitude by becoming aware of the traits that build positive attitudes. Like the way you feed body with good food, you should also feed your mind with good thoughts. 
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Attitude can be considered as an individual’s outlook towards something. Something could be another person, behavior or some event. Certainly an attitude should always be positive. It keeps negative thinking at bay and gets a feeling of confidence. A positive attitude should not be to an extent that it hurts sentiments of masses. 

Points to remember:-

· The key to a positive attitude is to accept failures. 

· One should not give up very easily and strive for success. 

· Looking for alternatives (solutions). 

· Believing in yourself and always be open to criticism 

· Having a negative attitude can be stressful, affect self esteem 

· Attitude has got nothing to do with arrogance. It is mere a perspective. 

· Being “fake” is a sign of not being yourself. This will not work for having a positive attitude.

Why attitude?

· Positive attitude keeps a person healthier both physically and mentally. 

· Helps achieve goals and success. 

· Gives a sense of superiority and happiness 

· A positive attitude helps to deal with stress. 

· A positive attitude at work can help achieve goals faster.

Types of attitude

· Positive attitude: - People who always think positively have a positive attitude. People with a positive attitude are usually confident, respect others and are always in search of new arenas. A positive attitude at work is very essential. 

· Negative attitude: - People who think negatively have a negative attitude. Categories of people who flaunt for no reason also fall in this category. People who always underestimate others and have a superiority complex can also have a negative attitude.

Approach to a positive attitude

· Be aware of the surroundings 

· Accept the way you are 

· Do things that relax you more frequently 

· Always think positive 

· Seeking opportunities always 

· Looking for alternative solutions 

· Believing in yourself

Reason of developing negative attitude

· Negative thinking 

· Worrying about small issues 

· At times, people have a negative attitude by will. 

· Loosing faith in your self. 

Time Management tips 
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Introduction 
The most common excuse that people give for not accomplishing a task is lack of time. Have you ever pondered, how do people busier than me do their tasks? Do they have more than 24 hours in their day? Or do they have an extra pair of hands? If not, what is it that sets them different from me? How do they manage their time to maximize their productivity?

If you have any tips on time management that you would like to share with others, please do post your comments. 
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Time management is the most commonly talked about topic in almost every field. Individuals have too many high priority tasks. However the only issue is that how well can they manage the time or distribute the time to finish them. This problem is faced by almost everyone, be it the CEO of a company or an employee. The most important factor of time management is as to how effectively be the time utilized.

Points to remember:-

· Always high priority tasks must be completed first. 

· Ambience of the place matters a lot. 

· Each task must be reasonably allotted the time. 

· The key to an effective time management is to know your goals properly. 

· Time management skills don’t come overnight. It is developed with practice. 

· Delegating a task leads to a better time management. 

· The managed tasks must be monitored to ensure they aren’t exceeding the time frame. 

· Make use of available resources. You may be spending time on getting some information already available or known to someone else.

Why manage time?

· Increases efficiency 

· Reduces anxiety and work pressure. 

· Motivates people and introduces confidence 

· Leads to a better estimation of tasks.

Time management is to ensure that the end product is delivered in time and has quality, productive and efficient.

How to manage time?

· Make the plan well in advance. 

· Prioritize the important tasks. 

· Have an awareness of the tasks. 

· Create a schedule of managing time that is flexible. This is important to ensure that changes in time can be accommodated 

· Make decisions instantly 

· Monitor the time management schedule. 

· The schedule should not be on a very broad perspective. Its must consider managing time on a daily basis. 

· Activity logs are the most common way to manage time. These logs give details of all activities performed. 

· Always keep alternatives ready. 

· Work as a team and support colleagues

Body Language - an element of Communication skills 
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Introduction

Body language is another means of communication. Sometimes it can send signals stronger than words. Body language is controlled by your subconscious mind, so a reader can actually understand if there’s a difference in what you are saying and thinking. In order to ensure that your words and body language compliment each other, you need to read and practice a bit.
What are the gestures which you should avoid while talking to some body? What gestures can make you sound more positive? How can you show your agreement/ disagreement without speaking out? Has this worked for you? It will be interesting to know your thoughts on this. 

Impact of body language 

By Nishant Kumar
Body language often has great impact in transmitting messages to the listener. Facial expression and eye movements are very important while conveying your feelings. Smile on the face reflects confidence. If you are in meeting and you are not moving your eyes over all the participants, you will fail to add impact. You need to maintain intensity of voice to match the heat of the topic. Good posture coordinates your verbal language. If you have right body posture, you can easily control your voice. Your body weight needs to be equally balanced on the feet to have correct posture. Try to notice your body posture when you are happy and confident. You will find that your body is equally balanced and consequently, you are taking full breath at ease and body is moving synchronously with your voice. 
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Body language plays an essential role in communicating with people. Body language comprises of the gestures and movements we make of the different parts of our body when communicating with people. Many a times, body language speaks more than words. Certainly, the body language must be in synch with the words.

Points to remember:-

· Never be up tied or stiff while making movements. 

· Avoid body language that may be misunderstood or look unprofessional. E.g. Winking 

· A consistent eye contact is a positive sign and must be used 

· Avoid fiddling with things around. It may distract the attention 

· Each body part movement signifies something and helps in interpreting. E.g. Standing with hands on hips signifies aggressions, nodding signifies agreement and active listening, biting nails signifies nervousness. 

· Unlike emails, body language does not give time to think. Hence they must be used appropriately. 

Why body language:-

· Body language can instantly help to evaluate the interest of people 

· It is a personal way of expressing emotions when words don’t help 

· It can communication interesting and non monotonous

Positive body gestures
Positive body gestures are a sign of confidence and security. They are a sign of active participation and leave a good impression. Positive gestures include:-

· Walking upright 

· Shaking hands confidently 

· Having a pleasant face. 

· Nodding head is a positive gesture 

· A steady eye contact

Negative body gestures
Following negative gestures are a sign of insecurity and restlessness. Such gestures show a lack of confidence. Such gestures should be avoided in interviews or meetings. 

· Being up tied 

· Biting nails 

· Getting distracted 

· Faking a smile 

· Looking at something else while talking instead of the speaker 

· Proper etiquettes should be followed. 

Stress management techniques    


<<Previous  Next>>  

Introduction

Long commuting hours, long working hours, work pressure, unhealthy work practices, tension in personal life are some of the reasons of stress. Unmanaged stress can not only cause a fall in your productivity at work, sour personal relationships but also many illnesses. 

How to avoid work related stress? Can better personal relations help? Physical exercise, pranayam, meditation-can they help? Does psychiatric help come into picture for extreme cases? 

Your thoughts on the subject and examples where you managed the stress are welcome. 
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Stress management is a technique to reduce stress. This can be achieved by occupying yourself in some other activity. Activity which relaxes you mentally. Stress can either be physical or mental. Stress does not have to be necessarily related to an individual’s profession. It could also be because of personal differences.

Points to remember:-

· Felling anxious, mood swings, forgetfulness are the common symptoms of stress 

· Stress can be caused due to many reasons:-
Pressure at work
Psychological pressure at work
Competition
New life styles
New environment / atmosphere 

· Most common way to manage and get rid of stress:- 
Be aware of the consequences
Avoid unnecessary work and competition
Keeping yourself physically and mentally fit
Set priorities in life
Try for achievable goals first to attain confidence

Why stress management:-

· Reducing stress obviously leads to a job satisfaction 

· Improves attitude and reduces anxiety 

· Increase in productivity. 

· Reduces the use of drugs. 

· Increases self control and self esteem 

· Keeps an individual mentally and physically stable.

Types of stress

· Physical stress: - Stress can be physical. This stress can be due to incorrect posture at work, over exercising or at times fatigue. 

· Mental stress: - Mental stress can be of various forms. Unhealthy relationships not satisfied with job etc. 

· Stress can also be short term and long term. Short term stress is usually encountered at work places on a daily basis. While the long term stress is usually encountered at home.

Causes of stress

· Work pressure 

· Peer Pressure 

· Trying to achieve the best always 

· Over confidence 

· Having a negative perspective always

How to avoid stress

· The key to avoid stress is to avoid people and things that cause stress! 

· Restrict yourself to boundaries. Don’t overload yourself 

· Analyze your schedule and responsibilities 

· Avoid being disheartened if things don’t work as expected 

· Mange your time properly and learn to compromise 

· If too stressed, delegate the task 

· Don’t try to change things if the are not under your control. 

· Adapt a healthy lifestyle. 

· Try and develop new skills and indulge in extra curricular activities. 

· Mental stress can be avoided my meditation, music, coffee etc. 

