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I.	Emotional Intelligence 
	A.	What is emotional intelligence?
	B.	Four pillars of emotional intelligence
		1. 	Self-awareness
		2.	Self-management
		3. 	Social awareness
		4. 	Relationship management
	C.	Skills in emotional intelligence
		1.	Accurately perceive emotions
		2.	Use emotions to facilitate thinking
		3.	Understand emotional meanings
		4.	Manage emotions
	D.	Apply EQ/EI skills
		1.	Understanding and managing emotions in the workplace
		2.	Disagreeing constructively
		3.	Assessing a situation
	E.	Benefits of emotional intelligence	
	 
II.	Ethics in the Workplace
A. Introduction
a. Defining ethics
b. What it means
c. Source of ethics
B. Importance of ethics
C. Ethical principles
a. Honesty
b. Integrity
c. Promise-keeping & trustworthiness
d. Loyalty
e. Fairness
f. Concern for others
g. Respect for others
h. Law abiding
i. Commitment to excellence
j. Leadership
k. Reputation and morale
l. Accountability
D. Ethical checklist
a. The role-reversal test
b. The fairness test
c. The “what if everybody did this?”test
d. The truth test
e. The parents test
f. The children test
g. The conscience test
h. The front-page test
E. Ethical dilemma
	
III.	 Time Management 
	A.	Setting goals
	B.	The three P’s
		1.	Positive
		2.	Personal
		3.	Possible
	C.	Prioritizing your time
	D.	Tackling procrastination
		1.	Why do we procrastinate
		2.	Ways to overcome procrastination
	E.	Delegating made easy
	F.	How to delegate
		1.	What does delegation involve?
		2.	Guidelines for effective delegation
			
IV.	Taking Initiative/Assertiveness
	A.	What is initiative?
	B.	Benefits of taking initiative
	C.	Why people do not take initiative
D.	How to take initiative
		1.	Make initiative a priority
		2.	Be open-minded
		3.	Be adaptable
		4.	Take responsibility
		5.	Recognize when you can step in
		6.	Know your strengths and skills
		7.	Go the extra mile
	E.	Confidence
		1.	Build confidence
		2.	Positive thinking
	F.	Assertiveness skills
		1.	Definitions and benefits
		2.	Assertive language
		3.	Assertive behaviors
		4.	Advantages of being assertive
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