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1 EQ AT WORK STEP

2Why is EQ so important in the workplace?

EMOTIONAL INTELLIGENCE AT WORK

CONT.

SELF AWARENESSSTEP

2 Self awareness is important because it is only 
when we understand ourselves that we can seek 
to make changes.

Checking in with yourself at work: 
This week regularly check in on how you are 
feeling at work and keep a notebook. Describe 
what understanding you gained from the 
regular check in and record any changes you 
need to make as a result.

Know your values and beliefs: 
Check your top-priority values, and make sure 
they fit with your life and your vision for yourself.

Do these values make you feel good about 
yourself?

Are you proud of your top values?

Would you be comfortable and proud to tell 
your values to people you respect and admire?
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CONT.

Do these values represent things you would 
support, even if your choice isn't popular, and it 
puts you in the minority?

SELF MANAGEMENT
Impulse control: 
Give some examples of times at work when you 
have gone straight from impulse to action and 
then wished you hadn’t done so.  
What could you do in the future to better 
handle the same situation?

EMOTIONAL INTELLIGENCE AT WORK

Observe: 
Pick a time, either a day or two days, to 
deliberately focus on the way you respond to 
situations and people at work. What patterns 
can you see? Is there something you could 
improve on?

Talk to someone objectively: 
Once our emotions have been triggered we no 
longer see clearly and we need to have some 
strategies that calm us down. One great 
strategy is talking to a close friend or your 
partner objectively about the situation. Pick a 
recent situation where you were triggered at 
work and put this strategy to the test. 
Did you get a different perspective? Describe it:



STEP

3
STEP

4
CONT.

Was this helpful in regulating your emotions?

EMOTIONAL INTELLIGENCE AT WORK

Think before you act: 
Identify the situations and people at work who 
push your buttons. Who are the people who 
know how to get you worked up?  
What situations do the same? 
How do you how you react around these people 
or in these situations?

Often you need to consciously stop yourself 
responding before you do or say anything that 
you may regret later. What trigger can you set 
up for yourself so that you can do this easily?

SOCIAL AWARENESS
Listen and observe: 
This week practice slowing down and force 
yourself to listen to the words you are hearing. 
Observe and pay attention to other people at 
work, you will notice things that you previously 
missed. Observe their facial expressions and 
listen to their tone and language, this will reveal 
much about their emotional state and the 
motivation behind what they are saying. 

Describe what understanding you gained from 
your attentive listening and record any changes 
you need to make as a result.
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EMOTIONAL INTELLIGENCE AT WORK

Swap your point of view: 
To help you regulate your emotions another 
useful strategy is to swap your point of view. Put 
yourself in someone else's shoes as they share a 
story, an experience or feedback with you.  
Ask yourself, "If I were the one speaking, what 
would I want to hear right now?" Or, "How 
would I want someone to react if I shared this 
right now?"   
Use this strategy and describe what you have 
learnt about managing your emotions at work 
as a result.

Reflect on your rapport with people at work: 
Commit to reflection time at the end of each 
day for a week, even if it is only 15 minutes. 
Ask yourself the following questions:CONT.

Did I listen actively?

Did I ask questions about both content and 
emotions related to content?

Did I use my body language, facial expressions 
and tone of voice to meet the needs of the 
other person?

Did that person leave better for their interaction 
with me?
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EMOTIONAL INTELLIGENCE AT WORK

Commit to improve empathy: 
What benefits you will get if you become more 
empathetic?

Choose times when you’re meeting with 
members of your team in the work place to 
practise empathy. During these moments, as 
well as discussing work issues, concentrate on 
your feelings and perceptions about the 
emotional state of the other person/people. 

• Are they happy today? 
• What’s their energy level like? 
• Do they seem nervous? Preoccupied? 
• Have they listened to you properly or does 

it seem like they’re thinking about 
something else? 

• Do they trust me?

Record your insights:

CONT.

Improve your conflict resolution skills: 
Conflict arises whenever people disagree over 
their values, motivations, perceptions, ideas, or 
desires. Bring to mind the last serious conflict 
you experienced at work and work through the 
following questions.

What was disagreed about – values, 
motivations, perceptions, ideas or desires?

What were the strong feelings that the conflict 
triggered?

What was the deep personal need at the 
core of this conflict for the other person?

Upon reflection what would you do differently 
next time?


