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Management Skills
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Course Introduction

Life filled with happy and sad events

Eudlg B! lusYL Ao 8Ll

Life changes can result in stress affects emotionally and physically the

health wid! aaall Olowe Il 8ledl s

Stress is a part of time and can be handled and it is impossible to avoid stress
lpolasg g M\ Oell (pag diB g A\ S ksw.o_A\ b sl

Stress is the number one health problem in the world today g2 (swaidl lass]l
O Wb aly 08y Lesal ! Aaned! "
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Understanding Stress

1. Introduction to stress il laiall (e dadio
2. Stress shapes il aaa) JBal
3.Positive and Negative stress (sluwdly gl suwadl il
4. Stress causes il Jasall Ol
5. Recognizing stress il lasiall de il
6. Stress signs M\ bsaall alode
7. Stress overload signs il Jaall 8ol wledle
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Understanding Stress

Stress risks (gwaid! laaall ol

Depression and Its types 4slgils GLSY

Symptoms and Recovery from depression 4w (3ladly LSl oolyel
Stress categories CESYI glgsl

Testing your stress ¢b ol gl laaall Hlas

|dentifying behavior patterns dalizall 48 gkl Ziladl e (8,23l
Stress three stages &M quaidl aaall J=15e

o Jas] — Absams (33i) ppax
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Introduction for Stress

What is stressful for you differ from what is stressful for me.
23 i Bt g 89 n200 ) (il Il Al g Lo e

Anxiety is a signal that we are under stress and that upset and anger
have a source which must to work on it and if you leave it will lead to
negative effect.

e Y 81y ] Joial) J531 Aedlall g2 3a o |

Recognizing stress very important in coping with stress and
managing it

Do not let the events reaching to the boil over and deal with it before
reaching to the boiling point.

Gl eS8 el Juad OF Jud il lusT e larnd OF coo
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Stress Shapes

Becauza stress means different things to diferent peopla..

L L BN B B BN BN BN

Tackling a task for the first time

A meating with the boss
Giving a presantation

A delayed delivery of important supplies

An irate customer

A tight deadline

An unnecessary mistake
A difference of opinion

Feelings Lifestyle

Restlessness Irdensive dive

Feyed-up feeling Agoressivensos

Armiety Impatience

Depression Wtk sholism

Crisis Events Physical Sympioms

Death of a family member Headaches

Deparation Fatigue

Divoree Insomrda

Busitie ss failure Hypettension
Ahdoeminal disomfort

Excesave eating o loss of
appetite

SIIL M|

JENETRER

550 J9l ] Ag0 dage de Jon)
el ol Juuog3 (§ sl
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Stress Shapes

Where you work
Red tape, changes, demands from customers, uncertain future

Your job
Volume of work (too much/little), deadlines, presaures, being responsible for staff

Your career to date
Still nat found your niche, no clear goals, reached your plateau

Your relationships
Colleagues, friends, partner, boss, staff, children and families

Conflicts
Unaksle to find a balance between work and home; wornad about money

Self-imposed
Giving yourself a hard time, low 2alfimage, poor salfmanagament
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" Recognizing Stress

¢ SEE: nail biting; twitching eye/ayebrow; aquent licking or biing of lips; excessive

blinking; a change in aating or drinking pattems from abatinence to over-ndulgence; AsdS clals sbeal o
signs of tiradnass; crying... Cridly S @lala
¢ HEAR: slamming of doars, phones, papers or fists on dasks; unusually rapid .;&'Jb;
speach; drumming of fingars; emational outhursts; swaaring; unco-ordinated ) “""“j‘ g ‘;Vf" ’
speach; jingling of coins or keys; pen top flicking; sighing... Olgrol Gl SV
g de - i) ol 9
¢ FEEL: sweaty; clammy; flushed; tense; frustrated; angry; isolated; hopelass; N

impatient; imtable; depressad: andous; stratchad; challenged... )
P ¥ . Gyl il yaad sbal o
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Stress Signs

Physical
Headaches, indigestion, throbbing heart allergies, infections, twitching, nausaa,
tiraciness, weight loes/gain, vague aches and pains

Mental
Indecision, making mistakes, forgetfulness, poor concentration, easily distracted,
worrying more, making hasty decisions

Emotional

Irritability, anger, alienation, nervousness, apprehension, loss of confidence, tension,

cynicism, job/life dizsatisfacton

Behavioural

LUnsocialde, reatless, unable to unwind, appetite loss/gain, diminishad/increased
intereat in sex, increase in drinking/smaoking, taking work home, too busy 1o relax,
poor personal managemeant

4S5k
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Stress Overload Signs

Anxiety or panic attacks. gl Slgi (sl
A feeling of being pressured and hassled. 4*>L~AJ‘ Lzl
Irritability and moodiness. o 5unal I dar Sl
Physical symptoms, such as stomach problems, £lyall
headaches, or even chest pain and hives on skin
o d, Vv pai \Y | ol Lais L)
High blood pressure. o33SYE dcolauss) ol
Allergic reactions, such as eczema or asthma. ¢ .
AN e Y15 3l s
Problems in sleeping and eating disorders. ol & blyYls el
Drinking too much, smoking or overeating ) LS5 0yl

Sadness or depression
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Stress Risks

High blood pressure el lass £las)| The EffectofStress on the Phy scal Sef
Risk of heart attack dudall ele3Yl

Risk of a strokes — wlal=ll Gigu> Juae §las)]
Risk of diabetes Sl o0 HUas]

Always tired angry Jlgly cuas

Drug abuse whisall bl

Ulcers >, 83

Physical illness dduwsl (o1l ¢ Your heart rate incraases and your blood pressire fiegs

High cholesterol Jg w61 Juae 8L ¢ Yourrmuscles havden and fnse in adiness for acton
" ) #  Your digestiva process slows and mare acid s produced in the stomach

¢ - Your braathing becomas quickar as your [ungs ty to take up more axyen

Insomnia @Y
Depression w&SY|

aogalsl
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Depression

Depression Affect Females More Than HoSUl e ATV @ 3l o

Males

There Are About 400 Million Suffers From — O9lo pasé Ogde 400 Jlg=> 2la o

Depression GESY e

From Every 1000 Person About 90 Suffers

From Depression Bgins il Al O gade 20 Jlg=> s o

1\::@ Are About 20 Million Suicide Case i Il ks @JT Koo o

From Every 4 Have Depression ,One DL p sl a>l
Suicide
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What Is Depression?

Feeling down from time to time is a normal part of life, but when sadness
takes hold & won't go away, it may be depression which is a medical iliness that
affects the mind and body and can affect how a person feels, acts & thinks on a

daily basis. , ) , ) o . )
Y uﬁwlo@u}@ 8Ll (3 L o3 (Il Sl Can ()31 80 09419 Eod0)l o
L“S..U\ oSy L3 Jj?'-_ﬂ\ Sl (555 U9 441;9.19 8 ra) ually Oyl (,.i,o.b“ Loie
o)1y LS ey yaseadl joass 4uaS e 55,

—
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Types of Depression

Major Depression
This is the most serious type of depression, in terms

of number of symptoms and severity of symptoms . ol QUSI e
! . Jliae QST
Mild Depression onge OS] s
This refers to a low to moderate level of depression 15“5@ OlS) e

that persists for at least two years, and often longer,
while the symptoms are not as severe as a major
depression .

Seasonal Affective Disorder
Some people experience depressive episodes
Manic Depression ( Bipolar )

aogalsl
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Symptoms of Depression

Loss of interest in normal daily activities 4w gdl daadIl aiadll Olaas
Feeling sad or down and feeling hopeless

Crying spells for no apparent reason cuw 09 8!

Problems sleeping or over sleeping el (§ b1,aYl o e ol Slie
Trouble focusing or concentrating »S;0bL Sliw

Difficulty making decisions & concentrating <))l 35l 1Sl Lgauo
Obvious weight gain or 10ss 3¢/l e lais 9f 805

Irritability ,restlessness and Being easily annoyed &,Y!s zlesdl
Feeling fatigued or weak (3 ¢ly cxdb )gaill

Thoughts of suicide or suicidal behavior &)=l LS glug H8SI

aogalsl
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Recovery Form Depressmn

Ask for help and support esddl b

Make healthy life style changes : 8Ll laais juss

Get regular exercise and enough sleep. @& pgly @Sls Sz Ol
Eat healthy, mood-boosting diet. &eliall Dl pead (zuall SYI

Practice relaxation techniques and sleep well. gl sl Ll )yl
Jus|

Challenge negative thought patterns dulwdl HEEYI &)l eg)o
Seek professional help 4@l =Yl daclusll Cdb

Medication b e

Coping and support 3l

aogalsl

J-o<l
issue 01 IJ'I'U,."IJ



7401 | Fdol | rgol |

O
=
Ul
-
)
Ul

sedly QLY il s

Positive Vs. Negative Stress

POSITIVE :] ofF MEGATIVE

An oppotunity to prove & You become less efficiant -
yoursalf perfomance and productivity fall
You work betterto a ¢ Deadlines send you into a blind
dleadlina panic - you achieva nothing

|t gives you a positive emational ¢ You seek cornfort by snacking,
charge or ‘high’ smoking or drinking

.atress s best described as: an individual's response to pressure.

Ludliadlg ddee (aw) Cadiw o Juadl Jaadlg rdoludl bgaall
a9 8¢Sy W11 o) ddidl b gana)l

aogalsl

J-o<l
issue 01 U.l.l..lj.u



7401 | Fdol | rgol |

[
Ul
n
(@)

i) Jaall §1g3]

Stress Categories

Eustress dg=dJ! M\ sl
Is one of the helpful types of stress.
Distress 03!

Is one of the negative types of stress. There are actually two types of distress:
acute stress and chronic stress.

1-Acute Stress sl 3lall

s the type of stress that comes immediately with a change of routine.
2-Chronic Stress ¢yl 3lal!

Will occur if there is a constant change of routine for week after week.
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Testing Your Stress

Also Called Holmes Rahe Stress Test
Composed from 42 points bgsall (ol (0,86 was) ddads 42 o (980 )l
Help people to understand what causes stress in their life
Scoring :
- 300 or above
80% chances of getting stressed
-150-299
50% chances of getting stressed
- Below 150
30% chances of getting stressed

aogalsl
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Holmes-Rahe Stress Test

HOLMES-RAHE STRESSTEST*

Rank Event
1. Death of goouase
2. Diwvorce
3. Marital separation
4. Jail term
5. Death of dose family member
6. Personal iy o dllness
7. Darriage
2. Firedfrom wotk
Q. Matital reconciliation
10. Retitement
1. Change infamily member’shealth
12, Pregnancy
13, Vex difficulties
14, Addition to family
15, Business readjustment
16,  Change infinancial statos
17, Death of close friend
12, Chatge inmanber of marital
arguments
19, Mortgage or loan ower $10,000
20,  Foredoswe of mottzage or loan
21, Change inwork responsibilities
22, Bonor daughter leaving home
23, Trouble with irelaw s
24, Outstanding persona achieverm et
25 Gpouse begins o stops work

Value
100
T3
1]
63
63
23
a0
47
45

45
A4
40
30

39
39
3%
37
33

3
30
20
20
28
28
26

Your Score

26.
2T
28,
29
30.
3l
3z
I
34
35
36.
ETR
38

39

41.
43

Event

Starting or fird shing school
Change inliving conditions
Rewizion of per sonal habits
Trouble with boss

Chatize inwork hours, corditi ons
Change inresidence

Chatize in schools

Chatige recreational habits
Chatige in charch activities
Chatge insocid activities
Iortzage or loan wnder $10,000
Change in sleeping hakits
Chatize inmanber of family
gatherings

Change in eating hahits
Vacation

Christmas season

Mot A clation of the law

Value
26
25
24
23
20
20
20
19
19
12
12
la
13

14
13
12
11

Total

Your Score
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dentifying Behavior Patterns - 1

Type A : competitive ,restless ,quickly to anger and ;. 1 9alg GlasYl dgalge
as the kind of stressful lifestyle that is much more ”@,‘ ST xo l )l @ syl e
likely to lead to heart diseases and heart attacks P e e

ris
dadd lawd )Yl e G @
Type B : calmer and less rushed by the day's T i o
P / / Sawgyo =l o

events and they produce fewer physical problems i
related to stress and they less pressured and deal 9 gl e 8yadll pue o
with others easily and also enjoy the little things in @\M\M\ ot A1)l
the life that add a meaning Jerdb
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Type A Type B
¢ Try to do more and faster ¢ Easygoing
¢ Concamad with speed, B ¢ Take difficulties in their strida
performance and productvity # Spend time on what thay're daing
¢ Tendto ba aggrassive, impatiant, ¢  Raraly harassad
intolerant, hard driving and always humied
J-o-c|
o Josl — A gamo Godll i issue 01 (JAIJAI



401 1 Fdol | rdol |

O
=
a
-
)
Ul

Joadb gl lasa)l (ol el
|dentifying Behavior Patterns — 2

WHICH TYPE ARE YOU?

Ligedbelow are 10 statemerts Place a check (v inthe coluamn that is most
descriptive of yowr behavaor

10.

Do yrou mowve, walk, and eat rapd ol

Do srona feel impatierdt with the rate atwldch
most events take place?

Do yroun attemmpt to fird shthe sertences of
persors speaking to wond?

Diosyrou become irritated or even ervaged
wheth a car alhead of o in o lane nas at a
prace wou cofnisider too sl o

Do xrona find it wcom fortable tosaratch others
perform tasks o koowr rou cat do faster?

Diowron finnd it difficult to be interestedin
others” cotrversati s i the subjectis not of
special irterest to oy

Do yrona feel wagaely maltsy when wou do
twothd gz for several howws or several days?

Doxyou schedude more than is possible to
acconplish ity a gwern tim e spa?

Do xro beli eve that whatewer sroar success
may be, itis becaase of ywour ability to get
thitizs done faster than other 57

Do yrona frecpaently clerch yrouar fist or bang
ot bhand o the table to corfinm sron podit
cha ity cotrrer satio?

Usually

1
1

2
2

Seldom
| 5
| 3
| 5
| 5
| =
| 5
| =
4 5
4 5
| 5
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Stress Three Stages

1-Alarm: H1AY d> o

Restless ,Anxiety ,Anger and Fear ( identifying and accepting )
2-Resistance: 3.5laoll dd>ya 3~/\
Narrowing of interests and Emotional isolation 2/ remsares \

( avoiding the isolation and withdrawal ) =/ mem O\

3-Exhastion [ After Weeks ]: Jlg)) d> .
Poor sleep and Low self confidence + Physical Problems

( seeking for medical attention and psychological counseling )

aogalsl
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Have a Balanced Life

Work and play  8Lkadb aowedly Joadl

Regular exercise da3ls 40l

Relaxation and diet control 4dlda)l desdly <5 )l
Building positive relationships delud! B by

| All decrease the stress and improve emotional
and physical health ]

aogalsl
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Check The Adrenaline

You can live with stress longer if you find ways to manage it .

lehyls] duaSs Wlidyan D> (8 Jadd Sy qudd) ol agas OF eliSay 41 S35
We need to restore our normal hormone balance and finding our best way to
bring the stress level down

Sl Ggtan (s disyo Juadl sy gl (3 g0,9)) U3)1g5 Balaianl ] dxlos oy

If we do not find a way to bring our level to normal ,it will adjust at high level
leading to the destruction of both physical and emotional system .

Aol pladl o5 ] (8352 Jle Sgiun e dlans @ind dinub ] Hlgiue 13, b uzd o 13)
L.?b_bw\g
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" Ways To Relive Stress

* Doing something else JENRCIV A PYY
* Getting away from work os 5y (0 7,3

* Share you situation b 550l Cadgall 2hla

sssss
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Taking Responsibility for Your Own Stress

Examining work place stress JoaJb (guaidl lazall )Lz

Symptoms of stress at work place deslb (quaill lasy2]l oolyel
What stresses you at work places? Juaslb lewis ellassanad! slad b
Work related stress Joalb (quedl lasyal) duwal sbadl 2 L

Most stressful jobs guwadl laiasall dio,c oeadl AST L

Costs of stress on the job Jealb (gutidl laisall kS
Understanding burnout slalasyl de (8,23l

aogalsl
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Taking Responsibility for Your Own Stress

Conditions leading to burnout syl 4] 3§ ©lewl

Symptoms of burnout slaksyl (ol

Who is likely to experience burnout slalas) &5, 78T v

Dealing with employee burnout slakasYl 86 cod pab gall o Jolaill 4428
Jerkes Dodson law (w393 S 095

Human performance curve olud! 8:leS asio

Relax at work JeaJb e 7l

i Joasl — dbgaze Gobxl ppexr

aogalsl
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Place Stress Examining Work

Certain amount of stress is necessary to get work done .
Carriers of stress not as carriers of virus which may spread here and there .
Perform a less stressful environment .
You will not find a job stress free but minimize the stress found on it .
Jorlb Collan (i) lasiall (po s OF S5 o
2l dzy e (oudd asd 09 Jos dzgp Y
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Place Stress Examining Work

1- Face events with negativism. Badl ygdlg Gl dgrl e
2- Conflicts with your spouse and family members. clilsle 51,815 <l 8] e Syl & syl
3- Seek perfection from those supervise you. ¢l e Jol e dedss lad &Y e Gamed
4- When impossible to relax or enjoy because your mind is constantly on Work

Jandb @311 et G d>1)1 ol $liaiwdl e 84l pue
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What Stresses You at Work Place?

1- I have difficult supervisors. egre Joldl caall (1o (pdeg (18 e
2- 1 am overloaded. S5 Jaxdl cCe

3- ' am not clear about the scope of my job. Jee cre GBugb dihs S

aogalsl
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Work Related Stress?

Lack of interpersonal communication and relationships.
OMalaodlg B

Fear of losing the job.

Long working hours. Jesd! lele Jgb

Less time to spend with family.

Under utilization of skills. dwiSell wlylgall pluscin! pae
A promotion that didn't materialize. &a=3 o) 433

aogalsl
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Most Stressful Jobs

* Nursing s el

* Teaching !

* Managers (p ol

* Professionals (né sl

=
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-
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Costs of Stress on The Job

Errors sUasYl
Absenteeism oLl

Conflict @MY

Low morale Ll 79,)1 (olax|

High staff turnover Jesd! 215 Jase 8505

Poor decisions 4w «)l,8

aogalsl
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Understanding Burnout

People have developed sense of hopelessness about being
able to alleviate stress or depressed .

s

aogalsl
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Conditions Leading To Burnout

* Lack of support or encouragement sl 413
e Sense of powerlessness 843 9l Aol 3929 pday elusyl

* Unrealistic high expectations lgd>e & (§ @lallas

aogalsl
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Symptoms of Burnout

* Frequently ill @Il cledl

* Working for long hours

Impatient and blaming others ¢p,3Y ¢ o)

e Quality of work decreased

e Self esteem and self confidence decreased 2L 4zl 413
* Feeling fatigue and exhausted

* Feeling always bored JeJb @31l olus!

* Loss of appetite or eating a lot

aogalsl
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Who Is Most Likely To Experience Burnout ?

Best employees (praioll (nab goll
Administrators ¢yl
Financial security and location changes dcéussll coldadl

Whom in middle years of age el lawgins @& (10

aogalsl
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Dealing With Employee Burnout

Career counseling program dugell whladw! el y
Continuing educational plan dwle du)ds das

Trainings support and reward system S W] by

Opportunity to understand employees gesl i (nals goll agds

Arogalsl
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Finding The Right Amount of Stress

e A certain amount of stress motivates us to achieve a standard of excellence that

is a powerful step in promoting self esteem .
* Appropriate amount of stress is an important part of being an effective person

5 S (yo el dias Ul s sl =1 (30 T 0 (il Tl (o connliadl yudll e Jguasl
bl
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Yerkes Dodson Law

 The need for everyone to find the stress level for him .

* Increase the efficiency and performance leading to
increase the level of stress until reaching the peak after
that point of efficiency and performance decrease with
more stress also .

e Thereis no standard amount of stress needed for each
person .

wwgﬁbjiujgbliw.)gw L}AL’J\AJ_&.U@.@AM\M\
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Performance

Human Performance Curve

Optimal Aim 1o keep employees
performance at this performance level
................................................. ’

Fatigue

Energised Exhaustion
Focused |

Work feels
effortless

Il Health

Seeing improvement

Breakdown & Burnout

STRESS

Stress
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Relax At Work

Eat breakfast (>lwall jshall S
Go to work earlier so you'll get fewer traffic jams lais $olad 5 Joadl J] wsladll
fb}.\\
Meditate "breathing exercise at work" (uacl! ()l
Wear headphones if it is noisy and play music (g gl &lawd 031 delow pliasciul
Take your full lunch hour ¢l jaswsll sldsll cdg ds]
change the routine of work and go to play ddwil) Gladdly Jeadl (n3gy (po s
walk, talk, sketch, write and sure laugh e ST o)) ¢ ginol (@SS
If non of the above worked "GET A NEW JOB"

(5T Jos 05 o) Ga oo dmpad (5T giss o 0)
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Reducing Stress

Identifying the stress in your life cbiloy lasall quadl laaall e il
Alleviating stress at work JeaJl & (gl laaall (s

Coping with stress (gwaill lazsall o aoladll

Using stress releases and safety valves Slalasog (ol Laasall Gilarysee plasoil
oYl

How do you release your stress ? gl cllais zl3-b o4 WY

How supervisors can help employees to manage stress ?

il laial) 0giylo] (8 nalbgell Buaslue (18 iall (S oS
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Reducing Stress

7. Understanding biofeedback (sJ! Oluiwd!

8.  Developing mindfulness dlza.Jl ysglas

9.  Discontinuing the judgmental behavior 4lael 2l e (2843
10.  Stop multitasking plgell a3 oy (ad4s

11. Practicing meditation Jol! du)las

12. Seven attitudes that contribute to emotional health

Gl ] douall (3 ealud 2 Joz gl

aogalsl
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|dentifying The Stress in Your Life

Life events and routine hassles Stres Charing
( traffic ,deadlines or conflict with the family )

b e
Keeping a Weekly Stress Journal /\
| circumstances ,places and times ] W‘"’*K

L ) pet)) (il Lol lusY due gl Agaz plasil

Soclal

\
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Alleviating Stress At Work

Clarifying the organization goals and mission L b giell elgalls CaluaYl T329

Determine priorities and stick always to it le Swadg clilglol su>
Make a daily to do list b Lol Jlosel 83 gun 9l 8,500 Joe
Stick with a decision once it is made b8 3l Adggue o

aogalsl
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Coping With Stress

Work Interaction Joad) dn e o)

Physical Ability W POES ISR V-IN |
Work Environment Jeadb daisad! diudl
Internal attitudes A1) Cadlgall

aogalsl
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Coping With Stresss - A

A- Change Your Interaction With Work Environment (Work Smarter Not Harder):
Jodl &gy o Jolasl) s |

1- Improve your sKkills hillgo Hob
2- Slow down s 9 g]l
3- Make feedback G lasde @33
4- Consultant in difficult job areas doall Joadl OYxe (§ Hlasedl b

aogalsl
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Coping With Stresss - B

B- Change Your Physical Ability To Cope Stress (Take Care of Your Body):
Aozl 8yddedl ausd -0

1- Proper nutrition dodud! dodiad)

2- Get enough sleep and rest SVENIEYSUTR-ENN]

3- Cutdown on intake stressors ( caffeine ) Olgosdl e dadl

4- Start a fitness program A0l AL zolipy sl
Joc!
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Coping With Stresss - C

C-Change Your Environment (Short Term Solution):
el Al Joadl &y pusd -z

1- Change your job Sl dac s
2- Structure time off from your work Lol (10 8315Y Jadascdl
3- Quit going to certain meetings (ol laiall duve Olelaizd Cladll puc
4- Develop extended educational program eSS dadad zralyy Hgua>
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Coping With Stresss - D

D- Change Your Internal Attitudes and Perceptions:
A1) Cadlgal) s -

1- Develop social supports dac izl Ollgall pglas
2- Develops sense of humor BBl ) pglas
3- Talk about troubles with friend B g Liabsndll
4- Balance work and play Al B oly Adoadl Blsel cp (331 93)

aogalsl

y-ocl
issue 01 l,]'u'u-.l:!

AL A S Tl




7401 | Fdol | rgol |

[
Ul
n
(@)

Ol Slalaso 9 (quwtid] Laisall Gl ysen alisi
Using Stress Releases and Safety Valves

Recognizing where your stress is coming from
What can you do to release this stress

Prevent it from building up to the breaking point and this point called the safety
valves

o5y e Jolatll 425 o
) Syl €6 s 58 iy
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How Do You Release Your Stress ? — A

Test of 21 Statements
Scoring :
-1-50
Need to develop several ways to release stress
-51-75
You have ways to deal with the stress
- Above 75
Congratulations and protect the skills you have
i 3 ol dovonally dadull 4, lall quadl ellains 7,55 Jo A8yl dad 21 (10 Q550 Lt
3 Jad Je
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How Do You Release Your Stress ? — B

I do
well

5

I'm
AV Er age

3

Meed to
it OvE

1

I'm succeeding at:

1 “Charring” my o stress—t ather than blaming

others

2 Ko g my level of optimuam stress—the
lewel at whichl am doing oy best without
becotnitg destractive

3 Balaneitgwork and play—allowing ime for
hoth

4 Loafing more—doing niothing at times and
feeling okay aboutit
5.Getting enough deep and rest rather than

etiding up with what iz left over o the end of
the day

6. Refusing to take on more than [ can handle—
learring to say “no”

7. Working off tensi otr—engagingin hard
plorsicd effort ona regalar basis

2 Setting redlistic goals—those that can be
achievved within areasotable time frame

9 Practicitigrel s ation, such as meditating with
music of hofeedback

aogalsl
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How Do You Release Your Stress ? — C

Total checksin each coluunn

TuTual ti gl 5
x5

x 3

x 1

10,

11.

12,

13,

14,
15,
la.
17.

1%,

19,

20.
21.

Slowing doartr—taking pleasiwre in ewvetyy
ot et rather than rashing tlrough life

Putting emphasis on barmg rather than on
domg—heig a person others like to be aronund
rather than just dodrg moany activities
MManagmne my tim e, inclhading plarming for
tith e alone—setting periorities atnd doing those
things that are most impor tant

Plantingregular recreatl odr—a conpl ete
chatige of pace and som ething that is funto do

Folloanityz aploesi cal fitness prograim
Aoroiding too muach caffeine
Emphasizmitge goodmatritioninmy diet

Aopolding alcohol of other chemicals to deal
writh presswr e—alcohol and deug dependency
reliewes syanptom s without addre ssing the

o obl et

Aoroiding emootional “overload™ —taking on
others” problem = when o are alreadsy tnader
sty essz

Selecting emotional “irore stan erats™ more
catefall—thinzs that call for esm ool oenal
irrvolvett et

GisAangg and accepltitye positive “ strokes”
Talkityz ot troabl es and getting peofessi onal

help if nieeded—hbeingwilling to seek helpisa
sign of strength rather than weakness

aogalsl
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How Supervisors Can Manage Employees To Manage

Stress ?
* Be sure that the instructions are clear Olgasdl 9 Oladaidl 79409
Outline goals clearly to workers olal ae zsly S laadl o yall bglasdl =o09
* Have regular work reviews Sy J1 858 cpo Joall J1a3 8ale]
* Have a career development program Fubg polal zaly a2

 Let the workers participate in decision making process &)l 355b palbs goll &5, Lice
* Deal with personality conflicts of the workers — (pabgoll duascadl Sliawll 2o Joladl

aogalsl
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Understanding Biofeedback
* Brain waves Tl Olge
 Pulse el i
 Temperature 8yl y >l dyd

e changes in the body physiology which lead to psychological changes also
Lol &gl 9Sin il ] (6985 el dumr g gund il
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Developing Mindfulness

* Act only one the present actions not the past or the future
dlsiad) o1 dud el s A SlsY) po Jaad Jelis
* Developing the internal awareness, acceptance and also the equinity
Bl Wgdg sl cleeg Hgb
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Discontinuing The Judgmental Behaviors

It is the basic step in the mindfulness daadl pglai) Ao I 8191 9o
It is the significant ingredient to decrease the stress (Julas) ol Jolgall a1

ol lasnll
Judge ourselves or others >>> Negative Thoughts >>> Blaming >>> Stress

Forgiveness and acceptance of the others decrease the negative power internal
forces ddz11 ddudl 8981 oro iy 331 JudS 9 ol
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Stop Multitasking

 Moving from one task to another without a sense of accomplishment about
any of them as the multitasking decrease the efficiency

* Focusing your attention on only one thing at a time
sl baiall o & 5 Bl g 6531 ] oo (30 Jlal o
) iy BU>9 dage e 3S) @
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Practicing Meditation

Breathing Meditation _uad!

Raisin Meditation (&l=JI

Walking Meditation (il

Listening To Music Meditation (g godl (] & loiud!
Body Awareness Meditation Juuwsd! ] ¢ el
“Wise Person” Visualization .Sl jasad! Juss

Slowing down our lives is a way to decrease the stress -

ol Lozl a3 g\ﬁj oo Bg Lganad () Bladl de o Jla3

¥ |
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Breathing Meditation

* 15 Minutes per a Day for about a week
e used as a powerful tool in the stress management

& orenl ylde de bogy dasds> 15
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Raisin Meditation

* Used for unusual or mystical feelings down to earth way

 Admiration of the Fruits and Vegetables
055 (& Jalily alll adls Loy olonel o

Arogalsl
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Walking Meditation

* Walk for 30 Minutes daily
e Enhance both emotions and fitness
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Listening To Music Meditation

* Help you to focus on this audio stimulation

* |tisa way to developing awareness
A3 gsall Ol 5alb Flawdly flaiwdl o
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Body Awareness Meditation

* Exercise heightens your awareness of all parts of the body
* |t mainly lead to your relaxation

&WTJ\JA uLC Linj.: 4585 15

Arogalsl
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Wise Person Visualization Meditation

* |Imagine speaking ,questioning and answering a wise person
e Used for your guidance in making decisions

SLLAN 351§ Haeluy el 08> pasa J) obas)l
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Breathing Meditation

15 Minutes per a Day for about a week ;
used as a powerful tool in the stress Eornl Hlde e logy 4285 15

Mmanagement
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Seven Attitudes That Contribute To Emotional Health

« Seven statements test Joz dasw (po Hlis|
* 1 =Low Recognition

* 10 = High Recognition
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Seven Attitudes That Contribute To Emotional Health

For the foll oaring sewven attitudes, crcle the romber that indicates how you see
yourself, with 1 meaning wou have a low recogition of this attitade and 10
meating a bigh recogriti oo

1. Recogrition that everything is connected: All people are part of the
urnversal Family & ccepting &l people of differentraces and culbares is
the opposite of beng judam ertal and peejadicial toward people who are
different from ourselves.

1 2 3 4 5 & T B 9 10

2. Recognition that relationshipe ave important ahdneed cofstant
mairdenance: Marrage or compard cnshipos, professional ¢el ati cnships,
atwl other sl grificant relationstdps all need carefid roataring and mindful
respect. Bullding friendslips 15 like irsresting in ow immediate health as
well agirrresting in o fubwre well-beng

1 2 3 4 5 46 7 & % 10

3. Recogrition that itisimportart to respect and care for ourselves: Selfs
tespect atud self-esteean are also important oy mairtaining good
et otional health and for moaintaining a healtlsr plersical body.

1 2 3 4 5 46 7 & % 10

4, Recognition that lowve is a keyingredient leading to suvival and the
ability to theiwe: Forgiwng o selves and forgiving othersis spnbaolic of
alomang attitude. The opposite of this attitude iz one of vengeatce and
thoatipnalati o,

1 2 3 4 5 & 7 B 9 10

Recognition that spirituality i our lives allowr s us to cotne ot with the
uwiverse: Being opetito a higher powet is sometimes the keyto finding
relief after strugding with pain and failare from todng to “do it &one ™
1 2 3 4 5 & 7 B 9 10

Recognition of the importance of secking tnath rather than heing blinded
by biases atd prejudices: This allows us tolet go of percept ons and
stereotype s that are untrue andto become nojudgmental in our dealings
with others.

1 2 3 4 5 & 7 B & 10

Recognition that living in the moment helps us to be focused and
“present” with ourselves and others: This means letiing zo of the past
and reducin g owr preocoupati o with the fubwe. A daily 10-15 mirote
mitidfialte sz m e ditati on encowrages living in the presert.

1 2 3 4 5 a4 7 &8 % 10
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Improving Relations With Self and Others

Improving relations with self and others 29 Sudd po OBMAI pglas 1
How are you unique ? IS

Sorting realistic from unrealistic 5,000 il oS .2
expectations A9 ddd>dl Olad gl o el 3
The interpersonal relationship patterns dudud>]

which must to be avoided lguizsd oo () duaseal| LN 4
Enhancing your emotional health duablall Elisue | puwsd 5
Perils of pent up emotions Cablgall S 8y glas .6
Examining your approach to life 8Ll (e chyd )Lz 7
Pitfalls on the path of self confidence o2l daidl dalase bl 8

aogalsl

J-o<l|
- £
issue 01 l."l'u..l".':"!



L)-{)}S’\ 29 Slwd) oo ub)u\ﬁgla_:
Improving Relations With Self and Others

1. Accepting Yourself as a Unique Individual

.. S s Jod 1
Sorting Realistic from Unrealistic o ) A’M “ IS
Expectations i psll 9 il Ol gl o el 2

3. Assessing Your Strengths ch Lolsl 89all blas 08 .3

4. Acknowledging The Basic Human Needs dwlad il oldkio e Byl 4

5. Building Better Relgtionships | s SBMe sl 5

6. Eeftognlmng Negative Relationship Ll S bl e Gl 6

atterns

aogalsl
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1. Accepting Yourself as a Unique Individual

* First step toward relating successfully as we may
not accept the way we are acting or be somebody  jlaiue (olbesl buuail J b pde
else lead to poor self image. (635 0y9b (SII ¢p,3Ib aad of
« Some throw the point of being some body else duasidl cars
towards friends and family
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A- How Are You Unique ?

Individuals Similar To You

Individuals Different From You S nplide jolsal o
ldentify The Characteristics of Your N nplade pe ol o
Unique

aogalsl
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A- How Are You Unique 7

S Tay000 el oS -]

#2 Different
narne ways different
#3 Uniquely Me
. characteristic whyr an asset
#1 Similar
narme ways similar

oo Jee] — dbgaze Fobl juax
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A- How Are You Unique 7

High
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2 \@
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Initiate Build
Low - Effort/Time = High
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A- How Are You Unique 7
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2. Sorting Realistic From Unrealistic Expectations

* The false assumption about the people (=Wl sz e Uasdl olsl eVl g colasd gl

 As when some times say that life should be better than it is

aogalsl
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2. Sorting Realistic From Unrealistic Expectations

}
W A

A

-

4

‘k 9.

e

That it 15 possible for everybody to like us

That we must be competent and adeguate all of the time

That other people are badif they do not share our values

That “all iglost™ when we get treated unfairly or experience rejection
That we catnot control or change our feclings

That unless everything is structured and understandable, there is reason to
be fearful or anxious

That problems of the past that have influenced our lives must continue to
determine our feelings and behaswior

That it 15 easier to avoid problems than to accept them and begin working
toward a solution

That life should be better than it is

That health and happiness can be realized by waiting for somebody else to
make something happen

o Jes] — dbgame Bodxll puar
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3. Assessing Your Strengths

* We have more strengths than we often realize  Ju6 bao AiST598 Ludd =0

 Between what we feel is a strength and what we perceive that others feel

Thinge I feel 1 do well:

Thinge other people cone der ag my strengths

Things | can do Tor others to help then ceco gaize and realize their slrengths;

aogalsl
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4. Acknowleging Basic Human Needs

 Understanding the basic needs of the others help us to understand how to

better relate to them ST pgde Coyaill buelud o3 deweldl ldbazall (e 3,23

 The others need to feel important and be appreciated

Theneed to feel important to oneself and in the eyes of others

The need to be perceived as successfiul by selfand others

The need to be needed and/or wanted

The need to feel useful

Theneed to be loved, appreciated, accepted, andfor recognized by others
The need to feel influential

The need to belong to something bigger than oneself

The need to grow in slalls or learning

Theneed for adventure aragalsl
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5. Building Better Relationships

* Interacting with people may be positively and
leave good feelings or negatively and leave bad

feelings 0950 O (Sall (o oWl e Joladl
» Building relationships is a mix between worm &  budes 0555 OF o1 T ‘y‘ JJU& e
supportive relationships which essential for B 131 2050

emotional health and maintaining the integrity
and the identity

aogalsl
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[ don’t listen to what is
really being said.

[ cut people offin
COfVErsation.

[ make judgments about
people before getting to
ko thern.

lam not interested in
other people’s problems
ot ideas.
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[ listen with genuine
interest,

[ let people finish before
jutnping in with oy
thoughts,

[ do not 1et first
impressions detenmine a
relatiotiship.

I dewrote attention to other
people before rushing in to
tallz about myself

[ hawve no interest in the
success of others.

[ atn unable to tolerate
joking and kidding by
others.

[ discourage opindons that
differ from my own.

[ show impatience with
others in nonverbal ways
that express disapprowval.

oo Jee] — dbgaze Fobl juax

[ can honestly compliment
and encourage the success
of others.

[ atn able to enjoy all fortms
ofhumor.

I respond to new ideas wath
enthusiasm.

Iy body language shows
approval of others.

aogalsl
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6. Recognizing Negative Relationship Patterns

Change patterns that have brought us difficulties in the past is the next step
toward positive personal relationships

dosall 8all (3 WBMe cpensid (92l Sline W con () boladIl s
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The Interpersonal Relationship Patterns Which Must
Be Avoided

1- Placing people automatically in boxes
Not allowing much opportunity to get to know a person

b aad oy (azad) slhac) pus

NEsJENE

E] 2- Being combative
Individuals whom tend to arguments and rigid actions
C)L‘,«SW\Q Jlosd M\ uol?uugl”

3- Being too agreeable

e Sl g S Ao &SIl dasdl g0l
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Cugyijb GVERSIRTES P Y
How Well You Relate To The Others?

15 Statement Test

High number usually = Good relations
High number seldom = Bad relations
dlox> 15 oyl

Usually Occasionally Seldom

1. Commrnundcate easily and clearly
with people

2. Arna good listener

3. Comtrunicate assertively without
being critical or negative

4. ERelate to others with self-
confidence

3. Discuss feelings with others

11.

12,

13.

14,
15.

fi. Face conflict and handle

antagotd st

7. PResolve interpersonal problems

between myselfand others

8. Accept expressions of warmth from

friends
9 Trust other people

10, Influence my peers constructively

Usually Occasionally

A ssume responsibility for

Seldom

difficulties with others

Drizcuss important issues with an

op et tmind

Encourage feedback from others

about tny behawior
Amrelatively free of prejudice

Amopen and easy to get to lnow

aogalsl
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Enhancing Your Emotional Health

Understanding Emotional Maturity bl el guni 43,20
Expressing Emotions Appropriately el Sl dlablge e el
Exploring Your Own Emotional Fitness dabladl elald Calass)
Building Self-Confidence oedb dal e lo
Solving Problems Openly ol S MSw)! >

Ten Tips for Maintaining Emotional Fitness dxablJl clal) e dlhdlxal] mlas s
Setting Personal Goals dusa i) CdlaaYl wuss
Reviewing Your Personal Goals duasidl cloloal dax e

aogalsl
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1. Understanding Emotional Maturity

* |sto cope with all of like joys and sorrows to reaching to emotional maturity
Emotional health :

Wy N Oyl 9 o) GlasT 8 ae iolass O o (gbolall zgaill o
- To work = Be productive

- To love = Have friends

- To play = Renew oneself

aogalsl
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Emotional Mature Individually

10 Statements Test

53,801 ablal Zgsail

Joz 10 (30 O9Se Hlas

If More than 5 points out of the 10 statements ,then you are mature emotionally

10.

= B T e

Experience fully the entire range of human emotions

Drewelop and maintain satisfiring relationships with others
Seelifeasalearning experience that can bring rewards from experience
Are free from dehilitating fears that unduly restrict risk talang

A coept unchangeable reality and make the most of the situation

A coept themselves it a realistic way

Are relatively free from prejudice and accept differences in others

A zsume personal responsibility without blaming others

A coept emotional suppott frorm others and approprately express feelings
that give suppott to othets

Febound from crizes without prolonged feelings of stress, grief, or guilt

aogalsl
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2. Expressing Emotions Appropriately

* By the emotionally mature person to the maturation in the ups and downs of
the life without the demands of external highs or lows

aogalsl
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Perils of Pent Up Emotions

e Real men control their emotions and learn to show no emotions
* To control and not show any emotions lead to can not express any feelings .
e All of us deal with emotions in two ways :
- Destructive ( Inappropriate / Negative ) dulw ol dali
- Constructive ( Appropriate / Positive ) dulsu] i 8sbs
| Sexually abused in childhood will carry these feelings in his adulthood |
ogiblse 9 eayelin e Ogan Yy 09Se Y sbgsI Jlrdl 0L sboludl ST ye @
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3. Exploring Your Own Emotional Fitness

* Objectively of oneself looking
* Learning about yourself

aogalsl
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10 Statements Test

Sl oy )8 )l
Examining Your Approach To Life

If More than 5 points out of the 10 statements ,then you are mature

emotionally

Tam basicallya pessimistic person.

[ often wash [ were somebody else or had another person’s
qualities.

[ often find myzelfangry at people.

Ttend to blatne others for my probl ems.

I often azsume blame for other people’s problems.

[ find it difficult to encourage and support others” successes.

It iz hard for me to accept encouragement and support from
fiends or family.

[ do not have many fiiends.
I worry constantly about things [ cannot change.

Tam frightened about things that others do not seetmn
concerned ab out.

True

True

True
True
True
True

True

True
Trae

True

False
Falze

Falze
Falze
Falze
Falze
Falze

Falze
False
Falze

Joz 10 (po 050 Hlas
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4. Building Self Confidence

If you have low self confidence >> fear from the future >>> decrease the
efficiency and the success and so on

Without self confidence you find yourself in a vicious circle
Self confidence must be built and nurtured by success

Jelay iy B S Juttaall (o B9l ] (5050w Mgd Ao il 485 clliad S 13) o
@Jﬁ&@g@cw
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Pitfalls On The Path To Self Confidence

. Remember failures and forget successes >> fear from the future
. Comparing yourself to the others
SBlasYl his S5
UJJD-)’\ 2z Elwas d5)lae o

aogalsl
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5. Solving Problems Openly

* Intent = Desire to improve relationships gkl 4!

Mutuality = Shared understanding of your relationship Understand the other's
behavior 4Jala!

* Risk Taking = Importance you place on the relationship 8okl 79,
* Lack of Coercion = Not force feelings by another o SYI oy A
* Timing = Do not bringing up previous situations — old hurts

Femuall Cudgill sy dasdd lake pidy o3 Y
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6. Ten Tips To Maintain Emotional Fitness

Become aware of your needs ( Accept yourself )
, C{CHWES FE-IVI I
Let your needs be known ( Present your feelings '

without attacking others and avoid expressing in a Y S ﬂfwd‘f‘ ’
negative way internally (stress) or externally o2 535
(inappropriate behavior) Demonstrate behavior that CIVERA CHRC P PSVI
reflects high self esteem ( As body language and bl
attitude ) Work to improve yourself (Learning ,reading Elihlge polad Ao Jacl o
,challenges, physical health and spirit) Elaisg
Stop negative value judgments about yourself and ds sl Sl e Cadgs @
others ( Only find strengths in others to admire and to o3Il e g ks

relate to them )

aogalsl
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6. Ten Tips To Maintain Emotional Fitness

e Allow and plan for success ( Build on the strengths you have and your value )
Think positively ( Give yourself credit ) 4ol S8

* Learn to escape when appropriate ( Do not wait for someone else to make your
life interesting ) &l ewy ;37 a1 £ Vg Dgguw ygaIl ) 3 S @lad

* Find ways to help others ( As volunteering to focus your attention on the needs
of the others ) cp,3Y sucluw] @,k S

e Be willing to seek help when required ( Share problems with people and honest
people ) cpy3Il e alayIl g ol Juis
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W\ d\VLQ)’\ J.:Jou -/
/. Setting Personal Goals

According To Long Term ( Life Goals ) or Short Term
( Immediate — Week )

das il sld] o

Relate To : ' '
: Ad5la)) sl e

1-Personal Life " "
- Aol 8Ll o

2-Family Life ' ‘
&o.l’.?,:.o.” i

3-Professional Life
4-Community

aogalsl
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/. Setting Personal Goals

Setting Personal Goals Statistics After 20 S wldg dupseadl CBluaYl s e
Years of Graduation : ol ele fpe die 20 day Lgauds
3% ( Reached To Their Goals ) agdlaal Jllghog %3
10% ( Put Plans To Follow ) Lol lalas lgao9 %10 @
87% ( Do No Thing ) (o Bhoo o] %87 e
Jooc

o Jeel — dbgaze @gaxl i issue 01 lj.l.l.lj.lJ
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SMART and SPIRIT

Phyzical Health Goalzs;

e Specific 8sd>w -

* Prizes 35lg= -
* |Individual duazi

* Review dx=lye e

* Inspiring &3a>» o
* Time-Bound gy dad,e —
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8. Reviewing Your Personal Goals

In the beginning of the year eldl dolsy (3 o
On special occasion ( birthdays ) Lol Olewliall (3 0
Always compare your new and old 595 St dopaall g 5! clalual oHls e
goals
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Not Appropriate Goals

e Harmful to others

* Injurious to self
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* Owned by the others N iSylae o
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