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How to Stay gOLD Training Guide is a digital soft skills on

Work-Life Balance and a modular training tool having

transversal soft skills applied in teleworking settings focusing

on maintaining a balance between the personal and

professional life.
The current situation of COVID-19 has highlighted the

immediate necessity of keeping a balance between health and

economy. Therefore, the TeleGrow project aims to deliver a

useful training tool to help employees over the age of 50

develop their digital skills and adapt effectively in the new

reality of remote working by raising worker satisfaction and

thus worker efficiency through better work-life balance.



From the analysis of the needs of workers and trainers over 50

years old, we detected a strong concern about their ability to

adapt to digital work, often linked to the difficulty of interfacing
with new technologies and adapting to a new working model.

The project, therefore, analysed the needs, responds to these

needs, with the aim of providing useful tools for workers.

In response to the need for workers to overcome their

difficulties related to digital work, the How to Stay gOLD

guide was born. 



How to stay Gold practical guide for empowerment is a

useful guide with tips, methods, and examples/good

practices on how the VET learners and especially employers

aged 50+ will maintain a balance between the extremely

demanding and stressful working conditions and their

personal life and the responsibilities following up. The guide

trains and enhances some soft skills crucial for the

employees that are called to face a really competitive

employability “terrain” while providing also very practical and

applicable tips for enhancing their inner personal world. 
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GUIDE INTRODUCTION 

WHY THE GOLD GUIDE

AIM OF THE GOLD GUIDE



FLORIDA CENTRE DE FORMACIÓ, COOP. V, Spain 

STOWARZYSZENIE CENTRUM WSPIERANIA EDUKACJI I PRZEDSIEBIORCZOSCI, Poland
 
KAINOTOMIA & SIA EE, Greece

E-SENIORS: INITIATION DES SENIORS AUX NTIC ASSOCIATION, France

EURO-NET, Italy

MARKEUT SKILLS SOCIEDAD LIMITADA, Spain

TeleGrow project "Enhancing the Teleworking Digital Skills for the Middle aged employees" belongs to

the Vocational education and training sector of the Erasmus + Programme - Call 2020 Round 1 KA2 -

Cooperation for innovation and the exchange of good practices. It is an innovative project concerning

the use of teleworking in 50+ population, considering pros and cons in their lives.
The project started 2021-03-01 and its duration is 24 months.

The TeleGrow project aims to deliver a useful training tool to help employees over the age of 50 develop

their digital skills and adapt effectively in the new reality of remote working. The project will focus on the
provision of relevant VET skills in two groups:
• VET Trainers will become aware of the digital training opportunities which will be inevitable for the

training models of tomorrow. VET Trainers of TeleGrow project will be able to implement new training
courses digitally centered and working practices that better answer today’s economic and societal and
educational challenges. 
• VET learners in the age group of 50+, will be encouraged to teleworking condition by equipping them

with the necessary hard and soft skills to involve themselves as deeply as possible in being a part of this
digital transformation. Moreover, they will learn new competences thanks to a digital and WorkBased
experience.

PARTNERSHIP

THE TELEGROW PROJECT

PROJECT INTRODUCTION 
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MORE INSIDE THIS NEWSLETTER

Field Trip - 2
New Library - 3

Digital Problem Solving: how to deal with fire issues demanding strong digital problem-solving skills aiming to
foster a wide range of skills such as communication and collaboration skills, decision making, problem solving,
critical thinking, and self-directed learning. The main goal of this chapter is to evaluate 50+’s effectiveness ICT
competences.
Flexibility and Agileness: to be able to make changes quickly and to adapt to new job proposals or new ideas. For
example, flexible working refers to the arrangements made between employer and employee to allow for flexible
working hours. However, offering flexible working also means that you can accommodate people with different
access needs, and who might prefer remote working or have childcare responsibilities.
Self-management and stress management: how to focus on your personal responsibility in the area of organisation,
goal setting, time management, self motivation etc. They concern the ability to manage one's workflow and/or work
environments in a precise, orderly and dynamic way, giving suggestions on how to better manage one's professional
life.
Emotional control, Physical and Mental Well-being: how to become the Master of your emotions and how to take a
toll on your emotional health and interpersonal relationships when they start to feel out of control. How to stay
physically and mentally healthy and combatting feelings such as loneliness, irritability, worry, and guilt as well as
physical health symptoms (articulation and muscle pains originated from inactivity or immobility)
Self-empowerment and Learnability: means being aware of one's potential and trusting it by making conscious
choices and taking responsibility and living positively. On a general level, we can say that it is a process that leads to
increasing one's potential and resources and making the most of them, to see reality in a more positive way, as well
as to feel a feeling of control over decisions and situations. So you can describe how the pandemia empoweder your
skills in this sense. 

The guide is divided in 5 chaprters, each related to a soft skill. Each chapter is built following the logic of a learning path,
so the guide aims to enhance the acquisition of the main following soft skills:

HOW IT WORKS

INSTRUCTION TO USE

HOW TO USE IT

Self-Evaluation (before starting): answer a few questions that make you aware of your level of mastery of the soft
skill. This preliminary assessment will help you to understand how to approach the learning process.
About the skill: in this section there will be a theoretical explanation of the skill, its meaning, principles and
usefulness.
Suggestions and Tips for developing: in this section there are tips and tricks to apply soft skills in everyday life
and to facilitate the process of acquiring and becoming familiar with them.
Exercise: the section contains exercises to apply what has been learned in theory to facilitate the transition from
knowledge to competence.
Progression Level: each skill may require more or less effort to apply, and even then different levels of mastery
can be achieved. The greater the effort, the better the results and the progress can be monitored through the
progression grid.
Self-evaluation (after reading): after reading and practising the exercises and suggestions, you need to evaluate
your own learning path. This phase is useful to understand the difficulties and obstacles and to focus on what
requires more effort.
To learn more: to deepen skills, improve knowledge, additional resources will be indicated.

Each chapter is divided in 7 section that will guide you in learning and improving the soft skills treated in the guide.
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DIGITAL

PROBLEM
SOLVING
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DIGITAL PROBLEM SOLVING

HONDA'S CASE STUDY
 

CASE STUDY 



It was year 1950 and the US market was dominated by other
brands already (Harley Davidson is just one example);
Americans were not familiar with Japanese brands at that time
thus potential clients were quite suspicious;
The market was new to Japanese brand
The first products in US market introduced by Honda
(motorbikes) were perceived to be too small and too weak
No clear strategy at the beginning.

Kihachiro Kawashima (former president US branch of the
company) and his assistant were sent to the USA in order to
analyse/ observe the market
The first products in US market introduced by Honda
(motorbikes) gained attention of local communities
Creating a new value for the customer - motorbikes started to
attract young people who were not into the "black leather jacket
culture" and who did not want to be seen as "outsiders" (since
that was a common idea back then)
The apparent weakness of new Japanese products became a
huge asset and gained clients
The managers were humble and rethought their strategy.

.There were many many problems along the way:

The solution:



Conclusion: You can encounter lots of problems on your career path.
The important thing is to find the solution to it. Honda's example
proves that even a huge problem can be redefined and become the
biggest asset.

Have you ever wondered how did it happen that

great brands like Honda Motors enter new

markets? How did it happen that Honda did enter

US market?

HONDA'S CASE: LEARN
TO SOLVE PROBLEMS!



B E F O R E  S T A R T I N G  

Evaluation

Evaluation

Evaluation

How difficult is it to apply?

What is your level of competence?

How important do you think it is for you?

Have you ever trained it before? Did you make any
progress?

SELF-EVALUATION



‘Digital Problem Solving involves the nimble

use of skills, strategies, and mindsets

required to navigate online in everyday

contexts, including the library, and use novel


resources,
tools, and interfaces in efficient and flexible

ways to accomplish personal and professional

goals’.
T h e  a u t h o r s  a d d  a n  i m p o r t a n t  p i e c e  o f 

i n f o r m a t i o n  c o n n e c t e d  t o  t h e  t e r m  –  t h e 

d e f i n i t i o n  i s  g i v e n  i n  t h e  c o n t e x t  o f 

L i f e l o n g  L e a r n i n g .  I t  m e a n s  t h a t  D i g i t a l 

P r o b l e m  S o l v i n g  i s  n o t  a  s k i l l  t h a t  y o u  c a n 

s i m p l y  o b t a i n  –  i t  i s  r a t h e r  a  p r o c e s s  o f 

a c q u i r i n g  c e r t a i n  l e v e l  o f  k n o w l e d g e 

d u r i n g  y o u r  l i f e .  Y o u  c a n  d e v e l o p  t h i s  s k i l l 

c o n s t a n t l y .

We suggest taking a closer look at the
d e f i n i t i o n  a b o v e .  O n e  c o u l d  p a r a p h r a s e
 
t h e  t e r m  a s  u s i n g  d i g i t a l  t o o l s  a n d  t h e
I n t e r n e t  t o  f i n d  a  g i v e n  p i e c e  o f
i n f o r m a t i o n  t h a t  w e  n e e d .  W e  w o u l d  n e e d
a  c e r t a i n  l e v e l  o f  d i g i t a l  l i t e r a c y  i n  o r d e r
t o  d o  s o .  H o w e v e r ,  l e t  u s  s t a r t  w i t h
f o c u s i n g  o n  a  d i f f e r e n t  a s p e c t  o f  t h e
d e f i n i t i o n ;  m a i n l y  t h e  w o r d  m i n d s e t .  T h e
v e r y  f i r s t  s t e p  t h a t  w e  s h o u l d  t a k e  i s  t h e
p r o b l e m  s o l v i n g  m i n d s e t .  B u t  w h a t  i s
t h a t ?  W h y  i s  i t  i m p o r t a n t ?  

I n  o r d e r  t o  u n d e r s t a n d  t h e  s k i l l  w e  n e e d  t o  d e f i n e  t h e  t e r m  i t s e l f  f i r s t .  W h a t  i s
D i g i t a l  P r o b l e m  S o l v i n g  t h e n ?
I n  t h e  w o r k  o f  P o r t l a n d  S t a t e  U n i v e r s i t y  ( c r e a t e d  b y  m u l t i p l e  a u t h o r s )  w e  c a n 

f i n d  a  p r o p o s e d  d e f i n i t i o n :
 

D I G I T A L  P R O B L E M  S O L V I N G

D I G I T A L  P R O B L E M  S O L V I N G  –  D E F I N I N G  T H E  T E R M

A B O U T  T H E  S K I L L



T h e  w o r d  ‘ p r o b l e m ’  i t s e l f  h a s  g o t  n e g a t i v e 

c o l l o c a t i o n s .  T h u s ,  o u r  b r a i n  m a y  s t a r t 

‘ f o c u s i n g  m o r e  o n  t h e  p r o b l e m  a n d  s u p p r e s s e s 

t h e  m i n d  t o  c o m e  u p  w i t h  a  s o l u t i o n ’  ( I E D 

T e a m ,  2 0 2 0 ) .  A  t i p  f o r  y o u  w o u l d  b e  t o  r e a l i s e 

t h a t  p r o b l e m s  a r e  p a r t  o f  o u r  e v e r y d a y  l i f e  a n d 

s o  y o u  w i l l  e n c o u n t e r  t h e m  a t  w o r k 

e n v i r o n m e n t  a s  w e l l  –  i t  m a y  b e  a  d i f f i c u l t 

c l i e n t ,  a n  o p i n i o n  o f  a  d i s s a t i s f i e d  c u s t o m e r  o n 

a  c o m p a n y ’ s  F a c e b o o k  p a g e  o r  m i s s i n g  d a t a  f o r 

y o u r  a n n u a l  r e p o r t .  W h a t e v e r  t h e  p r o b l e m  i s 

y o u  s h o u l d  n o t  ‘ c r y  o v e r  t h e  s p i l l e d  m i l k ’  b u t 

t h i n k  a b o u t  p o s s i b l e  s o l u t i o n s  o f  a  g i v e n  – 

d i f f i c u l t  –  s i t u a t i o n .  A d a p t i n g  a  s o l u t i o n - 

f o c u s e d  a p p r o a c h  i s  t h e  k e y  e l e m e n t .  

O n c e  y o u  i d e n t i f y  a  p r o b l e m  a n d  f o c u s  o n 

s o l v i n g  t h e  i s s u e  i t  i s  t i m e  t o  g e n e r a t e  i d e a s  o n 

w h a t  c a n  b e  d o n e  i n  o r d e r  t o  s o l v e  t h e 

p r o b l e m .  W e  s u g g e s t  t o  c o l l e c t  a s  m a n y  i d e a s 

a s  p o s s i b l e .  Y o u  c a n  t h i n k  o f  p o s s i b l e  s c e n a r i o s 

i n d i v i d u a l l y  b u t  w e  w o u l d  s u g g e s t  e n g a g i n g 

y o u r  c o l l e a g u e s  a n d  e v e n  e n t i r e  t e a m  a s  w e l l . 

W e  w o u l d  r e c o m m e n d  u s i n g  t w o  t e c h n i q u e s : 

b r a i n s t o r m i n g  a n d  m i n d  m a p p i n g  ( y o u  c a n  f i n d 

m o r e  i n f o r m a t i o n  o n  t h e  t e c h n i q u e s  i n  n e x t 

s e c t i o n s  o f  t h e  m o d u l e  u n d e r  ‘ e x t r a  m a t e r i a l ’ ) . 

C o m i n g  u p  w i t h  m a n y  p o s s i b l e  s o l u t i o n  o f  a 

p r o b l e m  w i l l  h e l p  y o u  v i s u a l i z e  t h e  s o l u t i o n , 

d i s c u s s  p r o s  a n d  c o n s ,  a n d  f i n a l l y  m a k e  a  m o r e 

i n f o r m e d  –  b e t t e r  –  d e c i s i o n .  

H a v i n g  a  P r o b l e m  S o l v i n g  M i n d s e t  m e a n s  t h a t  y o u  c a n  s o l v e 

p r o b l e m s :  y o u  a r e  a b l e  t o  i d e n t i f y  t h e  p r o b l e m  i n  o r d e r  t o  f i n d  a 

s o l u t i o n .  I t  i s  i n d i s p u t a b l e  t o  s t a t e  t h a t  e m p l o y e e s  w h o  a r e  P r o b l e m
S o l v e r s  a r e  h i g h l y  v a l u a b l e  f o r  t h e  c o m p a n i e s .  D o  n o t  w o r r y  –  i t 

d o e s  n o t  m e a n  t h a t  t h i s  a t t i t u d e  i s  a l w a y s  s o m e h o w  n a t u r a l  o r  t h a t 

y o u  a r e  e i t h e r  b o r n  w i t h  i t  o r  n o t .  I t  i s  a  s k i l l  t h a t  y o u  n e e d  t o 

p r a c t i c e  d u r i n g  y o u r  l i f e .  



B e l o w  y o u  c a n  f i n d  c e r t a i n  w a y s  a n d  t i p s  t h a t  w e  c o l l e c t e d  i n  o r d e r
t o  h e l p  y o u  d e v e l o p  a  P r o b l e m  S o l v i n g  M i n d s e t .
 

2 .  T r y  t o  f i n d  m a n y  s o l u t i o n s  

1 . T r y  t o  e m b r a c e  a  p r o b l e m  a n d  f o c u s  o n 

s o l u t i o n

Problem Solving Mindset 



3 . D o  n o t  b e  a f r a i d  o f  a s k i n g  q u e s t i o n s 

A n a l y s e  t h e  r o o t  c a u s e  o f  a  g i v e n  i s s u e  -  d o 

y o u r  r e s e a r c h  a n d  a s k  q u e s t i o n s .  T h e r e  i s 

o n e  c r u c i a l  a n d  d e f i n i t e l y  o b l i g a t o r y 

q u e s t i o n  t h a t  y o u  s h o u l d  s t a r t  w i t h :  ‘ W h y ? ’ . 

W e  a c t u a l l y  r e c o m m e n d  a s k i n g  t h i s 

q u e s t i o n  m o r e  t h a n  o n c e  i n  o r d e r  t o  f i n d 

t h e  c o r e  o f  a  r e c u r r i n g  p r o b l e m .  

4 . F i n d  a  n e w  p e r s p e c t i v e  
S o m e t i m e s  w h e n  t h e r e  i s  a  p r o b l e m  i t  i s  a
g o o d  i d e a  t o  l o o k  a t  i t  f r o m  a  c e r t a i n 

d i s t a n c e  i n  o r d e r  t o  f i n d  a  n e w  p e r s p e c t i v e .
T h i s  w a y  a  p r o b l e m  m a y  c h a n g e  i n t o 

o p p o r t u n i t y  t o  g r o w .  A l l  y o u  n e e d  i s  a  n e w
c o n t e x t .  



O u r  t i p :  r e m e m b e r  t o  s p e a k  t o  y o u r 

c o l l e a g u e s  –  t h e y  m a y  s e e  c e r t a i n  a s p e c t s 

( p e r s p e c t i v e s )  t h a t  y o u  h a v e  n o t  s p o t t e d .



5 . I m p l e m e n t  y o u r  s o l u t i o n
O n c e  y o u  h a v e  c o l l e c t e d  i d e a s  f o r  a 

p o s s i b l e  s o l u t i o n  t o  a  p r o b l e m  i t  i s  t i m e  t o 

c h o o s e  t h e  b e s t  o n e  a n d  i m p l e m e n t  i t . 

R e m e m b e r  t o  s e t  g o a l s  t h a t  w o u l d  b e 

m e a s u r a b l e  a n d  a t t a i n a b l e .  R e m e m b e r  t o 

k e e p  a s k i n g  q u e s t i o n s  t h a t  w i l l  h e l p  y o u 

m o n i t o r  t h e  i m p l e m e n t a t i o n  s t a g e .  F o r 

e x a m p l e :  ‘ i f  t h e  p r o b l e m  w a s  e x c e e d i n g 

b u d g e t s  f o r  o v e r h e a d s ,  m e a s u r e  a n d 

m o n i t o r  i f  t h e  n e w  s o l u t i o n  h a s  b e e n  a b l e 

t o  r e d u c e  i t ’  ( i E D ) .  I f  n o t  –  y o u  o u g h t  t o 

r e t h i n k  y o u r  s o l u t i o n  a n d  p o s s i b l y  m o d i f y  i t
o r  c o m e  u p  w i t h  a  n e w  s o l u t i o n .  

Problem Solving Mindset 



.

Digital Problem Solving – can technology solve my
problems? 

W e  h a v e  s e e n  s o m e  e x a m p l e s  w h i c h  a i m  t o  p r o v e  t h e
i m p o r t a n c e  o f  P r o b l e m  S o l v i n g  s k i l l s  a t  w o r k .  K n o w i n g  c e r t a i n
w a y s  a n d  t e c h n i q u e s  o n  h o w  t o  s o l v e  a  p r o b l e m  i s  t h e  v e r y  f i r s t
s t e p  f o r  t h e  a c t u a l  a c t i o n .  T h e  r e s t  i s  y o u r  p r a c t i c e  a n d  v e r y
o f t e n  r e a l  l i f e  s c e n a r i o s  f o r c e  u s  t o  t r y  n e w  s o l u t i o n s  i n  o r d e r  t o
a c h i e v e  s o m e t h i n g  ( s o m e t h i n g  n e w ,  b e t t e r ,  i n n o v a t i v e )  –  n e w
s o l u t i o n s  w h i c h  c h a n g e  o u r  e v e r y d a y  l i v e s .  

H o w e v e r ,  i n  t h i s  m o d u l e  w e  w a n t  t o  s h o w  y o u  h o w  t o  u s e
t e c h n o l o g y  t o  s o l v e  p r o b l e m s .


T h e r e  i s  a n  i n t e r e s t i n g  a r t i c l e  b y  J e s s  A m y  D i x o n  t h a t  w a s
p u b l i s h e d  i n  J u l y ,  2 0 1 9  e n t i t l e d  ‘ 4  W a y s  T o  S o l v e  A n y  P r o b l e m
U s i n g  D i g i t a l  S k i l l s ’ .  O n e  c o u l d  a r g u e  w i t h  t h e  t i t l e  i t s e l f  –  w h a t
d o e s  t h e  a u t h o r  m e a n  b y  s o l v i n g  ‘ a n y ’  p r o b l e m ?  D o e s  i t  m e a n
t h e  I n t e r n e t  w i l l  f i n d  a  s o l u t i o n  f o r  m e ?  I s  t h e r e  a  d i g i t a l  t o o l
t h a t  w i l l  m a k e  a l l  m y  p r o b l e m s  d i s a p p e a r ?  
W e l l ,  t h e  a n s w e r  t o  t h e s e  q u e s t i o n s  i s  m o s t  p r o b a b l y :  “ N o ” .  T h e
I n t e r n e t  w i l l  n o t  c h a n g e  t h e  w o r l d  f o r  u s ,  i t  w i l l  n o t  g i v e  u s  a
r e a d y  m a d e  s o l u t i o n .  B U T  i t  c a n  d e f i n i t e l y  h e l p  t o  f i n d  o n e !
L e t ’ s  s e e  h o w  w e  c a n  b e n e f i t  f r o m  t e c h n o l o g y  s o  t h a t  i t  o f f e r s
u s  s o m e  s o l u t i o n s .



Digital Problem Solving – can technology solve my
problems? 

 

D i x o n  p o i n t s  o u t  i n  h e r  a r t i c l e  t h a t  ‘ j u s t  a b o u t  a n y
i n f o r m a t i o n  y o u  c o u l d  e v e r  n e e d  i s  a v a i l a b l e  o n  t h e  i n t e r n e t  i f
y o u  k n o w  w h e r e  t o  l o o k . ’  I n t e r n e t  i s  a  h u g e  d a t a b a s e  –  y o u
c a n  f i n d  t h e r e  a l l  k i n d s  o f  i n f o r m a t i o n  n e e d e d .  T h e  d a t a b a s e
s e e m s  e n d l e s s  –  i t  k e e p s  g r o w i n g  a n d  i t  d o e s  n o t  h a v e  a n y
l i m i t s .  W h e n e v e r  y o u  h a v e  a  p r o b l e m  a t  w o r k  –  l e t ’ s  s a y  y o u
n e e d  s o m e  d a t a  o r  i n f o r m a t i o n  –  y o u  a r e  m o r e  t h a n  w e l c o m e
t o  s e a r c h  f o r  d a t a  o n l i n e .  A l l  y o u  n e e d  i s  a  s e a r c h  e n g i n e .
T h e r e  a r e  q u i t e  a  f e w  o f  t h e m  b u t  t h e  t w o  p o p u l a r  o n e s  t h a t
w e  r e c o m m e n d  a r e  G o o g l e  a n d  D u c k D u c k G o .  A l l  y o u  n e e d  t o
d o  i s  t o  s t a r t  t h e  s e a r c h  e n g i n e  o n  y o u r  d e v i c e  ( l a p t o p ,  P C ,
s m a r t p h o n e )  a n d  s t a r t  t y p i n g .  Y o u  c a n  t y p e  s i n g l e  w o r d s  o r
f u l l  s e n t e n c e s  a n d  y o u  c a n  m o d i f y  y o u r  q u e r y  a s  m a n y  t i m e s
a s  y o u  w a n t  u n t i l  y o u  f i n d  t h e  r i g h t  i n f o r m a t i o n :  ‘ D o n ’ t  w o r r y
a b o u t  t y p i n g  i n  f u l l  s e n t e n c e s  o r  u s i n g  p e r f e c t  g r a m m a r  –
s e a r c h  e n g i n e s  a r e  c l e v e r  a n d  w i l l  p u l l  o u t  t h e  m o s t  i m p o r t a n t
w o r d s  [ … ]  f r o m  y o u r  s e a r c h  t e r m ’ .

W e  l i v e  i n  p e c u l i a r  t i m e  –  ‘ I f  y o u ’ v e  g o t  i n t e r n e t  a c c e s s  o r  a  s m a r t p h o n e ,
y o u ’ v e  g o t  t h e  w o r l d  a t  y o u r  f i n g e r t i p s ’ .  ( D i x o n ,  2 0 1 9 ) .  W h a t  i s  t h e  m e a n i n g
o f  t h i s  m e t a p h o r ?

T h e  p o w e r  o f  t h e  I n t e r n e t 



D o  y o u  w a n t  t o  t a l k  t o  p e o p l e  a b o u t  y o u r  p r o b l e m s ?  D o  y o u
o f t e n  s e e k  a n  e x p e r t ’ s  a d v i s e ?  N o  p r o b l e m  a t  a l l  –  i t  i s  a l l

o n l i n e !  Y o u  c a n  f i n d  e x p e r t s  o n  t h e  I n t e r n e t ,  g e t  i n  t o u c h  w i t h
t h e m  t o  m a k e  a n  a p p o i n t m e n t  o r  e v e n  c a l l  t h e m  u s i n g  a n

o n l i n e  c o m m u n i c a t i o n  p l a t f o r m  l i k e  S k y p e  o r  Z o o m .  T h e
c h o i c e  i s  y o u r s .  O n  t h e  I n t e r n e t  y o u  c a n  a l s o  f i n d  l i s t s  o f

e x p e r t s  w i t h  o p i n i o n s  f r o m  t h e i r  c l i e n t s .  T h i s  w i l l  h e p  y o u
c o n t a c t  t h e  r i g h t  p e r s o n  i n  o r d e r  t o  g e t  p r o f e s s i o n a l  a d v i c e .

M o r e o v e r ,  y o u  c a n  o f t e n  f i n d  e v e n  t h e  r a n g e  o f  p r i c e s  t h e r e .
T h i s  m a k e s  I n t e r n e t  a  v e r y  u s e f u l  t o o l .




 

Chat box
 

A n o t h e r  i d e a  o n  h o w  I n t e r n e t  c a n  h e l p  u s  w i t h  e v e r y d a y  p r o b l e m s
i s  o n l i n e  c u s t o m e r  s e r v i c e  a n d  c h a t s .  I t  i s  w o r t h  n o t i c i n g  t h a t  m o r e
a n d  m o r e  c o m p a n i e s  h a v e  t h e  c h a t  w i n d o w / b o x  o n  t h e i r  w e b s i t e s .
T h i s  w a y  b y  c l i c k i n g  o n  i t  y o u  a r e  a b l e  t o  t y p e  a n d  a s k  q u e s t i o n s .  
A  c o m p a n y ’ s  r e p r e s e n t a t i v e  w i l l  t y p e  t h e  a n s w e r .  T h i s  w a y  ‘ y o u  c a n
t a l k  t o  a  r e a l  p e r s o n ,  i n  r e a l  t i m e ,  w h o  w i l l  t a l k  y o u  t h r o u g h 

w h a t e v e r  p r o b l e m  y o u ’ r e  h a v i n g ’ .  

T i p  –  n e x t  t i m e  y o u  h a v e  a  p r o b l e m  w i t h  e l e c t r i c i t y  o r  g a s  p r o v i d e r
j u s t  t r y  t o  f i n d  t h e  c h a t  b o x  o n  t h e  c o m p a n y ’ s  w e b s i t e .  Y o u  w i l l  b e
s u r p r i s e d  h o w  q u i c k l y  t h e  c o m p a n y  r e p l i e s  a n d  h o w  e f f e c t i v e  t h i s
t o o l  a c t u a l l y  i s .  

O n l i n e  T u t o r i a l  i s  a n o t h e r  p o w e r f u l  t o o l  n o w a d a y s .  I s  y o u r  d e v i c e 

b r o k e n ?  O r  m a y b e  y o u  n e e d  t o  c h a n g e  t i r e s  b e c a u s e  y o u  d i d  n o t 

s p o t  b r o k e n  g l a s s  o n  t h e  r o a d ?  W e l l ,  w h a t e v e r  p r o b l e m  y o u  a r e 

h a v i n g  t h e r e  s u r e l y  i s  a n  o n l i n e  t u t o r i a l  y o u  c a n  u s e .  I t  m a y  b e  a 

w e b s i t e  o r  a  b l o g  w h e r e  s o m e o n e  d e s c r i b e s  t h e  p r o b l e m  a n d 

e x p l a i n s  h o w  t o  s o l v e  i t .  T h i s  w a y  t h e  I n t e r n e t  a c t u a l l y  c a n 

s o m e t i m e s  o f f e r  y o u  a  r e a d y  s o l u t i o n .  A l l  y o u  n e e d  t o  d o  i s  t o  f i n d 

t h e  r i g h t  i n f o r m a t i o n .
T i p  –  o n l i n e  t u t o r i a l s  d o e s  n o t  n e e d  t o  b e  p r e p a r e d  b y  e x p e r t s  i n  a
g i v e n  f i e l d .  I t  c a n  b e  a n y o n e ,  m a y b e  y o u r  n e i g h b o u r ?  W h a t  m a t t e r s
h e r e  i s  t h e  f a c t  t h a t  i t  h e l p s  y o u  s o l v e  a  p r o b l e m .



 

F i n d  e x p e r t s  o n l i n e 

Tutorials

Digital Problem Solving – can technology solve my
problems? 



TIP 3 : 

RESEARCH

TIP5 :COMPARE
OPINIONS

TIP 1 :  PRACTICE TIP 2 :  BE

CONCRETE

TIP 6 :  DO

YOUR BEST

TIP 4 : 

BEAWARE OF
FAKE NEWS

Don't be afraid of

researching -

investigate data

and find lots of

information that

help you come up

with lots of
possible solutions

of a problem.

''Remember that not

all advice is equal –

read around before

you attempt to do

something based on

what you’ve read on

the internet. Get
several opinions and

check more than
one source before

you dive in!'

(Dixon,2019)

Practice your Problem

Solving skills -

remember that

companies value

employees who try to

solve a problem

individually. You can

use Internet to ask

questions and find

answers.

Check your online

sources - try to use

well known

websites
(especially

academic
websites). 

Beware of fake

news - you can
find this online
too!

When searching for

data online try to be

specific. Instead of

typing a single word

it is better to use

specific components

of your query e.g.

instead of 'ideas' try

to put a more
specific inquiry:

'techniques for

generating ideas'

'If you can solve it

yourself online,

things will get

moving again

much quicker. If

you can’t, you’ll still

impress the boss

when they see

you’ve taken active

steps to try to

resolve the
problem yourself!'

SUGGESTIONS & TIPS FOR
DIGITAL PROBLEM


SOLVING



EXCERCISE

I D E N T I F Y  T H E  P R O B L E M
A P P L Y  P R O B L E M  S O L V I N G  T H I N K I N G  T E C H N I Q U E S
( C A N  Y O U  T H I N K  O F  A  P R O B L E M  A S  O P P O R T U N I T Y ?
C A N  Y O U  T H I N K  O F  N E W  P E R S P E C T I V E S ? )
T H I N K  O F  P O S S I B L E  S O L U T I O N S  T O  T H E  P R O B L E M  -
F I N D  A S  M A N Y  S O L U T I O N S  A S  P O S S I B L E
U S E  D I G I T A L  T O O L S  A N D  T H E  I N T E R N E T  I N  O R D E R
T O  F I N D  I N F O R M A T I O N  T H A T  W I L L  H E L P  Y O U  M A K E
Y O U R  F I N A L  D E C I S I O N  A N D  C H O O S E  T H E  B E S T
S O L U T I O N  T O  T H E  P R O B L E M

I M A G I N E  Y O U  W O R K  I N  A  C O M P A N Y  T H A T  P L A N S  T O
S E L L  A  P R O D U C T  A B R O A D  ( I N  S P A I N ) .  I N  O R D E R  T O  D O
S O  Y O U R  C O M P A N Y  W I L L  S O O N  B E  W O R K I N G  W I T H  A
P A R T N E R  C O M P A N Y  F R O M  S P A I N .  W H I L E  Y O U R
M A N A G E R  S P E A K S  S P A N I S H  H E /  S H E  W I L L  N O T  H A V E
A N Y  P R O B L E M S  W I T H  C O M M U N I C A T I N G  W I T H  T H E  N E W
P A R T N E R .  N E V E R T H E L E S S  Y O U  D O  N O T  S P E A K  S P A N I S H
A N D  Y O U  A R E  A F R A I D  O F  T H I S  N E W  S I T U A T I O N  ( F R O M
T I M E  T O  T I M E  Y O U  W I L L  B E  A S K E D  T O  G O  T O  S P A I N  T O
V I S I T  T H E  P A R T N E R  C O M P A N Y  A N D  Y O U  W I L L  A T T E N D
O N L I N E  M E E T I N G S  O F  Y O U R  T E A M  A N D  T H E  T E A M
F R O M  S P A I N ) .

Y O U R  T A S K :

I N C R E A S E  Y O U R  S K I L L S



I know what problem solving is

I understand why it is important to solve problems

I understand what Problem Solving Mindset is and

why it is valuable 

I can explain how Internet can help solve my problems

I can name online sources of information 

I am able to discuss tips which help me develop a

Problem Solving Mindset

I can give examples of online tools which help me
solve problems

I am able to try different online tools to find information

and solve my problems 



I realise the importance of having a Problem Solving

Mindset 
and can take action to develop the skill

I can identify the process of Digital Problem Solving 
in terms of a life learning experience

CHECKING THE REACHED LEVEL OF

COMPETENCY
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Evaluation

Evaluation

Evaluation

How was difficult to apply?

What is your level of competence?

How important do you think it is for you?

Have you applied the tips and the excercises
proposed? Did you made any progresses?

SELF-EVALUATION
A F T E R  R E A D I N G  



What improvements have you noticed in your
professional and private life?

What is the thing you find most difficult to do?

What habits and actions have you changed in your
professional life?



HTTPS://BUSINESS.TUTSPLUS.COM/ARTICLES/TOP-

BRAINSTORMING-TECHNIQUES--CMS-27181 

UNDERSTAND WHAT IS MIND MAPPING AND ITS USES

HTTPS://WWW.MINDMAPS.COM/WHAT-IS-MIND-MAPPING

(PODCAST) THINKING SKILLS AND PROBLEM SOLVING

OPEN UNIVERSITY MALAYSIA

HTTPS://PODCASTS.APPLE.COM/US/PODCAST/PODCAST-

THINKING-SKILLS-AND-PROBLEM-SOLVING/ID1009086296 

HTTPS://WWW.YOUTUBE.COM/WATCH?

V=MV5AO4C_E_E&T=9S

UNIVERSITY OF DERBY

HTTPS://WWW.YOUTUBE.COM/WATCH?V=EC8ID4CKF_Y 

TEDX TALKS
A DIGITAL APPROACH TO INNOVATION AND PROBLEM
SOLVING | ROSHEN MAGHHAN | TEDXUOSM - YOUTUBE 

EXCELLENCE GATEWAY

"THE INNOVATOR’S DILEMMA"

DR. JASON SELK AND TOM BARTOW

LISA JO RUDY

CLAYTON M. CHRISTENSEN

"SPRINT, HOW TO SOLVE BIG PROBLEMS AND TEST

NEW IDEAS IN JUST FIVE DAYS"



MARIA KONNIKOVA
"MASTERMIND: HOW TO THINK LIKE SHERLOCK
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FLEXIBILITY AND AGILENESS

MOBILE WORK AT TEXTILE COMPANY

 

CASE STUDY 



T. is a textile manufacturing company located in Germany that

has offered employees the opportunity for mobile working for

several years. A company agreement on mobile work has been in
force since the end of 2017 and was updated in the middle of

2020, during the pandemic. This agreement was an initiative of
the newly formed body for employee representation, which

wanted a framework for mobile working in the company that

would allow them to work flexibly from home. 



Mobile working can be used all day or for part of the day and
must be discussed with the supervisor or the team (O)perational
issues have priority, thus employees were not granted the right
to a fixed home office day. In practice, employees often regularly
work from home on Mondays or Fridays. However, if operational
issues require their presence on one of those days, the company
expects them to be there.



The availability of workers working at home can be very

important since teleworking has caused an imbalance between
professional and personal life resulting in extra working hours,

mental and physical exhaustion.



Transparency is achieved by employees documenting their

availability - 0r, if necessary, their absence - on an online calendar

accessible to all team members. The company agreement

stipulates that mobile employees only have to be available

during agreed times and that there is no further obligation to be

available. 



The impact of teleworking and digital work on workers and

society -Case study on Germany (Annex IV) (europa.eu) (pp. 11-13)

A good practice of flexible teleworking

MOBILE WORKING



Evaluation

Evaluation

Evaluation

How difficult is it to apply?

What is your level of competence?

How important do you think it is for you?

Have you ever trained it before? Did you make any
progress?

SELF-EVALUATION
B E F O R E  S T A R T I N G  



W o r k  i s  w a y  d i f f e r e n t  t h a n  i t  w a s  t w e n t y ,  t e n  o r  e v e n  f i v e  y e a r s  a g o .  F u e l e d  b y
e n o r m o u s  a n d  r a p i d  t e c h n o l o g i c a l  a d v a n c e s ,  c u l t u r a l  a n d  e c o n o m i c  t r e n d s  a n d
a  C o v i d  1 9  p a n d e m i c ,  a l l  t y p e s  o f  b u s i n e s s e s  a n d  t h u s ,  t h e i r  e m p l o y e e s  a n d
s t a f f ,  n e e d  t o  m o v e  s m a r t e r  a n d  f a s t e r  t o  a c c o m p l i s h  m o r e  i n  l e s s  t i m e .  B u t
w h a t  a r e  t h e  s k i l l s  n e e d e d  t o  s u p p o r t  s u c h  c h a n g e s ?



T h e  a n s w e r  t o  t h i s  q u e s t i o n  i s  a g i l e n e s s  a n d  f l e x i b i l i t y !  

I n v e s t  t i m e  t o  d e v e l o p  a n d  p r o d u c e  q u a l i t y  o u t p u t s / r e s u l t s
S e l f  o r g a n i s e  y o u r  t e a m s  a n d  p r i o r i t i z e  y o u r  t a k s
D r o w  o n  p o w e r  f r o m  s i m p l i c i t y
A i m  f o r  a  s u s t a i n a b l e  p a c e  o f  p r o g r e s s
G r a d u a l l y  i m p r o v e  y o u r  d e l i v e r a b l e
L e a r n  l e s s o n s  b o t h  f r o m  f a i l u r e  a n d  s u c e s s



A g i l e n e s s  i s  n o t  j u s t  a  n e w  w o r k  p r o c e s s  o r  a  n e w  w o r k p l a c e ,  b u t  a
f u n d a m e n t a l  c h a n g e  i n  t h e  e n t i r e  w o r k  e x p e r i e n c e  a n d  e m p l o y e e s  s h o u l d  t r y  t o
a c q u i r e  t h i s  s k i l l  i n  o r d e r  t o  m a i n t a i n  o r  c l a i m  a  p r o f e s s i o n a l  c a r e e r  w i t h i n  t h i s
e x t r a  c o m p e t i t i v e  l a b o u t  m a r k e t .  

R e m e m b e r  t o :

AGILENESS

W H A T  I S  F L E X I B I L I T Y  A N D  A G I L E N E S S ?

F L E X I B I L I T Y  A N D  A G I L E N E S S

A B O U T  T H E  S K I L L



M E N T A L  F L E X I B I L I T Y

I f  s o m e o n e  p a r a l l e l s  t h e  h u m a n  m i n d  w i t h  a  m u s c l e ,  i t  m e a n s  t h a t  b o t h
p r a c t i c e  a n d  a w a r e n e s s  w i l l  h e l p  w i t h  t h e  d e v e l o p m e n t  o f  a n  a g i l e  m i n d s e t .
T h u s ,  a n  i n d i v i d u a l  d e v e l o p s  a t t r i b u t e s  l i k e  c r e a t i v i t y ,  r e s i l i e n c e ,  a l o n g  w i t h  a
s e n s e  o f  s e l f - f u l f i l l m e n t .  T h e r e f o r e ,  i n  t h e  c a s e  o f  t e l e w o r k i n g ,  w o r k - l i f e  b a l a n c e
i s  p r e s e r v e d .  T h e  c o n c e p t  o f  m e n t a l  ( o r  c o g n i t i v e )  f l e x i b i l i t y  r e f e r s  t o  a n
i n d i v i d u a l ' s  w i l l i n g n e s s  a n d  a d a p t a b i l i t y  r e g a r d i n g  e f f o r t s  t o  c h a n g e  p a t t e r n s ,
t h i n k i n g  p r o c e s s e s ,  o r  w o r k i n g  h a b i t s  i n  o r d e r  t o  b e  r e s p o n s i v e  b y  l e s s
r e g i m e n t e d  w a y s  i n  c e r t a i n  s i t u a t i o n s .



A s  a  t h i n k e r  w i t h  f l e x i b i l i t y ,  a n  i n d i v i d u a l  c a n  a s s u m e  r o l e s  a n d  t a k e  o n  a n d
e v a l u a t e  t a s k s  a n d  r e s p o n s i b i l i t i e s  l e s s  a n x i o u s l y  a n d  h a n d l e  d u t i e s  i n  g e n e r a l
w i t h o u t  s t r e s s !  B e s i d e s ,  h a v i n g  a  m i n d s e t  w i t h  f l e x i b i l i t y  f o s t e r s  o p e n n e s s  a n d
p o s i t i v i t y  a n d  h e l p s  a n  i n d i v i d u a l  t o  b e  d i s t a n c e d  f r o m  n a r r o w - m i n d e d n e s s .  

F L E X I B I L I T Y

F l e x i b i l i t y  i n  t h e  w o r k p l a c e  r e f e r s  t o  t h e  u n i t y
o f  i t s  f a c t o r s ;  n a m e l y ,  i n d i v i d u a l s ,  l o c a t i o n ,  a n d
t e c h n o l o g y ,  w i t h  e m p h a s i s  o n  t h e  w i l l i n g n e s s
a n d  t h e  a d a p t a b i l i t y  t o  c h a n g e ,  e s p e c i a l l y
r e g a r d i n g  t h e  w a y  a n d  t h e  t i m e  a n y  t a s k  n e e d s
t o  c o m p l e t e .  



C o n s i d e r i n g  a  w o r k p l a c e  a s  a  f l e x i b l e  o n e  m e a n s
t h a t  b o t h  e m p l o y e r  a n d  e m p l o y e e s '  n e e d s  a r e
p r o p e r l y  a d d r e s s e d .  A  f l e x i b l e  w o r k p l a c e  a l s o
f u n c t i o n s  a s  a  r e t a i n i n g  a n d  e n g a g e m e n t  t o o l  f o r
t h e  e m p l o y e e s .  I n  t h i s  c o n t e x t ,  p r o d u c t i v i t y  i s
i n c r e a s e d ,  t h u s  a l l o w i n g  a n y  o r g a n i z a t i o n  t o
a c h i e v e  i t s  o b j e c t i v e s  ( t h e  b a l a n c e  c a r e e r s ,  2 0 2 0 ) .  

R e m e m b e r  t o :

S e t  s t r e t c h  g o a l s  a n d  c h a l l e n g e  y o u r s e l f
K e e p  y o u r  o p t i m i s m  a l i v e
C u l t i v a t e  s e l f  a w a r e n e s s
Q u e s t i o n  y o u r  t h o u g h t s  a n d  w o r d s M i x  u p  t h e
w a y  y o u  t h i n k  a n d  b e  s p o n t a n e o u s
K e e p  i n  t o u c h  w i t h  y o u r  s u p p o r t  N e t w o r k

W h e n  a n  e m p l o y e e  i s  c o n s i d e r e d  f l e x i b l e ,  i t  m e a n s  t h a t  h e / s h e  i s  m o r e 

p r o d u c t i v e  a n d  i n  a  h e a l t h i e r  s t a t e  a s  a n  i n d i v i d u a l .  I n  f a c t ,  a s  s t r e s s f u l 

s i t u a t i o n s  a r e  c o m m o n  f o r  e m p l o y e e s  o f  a n y  a g e  d u e  t o  v a r i o u s  r e a s o n s ,  f o r 

e x a m p l e ,  a  l o n g  c o m m u t e ,  t h e  s t r e s s f u l  e l e m e n t  n e e d s  t o  b e  l i m i t e d  i n  o r d e r  t o 

i m p r o v e  p r o d u c t i v i t y .  A n  e m p l o y e r  i s  e x p e c t e d  t o  h i g h l y  v a l u e  a n  e m p l o y e e ' s 

f l e x i b l e  j o b  a p p r o a c h ,  s o  a  f l e x i b l e  w o r k  e n v i r o n m e n t  i s  a  p r e r e q u i s i t e  t o 

a t t r a c t i n g  e m p l o y e e s .



BENEFITS OF BEING A FLEXIBLE AND AGILE WORKER

The following benefits are closely associated with flexibility by both employees and employers. Don't
forget that a flexible worker is a happier and more productive one

Increases Creativity and sources of inspiration 

It is suggested that flexibility boosts people's work creativity. A flexible attitude leads to recovery
from the daily busy job schedule. At the same time, opportunities for new skills acquisition, creativity
enhancement, and new mindset arise for the people on a daily basis.

Increased Self-Determination

Any employee who is more self-determined has higher work productivity as he/she is self-regulated
regarding work implementation.

Increases work satisfaction

A study on the future prospects of employment conducted by Cisco UK shows that individuals
having the attributes of flexibility and agileness are more effective, competent, and highly motivated
teleworkers.

Take full advantage of personal peak times

It is common knowledge that some people are not feeling so energetic in the morning! Their energy
and motivation may peak at different times during the day depending on the individual. Therefore,
an employee's flexible work tempo can lead to an increase in productivity, vitality, and wellbeing.

Stress reduction and burnout avoidance

Agileness and flexibility are important attributes to an
employee's wellbeing, as they help deal with difficult life
situations such as anxiety, stress, and depression, that
work could possibly deteriorate.

Utilization of the technology for self-Assurance



Employees working in a flexible environment can also be
benefited from the presence of technology tools. Their
use improves collaboration, communication, and
management skills, ensuring that they are kept up with
their organisations' objectives, thus becoming productive
and self-assured about their work.



F L E X I B I L I T Y  I N  T H E  W O R K P L A C E  

C h o o s e  t h e  a p p r o a c h  t h a t  w o r k s  f o r  y o u  t h e  b e s t 

S t a r t  a  d i s c u s s i o n  o n  f l e x i b l e  w o r k i n g  
B e  c l e a r  i n  y o u r  b u s i n e s s  o r  s t a f f  p o s i t i o n 

o b j e c t i v e s
E n c o u r a g e  a n d  s u p p o r t  l a t e r  t h i n k i n g  
C o m p r o m i s e  b r e a k s
R e c o n s i d e r  t h e  o f f i c e / h o m e  o f f i c e  l a y o u t
U n d e r s t a n d  y o u r  t e a m
E n c o u r a g e  p e r s o n a l  i n t e r e s t s  t h a t  v a l u e s  w o r k l i f e 

b a l a n c e  

W a y s  t o  i n c r e a s e  f l e x i b i l i t y  i n  t h e  w o r k p l a c e  



W e l l - b e i n g  i n  t h e  w o r k p l a c e  h a s  m a n y

d i m e n s i o n s ,  i n c l u d i n g  s t a t e  o f  m e n t a l  a n d
p h y s i c a l .  I t  c o m p r i s e s  b o t h  p s y c h o l o g i c a l
i m p l i c a t i o n s ,  l i k e  s t r e s s  a n d  b u r n o u t ,  a n d
p h y s i o l o g i c a l  i m p l i c a t i o n s ,  l i k e  i l l n e s s  a n d

e x h a u s t i o n .  A n  e m p l o y e e ’ s  e x p e r i e n c e  o f  w o r k
a n d  l i f e  s a t i s f a c t i o n  a s  w e l l  a s  t h e i r  s e n s e  o f

h a p p i n e s s  a r e  a l s o  p r o x i e s  f o r  w e l l - b e i n g  a n d
a f f e c t  t h e  w o r k i n g  p r o d u c t i v i t y  a t  a  l a r g e

e x t e n t .  



A  r e c e n t l y  c o n d u c t e d  s t u d y  f r o m  C a s s
B u s i n e s s  S c h o o l  r e v e a l e d  t h a t  l a c k  o f  r e c o v e r y

c a n  l e a d  t o  r e d u c e d  p r o d u c t i v i t y  i n  t h e
w o r k p l a c e .  W o r k i n g  e x c e s s i v e l y  o r  i n t e n s i v e l y

u n d e r  s t r e s s f u l  c o n d i t i o n s ,  l i k e  t h e  c o v i d - 1 9
p a n d e m i c ,  d e c r e a s e s  e m p l o y e e s ’  a b i l i t y  t o

p e r f o r m  a t  a d e q u a t e  l e v e l s  a n d  d e l i v e r  q u a l i t y
w o r k .

 

O n  t h e  o t h e r  h a n d ,  h a v i n g  t h e  a b i l i t y  t o  b u i l d
f l e x i b l e  w o r k i n g  a r r a n g e m e n t s ,  s u c h  a s  c h a n g e s  t o
h o u r s  a n d  t e l e w o r k i n g ,  o f f e r s  s o m e  d e g r e e  o f  c o n t r o l
o v e r  t h e  f r a m e w o r k  i n  w h i c h  t h e y  w o r k ,  i m p r o v i n g
w o r k - l i f e  b a l a n c e ,  p r o v i d i n g  j o b  s a t i s f a c t i o n ,
c o m m i t m e n t  t o  t h e  o r g a n i z a t i o n ’ s  v i s i o n ,
p r o d u c t i v i t y ,  a n d  i n c r e a s e d  a b s e n t e e i s m .  H a v i n g
g r e a t e r  c o n t r o l  a n d  f l e x i b i l i t y  i n  t h e i r  w o r k i n g  l i f e ,
e m p l o y e e s ’  p r o d u c t i v i t y ,  c o n c e n t r a t i o n ,  a n d
m o t i v a t i o n  w i l l  b e  c o m b i n e d  w i t h  i n c r e a s e d  w e l l -
b e i n g ,  h i g h - q u a l i t a t i v e  w o r k i n g  p e r f o r m a n c e  a n d
s e l f - p r o t e c t i o n  d u r i n g  t h e  p a n d e m i c  p e r i o d .  



When expectations

shift suddenly, it can

be disconcerting and

you might find that

you start to feel

anxious. Counter the

effects of stress (such

as loss of focus and

impaired decision

making) by taking

steps to restore calm . 

If you don't make an

effort to learn new

skills, you'll likely
find that when an

unexpected event

does occur, you

won't be equipped

to deal with it.

Having key attributes
that don't shift can keep

you grounded during

periods of change. Using

your core values and your

organization's culture as

anchor points will help

you to decide what you

can and can't agree to

when you receive an

unexpected request.

It can be difficult to
stay positive when you

know a large, urgent

project is on the
horizon. But, looking on

the bright side and

focusing on the
positives will help you
to stay resilient and

focused. 

Anticipating the next

new development,

measuring risks and

preparing for them are

key skills. 

Make it a priority to listen to

and understand the views
of the other people
involved. If your manager

asks you to help out on an

urgent project, for example,
consider how it will benefit

the team or your career,

rather than simply thinking,

"Oh no, not more work!"

SUGGESTIONS & TIPS FOR
DEVELOPMENT

TIP 5-STAY CALM

TIP 3-DEVELOP
YOUR SKILL  SET

TIP 1 -  FOCUS ON
YOUR CORE

VALUES

TIP 4-BE

OPTIMISTIC

TIP 6-PLAN
AHEAD

TIP 2-BE OPEN-
MINDED



H a v i n g  m i n d - b o d y  p r o g r a m s  l i k e  y o g a  i n c o r p o r a t e d  i n t o  a  w o r k d a y ,
c a n  h e l p  e m p l o y e e s  r e l i e v e  s t r e s s  a n d  a n x i e t y  a n d  b e c o m e  r e f r e s h e d
a n d  f o c u s e d .  
T h e  r e s u l t s  o f  a  s t u d y  a t  B r i t i s h  U n i v e r s i t y  s h o w e d  t h a t  e v e n  a  s h o r t
p r o g r a m  o f  y o g a  s a w  e m p l o y e e s  r e p o r t i n g  m a r k e d  i m p r o v e m e n t s  i n
f e e l i n g s  o f  c l e a r - m i n d e d n e s s , e n e r g y ,  a n d  c o n f i d e n c e .  T h e y  a l s o
r e p o r t e d  i n c r e a s e d  l i f e  p u r p o s e  a n d  s a t i s f a c t i o n ,  a n d  f e e l i n g s  o f
g r e a t e r  s e l f - c o n f i d e n c e  d u r i n g  s t r e s s f u l  s i t u a t i o n s . [ 1 ]

1 :  D e s k  Y o g a  S e a t e d  C r e s c e n t  M o o n
B e g i n  b y  l i f t i n g  y o u r  a r m s  o v e r h e a d ,  c o n n e c t  t h e  p a l m s  a n d  s t r e t c h
y o u r  f i n g e r s  w i d e .  G e n t l y  l e a n  t o  o n e  s i d e  f o r  2 - 3  d e e p  b r e a t h s .
R e p e a t  o n  t h e  o t h e r  s i d e .

2 :  D e s k  Y o g a  W r i s t  a n d  F i n g e r  S t r e t c h e s
B e g i n  b y  e x t e n d i n g  y o u r  a r m s  o v e r h e a d  a n d  d r a w i n g  5 - 1 0  
c i r c l e s  i n w a r d s  a n d  o u t w a r d s  w i t h  t h e  w r i s t s .  F o l l o w  
t h i s  b y  q u i c k l y  s p r e a d i n g  t h e  f i n g e r s  a n d  c l o s i n g  
t h e  f i s t s ,  r e l e a s i n g  e x c e s s  t e n s i o n .  F i n a l l y ,  p l a c e  
y o u r  a r m s  i n  f r o n t  o f  y o u ,  w i t h  y o u r  p a l m s  f a c i n g
u p w a r d s .  S w i t c h  t h e  p a l m s  t o  f a c e  d o w n w a r d  f o r  a
c o u n t e r - s t r e t c h  o f  t h e  f o r e a r m s .  
H o l d  e a c h  s t r e t c h  f o r  5 - 1 0  b r e a t h s .

3 : D e s k  Y o g a  E a g l e  A r m s
S i t  e r e c t  a n d  p l a c e  y o u r  a r m s  a t  a  9 0 - d e g r e e  a n g l e  i n  f r o n t  o f  y o u .
C r o s s  o n e  a r m  o v e r  t h e  o t h e r ,  i n t e r l o c k i n g  t h e m  a n d  p l a c i n g  y o u r
p a l m s  t o g e t h e r .  L i f t  y o u r  e l b o w s  a n d  s t r e t c h  y o u r  f i n g e r s  u p w a r d s .
S t a y  i n  t h i s  p o s e  f o r  3 - 5  b r e a t h s  b e f o r e  s w i t c h i n g  s i d e s .  

4 .  S e a t e d  T w i s t
W h i l s t  s e a t e d ,  p l a c e  y o u r  h a n d s  o n  t h e  a r m s  o f  t h e  b a c k  o f  y o u r
c h a i r ,  g e n t l y  t w i s t i n g  y o u r  c h e s t  a n d  a b d o m e n  t o  o n e  s i d e .  H o l d  f o r
4 - 5  b r e a t h s ,  b e f o r e  r e p e a t i n g  o n  t h e  o t h e r  s i d e .

5 .  R e s t o r a t i v e  P o s e
W i t h  t h e  d a i l y  s t r e s s e s  t h a t  l i f e  o f f e r s ,  i t ’ s  i m p o r t a n t  t o  r e s t o r e
y o u r  m i n d  a n d  g r o u n d  y o u r s e l f .  P l a c e  y o u r  f e e t  f l a t  o n  t h e  f l o o r  a n d
c r o s s  y o u r  a r m s  o n t o  y o u r  d e s k .  L a y  y o u r  f o r e h e a d  h e a d  o n t o  y o u r
a r m s  a n d  b r e a t h e  d e e p l y  f o r  u p  t o  5  m i n u t e s .  

I M P R O V E  Y O U R  W O R K P L A C E  F L E X I B I L I T Y  T H R O U G H
T H E  I M P R O V E M E N T  O F  Y O U R  B O D Y  F L E X I B I L I T Y  

EXCERCISE 1

https://www.mindfulsynergi.com/the-benefits-of-yoga-in-the-workplace/#ref1


 
I N C R E A S E  Y O U R  M E N T A L  F L E X I B I L I T Y

2 1 - D A Y  C H A L L E N G E  

C o m m i t  t o  a  p e r s o n a l  o r  p r o f e s s i o n a l  g o a l
f o r  2 1  s t r a i g h t  d a y s .  A f t e r  t h r e e  w e e k s ,

t h e  p u r s u i t  o f  t h a t  g o a l  s h o u l d  h a v e
b e c o m e  a  h a b i t .  O n c e  y o u ' v e  e s t a b l i s h e d

t h a t  h a b i t ,  y o u  c o n t i n u e  t o  d o  i t  f o r
a n o t h e r  n i n e t y  d a y s .

 

I n  a  s t u d y  c o n d u c t e d  b y  K o u t s t a a l ,  o l d e r
a d u l t s  w h o  p a r t i c i p a t e d  i n  a  v a r i e t y  o f
n o v e l  a n d  s t i m u l a t i n g  a c t i v i t i e s  o v e r  a

t h r e e - m o n t h  p e r i o d  d e m o n s t r a t e d  a
s i g n i f i c a n t  g a i n  i n  c r e a t i v i t y ,  p r o b l e m -
s o l v i n g  a b i l i t i e s  a n d  o t h e r  m a r k e r s  o f

' f l u i d  i n t e l l i g e n c e '  w h e n  c o m p a r e d  t o  t h e
c o n t r o l  g r o u p .

N o v e l t y  e n c o u r a g e s  m e n t a l  f l e x i b i l i t y  a n d  o v e r - 

t i m e  s u p p o r t s  b r a i n  g r o w t h  t o  m a i n t a i n  t h o s e 

c h a n g e s  o v e r  t i m e .  S t a y i n g  a c t i v e  a n d 

s p o n t a n e o u s ,  y o u  w i l l  i n c r e a s e  b o t h  y o u r 

m o t i v a t i o n  a n d  p r o d u c t i v i t y  i n  t h e  w o r k p l a c e .  



S o m e  i d e a s  f o r  m o t i v a t i n g  y o u r s e l f :
l e a r n  t o  p l a y  a n  i n s t r u m e n t  
l e a r n o  t o  d a n c e
p i c k  u p  a  n e w  l a n g u a g e  
c o o k  s o m e t h i n g  n e w
t r y  a  d i f f e r e n t  s p o r t  

F O S T E R  M E N T A L  F L E X I B I L I T Y  A N D  O P E N - M I N D N E S S

EXCERCISE 2



I understand the characteristics of agileness and flexibility.

I know it's important to possess those two skills, but I still find

it difficult to apply them in my everyday life.



I know there is a strong desire for adaptability and

responsiveness, but I need to improve my skills on that.

I am not able to identify learning objectives to improve my

skills with ease, and I don't know how to practice and

enhance them yet.

 
I can apply the basic principles of agileness and flexibility.

I am able to apply some basic elements of those two skills
in my everyday life.

I am able to act with adaptability and responsiveness 
when I am dealing with a sudden shift or unexpected
situation.

I am able to identify some cases or areas that I could train
and apply better my skills, but I am still not confortable
with rapidly changing environments. 

I am able to analyze myself and apply the principles of

agileness and flexibility in my personal and proffesional life.



I am able to identify where and when I should apply those

skills to adjust in every changing condition or environment.



I am able to identify learning objectives and resources to

improve my skills, and to create smooth transitions from one

occasion to another, without feeling disoriented or

unmotivated.



I feel confortable with applying the principles of flexibility

and agileness for different challenges.



I am able to increase my productivity, vitality, and wellbeing

through applying those skills. 
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CHECKING THE REACHED LEVEL OF

COMPETENCY
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Evaluation

Evaluation

Evaluation

How was difficult to apply?

What is your level of competence?

How important do you think it is for you?

Have you applied the tips and the excercises
proposed? Did you made any progresses?

SELF-EVALUATION
A F T E R  R E A D I N G  



What improvements have you noticed in your
professional and private life?

What is the thing you find most difficult to do?

What habits and actions have you changed in your
professional life?



FLEXIBLE WORK PODCASTS

FLEXIBLE WORK IN TIMES OF CRISIS

IMPORTANCE OF ADAPTABILITY AND

FLEXIBILITY IN THE WORKPLACE | BEYOND
TECH

SEVERAL CREATORS

HTTPS://PLAYER.FM/PODCASTS/FLEXIBLE-WORK


HTTPS://PODCASTS.APPLE.COM/US/PODCAST/MENTALLY-
FLEXIBLE/ID1539933988

HTTPS://ECORNER.STANFORD.EDU/PODCASTS/AGILE-IS-A-
STATE-OF-BEING/

HTTPS://PODCASTS.APPLE.COM/US/PODCAST/BECOMING-A-
TRUE-AGILE-LEADER-TM/ID1451665256

ITPRO.TV

https://www.youtube.com/watch?v=skj-vbPsTVI 

ELMO CLOUD HR & PAYROLL

LIFE IS FULL OF UNCERTAINTY. AT THE START OF 2020,
WHO COULD HAVE PREDICTED THE OUTBREAK OF A
DEADLY PANDEMIC? AND THAT IT MAY BE THE SINGLE
MOST DECISIVE DRIVER IN THE UPTAKE OF FLEXIBLE
WORK.

AUTHOR'S GOAL IS TO PROMOTE FLEXIBILITY AS
“BUSINESS AS USUAL” AND NOT JUST SOMETHING TO FALL
BACK ON DURING TIMES OF CRISIS.
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To learn more



SELF AND STRESS
 MANAGEMENT

3



CASE STUDY 

EMPLOYEES HAVE MORE CONTROL
 

SELF AND STRESS MANAGEMENT



To keep the employees engaged during work
exploitation, the Delta Hotel deciced to give also them

more control of their daily routine tasks, The Power to

Please program was initiated to give employees more

responsibility and accountability. By giving employees

the authority to make decisions, it was thought that this

would get rid of the stress of asking for permission. For

example, staff can give a guest more towels or more

coffee when asked. Housekeepers have input into

cleaning products, processes for cleaning and amenity

packages. If a customer complains, staff members have

the authority to have room service send up a cheese tray
with an apology.
The results of this experiment is that the employees
have gained more control over their work. They stay

more engaged because they know their work directly

impacts the business. In this terms both the company

and the employees have something to earn. Let people

feel responsible and able to handle situation by their-

selves has a direct impact on their self-esteem and their

productivity.

Have trust in employees brings positive effect

on work results

GIVING EMPLOYEES
CONTROL AT DELTA
HOTEL



B E F O R E  S T A R T I N G  

Evaluation

Evaluation

Evaluation

How difficult is it to apply?

What is your level of competence?

How important do you think it is for you?

Have you ever trained it before? Did you make any
progress?

SELF-EVALUATION



S e l f - m a n a g e m e n t  i s  o u r  a b i l i t y  t o  m a n a g e  o u r  b e h a v i o u r s , 

t h o u g h t s ,  a n d  e m o t i o n s  c o n s c i o u s l y  a n d  p r o d u c t i v e l y ,  b e i n g 

a b l e  a l s o  t o  s t a y  f o c u s e d  a n d  k n o w  h o w  t o  d e a l  w i t h  t h e 

w o r k f l o w .  

I t  c o n s i s t s  o f  k n o w i n g  w h a t  t o  d o  a n d  h o w  t o  a c t  i n  d i f f e r e n t
l i f e  s i t u a t i o n s .  S o m e o n e  w i t h  s t r o n g  s e l f - m a n a g e m e n t  s k i l l s 

k n o w s  h o w  t o  a v o i d  d i s t r a c t i o n s  w h i l e  w o r k i n g  f r o m  h o m e ,
s o  h e / s h e  c a n  m a i n t a i n  f o c u s  a n d  s t a y  p r o d u c t i v e .  

S e l f - m a n a g e m e n t  m e a n s  t h a t  y o u  u n d e r s t a n d  y o u r
r e s p o n s i b i l i t y  i n  d i f f e r e n t  a s p e c t s  o f  y o u r  l i f e ,  a n d  y o u  d o 

w h a t  y o u  n e e d  t o  f u l f i l  t h a t  r e s p o n s i b i l i t y .

A n  e f f e c t i v e  s e l f - m a n a g e m e n t  w i l l  h e l p  y o u  t o  a v o i d  s t r e s s . 

S o  t h e  S t r e s s  m a n a g e m e n t  i s  a n  i m p o r t a n t  p a r t  o f  S e l f - 

M a n a g e m e n t .

W o r k i n g  f r o m  h o m e ,  a l t h o u g h  i t  h a s  c e r t a i n  c o m f o r t s  ( y o u  s a v e  t i m e 

c o m m u t i n g ,  n o  d r e s s  c o d e ,  y o u  c a n  d e c i d e  w h e r e  t o  w o r k ,  e t c . )  c a n  a l s o
p r e s e n t  c e r t a i n  c h a l l e n g e s ,  w h i c h  g e n e r a t e  s t r e s s .



H e r e  a r e  s o m e  o f  t h e  c o m m o n  s o u r c e s  o f  s t r e s s  t h a t  m a n y  w o r k - a t - h o m e r s
f a c e :



L a c k  o f  o r d e r :
L a c k  o f  o r d e r  c a n  b e  a  s o u r c e  o f  s t r e s s  w h e n  y o u  w o r k  f r o m  h o m e .  Y o u  m a y
f i n d  i t  d i f f i c u l t  t o  s t a r t  w o r k  o n  t i m e  a n d  t o  f i n i s h  y o u r  w o r k d a y .  T h i s  c a n 

t h r o w  o f f  y o u r  w o r k - l i f e  b a l a n c e .

S E L F  A N D  S T R E S S
M A N A G E M E N T

B R I E F  D E S C R I P T I O N

S T R E S S  P R O D U C E D  B Y  T E L E W O R K I N G

A B O U T  T H E  S K I L L



Source: https://www.wrike.com/es/blog/tabla-scrum-o-kanban-cual-es-

el-mejor-plan-de-proyecto/

D i f f i c u l t i e s  i n  m a n a g i n g  y o u r  w o r k f l o w
1 .  V i s u a l i z e  t h e  w o r k f l o w :  w h e n  w o r k i n g  f r o m  h o m e ,  a n d  n o t  b e i n g  a b l e  t o
b e  n e a r  y o u r  c o - w o r k e r s  t o  a s k  h o w  t h e  t e a m ' s  t a s k s  a r e  g o i n g ,  i t  w i l l  h e l p
y o u  t o  h a v e  a  t o o l  w h e r e  t h e  w h o l e  t e a m  s e e s  t h e  t a s k s  t h a t  a r e  p e n d i n g , 

t h o s e  t h a t  a r e  u n d e r w a y ,  a n d  t h o s e  t h a t  a r e  f i n i s h e d .  I t  i s  a l s o  a  g o o d 

s y s t e m  t o  a v o i d  i n t e r r u p t i n g  e a c h  o t h e r  b y  a s k i n g  t h e  s t a t u s  o f  t h e  t a s k s 

s i n c e  y o u  c a n  s e e  i t  y o u r s e l f  o n  a  b o a r d  o r  e x c e l .  Y o u  c a n  u s e  t h i s  b o a r d , 

f o l l o w i n g  t h e  K a n b a n  m e t h o d :



 

D i s t r a c t i o n s :
W h e n  w o r k i n g  f r o m  h o m e ,  y o u  m a y  e x p e r i e n c e  d i s t r a c t i o n s  a n d 

i n t e r r u p t i o n s  t h r o u g h o u t  y o u r  d a y :  F r o m  p h o n e  c a l l s  t h a t  h a v e  n o t h i n g  t o 

d o  w i t h  w o r k  t o  o n l i n e  o r d e r  p i c k i n g ,  y o u  h a v e  t o  b e  v e r y  d i l i g e n t  w i t h 

y o u r s e l f ,  t o  f o c u s  o n  t h e  w o r k  y o u  a r e  c a r r y i n g  o u t ,  a n d  n o t  i n t e r r u p t  i t 

w i t h  c a l l s  o r  t a s k s  t h a t  y o u  s h o u l d  n o t  d o  a t  t h a t  m o m e n t .



D i f f i c u l t y  S e t t i n g  B o u n d a r i e s
I f  y o u  h a v e  e v e r  w o r k e d  f r o m  h o m e ,  y o u  w i l l  h a v e  e x p e r i e n c e d  t h a t 

e s t a b l i s h i n g  l i m i t s  o n  y o u r  f a m i l y  a n d  f r i e n d s ,  a n d  m a k i n g  t h e m  s e e  t h a t 

y o u  a r e  w o r k i n g ,  i s  d i f f i c u l t . . .  F a m i l y  m e m b e r s ,  f r i e n d s ,  a n d  n e i g h b o u r s 

m a y  a s k  y o u  f o r  h e l p  o r  t o  e n g a g e  w i t h  t h e m  d u r i n g  y o u r  w o r k i n g  h o u r s . 

Y o u  m a y  e v e n  e x p e r i e n c e  s o m e  f r u s t r a t i o n  o n  t h e i r  e n d  i f  y o u  n o t e  t h a t 

y o u  a r e  u n a v a i l a b l e .



S o c i a l  I s o l a t i o n
N o t  b e i n g  i n  c o n t a c t  w i t h  y o u r  c o w o r k e r s  d a i l y  c a n  a f f e c t  y o u r  m o t i v a t i o n .
S o c i a l  i n t e r a c t i o n  d u r i n g  t h e  w o r k d a y  c a n  i n d e e d  b e  b e n e f i c i a l  a n d  h e l p 

y o u r  p r o d u c t i v i t y .



M a k e  a  S C H E D U L E ,  w h e r e  y o u  d e t e r m i n e  w h a t  h o u r s  y o u  a r e  g o i n g  t o  b e
w o r k i n g ,  w h e n  y o u  a r e  g o i n g  t o  r e s t  a n d  w h e n  t o  e n d  y o u r  w o r k d a y .  L i v e
t h e  s a m e  s c h e d u l e  e a c h  d a y  -  h a v i n g  a  c l e a r  r o u t i n e  w i l l  h e l p  r e d u c e 

s t r e s s .  

C r e a t e  y o u r  W O R K S P A C E ,  d o  n o t  p u t  y o u r s e l f  t o  w o r k  i n  t h e  s a m e  p l a c e
w h e r e  y o u  u s u a l l y  r e s t .  F i n d  a  s p a c e  t h a t  y o u  o n l y  u s e  t o  w o r k ,  s i n c e ,  a t
l e a s t  m e n t a l l y ,  i t  w i l l  h e l p  y o u  s e p a r a t e  y o u r  l i f e  f r o m  y o u r  w o r k .  I t  m a y
a l s o  h e l p  y o u  l e a v e  y o u r  w o r k  " a t  t h e  o f f i c e "  o n c e  y o u ' r e  d o n e  w i t h  y o u r
d a y .  

T A K E  C A R E  O F  Y O U R S E L F :  s l e e p  t h e  n e c e s s a r y
h o u r s  ( d o  n o t  l e a v e  w o r k  t a s k s  f o r  t h e  n i g h t ! ) ,
p r a c t i c e  e x e r c i s e ,  a c c o m p a n y  y o u r  f r e e  t i m e
w i t h  g o o d  r e a d i n g s ,  l i s t e n  t o  m u s i c  t h a t
e n t e r t a i n s  y o u ,  s p e n d  t i m e  w i t h  y o u r  f r i e n d s  . . .
A l t h o u g h  t h i s  i s  i m p o r t a n t ,  w h a t e v e r  i t  i s  y o u r
p l a c e  o f  w o r k  w h e n  y o u  w o r k  f r o m  h o m e  y o u
h a v e  t o  p r i o r i t i z e  s e l f - c a r e .  T h i s  w i l l  h e l p  y o u
c o n n e c t  w i t h  y o u r s e l f  a n d  b e t t e r  u n d e r s t a n d
w h a t  y o u  n e e d  i n  t e r m s  o f  w o r k - l i f e  b a l a n c e .

O n e  o f  t h e  b i g g e s t  c a u s e s  o f  s t r e s s  a t  w o r k  i s
u n p r o d u c t i v i t y ,  s o ,  S E T  O U T  Y O U R  T A S K S  f i r s t
t h i n g  i n  t h e  m o r n i n g .  O n e  o f  t h e  t h i n g s  t h a t  c a n
c a u s e  u n p r o d u c t i v e n e s s  i s  n o t  p l a n n i n g  w h a t
y o u  h a v e  t o  d o  t h r o u g h o u t  t h e  d a y  ( n o t  o n l y  a t
w o r k ,  b u t  a l s o  a t  h o m e ) ,  a n d  w h e n  y o u  a r e  g o i n g
t o  d o  i t .  Y o u  w i l l  s e e  h o w  y o u  r e l i e v e  y o u r s e l f  o f
s t r e s s  w h e n  a t  t h e  e n d  o f  t h e  d a y  y o u  s e e  y o u r
“ t o - d o - l i s t ”  c o m p l e t e .

2 .  “ S t o p  s t a r t i n g ,  s t a r t  f i n i s h i n g ” ,  t h a t  i s ,  i t  a l w a y s  p r i o r i t i z e s  a  j o b  t h a t
i s  i n  p r o g r e s s  b e f o r e  s t a r t i n g  a  n e w  o n e .  T h i s  w i l l  a l l o w  y o u  t o  f i n i s h 

t a s k s  t h a t  y o u  s t a r t e d  a  l o n g  t i m e  a g o ,  a n d  n o t  a c c u m u l a t e  p e n d i n g 

w o r k .



3 .  L e a r n  t o  d i f f e r e n t i a t e  b e t w e e n  w h a t  i s  u r g e n t  a n d  w h a t  i s  i m p o r t a n t .
U r g e n c y  c a n  b e  m e a s u r e d  w i t h  a  f o r m u l a  t h a t  w o u l d  b e  e x p r e s s e d  a s 

f o l l o w s :
U r g e n c y  =  t i m e  c o n s u m e d  b y  t h e  t a s k / t i m e  r e m a i n i n g  u n t i l  t h e  d u e  d a t e . 

T a k i n g  t h i s  f o r m u l a  i n t o  a c c o u n t ,  y o u  c a n  d e t e r m i n e  t h e  p r i o r i t i e s  i n 

y o u r  w o r k ,  k n o w i n g  w h a t  i s  u r g e n t  a n d  w h a t  i s  n o t .  I n t e r p r e t i n g  t h e 

r e s u l t s  o f  t h i s  f o r m u l a ,  i f  t h e  r e s u l t i n g  f i g u r e  i s  z e r o ,  i t  i m p l i e s  t h a t  t h e 

t a s k  i s  n o t  u r g e n t .  I f ,  o n  t h e  o t h e r  h a n d ,  i t  i s  e q u a l  t o  o r  g r e a t e r  t h a n  1 ,  i t 

w i l l  i m p l y  t h a t  t h i s  t a s k  n e e d s  y o u r  f u l l  a t t e n t i o n  b e c a u s e  i t  i s  u r g e n t , 

o t h e r w i s e ,  t h e  d e a d l i n e s  w i l l  n o t  b e  m e t .
A n d  a b o v e  a l l ,  b e f o r e  s t a r t i n g  y o u r  w o r k d a y ,  d e f i n e  t h e  o r d e r  o f  t h e  t a s k s
t h a t  y o u  h a v e  t o  c o m p l e t e ,  a n d  a l s o  m a k e  a  l i s t  o f  t h i n g s  y o u  h a v e  t o  d o 

a t  h o m e  w h e n  y o u  f i n i s h  y o u r  w o r k d a y .

H O W  T O  M A N A G E  T H E  S T R E S S  F R O M  H O M E  W O R K I N G ?



 This may mean

walking around

your home,

heading outside

for a quick walk, or

doing some

stretches during

your breaks.

Waking up at the

same time everyday

can give you enough

time to prepare for

your workday. What

time you opt to wake

up may depend on

how much time you

need to warm up in

the morning.

This may include taking

a walk before you start

working, taking a few

moments to stretch,

and/or enjoying a
coffee or tea at the start

of your day.

This may include

putting your work

material away and

out of sight, taking

an evening walk,

and/or lighting a

candle.

If you want a little

extra boost when
it comes to time

tracking and

organization,

consider using
time management

apps like: Todoist,

Toggl Track,
Trello...

Taking lunch at a

similar time everyday

can give you a much-

needed break and

offers you time to

refuel before getting

back to work. Be sure

to fully unplug during

your lunch time so

you can enjoy your

break.

TIP 1 :  CREATE A
RITUAL THAT

MARKS THE

BEGINING OF

YOUR DAY

TIP 5 :  TAKE

T IME TO MOVE
AROUND

TIP 3 :  SET A

MORNING ALARM

TIP 2 :  MARK

THE END OF

YOUR WORK
DAY

TIP 6 :  MAKE

USE OF

TECHNOLOGY

TIP 4 :  SET A

REGULAR LUNCH
TIME

SUGGESTIONS & TIPS FOR
CREATE A ROUTINE

by www.verywellmind.com



P R E P A R A T I O N
-  Y o u  s h o u l d  f i n d  a  q u i e t  p l a c e ,  w i t h o u t  i n t e r r u p t i o n s .  
-  Y o u  w i l l  n e e d  a  p e n c i l  a n d  p a p e r .

S T E P S
S T E P  1 :
W r i t e  t h e  s i t u a t i o n s  t h a t  c a u s e  t h e  m o s t  s t r e s s  o r  a n g u i s h ,  r a t i n g  t h e m  f r o m
1  t o  1 0 0 .
F o r  i n s t a n c e :
 -  " T h a t  a n  a c q u a i n t a n c e  o f  t h e  c o m p a n y  d o e s  n o t  g r e e t  m e " :  2 0
-  " T h a t  s o m e o n e  d o e s  n o t  a n s w e r  m e  w h e n  I  a s k  a  q u e s t i o n " :  3 0 .  
-  " F o r  a  c u s t o m e r  t o  m a k e  a  c o m p l a i n t " :  5 0 .
-  " T h a t  I  a m  s o  o v e r w h e l m e d  t h a t  I  c a n n o t  d o  a l l  t h e  w o r k " :  7 0 .  
-  " T h a t  i n  a  m e e t i n g  I  d o  n o t  k n o w  w h a t  t o  s a y  o r  d e f e n d  m y  p o s i t i o n " :  1 0 0 .

S T E P  2 :
I m a g i n e  t h e  s i t u a t i o n s  t h a t  g e n e r a t e  s t r e s s  f r o m  l e a s t  t o  m o s t  o n  t h e  l i s t  i n 

g r e a t  d e t a i l .  T r y  t o  r e l a x  w h i l e  v i e w i n g  t h e s e  i m a g e s ,  r e l a x i n g  t h e  m u s c l e s 

t h a t  a r e  t e n s e  w h i l e  s t i l l  i m a g i n i n g  t h e  s i t u a t i o n .

S T E P  3
P r e p a r e  t h o u g h t s  t h a t  h e l p  c o u n t e r a c t  t h e  p o s s i b l e  n e g a t i v e  i d e a s  t h a t  m a y 

a p p e a r :
-  P r e p a r e  t h e  s i t u a t i o n  b e f o r e  i t  h a p p e n s :  " L i t t l e  b y  l i t t l e  I  w i l l  d o m i n a t e  t h e 

s i t u a t i o n " ;  " I  c a n  c o n t r o l  m y  t h o u g h t s  s t e p  b y  s t e p " ;  " I  w i l l  n o t  g e t  c a r r i e d 

a w a y  b y  t h e  s i t u a t i o n . "
-  F a c i n g  t h e  s i t u a t i o n  t h a t  c a u s e s  s t r e s s :  " I  a m  g o i n g  t o  s t a y  i n  c o n t r o l " ;  " I 

a l r e a d y  k n e w  t h i s  w a s  g o i n g  t o  h a p p e n ,  I  c a n  m a s t e r  i t . "
-  M a n a g e  f e e l i n g s  o f  a n g u i s h  b e f o r e  t h e y  o c c u r :  " I t  i s  n o r m a l  t o  b e
s o m e w h a t  u p s e t ,  I  c a n  c o n t r o l  i t " ;  " I ' m  g o i n g  t o  t a k e  a  d e e p  b r e a t h  a n d
r e l e a s e  m y s e l f  f r o m  t e n s i o n " ;  " I  w i l l  r e l a x  l i t t l e  b y  l i t t l e . "
-  R e w a r d  a n d  b e  e n c o u r a g e d  b y  t h e  t a s k :  " N e x t  t i m e  I  w i l l  d o  b e t t e r " ;  “ I  a m 

g e t t i n g  i t .  G o o d  f o r  m e ! "

T H I S  T E C H N I Q U E  I S  V E R Y  U S E F U L  T O  F A C E  S I T U A T I O N S  T H A T  C A U S E  U S
A  L O T  O F  S T R E S S  O R  A N G U I S H .  I T  I S  B A S E D  O N  V I S U A L I Z I N G  T H E S E 

S I T U A T I O N S  A N D  E V O K I N G  T H E  N E G A T I V E  T H O U G H T S  T H A T  T H E Y
G E N E R A T E  I N  U S ,  E N H A N C I N G  T H E I R  M O D I F I C A T I O N .

S T R E S S  I N O C U L A T I O N  T E C H N I Q U E
( M E I C H E N B A U M ,  1 9 7 4 )

EXCERCISE 1



W h e n  t h e s e  t h o u g h t s  h a v e  b e e n  w r i t t e n ,  y o u  w i l l  n e e d  t o  r e i m a g i n e  t h e 

d i s t r e s s i n g  s i t u a t i o n  a n d  u s e  t h e  w r i t t e n  t h o u g h t s  w i t h  e a c h  n e g a t i v e 

t h o u g h t  t h a t  a p p e a r s :



F o r  i n s t a n c e :  
F a c e d  w i t h  t h e  s i t u a t i o n :  " T h a t  i n  a  m e e t i n g  I  d o  n o t  k n o w  h o w  t o  d e f e n d
m y  p o s i t i o n  o r  m y  w o r k . "
W h i l e  t h o s e  c l o s e  t o  y o u  d o  n o t  u n d e r s t a n d  t h e  p o s i t i o n  y o u  w a n t  t o 

d e f e n d ,  y o u  c a n  t h i n k :  " T h e y  a r e  r i g h t ,  b e c a u s e  I  w i l l  n e v e r  d o  a n y t h i n g 

r i g h t ,  I  w i l l  n o t  a c h i e v e  i t ! "
T h i s  t h o u g h t  w o u l d  h a v e  t o  b e  r e p l a c e d  b y :  “ I  a l r e a d y  k n e w  t h i s  w a s  g o i n g
t o  h a p p e n ,  I  a m  n o t  g o i n g  t o  g e t  c a r r i e d  a w a y  b y  t h e  s i t u a t i o n  a n d  g e t 

n e r v o u s ,  I  a m  g o i n g  t o  d e f e n d  m y  i d e a s ,  i t  i s  n o r m a l  t o  b e  u p s e t ,  I  c a n 

c o n t r o l  i t ,  I  a m  s u c c e e d i n g .  G o o d  f o r  m e ! " .



S T E P  4
C a r r y  o u t  t h i s  e x e r c i s e  i n  a  r e a l  s i t u a t i o n .

A D D I T I O N A L  C O M M E N T S
A s  a  c o m p l e m e n t  t o  t h i s  t e c h n i q u e ,  i t  i s  p o s s i b l e  t o  r e i n f o r c e  t h e 

s u b s t i t u t i o n  o f  n e g a t i v e  t h i n k i n g  a n d  e m o t i o n s  t h a t  i t  p r o v o k e s  i n  u s  u s i n g 

a n  “ a n c h o r ” .  I n  s h o r t ,  i t  i s  a b o u t  a s s o c i a t i n g  p o s i t i v e  t h i n k i n g  ( a n d  t h e 

b e n e f i c i a l  f e e l i n g s  t h a t  i t  g e n e r a t e s )  w i t h  a  s i m p l e  a c t  ( m a k i n g  a  f i s t , 

t o u c h i n g  t h e  c l o c k ,  e t c . ,  a n y  g e s t u r e  t h a t  o t h e r s  d o  n o t  a p p r e c i a t e )  w h i l e 

p r a c t i c i n g  t h e  t e c h n i q u e  (  S t e p  3 ) .  I n  t h i s  w a y ,  w h e n  s a i d  n e g a t i v e  t h o u g h t 

a p p e a r s  i n  a  r e a l  s i t u a t i o n ,  w e  w i l l  r e p e a t  t h i s  g e s t u r e  ( " a n c h o r i n g " )  t o 

i n d u c e  t h e  p o s i t i v e  r e s p o n s e  t o  a p p e a r .  T h e  r e p e t i t i o n  a n d  p r a c t i c e  o f  t h i s 

" a n c h o r i n g "  w i l l  m a k e  u s  a s s o c i a t e  t h e  p r e s e n c e  o f  a  p l e a s a n t  s t i m u l u s  w i t h 

t h e  a p p e a r a n c e  o f  t h e  b e h a v i o u r  w e  w a n t .

EXCERCISE 1

S T R E S S  I N O C U L A T I O N  T E C H N I Q U E
( M E I C H E N B A U M ,  1 9 7 4 )



Reference: www.therapistAid.com 

Describe the steps you can take to protect your basic needs during periods of

high stress.

Based upon your ratings, are there any areas where you would like to devote more

attention?

B A S I C  N E E D S

D u r i n g  p e r i o d s  o f  h i g h  s t r e s s ,  m a n y  p e o p l e  t a k e  s h o r t c u t s  w h e n  i t  c o m e s  t o
t h e i r  b a s i c  n e e d s .  E x a m p l e s  i n c l u d e  s l e e p ,  a  h e a l t h y  d i e t ,  e x e r c i s e ,  a n d
o t h e r  f o r m s  o f  s e l f - c a r e .  W h e n  b a s i c  n e e d s  a r e  n e g l e c t e d ,  h e a l t h  a n d  m e n t a l
w e l l - b e i n g  d e t e r i o r a t e ,  w h i c h  c o n t r i b u t e s  t o  a d d i t i o n a l  s t r e s s .

C i r c l e  a n y  b a s i c  n e e d s  t h a t  y o u  t e n d  t o  n e g l e c t  d u r i n g  p e r i o d s  o f  h i g h
s t r e s s .

L I F E  B A L A N C E

S t r e s s  c a n  b e  e s p e c i a l l y  d e s t r u c t i v e  i f  y o u r  l i f e  i s  h e a v i l y  f o c u s e d  o n  o n e 

a r e a .  F o r  e x a m p l e ,  a  p e r s o n  w h o  i s  o n l y  f o c u s e d  o n  a  r e l a t i o n s h i p  w i l l 

s t r u g g l e  i f  t h e i r  r e l a t i o n s h i p  b e c o m e s  r o c k y .



R a t e  e a c h  o f  t h e  f o l l o w i n g  l i f e  a r e a s  f r o m  1  t o  5 .  A  " 1 "  m e a n s  t h a t  y o u 

d e v o t e  l i t t l e  a t t e n t i o n  t o  t h i s  p a r t  o f  y o u r  l i f e ,  w h i l e  a  " 5 "  m e a n s  t h a t  y o u 

d e v o t e  a  h i g h  a m o u n t  o f  a t t e n t i o n  t o  t h i s  a r e a .

S T R E S S  M A N A G E M E N T

EXCERCISE 2



I am able to differentiate, within my tasks, between

what is urgent and what is important.



I am able to define a correct order of priorities in my

tasks.



I have an online work tool with my team, which allows

me to know the status of the tasks is.



I know different resources which will help me to

continue bettering this skill. 

I understand what self and stress management is.

I know what are the most common sources of stress in

teleworking.

I know of some exercises that can help me relax in a time of

stress.



I have a defined workspace.
 

I identify what causes me stress when teleworking, and
know how to manage them.

I have a clear work schedule, and I can block that time and

not interrupt 
it with other tasks related to my family and friends.

I know how to avoid distractions while working from home,
I try to interact with my co-workers, even online, to avoid

social isolation.
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CHECKING THE REACHED LEVEL OF

COMPETENCY
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Evaluation

Evaluation

Evaluation

How was difficult to apply?

What is your level of competence?

How important do you think it is for you?

Have you applied the tips and the excercises
proposed? Did you made any progresses?

A F T E R  R E A D I N G  

SELF-EVALUATION



What improvements have you noticed in your
professional and private life?

What is the thing you find most difficult to do?

What habits and actions have you changed in your
professional life?



THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE: POWERFUL
LESSONS IN PERSONAL CHANGE
ASTEPHEN R. COVEY
THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE BY STEPHEN R. COVEY
IS A SELF-IMPROVEMENT BOOK. IT IS WRITTEN ON COVEY'S BELIEF
THAT THE WAY WE SEE THE WORLD IS ENTIRELY BASED ON OUR
PERCEPTIONS. TO CHANGE A GIVEN SITUATION, WE MUST CHANGE
OURSELVES, AND TO CHANGE OURSELVES, WE MUST BE ABLE TO
CHANGE OUR PERCEPTIONS.

To learn more
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IMPORTANCE OF SELF-MANAGEMENT SKILLS: GET AHEAD IN
YOUR JOB
UNI SQUARE CONCEPTS
LINK

GREAT LEADERSHIP STARTS WITH SELF-LEADERSHIP
LARS SUDMANN 
LINK

SELF MANAGEMENT TECHNIQUES - EMOTIONAL
INTELLIGENCE
WHOLEWORKER
LINK

STRESS MANAGEMENT PROGRAM IN SPOTIFY
RAGING WORKAHOLICS
LINK

PRODUCTIVITY BOOSTERS & STRESS
REDUCERS
LINK

SELF MANAGEMENT IN THE ART OF A SEL
LINK

DEEP WORK: RULES FOR FOCUSED SUCCESS IN A
DISTRACTED WORLD
CAL NEWPORT
IN DEEP WORK, AUTHOR AND PROFESSOR CAL NEWPORT FLIPS
THE NARRATIVE ON IMPACT IN A CONNECTED AGE. INSTEAD OF
ARGUING DISTRACTION IS BAD, HE INSTEAD CELEBRATES THE
POWER OF ITS OPPOSITE. DIVIDING THIS BOOK INTO TWO
PARTS, HE FIRST MAKES THE CASE THAT IN ALMOST ANY
PROFESSION, CULTIVATING A DEEP WORK ETHIC WILL
PRODUCE MASSIVE BENEFITS. HE THEN PRESENTS A RIGOROUS
TRAINING REGIMEN, PRESENTED AS A SERIES OF FOUR "RULES,"
FOR TRANSFORMING YOUR MIND AND HABITS TO SUPPORT THIS
SKILL.

https://www.goodreads.com/author/show/1538.Stephen_R_Covey
https://youtu.be/OSm81SS4pIQ
https://youtu.be/vlpKyLklDDY
https://youtu.be/0Nrk3GaW1pU
https://open.spotify.com/episode/0unIUszCFwXuBxCtn2kjzN?si=eK0vzIUcRQ-f7Ze5oMAx2w
https://player.fm/series/productivity-boosters-stress-reducers
https://player.fm/series/productivity-boosters-stress-reducers
https://open.spotify.com/episode/69ix2yKiZVXLvWT2kdXKSL?si=U6kwB5VWTcW7kqUd4Maj8g
https://www.goodreads.com/author/show/1538.Stephen_R_Covey
https://www.goodreads.com/author/show/1538.Stephen_R_Covey


EMOTIONAL CONTROL,
PHYSICAL AND MENTAL

WELL-BEING
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DEMONSTRATE EMOTIONAL CONTROL TO FACE
DAILY LIFE

 

CASE STUDY 



DEMONSTRATE EMOTIONAL

CONTROL TO FACE DAILY LIFE

Martha is a very busy nurse. She works over 55 hours a week and also has to
take care of her elderly mother when she is not at work. She has very limited
time for herself.
To deal with the stress and intense emotions she faces at work, she has

developed practices that she uses to manage her emotions at work and at

home: 



Keeping a journal and writing down three things she is grateful for every day

Making time every Saturday morning to walk with her dog and her friends 
Going to the gym regularly (her job gives her this advantage) and seeing a

physiotherapist once a month. 



Martha writes in her journal to clarify her thoughts and fight stress. Going for

walks and socialising gives her a break from the stresses of her daily life and

regular visits to the gym help her to stay fit and healthy. Martha knows that if
she doesn't take care of her mental health, she won't be able to help her

patients and her mother in the way they need. 



Adam is a customer service manager. He is very busy and has to manage a

team of five people and has two children, both of which take a lot of his time.

His working days are very intense and he comes home exhausted at the end of

each day. Throughout the day, Adam uses specific techniques to help him

manage his emotional and physical well-being: 



Practising self-talk to remind himself that he can choose how to handle

situations
Meeting people who share his religious beliefs every weekend 
Always be home by 6pm to spend quality time with his family



Adam's family gives him a purpose in life. His ability to manage his emotions

helps him maintain a good balance between his family and professional well-
being. Adam has noticed that when he feels stable, his team and family seem to
do better too.

If it is useful to understand what emotional control is and what physical and mental well-

being needs are through mistakes to avoid, it is also beneficial to see what good
emotional health looks like in everyday life. So Here are two case studies of people who

use emotional control to face life's challenges: 



Evaluation

Evaluation

Evaluation

How difficult is it to apply?

What is your level of competence?

How important do you think it is for you?

Have you ever trained it before? Did you make any
progress?

SELF-EVALUATION
B E F O R E  S T A R T I N G  



I t  u s e d  t o  b e  w r o n g  t o  e x p r e s s  y o u r  e m o t i o n s  a t  w o r k . .  I t  w a s  c o n s i d e r e d
a s  i n f l u e n c i n g  t h e  p r o d u c t i v i t y  o f  t h e  e m p l o y e e ,  s o  t h e r e  w a s  n o  e m p a t h y
a t  w o r k  a n d  t h e  w e l l - b e i n g  o f  t h e  e m p l o y e e s  w a s  n o t  t a k e n  i n t o  a c c o u n t .



T o d a y ,  e x p r e s s i n g  e m o t i o n s  h a s  b e c o m e  a  m o r e  w i d e s p r e a d  p r i n c i p l e  w i t h
m o r e  f r e q u e n t  d i a l o g u e s  b e t w e e n  w o r k  t e a m s .  E m p l o y e e s  k n o w  e a c h  o t h e r
b e t t e r ,  t h e y  t a l k  a t  t h e  c o f f e e  m a c h i n e ,  t h e i r  r e l a t i o n s h i p s  a r e  m o r e 

h u m a n .  E v e r y o n e  c a n  e x p r e s s  t h e i r  t h o u g h t s .



S t u d i e s  h a v e  s h o w n  t h a t  e m p l o y e e s  w h o  i g n o r e  t h e i r  e m o t i o n s  a r e  m o r e
l i k e l y  t o  e x p e r i e n c e  e m o t i o n a l  t i r e d n e s s ,  w h i c h  c a n  l e a d  t o  b u r n o u t .
I t  c a n  b e  b e n e f i c i a l  t o  e x p r e s s  o n e ' s  e m o t i o n s  i n  o r d e r  t o  h a v e  a  b e t t e r
r e l a t i o n s h i p  w i t h  o n e ' s  t e a m  s o  t h a t  e v e r y o n e  u n d e r s t a n d s  h o w  t h e  o t h e r
w o r k s ,  t o  c r e a t e  t e a m  c o h e s i o n ,  t o  a n a l y z e  p r o b l e m s  t o  f i n d  s o l u t i o n s  a n d
t o  b e c o m e  m o r e  p r o d u c t i v e  w i t h  a  b e t t e r  w e l l - b e i n g  a t  w o r k .



I t  i s  n e c e s s a r y  t o  t a k e  t h e  t i m e  t o  e x c h a n g e  w i t h  c o l l e a g u e s  o r  m a n a g e r s
t o  t a l k  a b o u t  w h a t  i s  n o t  g o i n g  w e l l  a n d  t o  t a k e  t h e  t i m e  t o  u n d e r s t a n d 

o n e s e l f  i n  o r d e r  t o  d e t e c t  w h a t  i s  w o r k i n g  o r  n o t  a n d  t o  d e t e r m i n e  t h e 

p o i n t s  t o  b e  i m p r o v e d  i n  o n e ' s  w o r k i n g  c o n d i t i o n s .



S e v e r a l  n e g a t i v e  e m o t i o n s  a r e  f e l t  a t  w o r k  ( f r u s t r a t i o n ,  n e r v o u s n e s s ,  a n g e r ,
d i s a p p o i n t m e n t . . . ) .  I t  i s  n e c e s s a r y  t o  e x p r e s s  t h e m  b y  u n d e r s t a n d i n g  t h e 

d i s c o m f o r t  t h a t  s u r r o u n d s  u s  a t  w o r k .  I t  i s  a l s o  i m p o r t a n t  t o  e x p r e s s 

p o s i t i v e  e m o t i o n s .  T h i s  c r e a t e s  d y n a m i s m  i n  t h e  t e a m  a n d  r e a s s u r e s  a n d 

m o t i v a t e s  t h e  e m p l o y e e s .



A n  e m p l o y e e  w h o  i s  a t  e a s e  i n  h i s  w o r k ,  w i t h  c o n t r o l l e d  e m o t i o n s ,  i s  a n
e m p l o y e e  w h o  b e c o m e s  m o r e  p r o d u c t i v e  w i t h o u t  r e a l i z i n g  i t .  H e  s p r e a d s
w e l l - b e i n g  a r o u n d  h i m  a n d  p r o j e c t s  h i m s e l f  o n  t h e  l o n g  t e r m  i n  a n 

o r g a n i z a t i o n .

E m o t i o n  m a n a g e m e n t  i s  a  p r o c e s s  b y  w h i c h  a  p e r s o n  m o d i f i e s  e m o t i o n a l
e x p e r i e n c e  a n d  e x p r e s s i o n  a s  w e l l  a s  t h e  s i t u a t i o n s  t h a t  p r o v i d e  s u c h 

e m o t i o n s  i n  o r d e r  t o  i m p r o v e  h i s  o r  h e r  w e l l - b e i n g  o r  t o  b e t t e r  m e e t  t h e 

d e m a n d s  o f  h i s  o r  h e r  e n v i r o n m e n t .

E M O T I O N A L  C O N T R O L ,  P H Y S I C A L
A N D  M E N T A L  W E L L - B E I N G

M A N A G I N G  E M O T I O N S  I N  T H E  W O R K P L A C E  ( I N  G E N E R A L )

A B O U T  T H E  S K I L L



A s  i n  t h e  c a s e  o f  n o n - t e l e w o r k  s i t u a t i o n s ,  i t  i s  e s s e n t i a l  t o  i d e n t i f y 

e m o t i o n s  i n  o r d e r  t o  m a i n t a i n  a  m i n i m u m  o f  f l u i d i t y  i n  t h e  e x c h a n g e s .  I t 

i s  i m p o r t a n t  t o  a l l o w  t h e s e  e m o t i o n s  t o  b e  e x p r e s s e d  s o  a s  n o t  t o  m i s s  t h e 

d i s t r e s s  o f  a n  i s o l a t e d  t e l e w o r k i n g  e m p l o y e e .



P h y s i c a l  p r o x i m i t y  e s t a b l i s h e s  u n c o n s c i o u s  m o t o r  c o o r d i n a t i o n s  t h a t  r e s u l t
i n  a  f e e l i n g  o f  c o - p r e s e n c e  a n d  t r u s t .  A t  a  d i s t a n c e ,  t h i s  i s  n o  l o n g e r  t h e 

c a s e .  W e  c a n  g e t  c l o s e r  b y  s h o w i n g  m o r e  v e r b a l  e m p a t h y ,  w i t h  p h r a s e s 

l i k e  " I  u n d e r s t a n d  w e l l . . . "  o r  " I  a g r e e  w i t h  y o u . "



G i v e  o t h e r s  a  c h a n c e  t o  s p e a k  a n d  g i v e  y o u r s e l f  a  c h a n c e  t o  s p e a k .  A n 

e f f e c t i v e  t e c h n i q u e  i s  t o  l e t  y o u r  o w n  f e e l i n g s  s h o w :  a  l o o k ,  a  s m i l e  c a n  b e 

e n o u g h .  E m o t i o n s  a r e  c o n t a g i o u s .  R e m e m b e r  a  s p e c i f i c  m e m o r y  t o 

r e a c t i v a t e  t h e  e x p r e s s i o n  l i n k e d  t o  i t  a t  t h e  w a n t e d  m o m e n t .  T h e  f a c e 

e x p r e s s i o n  r e f l e c t s  t h e  e m o t i o n  a s s o c i a t e d  w i t h  i t .



I n  o n l i n e  m e e t i n g s ,  s p e e c h  i s  t h e  m a i n  t o o l .  I t  i s  n e c e s s a r y  t o  m o d u l a t e 

y o u r  t o n e ,  t o  s w i t c h  t o  t h e  l o w  n o t e s  ( w a r m t h )  o r  t h e  h i g h  n o t e s 

( i m p a t i e n c e ,  u r g e n c y ) ,  t o  v a r y  t h e  r a t e  o f  s p e e c h  ( s l o w n e s s  c a l m s ,  s p e e d 

l e a d s )  a n d  t h e  p a u s e s  c r e a t e  a  s u r p r i s e  e f f e c t  t h a t  p r e p a r e s  t h e  b r a i n  t o 

r e c e i v e  a n d  d i g e s t  t h e  i n f o r m a t i o n .



I t  i s  a l s o  i m p o r t a n t  t o  r e c o g n i z e  t h e  l e g i t i m a c y  o f  y o u r  e m o t i o n s .  L e a v e 

s p a c e  t o  y o u r  i n t e r l o c u t o r s  a n d  l i s t e n  t o  t h e i r  f e e l i n g s  t o  a v o i d  r e a c t i o n s 

o f  f r u s t r a t i o n  o r  a g g r e s s i v e n e s s .

Figure: Positive contributions of teleworking on health
https://journals.openedition.org/rfst/831 

M A N A G I N G  E M O T I O N S  I N  T E L E W O R K



A  l a c k  o f  s e p a r a t i o n  b e t w e e n  p r i v a t e  a n d  p r o f e s s i o n a l  l i f e  c a n  b e  a  r e a l 

s o u r c e  o f  s t r e s s  a n d  e x h a u s t i o n  i f  t h e  b r a i n  d o e s  n o t  h a v e  t i m e  t o 

" b r e a t h e "  a n d  a  f o r t i o r i  t o  r e c u p e r a t e  b e t w e e n  w o r k  t i m e  a n d  d o m e s t i c 

a n d  f a m i l y  t a s k s .  T h e  l a c k  o f  s e p a r a t i o n  b e t w e e n  p r i v a t e  a n d  p r o f e s s i o n a l 

m a t t e r s  c a n  p u t  a  s t r a i n  o n  s o m e  p e o p l e  w h o  a r e  k e e n  t o  k e e p  t h e i r 

a c t i v i t i e s  s e p a r a t e .  



I f  t h e r e  a r e  c h i l d r e n ,  t h e  s i t u a t i o n  c a n  b e  m u c h  m o r e  d i f f i c u l t  t o  m a n a g e .
F i n a l l y ,  c a r r y i n g  o u t  p r o f e s s i o n a l  a n d  p e r s o n a l  t a s k s  i n  t h e  s a m e  s p a c e  c a n
c a u s e  s o m e  p e o p l e  t o  l o s e  t h e i r  b e a r i n g s  a n d  g e n e r a t e  s t r e s s  t h a t  t u r n s 

i n t o  t e n s i o n  a n d  c o n f l i c t .



W h e n  e m p l o y e e s  e s t a b l i s h  c l e a r  b o u n d a r i e s  b e t w e e n  t h e i r  p r o f e s s i o n a l 

a n d  p r i v a t e  l i v e s ,  t h e y  a r e  l e s s  l i k e l y  t o  e x p e r i e n c e  c o n f l i c t s  o n  b o t h  s i d e s .  



I f  y o u  s e p a r a t e  t h e  p r o f e s s i o n a l  f r o m  t h e  p e r s o n a l  a n d  f a c e  p r o b l e m s  a t 

h o m e ,  y o u  c a n  s w i t c h  o f f  w h e n  y o u  s t a r t  w o r k i n g .  I f  i t  i s  t h e  o p p o s i t e ,  y o u 

c a n  d i s c o n n e c t  w h e n  t h e  w o r k i n g  d a y  i s  o v e r .  T h i s  h e l p s  t o  r e d u c e  s t r e s s 

a n d  a n x i e t y .  



F o r  s o m e o n e  w h o  d o e s  n o t  s e p a r a t e ,  p o s i t i v e  w o r k  e x p e r i e n c e s  c a n 

i n f l u e n c e  f a m i l y  e x p e r i e n c e s  a n d  v i c e  v e r s a .  N e g a t i v e  e m o t i o n s  a t  h o m e 

c a n  a l s o  i n f l u e n c e  t h e  w o r k  e x p e r i e n c e  a n d  d e c r e a s e  p r o d u c t i v i t y .  
A  m a j o r  b e n e f i t  o f  e s t a b l i s h i n g  a  h e a l t h y  w o r k - l i f e  s e p a r a t i o n  i s  t h e 

r e d u c t i o n  o f  b u r n o u t



B e n e f i t s  t o  e m p l o y e e s :  
I n c r e a s e d  p r o d u c t i v i t y
L e s s  s t r e s s
I m p r o v e d  h e a l t h  a n d  w e l l - b e i n g  
I n c r e a s e d  l o y a l t y  t o  t h e  c o m p a n y



B e n e f i t s  f o r  e m p l o y e r s :  
B o o s t i n g  c o m p e t i t i v e n e s s
A t t r a c t i n g  t o p  t a l e n t  f r o m  o t h e r  s e c t o r s
R e t a i n  e m p l o y e e s  l o n g e r

M A N A G I N G  Y O U R  E M O T I O N S  A T  H O M E  W I T H  Y O U R  F A M I L Y  



I n  a n y  s o c i a l  r e l a t i o n s h i p ,  s u c h  a s  t h e  o n e  s h a r e d  b y  e m p l o y e e s  w o r k i n g
t o g e t h e r ,  t h e r e  m a y  b e  c o n t r a d i c t o r y  g o a l s  a n d  w o r k i n g  s t y l e s  l e a d i n g  t o
c o n f l i c t .  T h e s e  c o n f l i c t s  a r e  a n  i n t e g r a l  p a r t  o f  b u s i n e s s  l i f e .  
B e i n g  a b l e  t o  d e a l  w i t h  c o n f l i c t ,  n e g o t i a t i o n  a n d  h o w  t o  i n t e r a c t  w i t h 

d i f f i c u l t  p e o p l e  c a n  g i v e  y o u  b e t t e r  o p p o r t u n i t i e s  f o r  c r e a t i v i t y  a n d 

p r o d u c t i v i t y .



R e a s o n s  t h a t  c a n  l e a d  t o  c o n f l i c t :  
A b s e n t e e i s m
M i s u n d e r s t a n d i n g s  o r  l a c k  o f  i n f o r m a t i o n
C h a n g e s  i n  t h e  w o r k p l a c e
A c t i o n s  t a k e n  b y  a  s u p e r v i s o r .
E v a l u a t i o n  o f  w o r k  p e r f o r m a n c e
P e r s o n a l  s i t u a t i o n s  t h a t  a f f e c t  j o b  p e r f o r m a n c e



T h e  c o n s e q u e n c e s  t h a t  c a n  r e s u l t  f r o m  t h e s e  c o n f l i c t s :  
H a r a s s m e n t
D e p a r t u r e s ,  s i c k  l e a v e
P r o j e c t  f a i l u r e :  
D e m o t i v a t i o n  i n  t h e  c o m p a n y
D e c r e a s e  i n  t h e  q u a l i t y  o f  w o r k :  



I t  i s  t h e r e f o r e  e s s e n t i a l  t o  m a n a g e  c o n f l i c t s  a t  w o r k  t h r o u g h  f o r m a l  a n d 

i n f o r m a l  n e g o t i a t i o n ,  e i t h e r  b y  m a n a g e r s  o r  d i r e c t l y  b e t w e e n  e m p l o y e e s .  I f 

d i s c u s s i o n  a n d  t h e  e x p r e s s i o n  o f  o n e ' s  e m o t i o n s  r e m a i n  t h e  p r e f e r r e d 

w a y s  t o  a v o i d  c o n f l i c t s ,  v a r i o u s  r e c o m m e n d a t i o n s  e x i s t :  



1 . T a l k  t o  t h e  o t h e r  p e r s o n  ( p l a n  r e g u l a r  d i s c u s s i o n  t i m e s )
2 . L i s t e n  c a r e f u l l y
3 . A v o i d  i n t e r r u p t i n g  t h e  o t h e r  p e r s o n .
4 . I d e n t i f y  a r e a s  o f  a g r e e m e n t  a n d  d i s a g r e e m e n t .
5 . P r i o r i t i s e  a r e a s  o f  c o n f l i c t .
6 . D e v e l o p  a  p l a n  t o  w o r k  o n  e a c h  c o n f l i c t .
7 . B u i l d  o n  y o u r  s u c c e s s e s .



C o n g r a t u l a t e  e a c h  o t h e r  w h e n  y o u  m a k e  p r o g r e s s ,  e v e n  i f  i t  i s  o n l y  a  s m a l l
s t e p .  Y o u r  w o r k  w i l l  p a y  o f f  w h e n  p l a n n e d  d i s c u s s i o n s  g i v e  w a y  t o 

p e r m a n e n t ,  f r i e n d l y  a n d  b e n e f i c i a l  c o m m u n i c a t i o n .

M A N A G I N G  C O N F L I C T S  A T  W O R K



TIP 5 :  COMMUNICATE

EMOTIONS EXPLICITLY 

T IP  3 :  TREAT YOUR BRAIN
AND BODY WELL

TIP 1  :  ORGANIZE YOUR WORK
IN AN APPROPRIATE WAY

TIP 2 :  ESTABLISH WELL- 

DEFINED MARKERS IN T IME
AND SPACE

TIP 4 :  SEPARATE T IME ALONE
FROM TIME WITH OTHER

PEOPLE

TIP 6 :  MAINTAIN A PROFESSIONAL
AND PERSONAL SOCIAL L IFE

Anticipate, during a quiet

moment, by preparing in

advance the tasks that can

be performed with different

levels of concentration,

fatigue, stress.

Learning to express one's

expectations, emotions and

feelings is all the more

important in telework mode

because naming things,

whether they are emotions

or feelings, means making

them exist from the brain's

point of view. This helps to

regulate emotions.

Physical maintenance is

fundamental. Even indoors

and in a well-ventilated room,

stretching and breathing

exercises for good
oxygenation put our brain in a

good position to deal

effectively with stress and to

better regulate our emotions.

Having little rituals in

the home workspace

and set up times to do

certain tasks.

Between screen time,

loved ones and

notifications, we are
under constant pressure.

Having personal activities,

professional or not, alone

or in groups, are essential

moments.

Humans are social animals who

need to relate to others. Among

other things, this allows them
to maintain a sense of
belonging and to communicate

their emotions, as seen above.

Creating opportunities for

impromptu exchanges is

important for stress

management and it replaces

classic social exchanges in the

workplace. 

E M O T I O N A L  C O N T R O L ,  P H Y S I C A L
A N D  M E N T A L  W E L L - B E I N G

SUGGESTIONS & TIPS FOR
DEVELOPMENT



« How to achieve emotional health » , Maggie Wool , BetterUp, 2021

SUGGESTIONS & TIPS FOR
DEVELOPMENT

E M O T I O N A L  C O N T R O L ,  P H Y S I C A L
A N D  M E N T A L  W E L L - B E I N G



4  S T E P S  F O R  F E E L I N G

OBSERVE what happened inside you, what

you felt in your heart, in your body and in your

head. Simply write down the physical

sensations and thoughts you had during this

situation. 



Example: I felt useless, efficient, crushed, tall,

free, cramped... 

IDENTIFY the need(s) related to this

emotion or these emotions. Like the

warning light on the dashboard of a car,

the emotion indicates that a need is

present. 



Example: My need(s) were to be listened
to, to be respected, to be trusted, to

have fun, to rest, to express myself. . .

CHOOSE to meet this/these need(s) by

listening to what is important to you and

being aware that it is possible to act. 



Example: I choose to talk to someone I

trust, to recharge my batteries, to listen

to others, to think, to ask for help...

WELCOME your emotion by naming it.

There may be several. What emotions did

you feel? How did you deal with them? 



Example: My emotion(s) were joy, sadness,
anger, disgust, annoyance, fear, despair,

jealousy, wonder, nervousness,
enthusiasm... 

L I S T E N I N G  T O  Y O U R  E M O T I O N S  I S  U S E F U L  T O  O P E N  A  D I A L O G U E 

W I T H  O T H E R S .  Y O U R  A N S W E R S  W I L L  B E  D I F F E R E N T  D E P E N D I N G  O N 

T H E  T I M E ,  T H E  D A Y ,  T H E  W E E K ,  T H E  M O N T H .  M A N A G I N G  Y O U R 

E M O T I O N S  I S  A L L  A B O U T  B E I N G  A W A R E  O F  T H E M .  A T  W O R K ,  T H E 

P A C E  O F T E N  A C C E L E R A T E S  A N D  S O  D O  O U R  E M O T I O N S ,  B U T  I T 

T A K E S  T I M E  T O  F E E L  T H E M .



T H E  4  S T E P S  T O  F E E L  T H A T  F O L L O W  A R E  U S E F U L  R E F E R E N C E S  A T
A N Y  T I M E .  



T H I N K  B A C K  T O  A  S I T U A T I O N  T H A T  M A D E  Y O U  E X P E R I E N C E  O N E  O R 


M O R E  P A R T I C U L A R  E M O T I O N S  A T  W O R K  O R  I N  A  P E R S O N A L
S I T U A T I O N .

To continue your emotional experience, answer these questions: 
Does what I have chosen contribute to my well-being?

Does what I have chosen hurt me? Is it hurting others?

EXCERCISE



You are able to express your emotions. You take

time to talk with your colleagues about how you
feel and what you need. 

You can talk to someone who listens and

understands the situation. It is essential to

understand the legitimacy of your emotions, and to

get a more external perspective on stressful

everyday situations.

You are able to find time for yourself, to have

personal activities, alone or in a group, and to keep

your work and private life separate. 

You are able to identify your emotions, name them

and identify the needs they imply. 

The idea here is to be aware of the signals your body

and mind give you in different situations.



You are able to organise your work, preparing in

advance tasks that can be done with different levels

of concentration, tiredness and stress. 

You are attentive to how others feel, whether they

express it or not. You encourage them to communicate

their own emotions to avoid conflict. 

You take care to maintain your body and mind. You do

stretching and breathing exercises to oxygenate your

brain, manage stress and better regulate your emotions.

CHECKING THE REACHED LEVEL OF

COMPETENCY

P
R

O
G

R
E

SS
IO

N
 L

E
V

E
L

2
1

3



Evaluation

Evaluation

Evaluation

How was difficult to apply?

What is your level of competence?

How important do you think it is for you?

Have you applied the tips and the excercises
proposed? Did you made any progresses?

A F T E R  R E A D I N G  

SELF-EVALUATION



What improvments have you noticed in your
professional and private life ?

What is the thing you find most difficult to do ? 

What habits and actions have you changed in your
professional life ? 



HTTPS://WELLNESSFORCE.COM/PODCAST-2/

HTTPS://REBECCAHINTZE.LIBSYN.COM/WEBSITE

HTTPS://PODCASTS.APPLE.COM/US/PODCAST/UNDERSTANDI

NG-EMOTIONS/ID1498988090

"UNDERSTANDING HOW NEGATIVE FEELINGS AND EMOTIONS
WORK IS THE FIRST STEP. THEN WE MUST LEARN HOW TO

REPROGRAM THOSE EMOTIONS AND TURN THEM AROUND.
A HAPPIER LIFE IS POSSIBLE IF YOU FOLLOW THE STEPS."

HOW TO MASTER & CONTROL YOUR EMOTIONS

HOW TO MASTER YOUR EMOTIONS | EMOTIONAL
INTELLIGENCE

HOW TO MASTER YOUR EMOTIONS - EMOTIONAL
INTELLIGENCE

HTTPS://WWW.YOUTUBE.COM/WATCH?V=HYZMK46--MC

HTTPS://WWW.YOUTUBE.COM/WATCH?V=QGQQ7PJQQHK

HTTPS://WWW.YOUTUBE.COM/WATCH?V=4D9RCUU-WQO

THIBAUT MEURISSE (AUTHOR), KERRY J DONOVAN (EDITOR) 

WELNESS FORCE PODCAST 

UNDERSTANDING EMOTIONS

EMOTIONS MENTOR PODCAST

MASTER YOUR EMOTIONS

BRAINY DOSE 

ACTUALIZED.ORG
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SELF-EMPOWERMENT
AND

LEARNABILITY

5



D I A N A ' S  L E A R N I N G  C H A L L E N G E

SELF - EMPOWERMENT & LEARNABILITY

CASE STUDY 



Diana, as many of us, has drastically move to telework
without having the appropriate skills. She needed to

communicate and collaborate using ICT tools. At the

beginning she didn’t feel confident on her new work

environment and she felt frustrated and overwhelmed.



Diana started to think how to face this new situation. At

the begining, she thought of considering it wasn’t a
problem but a challenge and an opportunity to learn

and develop new skills. At first, she listed her strengths

and weakenesses, she thought of the resources she

could use to face this challenge, she talked with

collegues and friends to learn from their experience, she
read articles, watched videos and tutorials, and she

realized that she had options to improve. 



The next step was thinking on her goals and how to

achieve them. She decided to improve her digital

communication skills and tried to write the steps she

could follow. She set a plan and started to follow it. 
She decided to dedicate 15 minutes per day to learn:

read an article, watch a tutorial, talk with some collegue

that can show her good practices, … She track her plan

every week and change what didn’t work. Little by little

she started using her new skills and she felt more

empowered and inscresed her learnability

DIANA'S LEARNING
CHALLENGE
The importance of improving ourselves
through learning



Evaluation

Evaluation

Evaluation

How difficult is it to apply?

What is your level in this competence?

How important do you think it is for you?

B E F O R E  S T A R T I N G  

SELF-EVALUATION



S e l f - e m p o w e r m e n t  i s  a  k i n d  o f  s e l f - d e v e l o p m e n t  a n d  g r o w t h  o f  p e r s o n a l 

p o t e n t i a l .  I t  m e a n s  b e i n g  a w a r e  o f  o n e ' s  p o t e n t i a l  a n d  t r u s t i n g  i t  b y  m a k i n g 

c o n s c i o u s  c h o i c e s  a n d  t a k i n g  r e s p o n s i b i l i t y  a n d  l i v i n g  p o s i t i v e l y .  




O n  a  g e n e r a l  l e v e l ,  w e  c a n  s a y  t h a t  i t  i s  a  p r o c e s s  t h a t  l e a d s  t o  i n c r e a s i n g
o n e ' s  p o t e n t i a l  a n d  r e s o u r c e s  a n d  m a k i n g  t h e  m o s t  o f  t h e m ,  t o  s e e  r e a l i t y  i n
a  m o r e  p o s i t i v e  w a y ,  a s  w e l l  a s  t o  f e e l  a  f e e l i n g  o f  c o n t r o l  o v e r  d e c i s i o n s  a n d
s i t u a t i o n s .

I t  i n v o l v e s  m a k i n g  p o s i t i v e  c h o i c e s ,  t a k i n g  a c t i o n  t o  a d v a n c e ,  a n d  b e i n g
c o n f i d e n t  i n  o n e ' s  a b i l i t y  t o  m a k e  a n d  e x e c u t e  d e c i s i o n s .  S e l f - e m p o w e r e d
p e o p l e  u n d e r s t a n d  t h e i r  s t r e n g t h s  a n d  w e a k n e s s e s  a n d  a r e  m o t i v a t e d  t o
l e a r n  a n d  a c h i e v e .

A t r i b u t e s  o f  s e l f - e m p o w e r e d  p e r s o n s :

 Self-awareness: 
Self-empowerment is a process of discovering and becaming aware of your

potential. Self-awareness means that you get to know your strengths and
weaknesses. It is important to have a positive but realistic view of yourself.
Self-esteem: 

It is a positive or negative orientation toward oneself. It also influences
motivation, as people with a positive view of themselves understand their

potential and may feel empowered to take on new challenges.
Self-efficacy: 

It refers to an individual's belief in their capacity to execute behaviors
necessary to produce specific performance attainments. Self-efficacy strongly

influences both the power a person to face challenges competently and the
choices a person is most likely to make. 
Resilience: 

It  is  the abi l ity to adapt and bounce back when things don't  go as planned.
Self-empowered people are resilient; they acknowledge the situation, learn

from their mistakes, and then move forward.

B O O S T  Y O U R  S E L F - E M P O W E R M E N T

S E L F  -  E M P O W E R M E N T

A B O U T  T H E  S K I L L



L e a r n a b i l i t y  i s  t h e  a b i l i t y  t o  l e a r n  n e w  s k i l l s  t h r o u g h o u t  o n e ’ s  l i f e  a n d
t o  r e m a i n  e m p l o y a b l e  i n  t h e  l o n g - t e r m .



I t  i s  o n e  o f  t h e  c o m p e t e n c i e s  t h a t  d e p e n d s  m o s t  d i r e c t l y  o n  u s .  I t  i s  i n
o u r  h a n d s  t o  c o n t i n u e  s t u d y i n g ,  t r a i n i n g  u s  t o  a l w a y s  c o n t i n u e
l e a r n i n g  a n d  t h u s  a d a p t i n g  t o  c u r r e n t  t i m e s ;  o r ,  o n  t h e  c o n t r a r y ,  t o
r e m a i n  s t a g n a n t .  

I n  t o d a y ' s  j o b  m a r k e t ,  t h e  h i g h e s t  v a l u e d  p r o f e s s i o n a l s  a r e  t h o s e  w h o
s h o w  a n  i n t e r e s t  i n  c o n t i n u i n g  t o  l e a r n  a n d ,  t h u s ,  c o n t i n u e  t o
p r o g r e s s .

M a n p o w e r G r o u p ,  a  h u m a n - r e s o u r c e s  c o n s u l t a n c y  a n d  H o g a n ,  a
c o m p a n y  e s p e c i a l i z e d  o n  p e r s o n a l i t y  a s s e s s m e n t  a n d  l e a d e r s h i p
d e v e l o p m e n t ,  h a v e  d e v e l o p e d  a  a  s e l f - a s s e s s m e n t  t o o l  c a l l e d :
L e a r n a b i l i t y  Q u o t i e n t ™  a v a i l a b l e  i n  d i f f e r e n t  l a n g u a g e s  ( e n g l i s h ,
s p a n i s h ,  f r e n c h ,  . . . ) .  

Source: Learnability: The Most Important Skill of the Future (edvantic.com)

A B O U T  T H E  S K I L L

https://www.learnabilityquotient.com/en

H O W  L E A R N A B L E  A R E  Y O U ?

A  K E Y  C O M P E T E N C E  F O R  2 1 S T  C E N T U R Y  E M P L O Y M E N T

T H E  H A B I T S  O F  C O N T I N U O U S  L E A R N E R S

L E A R N A B I L I T Y

Your Learnability Quotient (or LQ) reflects your
desire and ability to grow and adapt to new
circumstances and challenges throughout
yourwork life.
Take the test and discover your learning style
and get recommendations to improve.



Positive Psychology | Martin Seligman
People tend to be happier and more satisfied in their
lives when using their “strengths” on a regular basis. The
‘Positive Psychology‘ movement, started by Professor
Martin Seligman, Ph.D., emphasizes things like abilities,

potential and values. So, if you want to develop your

empowerment, you may start by identifying and
reflecting on your core strengths as a person. 
We recommend you to develop your personal SWOT

Analysis to identify your Strengths and Weaknesses, and
analyzing the Opportunities and Threats that flow from

them. You can also take a test like Brief Strenghs Test at
Authentic Happiness from University of Pennsylvania:

https://www.authentichappiness.sas.upenn.edu/.

Identify your goals | Deming cycle
One way to empower yourself is to develop a definite set

of goals you want to achieve. Your goals should also be

SMART: Specific, Measurable, Achievable, Relevant, and

Time-bound. It empowers you in a way that you

acknowledge that your future is in your hands, and you

need to do something about it.
Use the Plan-Do-Check-Act (PDCA) Cycle, referred as

Deming Cycle, to track your action plan and make
informed decisions. It is a continuous loop of planing your
goals (Plan), carrying out the actions (Do), analyzing the

results and identifying what can be learned (Check), and

taking action on what you have learned (Act). This
approach is useful for managing change and testing your

improvements. Your sense of personal empowerment

increases when you track your progress, and proactively

realign your goals and action plan, if necessary.

Growth Mindset | Carol Dweck
In 2006, Carol Dweck, an American Psychologist,

popularized the concept of ‘mindset’ in her book,
Mindset: The New Psychology Of Success. Dweck set what
we today know as ‘growth mindset’ and ‘fixed mindset’.

The growth mindset can be defined as the belief that
skills and intelligence can be improved with effort
and persistence .  People with a growth mindset embrace

challenges, stay resilient in the face of difficulties, are

willing to learn and are opened to constructive criticism.

Self-empowered people adopt a growth mindset and are

life long learners. To increase your empowerment you
have to be open to learn continuously and develop your

competencies to grow personally and professionally. 

Cultivating a

growth mindset


gives you the

power of believing

you can improve

your skills

Achieving

empowerment


requires to know

your strengths and

weaknesses

Setting your goals
and tracking the

results increases


your sense of

empowerment

 

3  K E Y S  T O  
S E L F  -  E M P O W E R M E N T  &

L E A R N A B I L I T Y

Skills

Goals

self-

awareness



When you have to

face a new

challenge it is

important to know

your strenghs and

weaknesses. In this

way you can build

based on your

strenghs and plan

how to deal with

your limitations.

Revisit your SMART

goals and think

about the skills or

knowledge that you

need. To achieve

your goals you may

need to learn new

skills or update the

ones you have.

Check regularly your

action plan and reflect

about your
improvements. Ask for

feedback to your

stakeholders (as co-

workers, family or friends)

to obtain more

information to make

decisions and plan the

next steps.

List the task you

need to develop to

achieve your goals.

Make an schedule

and remember that

it is alive and can
be updated or

modified with new

activities.

Think on the goals

you want to achieve.

Having goals lets you

know the direction

you need to go.

Remember to fix

SMART goals
(Specific,
Measureable,

Attainable, Realistic,

Timely) 

Sometimes you will

not get good or quick

results. Learn from

experience and be

persistent to achieve

your goals. Lean on

your growth mindset.

This vision believes

that learning and

resilience is essential

to great achievement.

DEVELOP YOUR
SKILLS

KNOW YOURSELF

ASSESS AND

CELEBRATE YOUR
IMPROVEMENTS

BE RESIL IENT

CREATE AN

ACTION PLAN

SET YOUR GOALS

S E L F  -  E M P O W E R M E N T  &
L E A R N A B I L I T Y

SUGGESTIONS & TIPS FOR
DEVELOPMENT



W A T C H  T H E  V I D E O  “ H O W  T O  A C H I E V E 

P E R S O N A L  E M P O W E R M E N T ”  ( 2  M I N )  T O
U N D E R S T A N D  T H E  P R O C E S S  Y O U  W I L L 

F O L L O W  I N  T H I S  E X E R C I S E .

M O N I T O R  Y O U R  P R O G R E S S  P E R I O D I C A L L Y
( P O R  E X A M P L E ,  E V E R Y  W E E K )  A N D 

A C K N O W L E D G E  Y O U R  I M P R O V E M E N T S . 

R E V I E W  A N D  A D A P T  Y O U R  P L A N  T O  M E E T 

Y O U R  G O A L S .  P R A C T I C E  T H E  P D C A  C Y C L E .

S E T  A N  A C T I O N  P L A N  F O R  T H E  N E X T  9 0
D A Y S  T O  A C H I E V E  Y O U R  G O A L S  A N D
D E V E L O P  O R  I M P R O V E  Y O U R  S K I L L S .
I D E N T I F Y  L E A R N I N G  R E S O U R C E S  L I K E 

E D U C A T I O N A L  B L O G S  A N D  A R T I C L E S , 

P O D C A S T S ,  V I D E O S ,  B O O K S  O R  C O U R S E S . 

I N C L U D E  I N  Y O U R  P L A N  A  1 5 ”  T O  3 0 ” 

E V E R Y D A Y  T A S K  F O R  L E A R N I N G  T H E  S K I L L S
Y O U  N E E D  T O  D E V E L O P  O R  I M P R O V E .

T H I N K  O F  A  C H A L L E N G E  A N D  S E T  T H E
G O A L S  Y O U  W A N T  T O  A C H I E V E .  R E M E M B E R 

T H A T  G O A L S  H A V E  T O  B E  S M A R T .  Y O U  C A N 

A P P L Y  I T  T O  A N Y  C H A L L E N G E ,  B U T  S I N C E
W E  A R E  I N  T H E  C O N T E X T  O F  T E L E W O R K I N G ,
F O R  E X A M P L E ,  Y O U  C A N  T H I N K  A B O U T  H O W
T O  B E  M O R E  E F F I C I E N T  W I T H  T H E  U S E  O F 

T E C H N O L O G Y  A N D  S P E C I F Y  O B J E C T I V E S  I N
A  S P E C I F I C  A R E A  ( I E .  C O L L A B O R A T I O N  A N D
C O M M U N I C A T I O N ) .  

I D E N T I F Y  Y O U R  P E R S O N A L  S T R E N G T H S  T O
A C H I E V E  Y O U R  G O A L S  A N D  T H E
W E A K N E S S E S  T O  P R E V E N T .  Y O U  C A N
C R E A T E  Y O U R  P E R S O N A L  S W O T  A N A L Y S I S . 

C O N S I D E R  Y O U R  E X P E R I E N C E ,  K N O W L E D G E ,
S K I L L S ,  R E S O U R C E S  A N D  S U P P O R T  T H A T
Y O U  H A V E  A V A I L A B L E .

P R A C T I C I N G  S E L F - E M P O W E R M E N T  A N D
D E V E L O P I N G  Y O U R  L E A R N A B I L I T Y

EXCERCISE



I understand the characteristics of a growth mindset.

I know it's important to set goals, but I still find it difficult to

set SMART goals.



I know it is important to be aware of my personal strengths

and weaknesses, but I need to improve my personal SWOT

analysis.



I am able to identify learning objectives to improve my

skills, but I don't know how to plan their development yet. 

I can apply the basic principles of the growth mindset.

I am able to set SMART goals for my personal development.

I am able to analyse my personal strengths and weaknesses

through my SWOT analysis.



I am able to identify learning objectives and resources to

improve my skills, but I am still not able to create an action

plan.



I am still not able to monitor my progress periodically.

I am able to analyze myself if I have a growth mindset and I'm
able to use a grow-mindset approach.



I am able to identify a challenge and set SMART goals for my
personal development.



I am able to analyse my personal strengths and weaknesses
through my SWOT analysis.



I am able to identify learning objectives and resources to
improve my skills, and to create an action plan.



I can monitor my progress and adjust my action plan to
achieve my goals.



I feel capable of applying this steps for different challenges.

2
3

1

CHECKING THE REACHED LEVEL OF

COMPETENCY

P
R

O
G

R
E
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Evaluation

Evaluation

Evaluation

How was difficult to apply?

What is your level of competence?

How important do you think it is for you?

Have you applied the tips and the excercises
proposed? Did you made any progresses?

SELF-EVALUATION
A F T E R  R E A D I N G  



What improvements have you noticed in your
professional and private life?

What is the thing you find most difficult to do?

What habits and actions have you changed in your
professional life?
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How to stay gOLD Guide:
Heath Appendix



We have to learn to take care of ourselves

and to balance the relationship between

work and private life by setting realistic

and concrete goals.
We cannot, in fact, expect to change our
lifestyles radically and drastically in a few
hours, but to act consciously so that they
become a habit and not a compulsion. The
winning way to take care of ourselves is to
change but respecting our own

adaptation time.

Sedentary work, whether done in the office or at home, can have

several negative effects on a worker's health. The most obvious and
frequent have to do with physical fitness, with a worsening of

posture and a loss of muscle tone: sitting for many hours, especially
in an incorrect way, leads to backache, stiff neck, soreness in the

lower limbs.
In addition, it is common for working environments to be poorly lit

or ventilated, which has a negative effect on eyesight or leads to

frequent headaches. Although we are often aware of the effects

that work can have on our health, we continue to be negligent in

implementing strategies or adopting healthier practices. The

pressure of work causes us to give up even the smallest of actions

that would be very effective.




To stay fit, surely the first thing we need to change is our approach
to adopting a healthier lifestyle.

How many times have we promised ourselves to eat more vegetables or fruit, to
follow a more balanced diet, to do some exercise 

How many times have we kept these promises

The answer we always give ourselves is "Yes, I'll do it tomorrow, today I'm too busy"

H O W  T O  S T A Y  H E A L T H Y

NEVER



Organise your working space

in a comfortable way so that

you are less physically
affected. Place your
workstation near a window or

use lamps that simulate
natural light, remove

superfluous items from your

desk to promote mental order,

and buy a comfortable chair

and a plant to brighten up the

environment.

To stay healthy it is also necessary

to "move", do physical activity,
that is, walking, dancing, playing,

etc. Scientific evidence indicates

that men and women of any age

can benefit from up to 30 minutes

of moderate daily exercise.
Physical activity in fact reduces

stress and anxiety, improves
mood and sleep quality.

It is recommended to drink at

least 1.5 litres of water per day.

Avoid drinking a lot of stimulant

or sugar-rich drinks. We know

that coffee is a useful ally at work,

but don't overdo it! If you forget to

drink, there are apps or water

bottles that can help you

remember to do so.

Take active breaks, even short

ones (2-3 minutes), at least

every 30 minutes in which to

carry out mobility, warm-up,

stretching exercises and

specific exercises to remedy

any incorrect postures and

muscle / skeletal problems

Consume at least 5 servings a day

of fruit and vegetables, varying

the colors of the various products.

Remember that fruit juice, even

100%, never replaces fresh fruit

Consume cereals (bread, pasta,

rice, etc.) on a daily basis, favoring

wholemeal ones
 Eat fish at least 2-3 times a week,

fresh or frozen

A healthy lifestyle does not mean

overdoing it: eating a balanced

diet and exercising should not

become a source of stress. Plan

your fitness sessions in a way
that is consistent with your

schedule and indulge in the

occasional dietary indulgence.

Get help from experts, they will

help you on your way to change.

TIP 3 :  MOVE,  MOVE,  MOVE

TIP 1 :  DRINK FREQUENTLY

TIP 5 :  ORGANIZE THE SPACE

TIP 4 :  INTERRUPTION

TIP 2 :  HEALTHY MEALS

TIP 6 :  DON'T  EXAGGERATE

SUGGESTIONS & TIPS

S T A Y  H E A L T H Y



The Covid-19 pandemic hit us in 2020, dramatically disrupting both

our professional and personal lives. We experienced isolation, social
distance and had to give up our daily lives, having to adopt habits to
contain the spread and contagion.
Although some time has passed, we are still engaged in the fight

against the virus, having to manage new waves of contagion and

mutations of the virus itself.
Many rules were imposed in the first period of spread, and all

countries have adopted restrictive measures such as lockdown, but

now it is we citizens who must adopt the right behaviour to protect

ourselves and others.



The pandemic caused a number of effects, not only strictly related to

the virus infection, but also had considerable impacts on the mental

and psychological health of many individuals, who for the first time

had to slow down their daily rhythms or give up their habits,

especially their strictly social ones. 

We all reacted differently to the effects of the pandemic: many took the opportunity to rediscover
themselves, old passions or cultivate completely new hobbies, others decided to drastically

change their lives, embracing the Y.O.L.O. philosophy (you only live once), while others found it
difficult to cope with the pressure and fear resulting from these enormous changes.

How much have we taken for granted

Despite the difficulties, we have shown that we are strong and are learning to live
with the pandemic. We learnt how to...

How many things have we decided to

change and improve

H O W  T O  D E A L  W I T H  T H E
P A N D E M I C

RESIST



The pandemic has changed

many things, but it is
important for us to maintain a

daily routine. We may have

changed jobs, habits, but we

must preserve our daily
routine to avoid feeling too

overwhelmed by the situation.

Remember to always wear a
mask and bring it always with you

the new ones. The surgical mask

should be changed
approximately every 4 hours. with

the spread of the Omicron
variant, it is recommended to use

an Ffp2 mask, especially if you

have to stay indoors for a long

time.

If you experience any symptoms,

even mild ones, do not

underestimate them and contact

your doctor immediately who will

advise you on what to do. It is

difficult to accept the possibility of

being infected, but we must

protect ourselves and others. If
you are ill, do not take any

medicine without a prescription

and let your doctor guide you on

the road to recovery.

If you have been infected,
don't be discouraged.
Spending many days in an

isolated house can be tiring,

but take time to process the

situation and try to keep an

optimistic attitude. Take the

opportunity to take stock of

the situation, work out a
course of action and strategies

to keep your mood up.

These changes can be an

opportunity to discover a new

part of ourselves and devote

ourselves to a new vision of the

world. Dedicate yourself to

learning about new topics, new

hobbies, invest in yourself and

your growth. It is never too late

to learn.

Certainly, the aspect most affected

by the pandemic is the social one.

Being careful does not mean

having to give up socialising, but it

is important to pay attention.

Organise your meetings outdoors,

in large spaces that allow you to

keep your distance, avoid too close

contact and crowded places.

TIP 1 :  THE MASK

TIP 5 :  DAILY-LIFE

TIP 3 :  TRUST YOUR DOCTOR

TIP 6 :  DISCOVER 

TIP  2 :  RESPONSIBLE
SOCIABILITY

TIP 4 :  TAKE T IME TO REFLECT

D E A L  W I T H  P A N D E M I C

SUGGESTIONS & TIPS
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