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Benefits to you:

Increased understanding of why we do and think specific things.
 
Recognize that people look differently for a range of reasons.

Potential to increase self-esteem. Example: Feel better about oneself.

Increased understanding of personal bias or judgment based on appearance.

Ability to understand why other people may do or think things- we can relate to others better.
 
Benefits to the team:
 
May increase respect, patience, and communication.

May increase ability to work with diverse teams. Example: Recognizing that appearance doesn’t necessarily impact ability. 


Benefits to the organization:

May enable individuals to move beyond their own wants and thoughts and needs and work better with others. 

Individuals are focused and motivated due to increased confidence.

May increase understanding of safety requirements for dress and appearance. 



LASTING IMPRESSIONS      

First impressions are generally lasting impressions, which is why it’s so important to make a good one. Think about how you make judgments about others and use the right hand column to rank the following in order of importance. Then use the left hand column rank your own skills in each area in order of your strongest attribute to weakest. 

	______________		Clean/neat appearance     ______________

	______________		Handshake			______________

	______________		Friendly smile		______________

	______________		Posture			______________

	______________		Appropriate clothing		______________

	______________		Expressions			______________

	______________		Speech styles		______________

	______________		General mood		______________

	______________		Smell/fragrance		______________

	______________		Tact/self control		______________

	______________		Listening skills		______________	

	______________		Eye Contact			______________	

	______________		Knowledge/preparation	______________

	______________		Sense of humor		______________

	______________		Consideration/politeness	______________

	______________		Respect for time		______________

	_______________		Tone of voice		______________

	_______________		Modern style			______________	


WHAT DO CONFIDENT PEOPLE DO THAT OTHERS DO NOT DO?

*This material referenced and re-printed with permission from
Sean McPheat.  www.confidenceworld.com




They CHOOSE to be confident. This requires goal setting, preparing for and practicing behaviors that accomplish goals.
 

They have the right MINDSET. This means they focus on the task at hand, they maintain a positive attitude, they believe they can do anything, and they are 
determined to accomplish their goal(s).
	 
 
They VISUALIZE success. Imagining what a positive outcome (or a confident person looks like) helps you more clearly define your goals and identify the actions you need to take.   




Ask yourself….

“If you treat your friends like you treated yourself, would you have any friends?”

The way we treat ourselves has a direct impact on how others will treat us. You can actually train other people on how to treat you by how well you treat yourself. 


*THIS IS WHERE FIRST IMPRESSIONS, IMAGE, NON-VERBAL COMMUNICATION AND SOCIAL GRACES REALLY MAKE A DIFFERENCE IN CONFIDENCE


To improve your confidence, visit the “confidence guru” Sean McPheat- www.confidenceworld.com 


HOW CONFIDENT AM I?
SELF-ASSESSMENT-Knowing myself better


1. If I could change one thing about myself it would be….



I would change this because….



2. The one “physical” thing people most often compliment me on is ….



3. The one “non-physical” thing people most often compliment me on is….



4. I believe I have the following skills that I just don’t use very often:

a)

b)

c)

5.  If I could do anything in the world as “work” it would be ….



6. I am most nervous in the following situations:



7. When I feel insecure I am most likely to ….



8. It drives me crazy when…

Confidence is contagious. So is lack of confidence. Michael O'Brien

What is Professionalism?                 

How exactly do you define professionalism? 

______________________________

How many of the elements listed in the chart below do you think are essential to professionalism? 

	Indicators (Skills) 
	Level of importance
1-not very – 10 very
	When is skill required: 
D=daily
S=sometimes
	Comments

	Ethical
	
	
	

	Exhibit professional attributes
	
	
	

	Manage stress
	
	
	

	Manage time
	
	
	

	Appropriate attire
	
	
	

	Knowledge of industry 
	
	
	

	Remain calm
	
	
	

	Make decisions based on work priority
	
	
	

	Show respect 
	
	
	

	Builds relationships
	
	
	

	Professional credentials
	
	
	

	Acts as a mentor or coach
	
	
	

	Motivates others 
	
	
	

	Act courteously 
	
	
	

	Build effective teams
	
	
	

	Professional greetings
	
	
	

	Make eye contact
	
	
	

	Use appropriate language 
	
	
	

	Service attitude
	
	
	

	Communicates with others 
	
	
	

	
	
	
	

	
	
	
	



HOW TO KEEP YOUR JOB - INDICATORS OF PROFESSIONALISM 
	Professional Greeting
	Makes deliberate effort to extend a hand, smile, make eye contact and welcome guests. Makes introductions. 

	Builds Relationships
	Initiates interactions, blends people into teams when needed; creates strong morale and spirit in individuals and across his/her team; shares wins and successes; fosters open dialogue; lets people finish and be responsible for their work; defines success in terms of the whole team; creates a feeling of belonging to the team

	Knowledge of Industry
	Knows how childcare industry works; knowledgeable in current and possible future policies, practices, trends, technology and information affecting his/her job, association, industry, community; is aware of how strategies and tactics work in the real world

	Service Attitude
	Is dedicated to meeting the expectations and requirements of internal and external customers; gets first hand customer information and uses it for improvements of products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect

	Makes Decisions Based on Business Priority
	Makes good business decisions (without considering how much time it takes) based upon a mixture of analysis, wisdom, experience, and judgment; most of his/her solutions and suggestions turn out to be correct and accurate when judged over time; sought out by others for advice and solutions. Does not let personal opinion or emotion impact decision.

	Manages Time
	Uses his/her time effectively and efficiently; values time; concentrates his/her efforts on the more important priorities; gets more done in less time than others; can attend to a broader range of activities

	Ethics and Values
	Adheres to an appropriate (for the setting) and effective set of core values and beliefs during both good and bad times; acts in line with those values; rewards the right values and disapproves of others; practices what he/she preaches.

	Communicate With Others
	Provides the information people need to know to do their jobs and to feel good about being a member of the team, unit, and/or the organization; provides individuals information so that they can make accurate decisions; is timely with information.



Professionalism: Scenarios
 

1. You have a co-worker who is consistently late. She is late for meetings, late with assignments, late for lunch, late, late, late. Her behaviour is impacting your productivity and you feel she is sending the wrong message to clients. What do you do? 


2. One night when you are staying late for work you observe a co-worker taking office supplies from the storage room and placing them in her gym bag. You know there are rules about this. What do you do? 


3. Whenever he is a little anxious or stressed out, your immediate supervisor uses profanity. On many occasions he exhibits “physical swearing” – hitting something, throwing things, punching walls etc. You’ve seen these outbursts in public settings with clients. The supervisor never apologizes for his behaviour after the fact. You are losing respect for him and worry that clients are too. What do you do? 




4. It is your company policy not to drink at meetings and to keep to 1-2 drinks at most when attending mixing business and social events. You are doing business with a Japanese client. You know from your research that Japanese clients often encourage and in fact expect some drinking after meetings and in mixing settings. What do you do? 




5. You are attending an out of town conference with a colleague. After the evening keynote and dinner your colleague states that he is going to “do the town” and may invite some “friends” back to the hotel room. You know your boss is in the hotel and you know your colleague has a reputation for getting out of control. To what degree are you accountable for your co-worker and what would you do in this situation? 




What other complicated situations in your previous jobs have you encountered that involved ethics, professionalism, and related issues? 

DEALING WITH CHANGE AND TRICKY COMMUNICATORS   
Here are some common ways people deal with change or negative communications. Explain how you would handle each one: 
 
	The Exaggerator
“You can’t be serious; this will take 100 hours!!!” 
	

	The Fibber  
“Well, I heard otherwise, ...”
 
	

	Negative Nellie
“It’s totally against our company policy”.
	
 

	The but only iffer...
"We may be able to but only if... 
 
	

	Deadline diva 
"Sure, but that will mean project x is late" 
 
	

	Steam Iron
"I'm losing my mind..." I'm having a break-down, or temper tantrum etc.” 
 
	 
 

	The Highwayman
“And that’s my final offer!” 
	

	Dead Head
Refusal to negotiate or preconditions for negotiation.
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