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8. Self@lﬂhagmnent at Whrkiﬂﬁcé

Dr. Gargee Mitra'
MIT School of Education and Research, Kothrud, Pune
Asst. Prof. Hasina Shaikh *

St. Miras College for Girls, Pune.

Introduction:

Many a times we set reminders for our various daily activities like waking up, reaching for a
meeting on time, committed appointments, etc. These are done to manage our daily work and
commitments. Just like we need to manage our organizational needs similarly we also need to
manage our own selves in the work place. It is always desirable to aim for a continuous
improvement rather than an instant success. This makes Self-management an integral part of our
workplace requirement.

Self management in the workplace represents various skills like decision making, enhancing
working environment skills, setting specific goals, reality check and goal resetting. working
towards facilitating hindrances to goal, self-observation, compare the current work behavior with
goals set, self-monitoring, self-reinforcement, etc. Self-management is required by people in all
kinds of workplace irrespective of the strength (number of employees) in the organization.

Self management has been defined in different ways by different people as there is a lot of
ambiguity in the term. Daniel Goleman defined self-management in terms of its six traits: self-
control, transparency, adaptability, achievement, initiative and optimism.

Self-management is the ability to understand and regulate your own emotions, and ise them 1o

guide your behavior towards positive outcomes. (hitps:/www.bizlibrary.com)

Presentation:

The self management in the workplace is still an area that is not frequently spoken about. For an
individual to be productive in office 1t 1s important that he understands his situations and so 1t 1s
important that he maintains a good workplace relationship. Self-management skills is one of
those best practices which shall undoubtedly ensure employee productivity and which employer

would not want to hire and promote a productive employee? Thus, whﬂmwcﬂlﬁi se may be,
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both employer and employee benefit from a person developing self-management skills in the

workplace.

There are few key ideas that are central 1o Self-Management (www.self-manacementinstitute.ora/)

* Generally when people have control over their own life. they are happier.

* Good people when they are given more responsibility, they tend to flourish.
* The traditional hierarchical model of organizations is not scalable.

¢ There is an undeniable link between ficedom and economic prosperity in nations around
the world and also between lack of freedom and corruption at the national level. The same is

true for human organizations in general.

Tips for self-management in workplace:

There are various ways to develop the self-management proficiency at work place. Some of them are:

» Be proactive and take an initiative. If we are keen on fulfilling the vision and mission of our
institution where we work, then it is noi just sufficient that we are working but we need to
see that the complete team is motivated enough to work and be a part of the effort. For this
reason it 1s important to take the initiative when and where required. Thus it is not enough to
be just a good listener but it 1s equally necessary to be a good initiator too. It also means that

we need to always take the ownership of our job without playing the blame game.

Y

Begin with the end in mind and anticipate problems well in advance so that you may have the

strategy to avoid 1t if faced with the problem.

T

Recognize your feelings and either accept or confront it.
» ‘Tolerate anti ideas when interacting with colleagues but do maintain your dignity in all

circumstances.

Y

Put first things first and deal with various tasks at work one at a time. It is a good idea 1o
prepare a ‘to do’ list and then plan the key task prior to the other tasks. It is very essential
that we prioritize our work and understand which work is urgent. which is important and
which is urgent as well as important. At umes too many low priority activities take up our
most tume of the office work. There are many task management softwares available that can
help us in this regard.

» Think win/win and be on a lookout for rare opportunities where you may get to face
challenges and show your skill and grow in the institution.

» Seek first to understand, then to be understood.
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» Do not let your emotions be in control of your behavior. Make your emotions work to your
advantage. Be open, accurate and honest while expressing your emotions.
> Accept the feedback given to your performance with a positive attitude. Seek feedback for

your performance.

Y

Think positive and chat with positive thinking people.

"‘-Ill‘

Have a dream and pursue it. Keep reminding yourself of your dream very often and if

possible every day. You may write your goal to be achieved in bold and keep it at a place

where you may see it very often in a day. Follow your dream with full heart and passion ull

you keep going step by step closer to it.

» Live in the present and do not repent over past things or actions. Keep reminding yourself
that nothing is impossible and with determination and effort everything can be achieved.

> Do not stop perseverance. We need to be a life-long leainer to support our dreams and also to

fulfill the organizations goals. You and your (cam should add value to your organization.

Be punctual in all affairs related to work and manage your commitments and tme. Do things

Y

on your own which you are expected to complete and delegate the task which can be done by
others. This will help in managing time efficiently.
» Follow the professional ethics of your organization.
> Be physically active as it will strengthen not just your body but also your mind. When a
person has an active nervous system then it will result in more productivity at work.
> Have a balanced diet and possibly have meals on time. Take care of yourself so that you also
have some time to think over the work in vour hand.
> Be flexible at times because in spite of your noble intentions there will be days when you
will not be able to get the things completed on your task list. Also be willing to embrace
change depending upon the changing organizational structure and new opportunities that
arise.
Not all are lucky enough to be born with these set of skills and so some of us may need
(o develop these skills with practice. It should also be highlighted here that there is no uniform
practice that shall work for everyone. It is sometimes advisable to experiment with what works
the best for oneself and it is also good to understand and accept initially that in some cases it may
also be time consuming. At times the job situations also change which may demand a control on
our selves. There may not be a clear chain of command or too many conflicting ideas and
different expectations and standards of performances from different bosses. It becomes very

necessary in such a situation to keep a track of our performance and focus attention on the

resource gaps so that the work becomes more rewarding. There are many snQtional
A0 EoN
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competencies that can be targeted by self — management tramning like self-assessment
(introspection), self-confidence, self-control wnd a person becomes more efficient when he/she

takes charge of their own changes.

Skill set required for self-management:

1. Stress resistance: When we are in siress. we usually make irrational decisions as our ability
lo think rationally is blocked. So it is mmportant that we develop an ability to resist in a
stresstul situation. Stress at workplace is 1 unavoidable thing and so it is best 1 we face our
stress and practice effective ways 1o cope with the work life stress. There are various ways to
cope with workplace stress which can be practiced regularly. We can pursue our hobbies
when we are free, go for walks, enjoy some ME time, go for a short holiday or a weekend
getaway with friends or loved ones, pamper yourself occasionally, take power naps in
between depending on the work in hand. have a good night sleep, eat healthy, practice yoga
or meditation, listen to music of your choice, meet friends and relatives regularly. read good
books, go for exhibitions or movies. etc.

2. Self-confidence: Each person should have a positive outlook and more impoitantly respect
towards oneself. We should aiso know our strengths, limitations and abilities and learn to
accept and respect themn. Once we think positively about ourselves and face our fears with
confidence then no negative thoughts can dominate us.

3. Problem solving: It is extremely important that we take the right decision even in the
toughest of the situation and this requires us to keep reviewing our problem areas and to keep
the mental process always in progress.

4. Communication: It is important that we communicate cthiciently so that our information is
communicated through the best possible channel with least amount of distortion and in the
fastest possible manner. Every office or institution has a hierarchy of power in an official
environment based on various factors. Be clear in communication with anyone 1n office as
that 1s the lifeline of any workplace. Irrespective of what your position or hierarchy may be
in the official ladder, speak with everyone and let there be give and take of information.
Never cut a conversation with your coworker on the basis of a presuined status.

S. Time Management: Just producing good quality resulis is not enough if it is not delivered

timely. The timely delivery is what determines the success of our effort. To excel in this we

can try using the various time management techniques.

Sconned with CemScanne:
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(o memorize certain events, facts, names. etc. If required then it is a good practice to use
various memory training techniques.

7. Internal Locus of Control: Every individual has both an internal as well as an external locus
of control. The individual with an external locus of control will always play the blame game
and hold others or fate responsible for his small or big failures, but an individual with an
Internal Locus of Control will always take responsibility for his / her own circumstances and

this will help the person remove obstacles even though they may have temporarily appeared.

Conclusion:

By managing oneself we are not only helping ourselves adjust well with the workplace but in the
process are promoting a very rich and productive organizational structure. Thus it 1s important
that we identify the long term goals in our career or workplace and use techniques to manage
ourselves so that you may add value to your organization. Also be willing (o share your success
story regarding coping with Self management so that you may help others in achieving their
goals 100. Be conscious to bring your best sell to work every day because though you may not be
able to control all the external factors every time. but you can do your best to control yourself,
your work quality and your behaviour. Thus, using healthy self-management tips we may

become a good workplace citizen.
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various memory training techniques.

7. Internal Locus of Control: Every individual has both an internal as well as an external locus
of control. The individual with an external locus of control will always play the blame game
and hold others or fate responsible for his small or big failures, but an individual with an
Internal Locus of Control will always take responsibility for his / her own circumstances and

this will help the person remove obstacles even though they may have temporarily appeared.

Conclusion:

By managing onesell we are not only helping ourselves adjust well with the workplace but in the
process are promoting a very rich and productive organizational structure. Thus 1t 1s important
(hat we identify the long term goals in our career or workplace and use techniques to manage
ourselves so that you may add value to your organization. Also be willing to share your success
story regarding coping with Self management so that you may help others in achieving their
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