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TOP TIPS

Understand yourself
Be aware of your emotions, triggers, and distractions.

Manage yourself
Learn what upsets you and find ways to deal with that feeling.

Understand others
Everyone struggles, so try to imagine yourself in other people’s situations. 

Be a good listener 
Give caring attention to people who want to share their feelings with you.

Be open and vulnerable 
Being open and vulnerable to people who care about you develops trust and understanding.

Express happiness and appreciation 
Freely share your positive feelings, as this will help you and the people around you feel good.

http://www.talenttransformation.com/
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INTRODUCTION TO EMOTIONAL INTELLIGENCE
Emotional intelligence is the capacity to recognize your and others’ feelings, motivate yourself, and manage emotions 
effectively. We experience feelings consciously but can experience emotions consciously or subconsciously. Our emotions 
stimulate and impact almost everything we do. Not understanding or managing them well can lead to miscommunication, 
conflicts, poor decision-making, and disrupted relationships at home and work.

The illustration shows how your beliefs, 
thoughts, and attitudes lead to specific 
actions, thereby creating experiences. 

These experiences give new information to 
process, leading to thoughts, beliefs, and 
attitudes. The cycle continues with each of 
your new actions and experiences.
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Your feelings about… How do you feel about this aspect of your life story

…your family life

…your education

…your cultural heritage

…your major successes

…your failures

…your traumatic events

…your hopes and dreams

BECOMING AWARE OF YOUR EMOTIONS

Your Story
Write down how you feel about the key aspects that have formulated your life story:

http://www.talenttransformation.com/
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Typical feelings when your needs are met Typical feelings when your needs are NOT met

Affectionate, Engaged, Hopeful, Confident, Excited, Grateful, 
Inspired, Joyful, Exhilarated, Peaceful, and Refreshed.

Agitated, Afraid, Annoyed, Angry, Aversion, Confused, 
Disconnected, Exhausted, Hurt, Miserable, Sad, Tense, 
Vulnerable, and Jealous.

Morning Afternoon Evening

Feeling Cause Feeling Cause Feeling Cause

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Becoming Aware of your Emotions Exploring Emotions

Exploring Emotions 
In the table below, write down your feelings and their causes for each day of the week. You might use other 
words, but here’s a list of feelings that could help jog your memory during this exercise:

Review the table and see if any patterns emerge. You could repeat this monthly until you can identify your 
feelings and see their impact on your everyday life.

http://www.talenttransformation.com/
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Typical feelings when your needs are met Typical feelings when your needs are NOT met

Affectionate, Engaged, Hopeful, Confident, Excited, Grateful, 
Inspired, Joyful, Exhilarated, Peaceful, and Refreshed.

Agitated, Afraid, Annoyed, Angry, Aversion, Confused, 
Disconnected, Exhausted, Hurt, Miserable, Sad, Tense, 
Vulnerable, and Jealous.

Do you feel that you are experiencing the full range of emotions? 

Why?

Why Not?

List the top 5 opportunities you will use to think about your feelings, such as setting a time each day to sit quietly or to 
go for a walk.

1

2

3

4

5

Becoming Aware of your Emotions Recognizing your Feelings

Recognizing your Feelings 
Here are some questions for you to answer to help you understand your feelings. You might use other words, 
but here’s a list of feelings that could help jog your memory during this exercise:

http://www.talenttransformation.com/
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Becoming Aware of your Emotions Recognizing your Feelings

List the top 5 feelings you are most comfortable with when allowing yourself to truly feel.

1

2

3

4

5

List the top 5 distractions (e.g., eating, using social media, watching TV, cleaning, working) you use to avoid 
experiencing uncomfortable feelings. 

The Distraction Feelings you are trying to avoid

1

2

3

4

5
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Becoming Aware of your Emotions Recognizing your Feelings

Who could help you with your more challenging feelings (therapist, life, coach, mentor, friends, etc.)?

Name Role What action will you take? When?

1

2

3

4

5
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Becoming Aware of your Emotions Expressing Your Feelings

Be open and vulnerable with people who care about you.

Don’t focus at first on expressing your feelings perfectly – just get started and practice.

Be aware of your body language, which plays an important role in expressing your feelings.

Express your happy feelings - not just the difficult ones.

Practice talking about yourself until you become comfortable.

Be patient and forgiving with others until they learn how to respond appropriately to your feelings.

Limit distractions when you are listening to others or expressing your feelings.

Understand and identify what upsets you and makes you not want to express your feelings.

Expressing Your Feelings 
Here are a few effective ways to express your feelings:

  Accept your feelings rather than deny them.
  Avoid being judgmental about yourself and others.
  Practice expressing your feelings.
  Keep a journal to reflect on how you feel.
  Be a good listener when people share their feelings with you.

Here are some tips for expressing your feelings in ways that will benefit you and others:

01

02

03

04

05

06

07

08
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Becoming Aware of your Emotions Changing How You Express Your Feelings

Changing How You Express Your Feelings 

Is there anything you would like to change about how you express your feelings? 
How can you develop new patterns for expressing your feelings?

Name the Feeling How do you express this 
feeling now?

How would you like to express this 
feeling in the future? 

What action will you 
take to change how you 
express this feeling?

http://www.talenttransformation.com/
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Becoming Aware of your Emotions Recognizing Your Communication Style

Recognizing Your Communication Style
When helping others, which of the following styles do you adopt most often and why?

  Directing
  Coaching
  Supporting
  Delegating

Most Used Name of Style Why do you use this style?

1

2

3

4
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Neocortex
Deals with ideas, concepts, 
reasoning, analysis, abstract 
and conscious thought

Reptilian Brain
Deals with the essentials of life 
such as breathing and triggers 
emotional responses, such as fear 
and anger, to help you respond to 
your environment

Mid Brain
Deals with emotions, 
feelings, values and 
judgments

SELF-MANAGEMENT 

Our brains are complex, but it is helpful to understand three main areas of your brain to help you control your emotions. 

Your Reptile Brain impacts your initial reaction to a threat – fight, flight, freeze. Our pre-historic ancestors relied on their 
reptile brains for survival, but it is a part of the human brain that can trigger inappropriate reactions in our modern-day 
world. Your Mid Brain deals with emotions, feelings, values, and judgments. Your brain’s outer layer is the Neocortex and 
deals with ideas, concepts, reasoning, analysis, and abstract and conscious thoughts. 

On the following pages of this workbook, you’ll find a few exercises to help you understand and manage your emotions 
appropriately.

http://www.talenttransformation.com/
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Where do you feel a reaction to a threat? What is the sensation you feel?

Understanding Your Triggers
When your emotions are triggered, you feel a reaction in your body. Some common locations include the jaw, 
chest, and stomach, but some people feel things in their hands, feet, throat, and even ears. In the table below, 
describe your sensations as accurately as possible. For example, perhaps your heart races or pounds, you get 
flushed, or you start sweating.

Self-Management Understanding Your Triggers

http://www.talenttransformation.com/
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Self-Management Fight Response

Fight Response 
Reflect on and describe what you did or said the last times you were triggered into a “fight” mindset. 
Consider how you used verbal and nonverbal methods to convey aggression, criticism, contempt, sarcasm, or 
shame.

What did you do and say? My Typical 
Response

1

2

3

4

5
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Self-Management Flight/Freeze Response

Flight/Freeze Response  
Reflect on and describe what you did or said the last times you were triggered into a “flight/freeze” 
mindset. Consider how you used verbal and nonverbal methods to convey withdrawal, such as stonewalling, 
defensiveness, excuses, or blaming.

What did you do and say? My Typical 
Response

1

2

3

4

5
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Self-Management Common Triggers

Common Triggers  
Think back over the past three to five years in your professional and personal life. List the situations where 
you have felt your emotions triggered. These might include times you felt someone was “pushing your 
buttons” or that your fight or flight response hijacked you. 

Who and what triggered an 
emotional reaction? What feelings did you have? How did you respond?

1

2

3

4

5

Take time to review the previous table. Step back from the details and look for patterns. What were the top 
three triggers?

Triggers 
Is there something in common with 
the situations that triggered your 
reaction? 

How did you react?

1

2

3
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Self-Management Managing Your Triggers

Managing Your Triggers  
You’ve probably realized that managing yourself when something triggers you is helpful, but what can you 
do to handle troublesome situations? Developing a plan will help. In this exercise, identify your triggers and 
develop a plan to manage them. 

Trigger What’s your plan

Example
A colleague responded slowly, 
and you think this is on 
purpose.

After receiving the message, I will get up and do something, such as get a 
drink or vent to a trusted friend. Then, after my emotions have subsided, I will 
respond professionally instead of sending an accusatory message.

1

2

3

4

5
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Self-Management Discovering the Root Cause

Discovering the Root Cause  
Different people experience the same trigger differently. Generally, something happened in a person’s past 
that causes sensitivity to a trigger. In this exercise, you’ll pick some triggers that bother you and explore 
their history. The goal is to find the source of the trigger — the time something happened that created this 
sensitivity. 

You will immediately know the origin of some triggers. For others, you’ll need to think back through your 
life experiences to try and track the root cause. You’ll need to ask yourself questions like - Did this trigger 
remind me of a place, person, or situation? Was the place significant? Was the person a figure of authority? 
Does reflecting on the situation remind me of something? 

Trigger Source of the trigger

Example
Your colleague’s delayed 
response to a request, which 
you think is deliberate

I have always disliked delays. This is because, as a child, I never got what I 
needed (attention, for example) on time.

1

2

3

4

5

We hope that discovering the root cause of your triggers helps you understand how you might manage your 
sensitivities. 
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UNDERSTANDING OTHERS

Recognizing the Emotions in Others 
To understand others, you must become skilled at recognizing emotions. Vocal cues and body language 
reflect the meaning of a person’s communication. When listening to someone, notice the following: 

  Intensity: volume or loudness 
  Pitch: how high or low the sound is (like musical scale) 
  Intonation: how our voice rises and falls with certain words or meanings 
  Pace: rate of talking or the speed 
  Enunciation: how clearly syllables are spoken or articulated 
  Silence: non-verbal signals such as pauses, sighs, and gasps

Our brains are designed to read these cues, but we lose this aspect of communication when we are online. 
If you are experiencing communication challenges, try shifting to in-person interactions. If that is not 
possible, use video calls that give you visual and auditory cues. When dealing with sensitive issues, avoid the 
limitations of written communications, which deprive us of the data our brains can readily assess.

Remember that everyone has challenges and that showing appreciation and empathy is a great way to 
improve all your relationships.
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Situation What was the underlying discomfort or 
pain?

How could you have changed 
your reaction?

1

2

3

4

5

Understanding Others Stop the Blame Game

Stop the Blame Game  
Research shows that blame is simply the discharging of discomfort and pain. Write down:

  Some examples of times you have witnessed or even participated in the blame game
  The underlying discomfort or pain that was the root cause of the blame
  How you could have changed the game to improve the outcome  

    (e.g., coaching, expressing empathy, etc.)
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Understanding Others The Power of Empathy

The Power of Empathy  
Empathy is the ability to understand the feelings of another person. The four qualities of empathy are:

1. Recognizing that someone else’s perspective is their truth
2. Seeking to understand and not judging the person
3. Perceiving people’s emotions and communicating your recognition
4. Understanding how someone feels and getting in touch with your own experience of that feeling

Based on what you have just read about empathy, list some family members, friends, and colleagues and 
describe how you might empathize with their challenges.

Person How could you empathize

Example Mother Express how you understand the challenge that she has in her life

1

2

3

4

5
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Understanding Others Empathy from Others

Empathy from Others  
Contrast that with a time someone engaged with you from a place of genuine empathy. What did they do 
and say? How did it make you feel?

Person How did they empathize with you? How did you feel?

Example Boss Expressed concern for my sick child Felt that my boss does care about me as a 
person

1

2

3

4

5
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RECOMMENDED READING

Here are some valuable books if you would like to learn more:

• Emotional Intelligence 2.0 by Drs. Travis Bradberry and Jean Greaves
• Emotional Intelligence For Dummies by Dr. Steven Stein 
• Emotional Agility: Get Unstuck, Embrace Change, and Thrive in Work and Life by Susan David
• Emotional Intelligence: A 21-Day Step-by-Step Guide to Mastering Social Skills, Improve Your Relationships,  

and Boost Your EQ by David Clark (Audiobook ~1 hour)
• Harvard Business Review Guide to Emotional Intelligence 
• Emotional Intelligence Pocketbook: Little Exercises for an Intuitive Life by Gill Hasson
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