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Getting
Started

Strengthening our self-confidence is a
powerful step in shaping our lives and
creating future success.

Through effective communication,

visualization, and resiliency, we can

learn to be confident and project an
image of confidence to others.



= Define confidence and
assertiveness

= |dentify the characteristics of a
confident individual

[ ] [ ] / L_|
Ob]ECt'Ves = = Determine the barriers to success

= |dentify ways to build confidence in
others
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MODULE TWO

Understanding Confidence

Without confidence, it can be difficult to focus on future
successes and personal development. Confidence and
assertiveness are skills that are important for everyone.




Defining Confidence
and Assertiveness

Confidence is the feeling of positive regard and
belief in oneself, as well as in one’s own
abilities. Assertiveness is the ability to
communicate the confidence that is built.



Types of
Confidence

e |nternal Confidence

e External Confidence
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The Benefits of
Assertiveness

Decreased
stress and
anxiety

Improved
communication

Greater job Gained respect
satisfaction from others




Distinguishing
the Styles

e Passive
e Aggressive
e Passive-aggressive

e Assertive




Signs of Low Self-
Confidence

e Self-neglect
e Being socially withdrawn

e Unaccepting of compliments or new
challenges




= Defining Confidence and
Assertiveness

Pra Ctical \O/_ = Types of Confidence

|"ustrat|0n 7 e = The Benefits of Assertiveness
= Distinguishing the Styles

= Signs of Low Self-Confidence




Module Two: Review Questions
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Module Two: Review Questions

2. Assertiveness is all about dominance.




Module Two: Review Questions

3. What is internal confidence?
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Module Two: Review Questions

4. Which of the following is not a benefit of assertiveness in

the workplace?




Module Two: Review Questions

5. Which of the following is not one of the four basic styles

of communication?




Module Two: Review Questions

6. Which style of communication includes expressing ideas

and needs at the expense of others?




Module Two: Review Questions

7. The avoidance of disagreements may be an example of

which style of communication?




Module Two: Review Questions

communication is honest and direct with sharing

thoughts, while maintaining respect to others.




Module Two: Review Questions

9. Which of the following can lead to low self-confidence?




Module Two: Review Questions

10. Which of the following is a sign of low self-confidence?
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MODULE THREE

Characteristics of Confidence

We all have the room for improvement when it comes to
self-confidence, and building it is one of the best things that
we can do to advance ourselves.




Self-Awareness

|
‘ |dentify personal values

/
‘ Reflect on behaviors
/)




Responsible

A highly valuable trait of
confident individuals is
that they take
accountability for their
actions.
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Optimistic

e Recognize what is in or out of their control
e Share their creativity with others
e Smile more

e Review their accomplishments




Courageous

Every professional can
benefit from practicing
courage-based
confidence.




Humble

Humility is about viewing oneself, as well as
their accomplishments, in a modest manner.




» Self-Awareness

= Responsible

lllustration 4

= Optimistic

Practical N
Q_

= Courageous

= Humble




Module Three: Review Questions

1. Confidence is an innate trait that we are born with.




Module Three: Review Questions

is the ability to monitor our inner world, including our

own behaviors, thought patterns, and reactions.




Module Three: Review Questions

3. Which of the following will not help to improve self-

awareness?




Module Three: Review Questions

4. We cannot always control when things go wrong, but we

can control how we choose to respond to these situations.




Module Three: Review Questions

5. Confident people are about new situations,

challenges, and the future.




Module Three: Review Questions

6. Which of the following is not true of optimists?




Module Three: Review Questions

7. Without , confidence may not be developed.




Module Three: Review Questions

8. What do courageous people believe in?

| ] |




Module Three: Review Questions

is about viewing oneself, as well as their

accomplishments, in a modest manner.




Module Three: Review Questions

10. Humble confidence does not mean that someone has to

declare their victory to others.
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MODULE FOUR

The Barriers to Success

It’s difficult for people to flourish when they limit
themselves with their thoughts, and lack confidence.

While some barriers may be related to past experiences,
others can arise from current situations.




Fear of Failure

Fear can often be our biggest enemy to success.
It hinders our confidence and prevents us from
missing out on great life opportunities.




Self-Doubt

e The inability to accept
compliments from
others

e A constant need of
reassurance




Being Indecisive

Escaping from indecisiveness and gaining
confidence is possible, and worth the benefits.




Comfort
Zones

Comfort zones are
psychological states that
put people at ease and
make them feel safe.




The Harm of
Comparison

While it is natural to compare oneself to others,
it is also incredibly harmful, especially in the
workplace.




= Fear of Failure

= Self-Doubt

lllustration g

Practical L
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= Being Indecisive
= Comfort Zones

= The Harm of Comparison




Module Four: Review Questions




Module Four: Review Questions

2. Feelings of fear tend to be accompanied with




Module Four: Review Questions

is @ mindset that impedes our self-belief and

moves us away from our goals.




Module Four: Review Questions

4. Which of the following is not a sign of someone

experiencing self-doubt?




Module Four: Review Questions

5. Which of the following may prevent us from making

major decisions?




Module Four: Review Questions

6. Indecision is not always bad, as it allows us to have more

time to think about important decisions.




Module Four: Review Questions

are psychological states that put people at

ease and make them feel safe.




Module Four: Review Questions

8. How can we allow our comfort zones to grow?




Module Four: Review Questions

9. Comparisons are very beneficial; they help us to move

towards our aspirations and goals.




Module Four: Review Questions

is what gives us the drive to get ahead in our

careers.
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MODULE FIVE

Powerful Tools

Ultimately, taking control of our self-confidence will help us
to take control of our lives.




ions

Positive Rephrasing
t

and Affirma

| am valuable
and significant

| am a capable
and competent
person
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confident, and

successful




Morning
Routines

Morning habits can
either influence a
productive and
confident day, or one
that is full of negativity
and self-doubt.




Using Visualization

We can use visualization to constructively
influence our goals, and shape how we feel
about tackling challenging tasks.




Meditation
and
Mindfulness

To improve our mental
strength and self-
assurance, it’s beneficial
to practice meditation
and mindfulness.




Learn New Skills

One of the best ways for professionals to
develop their self-confidence is to empower
themselves with knowledge.




= Positive Rephrasing and
Affirmations

PraCtical \O/_ = Morning Routines

I"UStration / = Using Visualization

= Meditation and Mindfulness

= | earn New Skills




Module Five: Review Questions

1. are simple and effective ways to remove the

negative thoughts that prevent us from achieving our goals.




Module Five: Review Questions

2. Which of the following is not an example of a positive

affirmation?




Module Five: Review Questions

3. By showing compassion to ourselves, we can create a(n)

outlook for both our personal and professional life.




Module Five: Review Questions

4. To start the day with confidence and optimism, it is

helpful to create a list of




Module Five: Review Questions

is the practice of using one’s imagination to help

picture success.




Module Five: Review Questions

6. Which of the following steps is not included with

visualization?




Module Five: Review Questions

is the technique of gaining awareness of the

present moment.




Module Five: Review Questions

8. Since the world is continuously evolving, there are always

new skills that can be developed.




Module Five: Review Questions

9. When we , we can confidently make more

attentive decisions and gain mental strength.




Module Five: Review Questions

10. Which of the following will help a professional to gain

knowledge on new skills?







MODULE SIX

Communicating With Confidence

Confidence is demonstrated in words, tone, as well as body
language. It’s important to be aware of the messages that
we are sending to others, as this is a reflection of our self-
assurance.




Sounding Confident

Speak clearly and enunciate words

Avoid filler words

Speak with a smile




Using Body
Language

Maintaining good eye
contact

Avoiding fidgeting

Having a good
handshake




Questions and
Curiosity

e Ask clarifying questions to learn information
in more detail

e Be clear and specific

e Do not apologize for asking the question




Dressing the
Part

Dress for what you
hope to achieve

Stay in your comfort
level

Walk with confidence




Tone and Audience

== Use inflection

mm Speak with a smile

mm Get into the right mindset




Practical

lllustration

Sounding Confident
Using Body Language
Questions and Curiosity
Dressing the Part

Tone and Audience



Module Six: Review Questions

1. It is not always what we are communicating that makes a

difference, but rather how we communicate.




Module Six: Review Questions

2. Which of the following is an indication of nervousness

while communicating?




Module Six: Review Questions

3. What technique will help the speaker to avoid using filler

words, such as “like” or “you know”?




Module Six: Review Questions

4. Which of the following is not an example of confident

body language?




Module Six: Review Questions

5. How can someone demonstrate confidence through their

posture?




Module Six: Review Questions

6. Which of the following strategies will demonstrate

assertiveness?




Module Six: Review Questions

7. Dressing for success involves all of the following, except:




Module Six: Review Questions

8. When presenting to an audience, it is best to avoid using

inflection of the voice.




Module Six: Review Questions

9. When the speaker articulates a sentence as a question, it

signifies that they are...




Module Six: Review Questions

10. Which of the following practices will help the speaker

get into the right mindset to project confidence?




It is not the mountain tf /e’ conquet, but ourselves.

= Sir Edmund Hillary



MODULE SEVEN

Developing Assertiveness

Assertive individuals understand the importance of being
able to express their points, without harming the rights of
others




Learning to Say No

Assertive individuals understand the value of
boundaries and being able to say no.




Recognize
Rights and
Values

It’s beneficial for every
employee to recognize
and contribute their full
potential to the company.




Be Expressive

Confidently expressing ourselves is a very
valuable life skill that will not only benefit
ourselves, but those around us as well.




Be Decisive

Remain objective

Recognize your needs
and goals

e Avoid making
assumptions




Anticipate Setbacks

Anticipating setbacks and the possible
challenges that might arise is a key component
to staying assertive, successful, and on the path
to our goals.




" Learning to Say No

= Recognize Rights and Values

lllustration 4

= Be Expressive

Practical N
Q_

= Be Decisive

= Anticipate Setbacks




Module Seven: Review Questions

1. individuals understand the importance of being able to

express their points, without harming the rights of others.




Module Seven: Review Questions

2. The ability to decline tasks or requests is a key factor in maintaining

good communication and healthy workplace relationships.




Module Seven: Review Questions

3. When declining a request, it is required to give a lengthy

explanation of why it cannot be done.




Module Seven: Review Questions

provides a basis for confidence and how we can

protect our boundaries.




Module Seven: Review Questions

5. Feeling comfortable communicating personal needs in the

workplace




Module Seven: Review Questions

6. Which of the following reasons may cause an individual to

feel anxiety about speaking up?




Module Seven: Review Questions

7. Oftentimes, can be a sign of insecurity or lack

of control.




Module Seven: Review Questions

can lead to a loss of profits, or missed business

opportunities.




Module Seven: Review Questions

9. Which of the following will not help us in making

confident decisions that demonstrate assertiveness?




Module Seven: Review Questions

10. An assertive individual does not always know everything, but they

do know when they must take ownership over an issue.




ifts are never given




MODULE EIGHT

Projecting Confidence

Projecting confidence is the key to an exceptional
interaction. If we are presenting great ideas with a lack of
control, then the message being delivered will not be

strong or effective.




Interviews/First
Impressions

Smiling and a relaxed,
calm expression

Having a firm
handshake

Preparing and rehearsing
Interview responses




Networking

e Smile
e Keep a straight posture

e Make eye contact




Presentations

e Rehearse the presentation
e Listen to music before the presentation

e Be aware of body language




Virtual

e Preparethe
information and
speech in advance

e Arrive early to allow
time to settle in




Meetings




= Interviews/First Impressions

= Networking

lllustration 4

® Presentations

Practical L
Q_

= Virtual

= Meetings




Module Eight: Review Questions

1. Projecting confidence to others is often just as important

as having the qualifications needed for the job.




Module Eight: Review Questions

2. To demonstrate confidence in a first impression or

interview, it is important to have a handshake.




Module Eight: Review Questions

can be very beneficial for one’s career; it can

lead to new connections and opportunities.




Module Eight: Review Questions

4. Talking excessively during a networking event will

improve and project confidence.




Module Eight: Review Questions

5. The first of the presentation are the most

Important.




Module Eight: Review Questions

6. Which of the following is not an effective technique to

help an individual gain confidence for a presentation?




Module Eight: Review Questions

7. Which of the following is advisable for room lighting

during a virtual meeting?




Module Eight: Review Questions

8. It’s helpful to arrive at a virtual meeting right on time to

avoid the onset of nervousness.




Module Eight: Review Questions

9. When is the best time to enter the conversation during a

meeting?




Module Eight: Review Questions

10. If we do not know the answer to a question during a

meeting, it is best to:




Mark Twain




MODULE NINE

Personal Empowerment

Empowerment is what gives us courage to take control over
our lives. It’s reliant on the mindset that we have.




Overcoming Our Fears

e What would happen if | did not avoid this
fear?

e What are the pros and cons of taking this
risk?

e How can | overcome this fear?




Setting
Goals

Goals give us drive and a
sense of direction for our
life path.




Identifying Strengths

What do | find When am | able
most to perform my
gratifying? best?

What helps me
boost my
confidence?
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Positive Social
Connections

Whether it is colleagues, friends, or family
members, we all need to have people in our
lives who believe in and empower us.




= Overcoming Our Fears

= Setting Goals

. = |dentifying Strengths
[llustration ‘e

Practical N
Q_

= Setting Personal Boundaries

m Positive Social Connections




Module Nine: Review Questions

1. Essentially, it is an individual’s that will determine

whether they will reach their goals, or conquer challenges.




Module Nine: Review Questions

2. The best way to overcome our fears is to ignore them.




Module Nine: Review Questions

3. What will help to give us drive and a sense of direction?




Module Nine: Review Questions

4. We can identify our strengths by highlighting our

attributes.




Module Nine: Review Questions

5. As we focus on our strengths, it is valuable to consider

the following questions, except:




Module Nine: Review Questions

6. Setting and maintaining healthy boundaries will

confidence.




Module Nine: Review Questions

7. When we communicate our boundaries, we are

more likely to remain in control of the situations around us.




Module Nine: Review Questions

8. Positivity is contagious, whereas pessimism is not.




Module Nine: Review Questions

9. How do positive people influence others?

| | |




Module Nine: Review Questions

10. Which of the following will not help to build personal

empowerment?
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MODULE TEN

Handling Difficult Situations

Maintaining a good composure and displaying self-
confidence will help us to slow down and think thoroughly
when diffusing situations.




Delivering Criticism

e Be timely, specific, and realistic
e Keep the end goal in mind

e Make a conscious effort to follow up




Receiving
Criticism

It’s not uncommon for
people to let criticism
guestion their authority,
worth, and power.




Dealing With
Aggressive Behavior

Remaining calm

Using assertive communication

Showing empathy




Dealing With
Passive
Behavior

Being able to remain
assertive when dealing
with non-assertive
behaviors is a valuable
skill to have in the
workplace.




Negotiating

e Approach the negotiation like a conversation
e Be firm, without being rude

e Remain focused on the objective




= Delivering Criticism

= Receiving Criticism

lllustrati y = Dealing With Aggressive Behavior
ustration =

Practical N
Q_

= Dealing With Passive Behavior

= Negotiating




Module Ten: Review Questions

is incredibly valuable in the workplace; it clarifies certain

expectations and helps to improve performance.




Module Ten: Review Questions

2. Delivering good feedback does not involve jumping to

conclusions or making quick assumptions.




Module Ten: Review Questions

3. Which of the following is not effective when receiving

criticism?




Module Ten: Review Questions

4. When receiving criticism, it is important to view it as a

learning opportunity, rather than a barrier.




Module Ten: Review Questions

5. When dealing with aggressive individuals, it is best to

respond to avoid escalating the situation.




Module Ten: Review Questions

6. Which of the following is a constructive technique to

confidently deal with aggressive behavior?




Module Ten: Review Questions

7. What is typically the goal for passive-aggressive behavior?




Module Ten: Review Questions

8. Passive-aggressive people are often with their

communication.




Module Ten: Review Questions

9. How can we prepare in advance for a negotiation?




Module Ten: Review Questions

10. When negotiating, it is not necessary to see things from

the opposing side’s perspective.







MODULE ELEVEN

Building Confidence in Others

Inspiring confidence within a team will help to create a
stronger and more engaged team.




Listen to Learn

e Being fully present in the conversation
e Demonstrating active and reflective listening

e Validating any feelings that are being shared




Celebrating
Successes

e Thanking the individual
for their great

.:"f f:;':!.‘g_-;‘l:
contributions

Complimenting their
work style or specific
ideas




Embrace Failure

(\ | To build confidence in others, it’s important to

show understanding in failure.




Delegate
Important
Tasks

Delegating is a great way
to assist others in their
personal development
and empowerment.




Value Opinions

To help others feel more self-confident, it is not
only important to listen to what they have to
say, but also express value for what is being
said.




® | isten to Learn

» Celebrate Successes

lllustration 4

= Embrace Failure

Practical N
Q_

= Delegate Important Tasks

= Value Opinions




Module Eleven: Review Questions

1. Successful people those around them.




Module Eleven: Review Questions

2. Which of the following will not help a team member to

feel heard?




Module Eleven: Review Questions

3. What is the effect of celebrating the accomplishments of

a team member?




Module Eleven: Review Questions

4. Which of the following is not a valuable way to celebrate

the success of others?




Module Eleven: Review Questions

5. To build confidence in others, it’s important to show

understanding in failure.




Module Eleven: Review Questions

6. Failure should be viewed as a(n)




Module Eleven: Review Questions

offers a shift of the authority onto others to

tackle responsibilities and important decisions.




Module Eleven: Review Questions

8. Micromanagement will have a positive effect on

someone’s confidence and sense of capabilities.




Module Eleven: Review Questions

9. Which of the following is not an effective way to show

others that we value their opinion?




Module Eleven: Review Questions

10. Which of the following will not aid in building confidence

in others?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to Building Confidence and Assertiveness is
just beginning.




Words From the Wise
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Confidence is contagious. Confidence is always the One important key to Don’t let others put
So is lack of confidence. best accessory. Own the success is self-confidence. thoughts into your mind
moment. Own your space. An important key to self- that takes away your self-
- Vince Lombardi confidence is preparation. confidence.

- Andrena Sawyer
- Arthur Ashe - Katori Hall
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