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- Your:L:ocus-of-Control.

Below are five statements. In the blank beside each statement, assign 1 to 5 points based on your agreement with the statement:

Neutral Disagree

5

4 3 2 © 1

1. Getting ahead in life is a matter of hard work, rather than being in the right place at the right time.

2. I determine what I do and say, rather than allowing people and situations to upset me and affect how I behave.
3. Getting a raise and promotion is based on hard work, rather than who you know.

4, 1, rather than other people and situations, determine what happens to my life.

5. Students earn their grades; teachers don’t determine students’ grades.

Total. Add the five numbers (1-5). Below, place an X on the continuum that represents your score:

Externalizer 5 —— — — 10 —— —— 15 — — — = 20 — — — — 25 Internalizer

The lower your score, the greater is your belief that you are controlled by external sources such as fate, chance, other
people, or environmental situations. The higher your score, the greater is your belief that you are in control of your destiny.

There is no right or wrong score, and a simple five-question instrument may not be totally accurate, but it should be helpful.
If you disagree with the score, review the questions and think about why you selected the answers.

_.need:toshave:an-internal -locus-o

Liocus .of .control.is:a continuum representing-one’sbelief:as -to-whethersexternal or
internal forces.controlzone?s.destiny.Peopleswithzan external-locus:of control (external-

izers) belieye that.they.havedittlezcontrol;overitheirsperformance-and ;aresclosed o :new:
experlences Triternalizers belisveTthey are in control “afd-are“open 0 new eXperiences to

-improye.performance,’ts,

S A 58 S e

Do you_.b.cl1ey_e4hatsmu

eLIMine 3y OUrOWN CafeEFSuccess Th
scontrol:cannotbe:overstated ;i :detemnne&“?ﬁur levelof:
satisfactionzwith selfyyourstress:leveland:yourcareer:;path-Thusyitis:absolutelyssignifi=
cant thatyousembrace: thie message that:you'controkyour:own:destinys;

If you believe that if you try hard, it doesn’t matter, that you cannot be successful, you
will most likely be unhappy, give up easily, and not have a successful career. Successful.»
people:know:that theyzaredn control of theirlives;-and:they:are-happy-and successfulbes

scause they work at it.:Successful people have lots-of failureszbut they-keep:tryings Internal

locus of control can be changed.
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Part One Intrapersonal Skills: Behavior, Human Relations, and Performance Begin with You
!/ Self-Assessment Exercise 2-2 ///

Your:Big Five:PersonalityProfile

There are no right or wrong answers, so by being honest you can really increase your self-awareness. We suggest doing this

exercise in pencil or making a copy before you write on it. We will explain why later.
Identify each of the 25 statements according to how accurately they describe you. Place a number from 1 to 7 on the line

before each statement.

Like me Somewhat like me ' Not like me
6 35 4 3 2 . 1

I step forward and take charge in leaderless situations.

. T'am concerned about getting along well with others. ,
. I have good self-control; I don’t get emotional and get angry and yell.

. I'm dependable; whe‘nil‘sayl will do something, it’s done well and on time.

. Ttry to do things differently to improve my performance.

. I enjoy competing and winning; losing bothers me.

. Ienjoy having lots of friends and going to parties.

. I perform well under pressure.
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. I work hard to be successful.

. I go to new places and enjoy traveling.

—_
—_—

. I'am outgoing and willing to confront peop[e when in conflict.

—
B ]

' . Itry to see things from other peoplc ] pomts of view.
. T'am an optimistic person who sees the positive side of sztuatlons (the cup is half fidl).

—_
A w

..Iam a well-organized person.

. When I go to a new restaurant, I order foods I haven't tried.

. I 'want to climb the corporate ladder to as high a level of management as I can.
. I want other people to like me and to be viewed as very friendly. '

— e e e
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. I give people lots of praise and encouragement; I don’t put people down and criticize.

—
=]

. I conform by following the rules of an organization.
20. Ivquntecr to be the first to learn or do new tasks at work.
21 Ttry to mﬂuence other people to get my way.

.+ — 22, Tenjoy working with others more than working alone.

- 23. I view myself as being relaxed and secuire, rather than nervous and insecure.

‘ —_— 24 I am c0n51dered credlbIe because I doa good ]ob and come through for people

A \25' . .When peoPIe suggest doing thmgs d1fferently, I support them and help bring about change; I don’t make state-
' © ments such as, “Tt will not work,” “We never did it before,” *“Who else did it?” or “We can’t do it.”

The columns in the chart below represent specific personality dimensions. To determine your personality profile, (1) place the
number (1-7) that represents your score for each statement, (2) total each column (5-35), and (3) make a bar chart by marking

the total scores on the vertical bars.

Surgency .. .. ... Agreeableness .~ Adjustment . Conscientiousness Openness
R - - —— ‘ — to experience
35 35 35 35
1. |25 2. (25| 3. |25 4. |25 - 5|25
6. |20 7. 120 e 8 |20 et G 20 w10, (20
11, |15 12. |15 __13. |15 — 14, |15 15 |15
16. |10 S 17. |10 _______18. |10 19. |10 _20. |10
21, s 2215l 23 [5] 24, [ 5] 25, Ls|
Total Bar Total Bar Total Bar Total Bar Total Bar

The higher the total number, the stronger is the personality dimension that describés your ‘p'érsoh'aiity. What are your strongest and
weakest dimensions? Continue reading the chapter to find out the specifics of your personality in each of the five dimensions.




Part One Intrapersonal Skills: Behavior, Human Relations, and Performance Begin with You

T»hexﬂﬂyemﬁeéiggﬁﬁpw&mﬂiﬁat@rﬁffﬁﬂi 1) -
7 Our fourth, and most complex, personality classification method is the Myers-Briggs Type
" ) - Indicator (MBTI). The:MBTI miodel of: personality:identifies your ‘personality preferences. It
Y is based on your four preferences (or inclinations) for certain ways of thinking and behaving.'®
Complete Self-Assessment Exercise 2-3 to determine your MBTI personality preference.

Your MBTI Personality Preference .

Class:fy yourself on each of the four preferences by seIectmg the one statement that best descnbes you:
el Wkere yout Jfocus your attentzon—Extrovert or Introvert

—— I'moutgoing and prefer to deal with people, things, situations, the outer world. (E) -

I'm shy and prefer to deal with ideas, information, explanatlons or behefs, the inner world. (I)
2. How you take in information—Sensing or Intuitive ‘ - '
— I'prefer facts to have clarity, to describe what I sense with a focus on the present. (S) '

I prefer to deal with ideas, look into unknown possibilities with a focus.on the future. (N)

3. How you make decxszons—T]unkmg or Feeling
— I prefer to make decisions based on objective logic, using an analytxc and detached approach (T

I prefer to make decisions using values and/or personal beliefs, with a concern for others. (F)

4. How you prefer to organize your life—Judging or Perceiving o R T el st B
— TIprefer my life to be planned, stable, and organized. (J) '
I prefer to go with the flow, to maintain flexibility and to respond to things as they arise. (P)

Place the four letters of preferences here

There are 16 combinations, or personality preferences, often presented in the form of a table. Remember, this indicates
preferences only, You may also use the other traits that you did not select.

ISTJ ISFJ INRJ INTJ
ISTP ISFP INFP INTP
ESTP ESFP ENFP ENTP
ESTJ ESR ENRJ ENTJ

Completing Self-Assessment Exercise 2-3 gives you an idea of the types of questions
included in the MBTL There are actually multiple forms of the MBTI for various uses. For
more information on the MBTY, and to complete a more detailed assessment, for a fee visit
its Web site at Wwitinyersbiipgsiors, Think about your friends and family and the people
you work with. What MBTI type are they? How can you improve your human relations

with them based on the MBTI?




/]| SelfzAssessmantExercise2=d=///

Your Stress Personality Type

Below are 20 statements. Identify how frequently each item applies to you.
(5) Usually (4) Often (3) Occasionally (2) Seldom (1) Rarely

Place the number 1, 2, 3, 4, or 5 on the line before each statement.

—

. I work at a fast pace.

— 2. I work on days off.

. I set short deadlines for myself. s
. I enjoy work/school more than other activities.

. I talk and walk fast. ‘

. I'set high standards for myself and work hard to meet them.

. Tenjoy competition, I work/play to win; I do not like to lose.

. Iskip lunch or eat it fast when there is work to do.
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. I'min a hurry.
. I do more than one thing at a time.

[T ae—y
]

. I'm angry and upset.

¥

. 1 get nervous or anxious when I have to wait.

—
W

. I'measure progress in terms of time and performance.

—
~

. I push myself to the point of getting tired.
. I take on more work when I already have plenty to do.

e
oy L

. I take criticism as a personal put-down of my ability.

[y
~

. I try to outperform my coworkers/classmates.

i

. I get upset when my routine has to be changed. (continued)

___ 19, Iconsistently try to get more done in less time.
201 compare my accomphshments with those of others who are hlghly productive.
Total. Add up the numbers (1-—5) you have for all 20 items. Your score will range from 20 to 100. Below place an X on
the continuum that represents your score.
 TypeA 100 80 60________40________20 TypeB

The higher your score, the more characteristic you are of thé Typé A stress personality. The lower your score, the more
characteristic you are of the Type B stress personality. An e);plfir_latim of these two stress personality types follows.

WORK APPLICATION 2-3 Persopality.Type The.degree: t@,mhichJsﬁessde”fafféift’ilﬁiiﬁfﬂuﬁe’d’;!dn’part sbysour,person-

Whatwas jourstress ality type=Since;stress comes from-within;ithe:things'werdo can:cause:us:stress: As noted
personality W_ Pe_ffgrf"iﬁ’d‘ . earlier, there are Type A and Type B personalities. The 20 statements of Self-Assessment
letter? Should you Worlcat Exercise 2-4 relate to these personality types. Peopleawith#TypemA:personalities have more

:shanging yourpersonality is. stress thanpeople-with Type B:personalities:If you scored 60 or above, you have a Type A

type?Explainwhyorwhy:"%» i ) : . .
. 4 Il you tha:ge’ = personality and could end up with some of the problems associated with stress.

»  Organizational. Climate. The.amountof cooperation;the:level-of-motivation,%and
theoverallaioralein an-oiganization affect stresslevels The more positive the orga-
nizatiGmAlElmAE diid ok eulire; the ey stiesshsre sy

s ManagementBehavior. Calm, partlclpatlve management “Styles’produce less
stress:Tighttontrol through autocratic: managemen tends-torcreate-more stress.
Somnie bossesuise awful behiavior; some are even abu31 & and have: -caused: stress to, the
pointiof diiving: employess toquititheir jobs.

> Degreeof Job'Satisfaction. People who enjoy theirjobsand derive satisfaction
from them handle stress better than those who do.not:In some:cases,a change:-of
jobs is-a-wise fiove that ¢anlower or get rid-of one of your.stressors,,




Yourl:earning:Style

Below are 10 statements. For each statement distribute 5 points between the A and B alternatives, If the A statement is very
characteristic of you and the B statement is not, place a 5 on the A. line and a 0 on the B. line. If the A statement
is characteristic of you and the B statement is occasionally or somewhat characteristic of you, place a 4 on the A. line and
a 1 onthe B. line. If both statements are characteristic of you, place a 3 on the line that is more characteristic of you and
22 on the line that is less characteristic of you, Be sure to distribute 5 points between each A and B alternative for each of the
10 statements. When distributing the 5 points, try to recall recent situations on the job or in school.

1. When learning:
A, I'watchand listen.
___ B.Igetinvolved and participate.
2. When learning:
__ A.Irely onmy hunches and feelings. .
____ B.Irelyonlogical and rational thinking.
3, When making decisions:
—— A.TItake my time.
_— B.Imake them quickly.
4, When making decisions:
__ A.Irely onmy gut feelings about the best alternative course of action.
___ B.Irelyonalogical analysis of the situation.
5. When doing things:
— A.Iam careful,
— B.Iam practical.
6. When doing things:
PP A I li'l_ave.strong feeiings and reactions.
B. I reason things out.
7. T would describe myself in the following way:

__ A.Iam areflective person.
— B.Iam an active person.

8. I would describe myself in the following way:
_____ A.laminfluenced by my emotions.
- B.Iaminfluenced bymy thoughts.

9. When interacting in small groups:

__ A.Ilisten, watch, and get involved slowly.
—____ B.Iam quick to get involved.

10. When interacting in small groups:

A, Texpress what T am feeling.

_____ B.Isay what I am thinking.

Seoring: Place your answer numbers (0-5) on the lines below. Then add the numbers in each column vertically. Each of the four
columns should have a total number between 0 and 25. The total of the two A and B columns should equal 25.

. A _____B. (5) y PR S, | (5

B Al oo B 5 4_____ KB (5)

S Ayeee B (5 6.—__A ____B. 5)

7. A _____B. (&) N (SR . | (5)

.+ FS AR, . (5) 10 Ay =B (5) .
Totals e iy B. (25) A. B (25)
Style Observing Doing Feeling Thinking

There is no best or right learning style; each of the four learning styles has its pros and cons. The more evenly distributed your
scores are between the A's and B's, the more flexible you are at changing styles. Understanding your preferred learning style can
help you get the most from your learning experiences.

Determining your preferred learning style: The five odd-numbered A statements refer to your self-description as being
“observing,” and the five odd-numbered B statements refer to your self-description as “doing.” The column with the highest
number is your preferred style of learning. Write it below:

I described myself as preferring to learn by

The five even-numbered A statements refer to your self-description as being a “feeling” person, and the five even-numbered
B statements refer to your self-description as being a “thinking” person. The column with the highest number is your preferred
style. Write it below:

I described myself as preferring to learn by i
Putting the two preferences together gives you your preferred dimension of learning. Check it off below:

Accommodator (combines doing and feeling).

Diverger (combines observing and feeling).

Converger (combines doing and thinking).

Assimilator (combines observing and thinking).
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Your Management Attitudes i e e
Circle the letter that best describes what you would actually do as a supervisor, There arezno right or wrolfé answers -
Usually (U) -+ - Fréquently (F) ' Occasionally (O) = ' Seldom ($) 71 ¥

. 1. T'would set ihe objectives for my department. along (rather than include employee input).
I would allow employees to develop their own plans (rather than develop them for them).
I would delegate several tasks 1 enJ oy domg (rather than domg them myself}.

1 would allow employees to make decmons (rather than rnake them for ernployees)

I Would recruit and select new employees alone (rather than include employees mput)

I would train new employees myself (rather than have employeos do it),

. Twould tell employees what they need to know (rather thari gverything I know).

- Twould spencl time pra1smg and recogmzmg my employees’ work efforts (rather than not doit). .

<D°°~4.cr\s-n.4=~..t»=10

. T would set several (rather than few) controls to ensure that objectives are met.

0. 0000000 0.
T A AR PSR BN

=== === ==

—
<o

. T would closely supervise my employees (rather than leave them on then' own) to ensure that
-they are working.

o owmomomom oM om W m

To better understand your own attitudes toward human nature, score your answers. For items 1,5,6,7,9, and 10 give .. -
yourself 1 point for each usually (U) answer; 2 points for edch frequently (F) answer; 3 points for each occasionally (O) answer;
and 4 points for each seldom (S) answer. For items 2, 3, 4, and 8, give yourself 1 point for-eacti seldom (S) ‘answets 2 poifits
for each occasionally (O) answer; 3 points for each frequently (F) answer; and 4 points for each usually (U) answer. Toial all
points. Your score should be between 10 and 40. Place your score here . ‘Theory X and Theory Y are on opposite ends of
a continunm. Most people’s attitides fall somewhere between the two extremes. Place an X on the continuum below at the point
that represents your score.

Theory X 10 == ——— ——— — = == 20— oo m e e ) P 40 Theory Y

The lower your score, the stronger the Theory X attitude; the higher your score, the stronger the Theory Y attitude. A score
of 10 to 19 could be considered a Theory X attinide. A score of 31 to 40 could be considered a Theory Y attitude. A score of 20
t0 30 could be considered batanced between the two theories, Your score may not accurately measure how you would behave in
an actual job; however, it should help you understand your own attitudes toward people at work.




Leavning Gutcorne 3-2 . e
DESHTERW s Vhimges (hanging Attitudes , | .
yonatittdes. Complete Self-Assessment Exercise 3-2. Determine your own job attitude.

Your Job Attitude |
For each of the 10 statements below, identify how often each describes your behavior at work. Place a number from 1 to 5 next
to each of the 10 statements.

(5) Always {4) Usually (3) Frequently (2) Occasionally (1) Seldom

[. I smile and am friendly and courteous to everyone at work.

——— 2. I make positive, rather than negative, comments at work.

/11 Self-Assessment Exercise 3-2 /// (continued)

- When my boss asks me to do extra work, I accept it cheerfully.
- T avoid making excuses, passing the buck, or blaming others when things go wrong.

. L am an active self-starter at getting work doze.

3
4
5
——— 6. Tavoid spreading rumors and gossip among employees,
7. I am a team player willing to make personal sacrifices for the good of the work group,
8. T accept criticism gracefully and make the necessary changes,
9. Ilift coworkers’ spirits and bring them up emotionally, =

—— 10, If T were to ask my boss and coworkers to answer the nine questions for me, they would put the same answers that
Idid,

Total: Add up the 10 numbers,

Interpreting your seore. You can think of your job attitude as being on a continuum from positive to negative, Place an X
on the continuum below at the point that represents your score,

Negative attitude 10— -~ — =~ —— ~20—— ~ ——_—_.. 30——— - -~ ———-40-- - — ——___ 50 Positive attitude

Generally, the higher your score, the more positive your job attitude is. You may want to have your boss and trusted cowork-
ers answer the first nine questions, as suggested in question 10, to determine if their perception of your job attitude is ¢he same
as your perception.




Your Personal Values

Below are 16 items. Rate how impértant each one is to you on & scale of 0 (not important) to 100 (very important). Write a
number from 0 to 100 on the line to the left of each item.

Not important ... . - . . Somewhat important - Very important

0 0 20 30 40 50 60 70 80 90 100

a

. An enjoyable; satisfying job.

. A high-paying job.

. A good marriage.

. Meeting new people, social events.

. Involvement in community activities.
. My religion.

. Exercising, playing sporis.

. Intellectual development,

[NoTE - R« LY R~ TR G RN

. A career with challenging opportunities.

o 111 Self-Assessment Exercise 3-3 /// {(continued)

— . 10, Nice cars, clothes, home, etc,

__ 11. Spending time with family.

— 12, Having several close friends. )

—— 13, Volunteer work for not-for-profit organizations such as the cancer society.

— . 14, Meditation, quiet time to think, pray, etc.

— 15, A healthy, balanced diet.

—— 16, Educational reading, self-improverent prograrms, etc. ®

Below, transfer the numbers for each of the 16 iterns to the appropriate column; then add the two nuembers in each column.

Professional Financial Family Social
1. A 3 4.
9, . 0 i 12.
Totals
Community Spiritual Physical Intellectnal
5. 6. A g.
3. 4. 15 6, .
Totals - - - -

The higher the total in any area, the higher the value you place on that particular area. The closer the numbers are in all
eight areas, the more well-rounded you are.

Think about the time and effort you put forth in your top three values. Is it sufficient to allow you to achieve the level of
success you want in each area? If not, what can you do to change? Is there any area in which you feel you should have a higher
value total? If yes, which one? What can you do to change?




Chapter 3 Attitudes, Self-Concept, Values, and Ethics

How Ethical Is Your Behavior? ' ' .

For this exercise, you will be using the same set of statements twice. The first tine you answer them, focus on your own behav-
ior and the frequency with which you use it. On the fine before the question number, place the number from 1 (frequently) to
" 4 (pever) that represents how often you have done the behavior in the past, do the behavior now, or would do the behavior if you
had the chance. These numbers will allow you to determine your level of ethics. You can be honest without fear of having to tell
others your score in class. Sharing ethics scores is not part of the exercise.

Frequently Never
L 2 3 4 s

The second time you use the statements, focus on other people in an organization with whom you work or have worked.
Place an O on the line after the number if you have observed someone doing this behavior. Also place an R on the line if you
have reported (blown the whistle on) this behavior either within the organization or externally.

O———0bserved R

Reported
1-4 O,R
College
—— 1, Cheating on homework assignments.
2. Cheating on exams.

Passing in papers that were completed by someone else as your own work,

Job )
4 ____ Lyingto others to get what you want or to stay out of trouble.

Coming to work late, leaving work early, or taking long breaks or lunches and getting paid for it

6 Socializing, goofing off, or doing personal work rather than doing the work that should be done and
getting paid for if. : . .- ,

—  T..———_ Calling in sick to get a day off when you are not sick.

— & ____ Using the organization’s phone, computez, Internet, copier, mail, car, etc. for personal use.

9 Taking home company tools or equipment without permission for personal use and returning the items.

— 10 Taking home organizational supplies or merchandise and keeping the itewms.

— 11, . Giving company supplies or merchandise to friends or allowing them to take the items without saying
anything.

— 12, Putting in fdr reimbursement for meals and travel or other expenses that weren't actually eaten or taken.

- 13 -, Taking your spouse or friends out to eat or on a Eusin&:ﬁss trip and-chérging it to the organizational expense
account. ‘ S e

— 14, Accepting gifts from customers or suppliers in exchange for giving them business.

— 15, Cheating on your taxes.

——— 16, — Misleading customers, such as promising short delivery dates, to make. a sale,

— 17. —____ Misleading competitors, such as pretending to be a customer or supplier, to get information to use to com-
pete against them.

_- 18, ____ Planting false information t¢ enhance your chances of getting reelected.

19 Selling a customer more product than the customer needs just to get the cornmission.

— .20, —___ Spreading false rumors about ceWork(_ars or competitors to make yourself look better for advancement or
to make more sales.

— 21. . Lying for your boss when asked or told to do so.

— 22, ... Deleting information that makes you look bad or changing information to look better than the actual

results.

(continued)
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Part One Intrapersonal Skills; Behavior, Human Relations, and Performance Begin with You

/1! Self-Assessment Exercise 3-4 /// (continued)

1-4 O,R

Being pressured, or pressuring others, to sign off on documents that contain false information,

24 Being pressured to sign off on documents you haven’t read, knowing they may contain information or
decisions that may be considered inappropriate, or pressuring others to do so.
e 25, If you were to give this assessment to a person with whom you work and with whom you do not get along

very well, would she or he agree with your answers? Use 4 (ves) or 1 (no). Place the appropriate number
on the line before the number 25. (No O or R responses are necessary for this question.)

Other Unethical Behavior: On the lines below, add other unethical behaviors you have observed, If you reported the behavior,
write an R before the behavior,

26.
27.
28.

Note: This self-assessment is not meant to be a precise measure of your ethical behavior. It is designed to get you thinking about
your behavior and that of others from ar ethical perspective. There is no right or wrong score; however, each of these actions
is considered unethical behavior in most organizations. Another ethical issue in this exercise is your honesty when rating the
frequencies of your behavior, How honest were you? .

Scoring: To determine your ethics score, add the numbers you recorded. Your total will be between 25 and 100, Place the num-
ber here and on the continuum below place an X at the point that represents your score. The higher your score, the more
ethical your behavior is; the lower your score, the less ethical your behavior is.

Unethical 25 -—- — -30—- ——40— --50- ——-60- - —-70~ ~— =80}~ —-—-80- ———100 Ethical




Your Personality Profile and Ethics

.Return to Self-Assessment Exercise 2-2, Your Big Five Personalify Profile, on page 32 and place your personality profile scores
below: 7 .
Adjustment ‘Conscientiousness Opénness to experience

Surgency Agreeableness
‘Review the discussion of ethics above as it relates to your personality proﬁle How does your personality affect your ethical
~ behavior? Which guides for ethical decisions will you use?

* Which level of moral def‘feldpment have you attained? How can you improva?

{11 Self-Assessment Exarcise 3-5 '/ F1 (continued)

Which justifications have you used? How can you improve your ethical behavior by not using justifications?
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