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INTRODUCTION
 Schools emphasize knowledge and skills. This course is different. We emphasize attitude – as the table below shows.

	History class                    

Mathematics class                     

English class

World Changers Academy   (WCA)    
	        Knowledge

                   Skills

          Attitude 



You will pick up some knowledge and some skills here. But our first priority is on attitude. S.L.O.T believes that your attitude is your most important asset. You should have knowledge and skills, but your attitude will determine whether or not your life is successful.
The diagram below shows that knowledge, skills, and attitude cannot be separated completely. They overlap. So, if you improve one, the others are also likely to grow.

 We are asking you to be willing to change and to grow. When we grow we change. But people sometimes resist change. This is natural, because sometimes we feel threatened when we have to change. It is not always easy. However, we are asking you to make the effort to change and to grow as a person. We firmly believe that what you are starting here is something that will change your life for the better and will make you a better person.

We expect you to be active in learning here, not passive. In other words we want you to take charge of your own learning; we want you to want to learn. No one is going to force you to learn. No one is going to punish you if you don’t learn. While your facilitator will encourage you to learn, it is going to be firmly your own responsibility. So if you don’t learn and grow you will have no one to blame but yourself. But we are confident you will learn – and grow.




	You are responsible for your own learning.


 We invite you to enter this course eager to learn and grow in order to be a new person. Expect your life never to be the same after these four weeks. Expect to be a new person. Want to be a new person.

	Expect to be a new person.
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1. Vision and Goal Setting
 What happens if you don’t have plans for your life?

1. You will ___________ your _______ and do nothing.

2. _______________   ______ will plan for you.

3. You may end up doing things you later ___________.

Great things don’t “just happen.” Without a plan you will never do anything worthwhile with your life. Remember: 
	Failing to plan is planning to fail


Visioning
 Why is it important to have a vision? What exactly is a vision?

1. A vision is what we want in our ___________.

2. A vision is what we ________ about and what we get ___________ about.

3. All great _____________ have a clear vision.

4. A vision is not merely a ___________.

5. A vision reflects what is ____________________ to us.

How can you tell what things are important to you? Well, here is a checklist to help you tell what things are important. If something is important to you, then:
1. You do it on a ____________ basis.
2. You will ___________ about it __________.

3. You will be ___________ and feel _________ about it.

4. You will tell _____________ about it.
Sometimes we do things because others are doing them. Your vision has to be yours. You have to own it. It cannot be your mother’s vision for you. It cannot be your father’s vision for you. It cannot be anyone else’s vision for you. Your vision has to be yours.
What if you don’t know your vision? What if you don’t know where you want to go? Don’t worry about it. But during this course, we invite you to explore what you want to do with your life.
One other word about vision. Do you think about being something or doing something? There is a difference. Look at the examples above. They involve being, not merely doing something. Your vision should be what you are, not merely just what you do. It involves all of you.

Goals: After you have set a vision, you need to set goals. How does a goal differ from a vision? Let’s look at some characteristics of goals?

1. Good goals are ___________. This is very important. In fact, it is probably more important than any other thing. 

2. Good goals are ________. Part of the reason for writing goals is to make them clear. Anyone should be able to read you goal and know exactly what it means. Writing helps you to make it clear.

3. Good goals have _______________. For example, a goal isn’t just to read a book but to read it by next Friday.

4. Good goals are _______________. For example, a goal isn’t just to make good grades, but to make five B’s and two A’s.  

5. Good goals are _________________. This is part of being specific. You will know exactly if you accomplished your goal. 

6. Good goals are _______________. This means it is possible to achieve the goal. 

7. Good goals are ___________________. Most people set goals that are too low. Challenging goals make us work harder. 

8. Good goals help us to ___________________ our ____________. 

Some goals are long-term, some medium-term, and some short-term. You should have all of these. These terms are relative. For example, if your goal is to become an engineer, then it is your long-term goal. You may also have a medium-term goal of making good grades this semester. You may also have a short-term goal of making an “A” on next week’s test.
Sometimes people make a goal like “I will try to make an A in history” or “I want to make an A in history.” These are not good goals. “Trying” and “wanting” are not concrete plans but merely wishes.

Action plans.  After you make goals, you need to make action plans. What are action plans and how do they differ from a goal? A goal is a final destination. The action plan just helps you reach your goal. For example, let’s say your goal is to make an “A” in history class. How is that accomplished? Well, you have to study. Your action plan may be to spend one hour, thirty minutes per day studying history. If so, then that is the action plan. Your goal is not to study, that is the means (action plan) for accomplishing the end (goal) which is an “A” in history.
Another difference is that goals tell “what.” Action plans tell “who,” “where,” “how,”  and “when.” But only you can answer the question “why.” Sometimes “where” and “when” are assumed. Let’s look at an example in the following table.
	Let’s say your goal is to make an “A” in history. Your action plan is, “I will study by reading and taking notes in the library Monday through Friday from 15:00 to 17:00 each week.

What – goal (make an “A”)

Who – “I”

Where – “in the library”

When – “15:00 to 17:00 Monday through Friday each week”

How – “reading and taking notes”

Why – This is not covered in the goals and action plan. Only you can determine the why of your life. It is part of visioning.



Discipline  If you are like most people, making goals and action plans is the easy part. The hard part is actually doing them. That is where discipline comes in. Discipline helps us to develop and maintain good habits. Only you can make yourself disciplined. Only you can develop good habits. No one else can do it for you. Look at the following and consider the importance of good habits.
	
	important
	not important

	urgent
	1
	2



	not urgent
	3
	4




In the above table, successful people do most of their work in quadrant 3 (important, not urgent). Many people work in quadrant 1 (important, urgent). Sometimes we all have to work in quadrant 1. For example, in emergencies we have to work in quadrant 1. However, successful people work a lot of the time in quadrant 3. There is nothing wrong with working in quadrant 1, 2, and 4. All of us need to rest sometimes. We just need to spend some time in quadrant 3.


Let’s give an example. Your goal is to make an “A” in history.  The first day of class the teacher says you will have a test in three weeks on the first 500 pages. Well, what does a unsuccessful person (undisciplined person) do? Maybe something like this: “Hey, my friends are having a party tonight. I think I will go to that. I am tired of sitting all day so I think I will go play some football. I think I will watch some television. I have three weeks to study and prepare for the test. I will start next week.” This goes on until a few days before the test. Then there is no other choice but quadrant 1 (important, urgent). The person will study, study, study until (s)he is sick and tired of history.
What does the successful person do. (S)he has a goal (make an “A”) and also action plans (I will study Monday through Friday at the library from 15:00 to 17:00). Then (s)he will be disciplined to do it. (S)he doesn’t put off studying. This is quadrant 3 (important, not urgent). By studying every day, this person actually puts in lots of hours and does not have to work in quadrant 1, in a crisis.
	Only you can make yourself disciplined.


Things that keep you from reaching your goals   We can have the best goals and action plans but if we don’t actually do them, then they are worthless. There are several common distractions that will cause a person to not reach their goals. Below we list some of the more common distractions.

1. Letting other people (sometimes friends) ________   _______   ______ to their level. 

2. Having a ________   ____ attitude. 

3. Always seeking ______________. Some times we have to do hard work.

4. Having a tendency to be _________   __________.  

5. Having ______   ___________. 

6. Making _______   ______________.  

7. Getting ___________________.  We have to stay focused. 

One final word. It is okay to change your goals from time to time. Sometimes in our lives, we even change our vision. Obviously a 20-year-old person will not have the same vision as a 80-year-old person. While your vision should be firm and you should be focused on accomplishing it, your vision is not “set in stone;” your vision can change. You can achieve it and set a new one.

Finally it is okay to rest. Watching television, hanging out with friends, and just doing nothing is okay. We just can’t do it too much, at the expense of other important things.
Answers:

	1. waste, time

2. someone else

3. regret

Vision

1. future

2. think, excited

3. leaders

4. wish

5. important
	Important

1. regular

2. think, often

3. proud, good

4. others
	Goals 

1. written

2. clear

3. deadlines

4. specific

5. measurable

6. achievable

7. challenging

8. accomplish, vision
	Distractions 

1. pull us down

2. give up

3. pleasure

4. like others

5. bad habits

6. poor decisions

7. sidetracked


2. Worldview

What is a worldview? What does the word mean? Simply put, worldview refers to the way in which we see the world, or the way we see reality. Here are some characteristics of worldview that will help you understand it - and why it is important.
1. ________ person has a worldview.

2. Each person’s worldview is ______________. 

3. Most people are ______   ___________ of their own worldview. 

4. Our worldview is ______________ to ______________.

5. However, our worldview constantly _______________.

6. Our worldview determines our ________________. 

7. All worldviews are ______________ or ______________. 

8. Some worldviews are _____________ than others. 

How do we develop our worldview?
People learn their worldview various ways and by various means. Below are listed some of the primary ways in which people learn their worldview. Remember that each person’s worldview will differ, even if only slightly, from all others. Your worldview is unique.
1. We learn so much from our ________________. 

2. All humans learn through the five _____________. 

3. We learn a lot from ________________. 

4. We learn from our _________________.

5. We learn a lot from _________________.

6. We learn worldview from ___________________.  

7. Often we learn from others in ________________. Often these are celebrities, political or religious figures.

8. The ____________ shapes our worldview.

9. Our worldview is shaped by our ___________________.

Our worldview is made up of a combination of the above. 
Common worldviews

We might divide the way all people see reality into two categories. These are:

___________________ and ___________________. Absolute sees certain aspects of reality as never changing. For example, God is absolute. He never changes. Relative refers to the idea that there are no absolutes at all. Everything is relative. For example, what is right today may be wrong tomorrow.      
 A person may also divide the basic way people learn into two categories. These are:

________________   __________________ and the _____________   ____________ view. The innate ability view says that people are born with certain natural tendencies and these need to be brought out. The empty mind view says that we are born with nothing and must learn everything. Schools often battle over these two philosophies.
Some common worldviews and philosophies
1. _____   __________ (I always come first.)

2. “If it feels ________, it is ________” (sensualist/ impulsiveness)  

3. “What you ______ is what you _____” (All of reality is the physical world.)

a. empiricism/rationalism (scientific method)

b. humanism/naturalism ( centered on _______________)

c. materialism/consumerism (our sense of __________ is what we own)

4. “Monkey ______, monkey _____” (imitation – We do what those around us do.)

5. ______________ (God created the world and has been resting ever sense. We have to solve our problems ourselves; we cannot depend on God to help us.)

6. ________________ (The world exists of spirits and all of creation is sacred. God and nature are virtually the same. Our future is already decided and we can do nothing about it.)

7. ____________________________ (Life has no purpose and we have to determine our own meaning of life.)

8. _______   ________ (We can become gods through personal, mystical experiences. After death we will experience other existences.)

9. ________________   __________________ (This is following religious rules.)

10. __________________ (Having a personal relationship with Jesus Christ.)

11. ________ - _______________ (Each person must find his or her own purpose in life. Whatever works for each person is good.)
How to change our worldview
Most people have a worldview that does not take them to where the want to go. Therefore, they want to change their worldview. How is this done.
1. ______________ about other worldviews. This can be done in various ways. The following list gives some ways this can be accomplished.

a. ________  good ______________

b. ___________ time with _________________ people. 

c. ______ new ___________________. 

d. ___________ others. 

e. ______________ on your life. 

2. _________________ what you are doing. 

3. ___________ to a ______________   ___________. 

4. Make _______________. 


Summary

1. There are _________   _________________ that shape our worldview.

2. We need to know   ________   ________ worldview.  

3. Our _________________, except for simple reactions, is _____________ determined by our worldview.

4. We need to ____________ if our worldview will ___________ us to realize our vision. 

5. If our worldview is not adequate or is inferior to another worldview, then we need to _________________ our

      worldview.

Answers
	Worldview

1. each

2. unique

3. not aware

4. resistant, change

5. changes

6. behavior

7. limited, incomplete

8. better

1. parents

2. senses

3. peers

4. culture

5. school

6. religion

7. authority

8. media

9. experiences

	Common worldviews

   absolute, relative

   innate abilities, 

   empty mind

1. me first

2. good, good

3. see, get

a. humankind

b. worth

4. see, do

5. deism

6. animism

7. existentialism

8. New Age

9. religious legalism

10. Christianity

11. post-modernism 
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	Change

1. learn

a. read, material

b. spend, successful

c. try, experiences

d. help

e. reflect

2. change

3. talk, trusted, elder

4. change

Summary

1. many, influences

2. our own

3. behavior, always

4. know, help

5. change


3. Healing of the Past

All people need healing of the past. All people need to forgive.

Who do we need to forgive?

A. ________________ (for mistakes we have made)

B. ____________ (for people who have hurt us)

	Everyone needs to forgive.


Why forgive?

When do we need to forgive? We need to forgive ourselves or others if the pain or guilt is still in us. How can we tell if the pain or guilt is still in us? If the pain or guilt is still in us, then certain symptoms will appear. If you have any of the following symptoms, then perhaps you need to forgive:
1. ____________ 

2. ____________ (We may say “if only I had done ….)

3. Lack of _____________________ (We may have difficulty reading or paying attention to others.)

4. _____________ gain or loss 

5. ____________ difficulty

6. ____________ (We may no longer care about things, including our lives.)

7. ___________ wish (We may lose hope and wish we would die somehow.)

8. __________________ behavior (This may manifest itself in any of the following behaviors:

a. _______________ and _________ use

b. ________________ time

c. _________________ (talking negatively about others)

d. _________________ in school

e. losing your ______________

f. being _____ (doing destructive or illegal activities)

Forgiving ourselves

First we look at forgiving ourselves. Why do we need to forgive ourselves. Well, maybe you have made a mistake that you greatly regret. Maybe you have hurt someone deeply and the person is suffering or has suffered greatly for your mistakes. If the above symptoms are due to your mistakes in the past, then you need to forgive yourself.
How does a person forgive him/herself? Here are some steps to take:
1. Receive God’s _______ and _______   __________________. This is how we get rid of guilt. While this may sound rather easy, it is, in fact, difficult for most people. Often people try to get ride of guilt in other ways that are not effective. These include:

a) ____________. Often people will pretend that the problem does not exist. They may hope that if they don’t think about the problem it will somehow go away. Denial does not work in getting rid of guilt, it only pushes it further inside ourselves.

b) _________________.  People will often say things like “Everyone is doing it,” or “It isn’t so bad,” or “We all make mistakes,” or “I may have done some wrong but others did worse than I did,” or “I didn’t have any choice,” or “Well, I’ve been hurt too.” We may try to explain away the problem. Again, this only pushes it deeper inside of us.

c) _____________.  Sometimes people will put the problem onto someone else. We might say “He made me do it,” or “She started it,” or “He asked for it.” We try to blame others for our problems. Again, this does not get ride of the guilt we have.

d) _______ - _____________.  Sometimes we may feel we don’t deserve God’s free and full forgiveness so we feel we must do something to earn it. For example, we may try to do many “good deeds” to make up for past mistakes. Again, this doesn’t work. We still have guilt and sometimes we just make things worse.
2. _______ to a ____________   ___________. Obviously we cannot talk to just anyone. A trusted teacher, religious leader, community elder, or counselor are people we should seek out. The person should be someone we can trust fully.

3. Let God give you another _____________. God will always forgive and give us another chance. If your dream is broken beyond repair, then God will give you another dream.

4. Do what you ______ where you _______. We cannot undo the past. We can only live from this day forward. You can only do something now where you are. Maybe you can make restitution but maybe not. Seek wise counsel (talk to a wise person you trust) if you are unsure.
Forgiving others

Maybe you do not need to forgive yourself, but another person. Maybe someone has hurt you deeply. The person may be a friend, a former friend, a family member, a stranger, or a trusted authority figure like a teacher or minister. Maybe the person has already died and you can no longer talk to him/her. Again, if you have any symptoms listed above due to hurt someone has inflicted on you, then you need to forgive that person.
Forgiving others is not easy. Sometimes we really don’t want to forgive the person who has hurt us deeply. Maybe we need to look at what forgiving others isn’t.
Forgiving others is:

1. Not _______________ the ________________.  It does not mean that we pretend the wrong did not happen. It does not mean we just try to forget about it. It does not mean just acting like there is no hurt or pain.

2. Not _________________ the wrongdoing. It does not mean that we somehow excuse the behavior of the other person, saying something like “He was drunk when he did it and did really know what he was doing,” or “She is a monster/ animal/demon/witch/etc. and cannot help herself.” Forgiveness does not mean covering up the wrongs done to us.

3. Not _________________ away the wrong. In forgiveness we do not explain away the wrong so that it is no longer wrong. In forgiveness we face both the hurt and the wrong.

4. Not taking the _____________ ourselves. In forgiveness we do not transfer the wrong to ourselves. 
So what is forgiveness and how do we do it?
1. ___________ the _________. It is a good idea to write out exactly what the wrong is. Be explicit. Don’t pretend at all. Be totally honest. Call any wrong doing a wrong doing. Tell exactly what the other person did to you to hurt you.

2. ________________ your ______________. This is not always easy for people. Sometimes we have difficulty expressing our feelings, even good feelings. Maybe the following list will help you in expressing yourself. Next to the word is a likely expression of the feeling to help you understand.

a. _______________. (“My mother walked out on me when I was just a child.”)

b. _______   __________. (“She treated me like dirt.”)

c. ______________ (“I wanted to please him but whatever I did was never good enough. I could never please him, never.”)

d. _____________ or ______________. (“I was qualified for the job but he gave it to his son who was not properly qualified. I lost an opportunity that will never come again.”)

e. ________________. (“They all laughed at me because I was poor. I felt so bad in those ragged clothes.”)

f. _____________ or ______________. (“My parents didn’t care if I went to school or not. I think even my teachers were happy if I missed school.”)

g. ___________ (“Those children bullied me day after day. They laughed when I cried and asked them to stop.”)

h. ___________ (“He said he loved me and I was the only girl for him. All the time he said those things to me he was seeing two other girls and got both of them pregnant.”)
(The Bible quotes Jesus as saying “love your enemies, do good to those who hate you, bless those who curse you, and pray for those who mistreat you.” (Luke 6:27-28) Jesus did not say “don’t have negative feelings toward your enemies…...” If someone has hurt you, then it is natural to have negative feelings toward that person.)

3. Face the ____________________ you feel for others. Don’t be afraid of your feelings, no matter how negative they may be. If you hurt is very painful, then it is likely that your feelings toward the person who did it will be rather intense.

	Let God take any revenge.


4. Be ____________ to ____________. Forgiving is an act of the will. We may not feel like forgiving but we must be willing to forgive. That may take a long time, many years for some people. This is the key to forgiving others.

5. Let go of your “_______” feelings. This does not come easily nor does it come quickly usually. It may take years. As someone once said, “you can’t stop the birds from flying over your head but you can stop them from building a nest in your hair.” The old feelings will likely come back from time to time. However, there are things one can do to minimize them.

a. Give “old” feelings to _______. Let God deal with them. They may even pop up during our sleep coming to us in our dreams. Let God have them.

	Give your “old” feelings to God.


b. Keep ________.  This does not mean we stay so busy that we do not have time for a meaningful life. It means that we stay busy so that we don’t always think about the old feelings.

c. ________ others. When we help others we usually don’t dwell on our own problems.

d. Stay ________________   ______. Regular exercise, especially vigorous exercise is an excellent way to release tension, stress, and anger. Also if we are vigorously exercising, then we won’t dwell on old feelings.

e. Maintain strong _________________.  Trusted friends are those who can help us when we need some help. 
6. Take ____________________ for your life. Some people will hold on to anger and will not forgive so that they don’t have to face the responsibility for their failures and broken dreams. If we play the “blame game,” then we always have a ready excuse when we fail. 

7. Let God take any ________________. Maybe the person has never been punished. Or maybe the person is already dead or a stranger to you. We need to do our part and let God do his part. Forgiving others does not let them “get away with it.” Trust God to do his part.

	A. ourselves

B. others

Symptoms

1. anger

2. guilt

3. concentration

4. weight

5. sleep

6. apathy

7. death

8. destructive

a. alcohol, drug

b. wasting

c. gossiping

d. failing

e. temper

f. bad
	forgiving ourselves

1. free, full forgiveness

a. denial

b. rationalization

c. transfer

d. self-payment

2. talk, trusted elder

3. chance

4. can, are

forgiving others is not:

1. overlooking, wrongdoing

2. excusing

3. explaining

4. blame
	1. face, wrong 

2. recognize, feelings

a. abandoned

b. put down

c. rejected

d. unfairness, injustice

e. humiliation

f. neglected, deprived

g. cruelty

h. betrayed

3. resentment

4. willing, forgive

5. old

a. God

b. busy

c. help

d. physically fit

e. friendships

6. responsibility

7. revenge 


Answers
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4. Communication
Communication is the ___________ of ideas, attitudes and thoughts from one person (or a body of people) to another.

In communication there is a circular movement of __________ (message sent) from: the _________ to the _________

and once the message has been received there is a return of information (Feedback) from: the __________ to the ___________

How do we communicate

There are three _________ of communication (forms of communication)

There are many ________ of communication (method in which to communicate)

There are two __________ of communication 

Channels of communication

It is really important in communicating to understand the three main channels of communication and each ones value:
	Channel
	Value

	Verbal/Oral
	is a quick way to communicate.

	Written
	is a good way to record information that can then be used as a reference.

	Visual


	can send a message very clearly through picturesque means which are easier to remember than long verbal or written communication media.


Media of Communication
Within each of these channels of communication, there are different media which are used to send the message. Media is the plural for the word “medium” which means “the method through which something is communicated”. For example, a medium of written communication would be a letter.

Let us look at examples of the different media used in these three channels of communication.
	VERBAL/ORAL
	WRITTEN
	VISUAL

	conversations

giving instructions

giving advice

meetings

presentations

telephone conversations

interviews
	Minutes of meetings

letters

e-mails (electronic mail)

notices

faxes

reports

Braille (the system of raised dots which the blind use to read)
	Body language

graphic presentations such as pie charts; graphs, maps; flow diagrams,

mind maps

road signs

flags

sign language (for the deaf)

lights

pictures/photographs


Types of Communication
1. _________ communication:  indicates an accepted and structured or 

   planned way of communicating, it is mainly used in business

   communication. This is usually __________communication and generally 

   relies on fact, although opinions can often also be expressed. The reason

   for using formal communication is that the writer wants to be “seen” to  

   know what he is  talking about.
2. _____________ communication: less structured way of communicating.

generally used for personally related or creative communication. This is usually more ____________ communication and relies to a large extent on emotion, however, fact can often also form a part thereof. An informal style of writing is used when the writer feels comfortable that the reader will already be partly prepared for the message (whether because of knowing the writer personally or because the communication is expected) and will therefore know what the intended message is.

All three channels of communication can have both formal and informal media as well as types of communication.
For example, if you met someone in a social situation and then decided to write them a letter, the letter could be a friendly letter, which is an informal method of communicating, but the language you would use would probably be fairly formal, considering that you do not know the person very well.

Perhaps a way to understand this is by looking at the words, “formal” and

“informal” when they are often used to describe the way we dress. Imagine

that the different communication is presented in different “dresses” or forms

and you will get an idea of what is “formal” and what is “informal”.

Examples of informal and formal communication

	Formal
	Informal

	 organizational charts

letters

 notices

memos

telephone conversations

verbal instructions

A business letter 

A memorandum

A report 

An information pamphlet


	· A friendly letter 

· A note

· An advertisement 

· A novel

· An essay / composition 

· A poem




BARRIERS TO COMMUNICATION

Why is there often a ___________ of communication? Is the “message sent”.  Always the “message received”?

· Not being able to ______________ the words being used

· Too many instructions given at once leads to____________;

· To read / listen to something but not be sure what the key issue is. (What

       does he want me to do? By when? What’s next?)

· A text may be so confusing that one can’t work out what is being said;

· There are so many mistakes here that they distract the reader / listener and give them a bad impression of the writer / speaker;

· ___________differences lead to misunderstanding and intolerance.

· Assumptions

· Only hearing what we think is important (_________)

· Poor hearing

· _____________

There are two skills, which must be mastered if you wish to be an effective

Communicator:

                                              · LISTENING SKILLS

· THINKING SKILLS

LISTENING

If you wish to communicate effectively (to produce the proper result) when you speak or write, listening to others and responding to them is vital. In verbal communication it is easier to misunderstand or misinterpret what people have said when there is no written record of the words. How often do you not read a report in the newspaper of a speech made by a politician, who will the next day deny having said that?

Why do we say that listening is the KEY TO SUCCESS?
· If you are a good listener, you do more than just hear what the other person is saying. You give them your full attention and you understand them fully – you know what they are doing, how they are feeling and why.

· Being a good listener helps you to learn, to open your mind so that you gain more knowledge and experience.

· If you really listen to others, they will respect you and in turn they will listen to you and respond when you are speaking so everyone will gain and learn.
WHY DO WE LISTEN?

· To gain information – to learn

· To know what we are expected to do

· To get feedback

· To be in control (information is power)

· To allow others to tell us their stories

· To create a relationship

· To respect and value others

Real listening is not simply just paying attention to what is being said, it is also about being sensitive to the other person’s :

· Voice

· Choice of words

· Tone

· Speed

· Body language

	1. transmission

2. information 

3. sender

4. receiver

5. receiver

6. sender

7. channels

8. media

9. types

10. Formal
	11. Informal 

12. objective

13. subjective

14. breakdown

15. understand

16. confusion

17. Cultural

18. bias

19. Distractions




WE NEED TO RESPECT OTHERS, VALUE THEIR KNOWLEDGE, IDEAS AND THIS CAN BE DONE BY LISTENING TO WHAT THEY SAY. WHY DON’T WE LISTEN?

Answers
5. Volunteerism/ Community Involvement
Just because you do not have a job does not mean that you can not work. One of the best ways to gain experience, learn skills and knowledge, and develop good work habits is to do volunteer work.

One of the basic emphases of World Changers Academy is volunteerism. What exactly is volunteerism? Basically volunteerism is working without pay. Someone might ask “why would anyone want to work without pay?” That may seem strange to some. It may seem maybe even foolish that someone would work without pay.
Yet, volunteerism is popular for a number of reasons. Why do people engage in volunteerism? There are lots of reasons. Here are some. People engage in volunteerism:
1. Because of __________

2. Because of ______________

3. For _____________________ (to be with people)

4. Because of _____________ (use their talents)

5. To develop _________________ (learn new skills)

6. For a new __________________ (try something new)

7. To develop the ___________________
Perhaps there are various other reasons why people might engage in volunteerism. How might you engage in volunteerism? How do you get started? There are basically three questions you need to ask. Find where these areas overlap. That is where you need to start. These three areas are:
1. Your _________________  (What makes you excited. What do you want to do?) 

2. Community ______________  (What are the problems in your community?) 

3. Available ________________ (What resources can be used effectively in your community?)

	Let’s look at these more closely.
1. Your interests – What is it that gets you excited? What do you often think about? What do you picture yourself doing? What do you enjoy? What makes you feel good about yourself?
2. Community needs – What are the needs of the community? What do people want? What do 
	

   


        people say are the problems in the 

      community? What would change if the community could 

      change things?
3. Available resources – What is available in the community? 

      What is there plenty of in the community? For example, if 

      people are unemployed, they may have lots of time.

Sometimes the opportunities are easy to find. Other times you will have to make your own opportunity. Some times you may find lots of resistance to volunteerism even when there is a great need.
There are some advantages of volunteerism. Here are some:
1. The experience can help you ______________ what you may want to do full time. 

2. Volunteerism can help you get valuable __________________. 

3. The experience can help you develop good work ___________.

4. The experience can expose you to highly skilled ___________.

5. Sometimes volunteers can be more ________________ and are not restricted by job “rules.” 

     There are some points that need to be emphasized about volunteerism. They are:

1. Volunteerism is not a “___________   ______.” 

2. Volunteerism is not exactly the same as a ______________   ______.

3. Some people may not _________________ your work and even _______________ you. 

     Volunteerism does not mean that you will make no money at all. It means that making money is not the first priority. Serving the community is the first priority.

Answers:

	1. needs

2. enjoyment

3. socialization

4. skills

5. expertise 

6. experience

7. community


	1. motivation

2. needs

3. resources

1. decide

2. experience

3. habits

4. mentors

5. creative
	1. “quick fix”

2. regular job

3. appreciate, 

resist


6. Leadership
What is leadership? That question has been asked millions of times and, so far, no one satisfactory answer has yet to appear. Nevertheless, we do know a lot about leadership even if we don’t know everything.
First we need to distinguish between leadership and position. Position is a title, a formal office held. For example, the president of a country is in a position, namely the presidency. 

How can we know whether a person is truly a leader or merely holding a position? Well, ask who holds the power. If the person is holding a position and the followers have no choice, then the power is in the position. If on the other hand the followers can voluntarily withdraw their support for the leader, then that is true leadership. 

Leadership may be defined as influence. The person with influence is a leader. Next we might ask “how does a person get influence?” There are five ways that a person has power or influence. These are:
1. _________________ (can help us)

2. ____________________ (can hurt us)

3. _____________________

4. _____________ (skill or knowledge)

5. _______________ (we like the person)
A person will often have more than one of these types of power or influence. In fact, the more of these a person has the more power or influence (s)he has. 

Having different kinds of power or influence 

will make a person a stronger leader.

There are many definitions of leadership. Leadership is not easy to define. One definition of leadership is: “leadership is a process of a leader influencing a team, made up of individuals, of achieving a task in a given situation.”
Most definitions of leadership generally agree on two things: 
(1) Leadership is a ______________ function. All leaders have followers.

(2) Leaders __________________ seek to influence the behavior of other people. Leaders intentionally are trying to lead.
Therefore, any concept of leadership deals with exercising influence on others through social interaction.

Some ask the question “Are leaders ________ or _________?” In other words, are some people born to be leader and others not? Or can all people learn how to be leaders? Many years ago most people thought that a few people were born to lead while all the others were merely born to follow. Nowadays most people think that leadership is something that can be learned. 
	Activity: What do the following leaders have in common? Are 

there any differences?

	1. secondary school principal

2. kindergarten teacher

3. rugby coach

4. prison warden

5. factory foreman

6. fifth grade student prefect
	7. military general

8. church pastor

9. traffic policeman

10. criminal gang boss

11. choir director

12. city manager


First, all twelve of the above are leaders. All have followers. All are intentional leaders; they are trying to lead. 

Here are some other characteristics they may all share:
1. Engender __________ – People will not follow a leader long who they cannot trust. 

2. Take ________________ – Leaders do not merely sit and wait for something to happen. They make things happen.

3. Make _____________ – Some decisions are not easy. 

4. _____________________ – It is very unusual for a poor communicator to be a strong leader. 

5. Have __________________ 
6. ________ – Good leaders know where they are going. 

7. Work well with _____________ – Good leaders are able to work well with people. People skills are important.

8. ________________ – Good leaders don’t give up easily.

9. __________ – Can you think of other characteristics of good leaders? 
 It should be noted that while all leaders will have certain characteristics in common, there are differences. These differences are often the result of the situation. For example, one factor is the people being lead. What are they like? Obviously leading kindergarten children will be different from leading a choir (singers) or leading a group of prisoners.  The size of the group makes a difference. Again, leading five people will be vastly different from leading five thousand. Some leadership positions are formal while others are much more informal. For example, a school principal or military general are in formal positions whereas a criminal gang boss is in an informal position. The situation plays a large part in leadership. 

Anyone with influence is a leader.

You are a leader.

All leadership functions can be described as one of two dimensions. One is _____________   _____   _____   _______ while the other is having ____________   _____   _________. Effective leaders are able to do both. Most leaders, however, will favor one over the other. The following diagram may help to understand these two leadership functions



                                          (A                                     (B

                Getting the 

                 job done


                                          (C                                     (D


                                                     Concern for people

The above points mean the following:
Point A – This person gets the job done but shows little concern 

                 for people.

Point B – This person gets the job done and shows concern for 

                 people.

Point C – This person neither gets the job done nor shows concern 

                 for people.

Point D – This person does not get the job done but does show 

                 concern for people.

 Obviously, the most effective leaders are those at point B. However, each situation is different. For example, members of an organization who are highly competent and experienced will often need little concern from leaders. On the other hand, members of an organization who are inexperienced and insecure may need a lot of concern. Sometimes a group needs lots of concern while at other times it may need little. Also, while two people in a group may need lots of concern, the concern one person needs may be a very different type from what another needs. For example, one may need recognition and praise while the other merely needs opportunities for advancement.
Management or Leadership

Often the terms “management” and “leadership” are used to mean the same thing. Other times people use them to mean something very different. 
We already know some differences. We can manage time. We can manage a budget. We can manage money. We can manage a farm or a business. However, we can only lead people. The following table may help to show some differences.
 A good administrator needs to be both a good manager and a good leader. It is very unusual that a person needs to only be one or the other. Don’t concern yourself about how the terms are used as they are used to mean different things to different people. Do be concerned that you are being both a good manager and a good leader. Good administrators are both.

Answer
	1. reward

2. punishment (coercive)

3. legitimate (position)

4. expert

5. reverent


	1. group

2. intentionally

born, made

1. trust

2. initiative

3. decisions

4. communication
	5.    knowledge

6. vision

7. people

8. persistence

9. other

getting the job done

concern for people


.
	Leadership 
	Management 

	1. Personal and interpersonal behavior 

2. Looks to the future

3. Change and development

4. Quality

5. Effectiveness 
	1. Orderly structures

2. Day-to-day functioning

3. Ensure work gets done

4. Monitor outcomes

5. Efficiency 


7. Relationships
We all have relationships. We cannot live without relationships.    
We have relationships with:
1. Ourselves

2. Others

a. Parents

b. Siblings (brothers and sisters)

c. Children 

d. Other relatives

e. Peers (friends)

f. Authorities (boss, teacher, judge, etc.)

g. Romantic relationships

h. Work mates

i. Enemies 

j. Others

3. God

4. Animals

5. Material things (money, etc.)

We all have relationships.

Ourselves
1. Our most important relationship is with ______________. It is very difficult to form a relationship with another person if we do not know who we are and what we want and need.

2. No one else can make us ___________ or ______________. We are responsible for our own growth.

3. I have to like _____________ before I can expect anyone else to ____________   ________. If you have to rely on others for your sense of worth, then any relationship will be between people who are “unequal.” One person will dominate the relationship and this can lead to abuse.

4. Liking ourselves does not mean being ______________. In fact, it means just the opposite. It is people who have a low self-image who resort to selfishness, rudeness, aggression, or abuse to make up for their low self-image.

5. Liking ourselves does not mean we are totally _____________ with ourselves. We are open to growth and change.

6. People who like themselves have _______________. They do not let others abuse them, whether it be physically, emotionally, or verbally. Likewise healthy people will not want to abuse others.

7. People with good relationships gain ______________ from their friends on how others see them.

     The following diagram may help you to see how we view ourselves in relation to how others see us.
	
	
	Others 

	
	
	Known 
	Unknown 

	Self 
	Known 
	1
	2

	
	Unknown 
	3
	4


The above diagram shows four areas of our selves.
Quadrant one shows us what is known about ourselves by both 

          us and others.

Quadrant two is what is known by us about ourselves us but not 

          by others.

Quadrant three is what is others know about ourselves that we 

          don’t know.

Quadrant four is what neither we nor others know about ourselves. As we develop good relationships with others quadrants three and four will grow smaller. We will know more about ourselves.

Are you okay?
 Here is another way of looking at ourselves. 

1. “I’m __________, you’re ___________.” These people usually have good relationships with others. They seem themselves as being basically good and others the same way.

2. “I’m __________, you’re _______ okay.” These people think they are good but others aren’t. They are often a menace to society. They are often bullies.

3. “I’m _______ okay, you’re __________.” These people lack the confidence to do well. They fail in school and in life. They are dependent on others and others often abused them.

4. “I’m ______ okay, you’re _______ okay.” These people have given up on life. They are usually hopeless.

If people have a good self-image about themselves then they will usually respond in a healthy way to others. Likewise, if people do not have a good self-image then they may behave in inappropriate ways. 
Here are some examples:
1. Alan spends lots of money on clothes, cars, and jewelry to impress others (he feels insecure).

2. Betty sleeps with lots of men (she feels unloved).

3. Charles is often picking fights with others (he feels others are always trying to take advantage of him and cheat him).

4. Delores steals things often (she feels deprived).

5. Errol never asks others to his home and has no close friends (he has been hurt many times by others).

6. Freda eats all day and won’t clean her house (she tried once to go to school but failed and the students and teacher called her stupid so she just “gave up”).

7. George abuses his wife and children (he thinks they may leave him because he is sees himself as a liar and a cheat).
In short how we see ourselves is often the way we will treat others. If we see ourselves as okay and others as okay, then good relationships can root and grow.

Broken Relationships / Whole Relationships

One aspect of relationships is that sometimes they become broken. Sometimes the break is minor and can be easily repaired. Other times the break is so large that the relationship is permanently destroyed. In fact sometimes relationships get so bad that people will kill each other.
Why do relationships break down? What can we do to stop this breakage? What can we do to repair the breakage?

All relationships break down sometimes.

Relationships break down because _______________________  are not met.
What makes good relationships?

1. All good relationships have _____________.

2. All good relationships have _______________.

3. All good relationships have ______________.

4. All good relationships share _________________________.

5. All good relationships have ________________.

6. All good relationships have ___________________.

     There are some things you cannot do in a relationship. 
You cannot make a person:
1. _____   ___________

2. ________ you, _______ you, _________ you, ________ you, be glad to ________ you

3. __________ you

4. see or feel or think a ____________ way

5. get some __________ into their lives

6. lose or gain ___________

7. save or spend __________

8. want or not want ________

9. use or stop using _________, ______________, or ____________

10. use or stop using bad ______________

Relationship hindrances 

   What are some of the more common hindrances that affect relationships?

1. _________________ 

2. ______________________ (Selfish people will usually “take” more than they “give.”)

3. ___________

4. __________ and _______________ 

Love and control cannot exist together.

Relationship myths
There are some common myths about relationships. Some of these are:
1. Some _______________ behavior (manipulation, intimidation or domination) is a necessary part of love. 

2. Living together is the same as _________________

3. A husband/wife should always ___________ where the spouse is and what they are doing. 

4. Marriage and having children will cause irresponsible adults to __________   ____

5. All parents-in-law should be kept at a _______________

6. If you love someone _____________ then that person will ____________ into what you want him/her to be. 

7. All marriage problems are ____________________ problems.

8. It is always good to stay in a bad marriage for the sake of the ________________.

9. Any partner is better than ______ partner. 

10. ________ before marriage is important so you can tell if you are ______________ compatible. 

11. Men need ______ more than women do. Therefore it is normal for men to be ________________ to their wives. 

12. Good sex will always keep a relationship from ____________. 

13. Relationship myths are common and well know. However, they are ______________.
Friendship

As part of our growth, we have friends. While some friends may have hurt us, life would be dreary without some friends. What makes a friend? 
We may have friends who hurt us. We may have friends who make us angry. We may even have friends who betray us at times. However, a friendship cannot endure without some degree of trust. In fact, one characteristic of all constructive relationships is trust. No constructive relationship can survive long without trust.
What other characteristics do constructive friendships have? Here is a list:
1. As mentioned above, _________ is essential.

2. We share our _________ and ___________ with our friends.

3. We share our _____________________ with our friends.

4. We share our __________ with our friends.

5. Friends have a mutual or shared ______________________ that makes ______________________ very easy.

6. We __________ our friends.

7. Friends _________ about each other. 

8. We ______________ our friends. When friends fall or make mistakes, we are there. We don’t abandon our friends when they mess up.

9. Friends share _________________. Some of what we do and say with friends is not told to others. It stays with the friends themselves.

10. ____________? What other characteristics do friends share?

Some people have the idea that if two people have a lot of interests in common then they will be good friends. This is not always true. While friends do have interests in common, two people can have the same interest and not be friends at all. For example, A and B both like soccer. However, they are not friends as they do not trust each other.

Answers

trust

hopes, dreams

disappointments

fears

understanding, communication

help

care

support

intimacy

other
Romantic relationships

Many people get married and find much happiness in that relationship. However, many find nothing but misery and pain. What can a person do before getting married as well as during the marriage to ensure that it becomes all that it can be?

Before marriage
Rod Smith, a columnist with The Mercury newspaper, says the following are things to look for in a partner:
1. (S)he has a _______. (S)he has interests, hobbies, and friends.

2. (S)he reads and understands the world beyond the __________________.

3. (S)he has no _________.

4. (S)he loves and honors his/her ______________ but is aware of the limits and boundaries of his/her relationship to them. 

5. (S)he has long-lasting ____________________ with a diverse group of people. 

He goes on to point out some warning signs to look out for. Some of these are:

1. You feel totally loved and fully known by someone you only recently _______.

2. You have ______________________ your standards, values and beliefs for this person.

3. You find yourself ____________ to friends and family to cover him/her and your times together.

4. When you bring up the past, (s)he says something like, “Let the past be the _______. Let’s live in the _____________.”

5. You know little about this other person but you are having so much _______ it doesn’t seem to matter.

6. (S)he takes up most of your time so that your other _________ activities are pushed aside. You ____________ your other long-standing friendships.

7. You are doing ______ much ______ soon. 

Resisting pressure

What should a woman do if she feels pressured by a man to go too far physically, especially if his words are smooth? Here are some answers that may help.
1. Man: Everyone is doing it.

        Woman: Then you shouldn’t have any difficulty finding  

        someone else. I’m special and unique.

2. Man: Prove you love me.

        Woman: Why not prove you love me by not forcing me.

3. Man: Sex is natural.

Woman: So is death.

4. Man: No one will ever know.

Woman: You will know, I will know, and God will know.

5. Man: Don’t worry, I’ll use a condom.

Woman: I’m not worried because I not having sex with you.

6. Man: You can’t get pregnant the first time.

Woman: I’ve reached puberty. Of course I can get pregnant the first time.

7. Man: Do I look like I have AIDS?

Woman: Do I look like a fool? A person can be HIV positive and only get AIDS later.

8. Man: How can we be sure we can have a baby?

Woman: Will you only love me if I can have children?

9. Man: I’ll find someone else if you won’t.

        Woman: Okay, start looking for someone else.

10. Man: Let me show you how a great lover does it.

Woman: My great lover will be my husband.

11. Man: We’ll get away with it just this once.

Woman: I may get away with it physically but I can’t get away with it emotionally. I have to deal with my conscience. 

Boundaries 
Part of a good relationship is having boundaries. When a man and a woman like each other, there will be physical attraction. Drawing a line is best done when physical passion is not strong. Often couples go “too far” physically and later regret it. Below is a wide spectrum from casual physical contact to full sexual intercourse. By drawing a line early on, couples avoid having to make decisions in the heat of passion. 
1. Brief touch

2. Holding hands

3. Embrace

4. Touch to satisfy a desire for intimacy 

5. Brief kissing

6. Prolonged kissing

7. Caressing (touching intimately for the other person’s pleasure)

8. Fondling (touching intimately for your own pleasure)

9. Sexually stimulating another (touching the genitals)

10. Sexual intercourse
Where will you draw the line? Remember it is easier to draw the line before passions take over.

Here are some suggestions for avoiding compromising situations:
1. Stay __________. 

2. Never be _________ with your boy/girlfriend in private places. 

3. Ask a friend or trusted persons to hold you accountable to your ________________.

A final word about relationships

     All of us would like to have friends. All of us would like to have good relationships with others. Each relationship is different. Each relationship requires effort and work on our part if it is to help us grow.

     Relationships will change over time. Sometimes friendship will last a very long time while other friendships will be rather brief. During our lives some relationships will fade and new ones will emerge. 

All relationships require work.

Answers 

	1. ourselves

2. whole, complete

3. myself, like me

4. selfish

5. satisfied

6. boundaries

7. feedback

1. okay, okay

2. okay, not

3. not, okay

4. not, not

expectations

1. trust

2. empathy

3. respect

4. understanding

5. mutuality

6. boundaries

1. be happy

2. love, want, need, miss, see

3. trust

4.   certain
	5. sense

6. weight

7. money

8. sex

9. drugs, cigarettes, alcohol

10. language

1. control

2. selfishness

3. abuse

4. drugs, alcohol

1. controlling

2. marriage

3. know

4. grow up

5. distance

6. enough, change

7. communication

8. children

9. no

10. sex, sexually

11. sex, unfaithful

12. ending

13. wrong
	1. life

2. immediate

3. debt

4. parents

5. friendships

1. met

2. compromised

3. lying

4. past, present

5. fun

6. normal, neglect

7. too, too

1. busy

2. alone

3. standards 




8. Finances 
1. All of us ___________ money.

2. Many people have money _______________.

3. Money is a ________. If used properly money can _________ us. If used improperly, it will cause us _______________.

4. Some people measure their ____________ by how much money they have.

5. However, money can never give a person ____________. Money cannot give the important things of life (integrity, trust, respect, and good relationships)

6. If you ___________ more than you take in, then your lifestyle will __________.

7. All of us need a _____________.

8. A budget is simply a _________ for using your money.

How to develop a budget:

1. Know your _____________.

2. Make a rule for yourself that you will not ___________ more than you _________ in.

3. Decide what your __________   __________ are.

4. Be ________________. 

Money is a good servant but a terrible master.

Principles of money

1. All of us ______ money and ________ money.

2. _____________ is not good.

3. “_________ as hard as you can, _________ as much as you can, and __________ as much as you can.”

a. ________ is good

b. We all can _________ (unless living in abject poverty)

c. We can all _________

4. Staying with a budget takes _________________.

5. Being in debt __________ or ___________ people.

6. Being debt-free will give us __________-___-_________.


Work as hard as you can,

save as much as you can, and

give as much as you can.

 – John Wesley     

Staying our of debt

1. Getting into debt is _________.

2. Many _____________ will gladly give you credit (loans).

3. Most people do not know how much _____________ they are paying.

4. Many people are ____________ in debt.

5. Sometimes it is __________ to borrow money. 

It may be good to borrow money for:

a. ___________________

b. ___________

c. items that allow a person to _______ money

d. ________________

Avoiding debt

1. Make a ____________

2. ______________ yourself.


Relationships bring fulfillment to life,

not material possessions.
Answers 

	1. need

2. problems

3. tool, help, problems

4. worth

5. worth

6. spend, fail

7. budget

8. plan

1. income

2. spend, take

3. basic needs

4. disciplined
	1. use, need

2. poverty

3. work, save, give

a. work

b. save

c. give

4. discipline

5. entraps, enslaves

6. peace-of-mind


	1. easy

2. businesses

3. interest

4. heavily

5. good

a. education

b. house

c. earn

d. emergencies

1. budget

2. discipline
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9. Job preparation skills
Remember that no job is perfect. No one starts at the top. We have to start at the bottom and work our way up. Even if you do not particularly like your job, it can give you good experience. You might think of it as a school in which you learn good work habits, how to get along with difficult people, learning about yourself, learning about your likes and dislikes, and how to handle the frustrations of life.


What are the rules of getting work?
· Develop a strategy of job hunting

· Have an idea of what you would like to do

· Know who you are and what you want
· Find names and addresses of potential employers

· Get organized  - prepare a folder with a Good C.V                   

· Identify what employers are looking for.

· Believe in who you are 

· Identify work needs.
Rules discovered: 

· Life is not fair 

· CV’s are powerful things

· There are basically 6 different regions.

· Jobs are linked to these different regions.

· Know your strength, weaknesses and values 

· Have an understating about the world of work.           
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Here are several things any employer will look for in a worker.
1. ______________

2. ______________ to work

3. Willingness to ____________

4. Submitting to ______________

5. Getting along ________ with others

6. Proper ____________ and _____________.

7. _____________________

As there are qualities that employers look for, there are certain qualities that will cause any employee problems. Some of these problems are:

1. _____________

2. Lack of ______________

3. ______________ of time

4. Being _____________

5. Being unwilling to ___________

                           All jobs require change and growth.
Getting a job

If you don’t have a job how do you get one? 
1. Take the _____________ – (This means you will have to get out of the house and do something.) 

2. _______________ – Networking simply means getting to know other people. 

3. __________ – All jobs will require some knowledge and skill. 

4. ______________ – One of the best ways to do all of the above (take initiative,
5.  network, and learn) is to volunteer. 

Filling in an application form
*  Read through the application form

*  Make sure that you understand all the questions.

*  Keep the application form clean and flat.

*  Fill in your answers in pencil and then use a ball pen.

*  Use block letters where requested if your handwriting is not easy to read.

*  Answer all questions –keep your answers short and to the point.   

*  Use a plain sheet of paper and attach it to the back of the form if you have more  information such as relevant work experience.



Character references should be from someone respectable who knows you well and who will recommend you for a job or a loan e.g. your school principle or a previous employer. Make sure that you have their correct addresses and telephone numbers so that they can be contacted.
4.    Also make sure that you have their permission to use them as referees.
What you must do before sending the application form
· Check your forms thoroughly

· Make sure that you have supplied the correct information.

· Make sure that your educational history and work experience are logically presented.

· You must not have any unexplained periods of time between any two positions that you may have held. 

· Make sure that the employer knows what job you are applying for.

· Make sure that the application form arrives before the closing date.

· Write a short covering letter to accompany your application.

· Use a clean envelope and write or type the address clearly.

· Keep a copy of your completed form for your own records.
Curriculum Vitae (CV)

What is a CV. The term “CV” stands for curriculum vita which means your life’s story. It is not, obviously, your whole life’s story but it is something that may help you get a job. What should a CV look like?
 

Preparing a CV will depend on the job you want. You should tailor the CV to the job. For example, if you want a teaching job, then you should point out characteristics that would show that you are a good teacher or at least have the potential to be one.
· You have thirty seconds to make an impact! If you don’t your CV probably goes into the bin.
· Just remember: the purpose of your CV is to get the interview. CV’s don't get jobs. 
· Research into both the job and the company is essential. The more you know about the employer and the position, the more you can tailor your CV to fit the job.  But also - if you are not willing to invest the time and energy to find out whether a match is possible, why expect the employer to do so.
· Once you get the interview you need to be able to “defend” you CV.
	What
	Why

	your skills, accomplishments and experiences
	potential employer can see how you can contribute to the workplace

	be truthful
	fake qualifications, work experience or achievements is fraudulent and when discovered will  be the end of any career aspirations you may hold. 

	state clearly the type of work you want and why 
	To show you know what you want and that you are applying with intelligence

	emphasize your accomplishments not just a listing of your past job duties or job descriptions
	To show what you can do as a result of your experiences 



	clearly focused on a specific job title and addresses the employer's stated requirements for the position. 
	to sell yourself for the type of work you are pursuing and addressing the potential employers need 



But a great C.V. says more than all of this, it is your advert and you need to know who you are, what you want out of life and WHAT MAKES YOU COME ALIVE

Preparing a CV

The following is a checklist of items to include in your CV:

A. Personal Details
Name

Address 

Telephone number

Date of Birth

Place of Birth

Marital status

Children (if applicable)

Hobbies (if applicable)

Interests (if applicable)

Any achievements or awards (if applicable)
B. Education and Training
1. Schools attended (include dates and address)

2. Highest grade passed

3. Any qualifications or certificates
C. Work Experience This should be in chronological order starting with the most recent. List all full-time, part-time, and voluntary work that you have had. Include:

1. Name

2. Address

3. Dates

4. Functions or type of work

5. Responsibilities of work
D. References If possible, check with references before listing them. These people need to know you well and they can vouch for your character and abilities. Remember you want to include people who will show you in a good light. Don’t include those who will likely say negative things about you. Also, people who are in higher positions carry more “weight.” For example, the 55 year old president of a corporation will carry more weight than your 19 year old jobless friend. Include:

1. Name

2. Address

3. Telephone number

4. Relationship to you

5. Position or occupation 
E. Documents (Do not turn in original documents. Make certified copies and keep the originals.)

1. Birth certificate

2. Identity document

3. Drivers license (if applicable)

4. Certificates of qualification

5. Testimonials / recommendations 

Remember to prepare your CV carefully.

Here are some tips:
1. It should be free of ____________.

2. The information needs to be ____________ and _______.

3. It should look “_______.” (A messy CV will not help you get a job.)

4. It should be __________. (Make several copies so that if one is dirtied, you will have others.)

5. ____________ your CV on a regular basis.

Cover Letter

· It is really an application letter, which shows how your qualifications, skills and personal qualities match the job. It comes with your c.v and is part of the first impression! 

· The letter should contain evidence that you have taken the time to do some research into the organisation and the position advertised.. 

· This should be hand- or type-written, correctly addressed to the appropriate person by name and written in a style that will convince the person doing the interviewing to grant an interview. It often requires a proactive response on your part to move the process forward to the next level (e.g. a phone call or a visit)
SAMPLE LETTER OF APPLICATION:
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31 August 2009

Mr S W Ebrahim 

Personnel Mamager

Berman, Schhmidt & Sons

P O Box 5821

CAPE TOWN

8000

Dear Mr Ebrahim

Your name was given to me by my school principal, Mr H C Redeye, who suggested that I contact you regarding possible employment.

I enclose copies of the following documents:

1. Completed application form.

2. Curriculum Vitae.

3. Three testimonials.

4. Matriculation certificate (Certified copy).

5. Birth certificate (Certified copy).

6. Identity Document (Certified copy).

I hope that after you have looked at my application, I will be able to meet with you to discuss any possibilities for employment that there may be in your organization.

I am approaching you not only because my principal suggested it, but also because of the reputation of your company in the business world. A number of people have recommended your company, saying that, if I am lucky enough to obtain a position with you, I would gain excellent business experience and also have good job prospects.

Should there be a chance of meeting with you, I will be free any time from the week beginning 6 September 2009.

Thank you for your consideration.

Yours sincerely

MATTHEW NGIDI
 Job Interview

Let’s say you get a job interview

Preparing for an interview 

· Make sure that you know the time, date and place of the interview.
· Allow yourself plenty of time to get there so that you are not late. NEVER BE LATE FOR AN INTERVIEW.

· Wear comfortable but neat and clean clothing. First impressions are very important

· Make sure you smell good – wear deodorant and brush your teeth

· Make sure that you have found out about the company or bank before the interview.

· Have a list of questions before the interview and practice with a friend.

· Remember to take your folder of personal information with you.

What are some things you do or not do at the interview.

1. ____________ on time 

2. Turn off your ______________   ______________

3. ___________ appropriately 

4. Display proper ________________

5. Have some ____________ ready to _____

6. Be _______________

7. Be aware of your _________   _____________

8. Know the __________ boundaries of an interview. 

9. Be ready to ___________ some _____________ – You will need to be able to answer the following two questions. 

a. Why do you want this job?

b. What can you do to help us here?

10. Turn ______________ into ____________ – If you have any negatives in your past (failed in school, spent time in prison, was fired from your last job, had a drug problem, etc.) then turn them into positives. Here are some examples:

Example of an Interview:
a. Employer: I see where you failed in school and didn’t finish matrix. 

      Job applicant: Yes, I did fail in school. I was young and   

      made foolish mistakes. But I have learned from my

      mistakes. I am now eager to learn and have completed some 

      out-of-school training. 
b. Employer: I see where you spent three years in prison.

      Job applicant: Yes, that is correct. I made some terrible 

      mistakes in my life. But now I have changed. I have learned 

      from my mistakes. I never want to do those things again that 

      sent me to prison. I am a new person. I have grown up.
c. Employer: I see where you were fired from you last job for constantly coming late.

      Job applicant: Yes, that is true. I made a terrible mistake. I 

      wanted to party with my friends every night then. But now I 

      realize how important a job is. I no longer spend time with 

      those friends. They only hurt me. Now I am a responsible 

      person.
d. Employer: I see where you formerly had a serious drinking problem.

      Job applicant: Yes, I did have a drinking problem. However, I 

      have stopped drinking completely. I have not had any alcohol 

      in over six months. I know it is something that will haunt me 

      forever, but I have changed and I will never drink again.
e. Employer: I see where you have three children but have never been married.

      Job applicant: Yes, that is true. I made some bad mistakes. I 

      trusted some boyfriends until it was too late. I have learned 

      from my mistakes. I was young and immature, but now I am a 

      grown up woman and have put the past behind me. My mother 

      helps me with the children and I am determined to provide 

      them with a good home. I want them to do well and I always 

      help them with their schooling.
f.   Employer: You don’t have any job experience.

     Job applicant: That is correct. However, I learn quickly. I have 

      never learned bad habits from this job. You can train me 

      exactly like you want me to be.


DURING THE INTERVIEW
· Shake hands firmly and look people in the eye when you greet them.
· Do not sit until you are invited to do so.
· Sit upright in your chair – don’t slouch
· Do not smoke even if invited to do so
· Concentrate on the questions you are asked and answer them fully. If you do not understand something, say so, and ask that it be repeated or explained.
· Show an interest in the job and ask for more information
· Do not fidget – sit still
· Do not chew gum

QUESTIONS YOU MAY LIKE TO ASK

· What exactly will be my job?

· What will be expected from me?

· Who will I report to?

· What are my long-term prospects?

· How much leave will I get each year?

· What are the official working hours?

· Will it be easy for me to travel to and from work each day? (i.e. What public transport is available?)

· What deductions will be made from my salary?

· If you give me this loan how much will I have to pay back each month?

· What rate interest will I have to pay?

· What security will you need for the loan?
POSSIBLE INTERVIEW QUESTIONS

· Are you a born leader?

· How would you handle a difficult customer?

· Why should we employ you?

· What personal characteristics do you think are necessary for success?

· Tell me about yourself….

· What are your weaknesses?

· What are your strengths?

· What is your greatest strength?

· What is your greatest weakness?

· Do you prefer to work alone or on a team?

· Have you ever been fired? If yes, why?

· Why are you applying for this position/course/loan?

· Do you like working under pressure?

· Why are you interested in doing this course/working for us?

· Who has had the greatest influence on you?

· How long do you intend to stay if you work here?

· What experience do you have?

· How do you feel about your career progress until now?

· What did you dislike about your last job?

· Do you intend to continue your studies?

· What have you learnt from your previous job?

· Where do you see yourself in 5 years time?

· What are your greatest achievements?

· What bothers you?

· What did you think of your last boss?

· How much do you expect to earn?

· What can you offer this company?

· What do you know about this company/bank?

· What kind of people do you like working with?


Getting started
Gathering the information

Draw up a list of your information under headings such as education, experience, honours, skills and activities see worksheet information you need
After you have all this information down, check it for accuracy and ensure you have complete information (names, addresses, dates). 

	Education

Matric and studies you have completed after school. List these qualifications with the month and year obtained or expected; names and locations of schools; majors and average. A brief summary of important courses you've taken might also be helpful


	

	Work experience
Includes full-time paid jobs, internships, part-time jobs, or volunteer work. List the period you worked, position, name and location of employer or place, and responsibilities you had.
	

	Honours

Include any academic awards such as scholarships or academic colours, professional awards of recognition, or community awards. 


	

	Skills/Abilities

An aspect of computing, languages, communication, leadership, or sport count as skills. 
	

	Activities

Any organizations in which you hold office, are currently a member, or are active in.
	

	1. honesty

2. eagerness

3. learn

4. authority

5. well

6. values, ethics

7. responsibility

1. laziness

2. initiative

3. wasting

4. arrogant

5. change

1. initiative

2. network

3. learn

4. volunteer
	1. mistakes

2. accurate, true

3. neat

4. clean

5. update

1. arrive

2. cellular telephone

3. dress

4. grooming

5. questions, ask

6. attentive

7. body language

8. legal

9. answer, questions

negatives, positives


Answer
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“Am I employable” Competency Check List

5 = Excellent, 4 = Good enough, 3 = Average, 2 = Poor, 1 = Non –existent
If you choose excellent that means you are better than anyone around you, you always do the competency; you can easily prove that you do it with numerous examples.
	Competency
	Score
	Example/Proof

	C.V
	
	

	Able to identify and accurately interpret opportunities e.g. adverts
	
	

	Good Communication skills (sending and receiving):

· To peers

· To people senior to you

· Telephonically

· Written (formal)

· Interview

· Presentation 
	
	

	English:

· Spoken

· Written
	
	

	Critical thinking:

Able to analyze a situation/book/movie and the values in it
	
	

	Self confidence:

· Positive self image

· Able to speak to strangers

· Able to speak to a group
	
	

	Self awareness:

· Able to identify interests

· Able to identify strengths

· Able to identify weaknesses

· Able to identify life goals

· Able to identify values
	
	

	Time management:

· Punctuality

· Work efficiently (maximum output in minimum time)
	
	

	Creativity and initiative:

· Able to think for yourself and make a problem solving decision.

· Versatile/flexible 
	
	

	Team player:

· Friendly

· Positive

· Teachable

· Serve others 

· Generous

· Sense of humor
	
	

	Work ethic:

· A hard worker even when not watched

· Willing to do the small and horrible things

· Self disciplined

· Self motivated
	
	

	Able to deal with conflict in an effective and positive way 
	
	

	Able to deal with stress in an effective and positive way
	
	

	· Clear career goals

· Well researched career goals
	
	

	Healthy:

· Correct weight for height

· HIV status known

· Treating known medical conditions e.g. diabetes, blood pressure
	
	

	Integrity:

· Trustworthy

· Good morals

· Clear police record
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10.   ENTREPENEURSHIP
 An enterprising person is someone who has ideas and the resourcefulness to act on these ideas. What does the word entrepreneur mean? Often the term “enterprise” is used to refer to people being self employed or running a small business. Another term that is often used is entrepreneur.
An entrepreneur is someone who takes initiative and makes things happen. It is usually used in association with generating income or making money.

 What are some characteristics of an entrepreneur or enterprising person?
1. Responsible ________-taker – These people do not mind taking risks but are mindful of the potential of loss.

2. _______________-orientated – These people want to learn new skills and acquire new knowledge. Even making mistakes is a learning experience.

3. _________________ – Enterprising people make their own decisions. They think and act from their own initiative.

4. __________________ – These people do not make excuses. They hold themselves accountable for their own decisions and actions. They will admit when they are wrong.

5. _______________ – Enterprising people usually have high energy levels and want action. They don’t like delays.

6. _____________ – These people hate waste of time or materials. They want the work done without waste of any kind.

7. _________________ – When unexpected situations come, these people will solve the problems creatively. 

8. ____________________ – Enterprising people don’t give up easily. When obstacles are encountered, they search for ways to overcome them.

9. __________-oriented – These people know what they want and work toward that end.

10. Self-___________________ – These people see themselves as talented and able. They believe in themselves.

11. _________________ – Entrepreneurs have followers. They are able to influence other people.

12. ________________ – These people seek new ways to do things. They constantly search for ways to solve problems.

Here is an assessment to help you decide if you are an enterprising person or entrepreneur.

A. Are you a self-starter?

1. I do things on my own. Nobody has to tell me to get going.

2. If someone gets me started, I keep going all right.

3. Easy does it. I do not put myself out until I have to.
B. How do you feel about other people?

1. I like people. I can get along with just about everyone.

2. I have plenty of friends. I do not need anyone else.

3. Most people irritate me.
C. Can you lead others?

1. I can get most people to go along when I start something.

2. I can give orders if someone tells me what we should do.

3. I let someone else get things moving, and then I go along if I feel like it.
D. Can you take responsibility?

1. I like to take charge of things and see them through.

2. I will take over if I have to, but I would rather let someone else be responsible.

3. There is always some eager person around wanting to show how smart (s)he is, so I let them.
E. How good a worker are you?

1. I can keep going as long as I need to. I do not mind working hard for something I want.

2. I work hard for a while, but when I have had enough, that is it and I stop.

3. I cannot see that hard work gets you anywhere.
F. Can you make decisions easily?

1. I can make up my mind in a hurry if I have to. It usually turns our okay too.

2. I can make up my mind if I have plenty of time. If I make decisions quickly, I later think it should have been decided the other way.

3. I do not like to be the one who has to make decisions.
G. Can people trust what you say?

1. Yes they can. I do not say things I do not mean.

2. I try to be on the level most of the time, but something I just say what is easiest.

3. Why bother if the person does not know the difference?
H. Can you stick with it?

1. If I make up my mind to do something, I do not let anything stop me.

2. I usually finish what I start – if it goes well.

3. If things do not go well from the start, I quit. Why worry?
I. How good is your health?

1. I never get run down.

2. I have enough energy for most things I want to do.

3. I run out of energy faster than most of my friends.

How to score: The lower the score, the more likely you are to be an enterprising person. 

                                                     9 (low score)                                                                               27 (high score)

If your score is close to 27, then you need to work on some of the skills needed to get and keep a job. If your score is nine or very close to nine, then you have the attitude and skills necessary to be successful at your job. 

Remember, not all people are able nor want to work for themselves. Many successful people work for others their entire lives. Many highly enterprising people work for others.

Answers

	1. risk

2. learning

3. independent

4. responsible

5. impatient

6. efficient

7. resourceful

8. determined

9. goal

10. confident

11. leadership

12. creativity




11.   SELF-IMAGE/ Motivation 
You behave like the person you believe yourself to be

How we see ourselves, and how we think others see us, is the most determining factor in our daily life. Our self-image determines how we will handle problems and react to failures and disappointments. We all desire to be _______________ and to feel _______________. How we get there can be realistic or unrealistic. Some people try to cover up their insecurities with possessions or appearances

In order to be a winner we need to have an accurate and realistic self- image.
How our self image is formed:
We start to develop our self-image from our first day of life. _____________ and ________________ develop our self image. _____________ and __________________ are our earliest influences. All of this information is stored and processed in our mind.

Our thought process is broken into 3 parts.
Conscious: the process of the mind that is aware of information coming through the senses and what one is busy with.
Subconscious: the mind process that acts like a store -room for all information that makes up our beliefs, our self- image.
Creative Subconscious:  the mind process that acts like a storekeeper, it is the part of the mind that creates solutions, ideas, and theories. It also makes sure that we act and behave the way we believe we are.
If you believe you are not good in math, your mind will act in accordance with that belief and you will not be good in math. When reality does not match our internal belief, it creates mental confusion and your mind will sabotage our actions to bring you in line with your belief. 

Example. If you believe you are a “C” student and you get an “A” on a test your mind will make sure you fail the next test and bring you back to the belief that you are an average student.
Change your ​​​​​​​​​​​​​​​​​​​____________and your _____________ follows

How do we change our self belief and motivate ourselves:
1. Know that we are ________________. 

2. Have an accurate picture of ourselves (our interests, talents, abilities, values, strengths, weaknesses)

3. Compete with our selves not with others- accept ourselves

4. Set realistic challenges for ourselves

5. Develop our areas of potential (concentrate on our strengths)

6. Accept responsibility for our own lives

7. Realize that failing at something is not the end of the world.
As we are all different, we all have certain strengths and we all have certain weaknesses. It is important to be able to accept ourselves as we are. This does not mean we are satisfied with ourselves. It means we are aware of our innate strengths and our weaknesses and then accept them. Innate means those things we are born with. For example, some people are born with genetic material that will make them tall. Others are born with genetic material that will make them short. Generally we can do virtually nothing to change this. This is what we mean by accepting what we are.
All humans have innate __________. All are _______.

 One should not confuse equality with ______________. We are not the same but we are all equal. We are all worth the same amount. While the president may be more important to the country than others, (s)he is not worth more as a person.

We all have potential but we need to accept that we do have ceilings or upper limits to what we can do. The problem or danger is when we believe our ceiling is lower than it really is. Ceilings need revising and adjusting as our capacity increases. Our ​​​​​​​​​​​​​​​​______________ will seldom go beyond our ____________________. We need to set ____________  _________, too little challenge and we will be bored and ___________, too much challenge and we will be stressed and _______________.

Answers

	Accepted

Significant

Experiences

Influences

Parents 

School teachers

Unique

Belief

Performance

Worth


	Equal

Sameness

Achievements

Expectations

realistic expectations

de-motivated

discouraged




12.   Making decisions about careers
With more than 4 000 different occupations to choose from it is no wonder that so many people feel confused about choosing their career.  We need to work in order to earn money but as most people work 8 hours a day we spend nearly a third of our lives at work.  If we make the wrong choice we could spend a lot of our life unhappy.

The work we do also contributes to the economy of the country. Therefore it is about finding a way to use our capabilities to generate an income: an income which helps us meet our needs and helps build the nation. It should also result in the development of us as individuals. The work we do should make us feel positive about ourselves.

This seems a little impractical in a time where there is such a high rate of unemployment. Any work is better than no work! How do we ensure that we keep some control of a central role in our lives? We exercise our decision making muscle as much as possible.
There are a set of steps to career decision making and to achieving active participation in your career:
Step One: 
Find out about yourself, your capabilities, what you want to contribute

Step Two:
Find out about what work is needed, what opportunities exist

Step Three:
Find ways or directions that best bring together who you are and what work needs to be done

Step Four:
Decide on a career direction

Step Five:
Make a plan to follow that route

Step Six:
Implement the plan

Step Seven:
Monitor progress and revise the plan or start again (new direction)
Added to this:
· Do a thorough career research

· Do a self study and build up yourself knowledge

· Choose a career path that suits your personality, skills and abilities

· Choose a career path that has a variety of options and opportunities

· Ask yourself why you have chosen that career

· Try and get exposure to the world of work e.g. volunteering

· Find out whether people are actually needed in the career field that interests you

· Make sure your subjects for matric allow you entry into the field of your choice
The process of career choice





Most careers require a qualification, which requires money. A lot of people give up their dreams of studying because they have limited resources. But with wisdom, perseverance and hard work ANYONE can study

Financing studies
You can

· Work before you study and pay for yourself

· Study part time and work to pay your studies

· Apply for a scholarship

· Apply for a bursary/loan agreement

· Apply for a loan

A Scholarship is 

Financial assistance awarded for outstanding academic achievement. If your marks are above average apply for one or more scholarships
· Always find out what is included when applying for a scholarship

· The amount offered differs for every scholarship. Some cover all expenses, others cover tuition and books only

· More scholarships are provided in the fields of science, engineering and commerce

· No employment conditions are usually attached to a scholarship

A bursary is:
Financial assistance awarded to a student for further study that is linked to the student’s financial needs and satisfactory academic achievements. You can apply for more than one bursary but you can only accept one.
· May require you to pay back in work time on the completion of studies.

Types of study:
Full time: you attend a training institution full time

Correspondence: studying by yourself and receiving study material and returning

     Assignments by post

Part time: completing short courses that add up to make a full qualification

The last two allow you to work and study, or to work whilst saving money to study further

Check your interests

In this exercise you must mark every activity with a cross according to how much you enjoy it, not how much you think you should. Be very honest and strict with how often you mark “I love doing this”
	 
	A
	B
	C
	D
	E



	
	I love

doing

this


	I quite

like

doing

this
	I don’t

mind

doing

this
	I do not

like

doing

this 
	I hate

doing

this

	INFORMATION

	1. Working with numbers
	
	
	
	
	

	2. Organizing, creating order
	
	
	
	
	

	3. Keeping records
	
	
	
	
	

	4. Debating
	
	
	
	
	

	5. Reading in order to get information
	
	
	
	
	

	6. Inventing, designing new ideas
	
	
	
	
	

	7. Gathering information by observing or interviewing
	
	
	
	
	

	8. Solving problems, planning
	
	
	
	
	

	PEOPLE

	1. Advising, counseling, empowering
	
	
	
	
	

	2. Enjoy linking people together
	
	
	
	
	

	3. Presenting/ acting
	
	
	
	
	

	4. Selling things/ ideas, motivating
	
	
	
	
	

	5. Communicate well and easily  
	
	
	
	
	

	6. Instructing, teaching, training
	
	
	
	
	

	7. Serving, helping
	
	
	
	
	

	8. Organizing club activities
	
	
	
	
	

	THINGS

	1.Making things, constructing 
	
	
	
	
	

	2. Maintaining, repairing equipment
	
	
	
	
	

	3. Craft work (sewing, hammering)
	
	
	
	
	

	4. Operating machinery
	
	
	
	
	

	5. Cooking 
	
	
	
	
	

	6. Drawing plans, designs, maps, diagrams
	
	
	
	
	

	7. Sport/ physical co-ordination 
	
	
	
	
	

	8.Gardening, digging, planting
	
	
	
	
	


The world of work can be divided into 6 regions; our personalities also show strengths and preferences that match these regions

Read the contents of the 6 boxes. Think about what excites you or energizes you and how you have acted in the past [not how you think you should be]. Give each box a score out of 5 for the box most like you. 0 for the box least like you.
	Practical

· I enjoy being outdoors, I dislike being stuck behind a desk

· I enjoy making, fixing, working with things or equipment

· I work easily with my hands, small tools, ball games

· If there is a problem I like to solve it in a practical way


	Investigative

· I enjoy working alone, creating ideas, researching

· I am always asking “why” because I want to understand things

· I work easily with information and solving complex problems

· If there is a problem I like to solve it with information and ideas


	Artistic

· I enjoy working in an unstructured environment

· I enjoy tasks that allow me to use art, music, creative writing or verbal skills

· I find it easy  to express myself in a creative way

· If there is a problem I like to find an unusual solution


	Social

· I enjoy working with other people

· I enjoy helping people, teaching them, or counseling them

· I find it easy to think of and understand other people’s feelings

· If there is a problem I like to talk with people and assist them


	Enterprising

· I enjoy leading or influencing other people

· I enjoy challenges, competition and being ambitious

· It is easy for me to be self confident and to promote ideas

· If there is a problem I often take charge 


	Organizational/Conventional

· I enjoy organising things, and ensuring that systems work

· I enjoy doing administrative things, managing money and time

· It is easy for me to follow rules and procedures

· If there is a problem I like to use methods I know to solve it, but problems make me feel unhappy because they are not in my plan


From the interests work sheet you will have realized that the world of work is made up of 3 groups of interests:
1. __________________________

2. __________________________

3. __________________________

Write down which of the regions you chose and which of the interests you chose


        Region:            ____________________________________________________________                                                           

        Interest:       _____________________________________________________________


_____________________________________________________________
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13.   Personal Health
  Why is it important to have a balanced lifestyle?
Many of the choices we have to make as adults include choices about our health. Wise and healthy choices keep us safe and should help us live long lives. Although we do not have control over all these choices (poverty, where we live and other circumstances also play a part) there are some that we can take responsibility for. Having a balanced diet is not necessarily about being able to afford expensive food, but about choosing healthy options within what we have, for example choosing to eat a sandwich made from brown bread (cheaper than white) rather than buying chips or eating sweets.

A balanced lifestyle is about taking care of our health as much as we can and choosing healthy choices over those that can cause us harm.
First, good health is not merely an _______________ of _____________. Good health is holistic. In other words it involves all of you. It means not only good physical health but good mental health. Think of good health like a car. If just one part does not work properly then it cannot do its job. In the same way if one part of us is not functioning properly, then all of our being is affected.
Second, you are _____________________ for your health. Doctors can sometimes do wonderful things. There are drugs and surgeries whose results seem miraculous. However, no medicine or physician can cure the result of unhealthy living.

What can you do for your health.

Introspection Exercise

Health Risks

1. If I do not exercise regularly, I run the risk of________________________

What action can I take________________________________________

2. If I drink alcohol, I run the risk of ________________________________

What action can I take________________________________________

3. If I do not wear a seatbelt, I run the risk of_________________________

What action can I take________________________________________

4. If I smoke dagga, I run the risk of________________________________

What action can I take________________________________________

5. If I smoke cigarettes, I run the risk of______________________________

What action can I take________________________________________

6. If I am in the sun without a hat or sunscreen, I run the risk of____________

What action can I take________________________________________

7. If I have unprotected sex, I run the risk of__________________________

What action can I take________________________________________

8. If I eat food high in sugar, I run the risk of__________________________

What action can I take________________________________________

9. If I eat food from only one food group, I run the risk of________________

What action can I take________________________________________

10. If I am overweight I run the risk of _______________________________

What action can I take________________________________________

11. If I carry a knife or gun around with me, I run the risk of_______________

What action can I take________________________________________
12. As a woman/man, are there particular health issues that I am more at risk of suffering from?_______________________________________________

 If yes, which ones_____________________________________________ Why? _____________________________________________________

What action can I take?________________________________________

13. If I am living with HIV/AIDS am I more at risk of particular health concerns? If yes, which ones_____________________________________________ 

Why? _____________________________________________________

What action can I take?________________________________________

Smoking 
Smoking is one of the most preventable causes of disease. Smoking has no ____________________ benefits. In other words, it does not help the body in any way at all. Smoking is highly ______________ and _____________. In other words, it is difficult to stop and it will eventually kill you. Smoking causes cancer. Lung cancer is about 25 times more likely in smokers than in non-smokers. Also lung cancer is one of least treatable kinds of cancer. If you have lung cancer, you probably will die from it. But smoking does not only affect the lungs and throat where the smoke comes in direct contact with the body. Bladder cancer, stomach cancer, and kidney cancer are attributable to smoking.

     Smoking not only affects those who do it but others as well. Spouses of smokers are more likely to develop cancer. ____________who smoke deliver babies who are smaller in weight. The baby gets many of the harmful effects of the smoking as the fetus gets all of its nourishment from its mother.

     One risk to men is that smokers are much more likely to develop ______________. That means the man cannot have sex. 

     If you are a smoker, then stop. There are agencies to help you break the habit. Someone has said that a boy starts smoking to prove he is a man and 20 years later he tries to stop for the same reason.


                            Smoking will eventually kill you.

Exercise

Daily exercise is important for good ____________. Vigorous exercise several times per week has all sorts of benefits. It helps the heart. It helps the muscles. It helps in weight control. It helps in controlling diabetes, the disease of imbalance of the blood sugar. It reduces stress. It helps people to sleep better.

Some people think of exercise as something ___________ and ____________. However, walking can be exercise if done long enough. Some people enjoy exercising with friends. Some like organized sports. Whatever you enjoy, do it vigorously and maintain your good health.
One ________ is that exercise is only for children and young people. Exercise is good for people of any _______. People who are active tend to live longer. Many people still do vigorous exercise at an elderly age. 
Drugs and Alcohol Abuse

Obviously so much has been written on this topic that any well-informed person would know the dangers of drugs and alcohol. 

The abuse of drugs and alcohol not only affects people’s physical health, it also affects their ___________ health. Moreover, drug and alcohol abuse causes serious social problems including the ___________________ of the ________, domestic __________, ___________, and ________________.

If you have a drug or alcohol problem, then seek professional help. There are agencies, both government and private, to help you. If you are the victim of drug or alcohol abuse, you are advised to also seek help. 

Diet
Eating properly is one of the best things you can do for good health. There are three things we should avoid in excess. They are all white. They are:

1. ______     2. ____________     3. ______________

Some fat and some salt is essential for a healthy diet. However, most people eat way too much. One of the biggest sources of fat is grease. For example, when we eat fried food such as fried chicken, fried potatoes (chips and crisps), and the like we are eating fat. While many like fried food, this should be limited.

Many people salt their food. Try to limit salting food. In fact, try to avoid salting food totally. Salt is known to contribute to hypertension (high blood pressure) which can cause kidney disease, heart disease, and strokes. Of course, these can be deadly.

Our bodies need sugar to function. However, when we eat complex carbohydrates our bodies break them down slowly and release the sugar into our blood. The sugar we need in our blood is glucose. Examples of complex carbohydrates are bread, potatoes, noodles, and the like. If we eat simple sugars, such as candy, sweets, and the like, then too much sugar gets into our bodies and this causes problems. 


          Don’t eat much of the white stuff.

          (fat, salt, and sugar)

For most people a diet with plenty of ________________ and ____________ is generally considered best.
Most people do not drink enough water daily. Drinking plenty of water gives various benefits.

A recent survey has revealed that 56% of all South African women are overweight. While the number for men is smaller, it is also way too high. If you are overweight, losing weight will, obviously, provide various health benefits. You are advised to seek professional help if this is something you feel you cannot do on your own.

Mental Health
Mental health is important to good ______________ health. Some physicians say most of their patients suffer from psychosomatic illnesses. In other words, their poor mental health is affecting their physical health. 

Lowering chronic _______ is important. If you are suffering from chronic stress, you are advised to seek professional help. For example, if you feel trapped in a helpless or abusive situation, then seek help.

People who enjoy good mental health establish balance in their lives. In other words, their work, their families, their hobbies, their social activities, all receive the proper attention. One area of their lives does not dominate all the others. 

Rest and Relaxation
Sometimes we don’t think of _________ and ______________ as part of good health, but it is.

Over 3,500 years ago Moses got the Ten Commandments from Mount Sinai. The fourth commandment says (Exodus 20: 8-10) “Remember the Sabbath day by keeping it holy. Six days you shall labor and do all your work, but the seventh day is a Sabbath to the LORD your God. On it you shall not do any work…” One of the Ten Commandments says we should _______.

What is rest? This may differ from person to person. For example, for an office worker or taxi driver, working in the garden may be rest. For a farmer it might be work. 

What is relaxation? For one it might be playing soccer. This is probably not true for your grandmother! For another it might be watching television. For another it might be reading a good book. Like rest, relaxation is different for different people.
Can a person rest too much? Yes, of course. Look again at the fourth commandment. It says to work for six days and rest one day. It assumes a person will work. You may ask, What is work? Like rest, it will differ from person to person. Don’t confuse employment with work. For example, a mother of many small children may do lots of work but be unemployed.  


        Work and rest in the proper amounts.

The Mouth
The face is one of the most important parts of our body. When we look at photographs we usually look at the face. Of the face, the ________ is important in many ways. One of these is good health.
People who have _________ and ______ problems usually have other health problems as well.

It is important to maintain good oral health. Flossing your teeth daily is important. Most people who floss do it before retiring at night. Brushing your teeth properly is part of good health.

       Brush your teeth daily before retiring.

Cleanliness
Some cleanliness helps us to keep and maintain good health. However, mostly it just helps us _____________. For example, no one wants to sit next to a person with bad body odor. Bathing and using the proper deodorant can avoid that problem. If you have chronic odor problems, then bathe. If that doesn’t work, then seek professional help.
One word of caution is necessary. Many people make lots of money off of people selling beauty products. While some help, many have little or no benefits, especially considering their cost. Millions are spent annually on special skin lotion, hair shampoo, and the like. Remember, not smoking, exercising, avoiding drugs and alcohol, eating correctly, maintaining good mental health, and getting enough rest will probably do more for your appearance than all the lotions in the world.

Answers:
	absence

disease

responsible

physiological

addictive

deadly

mothers

impotence

health

painful, sweaty

myth
	Age

mental

breakdown, home, abuse, crime, violence

1. fat

2. salt

3. sugar
	vegetables, fruits

physical

stress

rest, relaxation

rest

mouth

teeth, gum

socially
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14.  African Renaissance
(Most of this material is taken from Sizwe Mthembu, 2005)

The word “renaissance’’ means __________ or ____________. President Thabo Mbeki has talked much about this, as has the African Union.
First we need to describe exactly why there is a need for an African renaissance:
1. Being an African is not defined by a person’s skin __________ or the amount of melanin one possesses. For example, the people in Northern Africa, such as Algeria, Tunisia, Morocco, Libya, and Egypt, are not dark skinned yet they are Africans.

2. A person is African due to his/her ___________, __________, and ___________________. In other words, people are African only if they see themselves as African.

3. Most of all, being an African involves __________. An example of this is ubuntu.
4. Values are not merely spoken but __________   _______ daily. 

5. Some African values have been ________, ________   ______, or have been ____________ to the background. These include:
a. Lack of pride and sense of belonging to Africa

b. Xenophobia (fear of foreigners)

c. Lack of respect for human rights

d. Lack of creativity, for example Africa is the only continent that has not manufactured its own car.

e. Moral degeneration

f. Corruption, lack of integrity

g. Mismanagement of resources

h. Lack of entrepreneurship

i. Illiteracy

j. Increasing gap between the rich and the poor

k. Individualism

l. Obsession with materialism

6. Therefore, according to our definition, there are _____ Africans today. 

7. Since there are few true Africans, there is a ___________   _______ for an African renaissance. 

African Values
There are several characteristics of what ubuntu means that need to be examined.
1. _________________  – I am human because of others. No one is an island. The emphasis is on relationships. Relationships are more important than possessions and wealth. 

2. ___________________

3. ____________________ consciousness – Community elders have practiced ukusisela.
4. ____________________

5. __________ – There is a saying “umuntu umuntu ngabantu.” 

6. ____________________ – Sadly, development is today hindered by such things as: 

	· xenophobia

· greed

· individualism
	· self-hatred

· victim mentality

· economic disparity



There is a West African saying that says “if you want to go faster go alone; if you want to go further go as a team.”
Pursuit of wisdom
One of the first forms of writing – hieroglyphics – was developed in Africa. The world’s oldest university, the University of Al-Azhar, was founded in ______. Therefore, it is over 1,000 years old. About 2,500 to 2,100 years ago during the “golden age” of ancient Greece, many of the scientists and philosophers there were heavily influenced by Africans. About 1,200 to 800 years ago, Africans helped Europeans in the areas of mathematics, astronomy, medicine, architecture, and philosophy. Africans helped Europeans pull themselves out of the so-called “dark ages.” 

Probably no other factor influenced this period of great learning more than the idea of “_______ - _______ learning.” 
An example of the pursuit of wisdom is found in the Bible. The Queen of Sheba heard about King Solomon’s wisdom and wealth. Not content to merely hear about King Solomon she went to see for herself (I Kings 10:1-13, 2 Chronicles 9:1-12).
Another example is the pyramids of Egypt. These are considered engineering marvels and are still standing after thousands of years.
Sadly today many people do not read as much as they could. There is the crude saying “if you want to hide something from a black person, put it in a book.” Some might say that reading is secondary because Africa is an oral culture as evidenced by the traditional role of storytelling. While this may be true, it does not negate the importance of literacy in today’s society.

Africa has enormous natural resources such as minerals, diamonds, oil, and timber, just to name a few. To exploit these resources in a sustainable equitable way that will empower all citizens will take ____________. 
Work ethic

Years ago farming was the backbone of the economy. This required both _________ and __________ work. The work ethic displayed enabled Africans to shelter foreigners who sought refuge here. The Jews spent 400 years in Africa as refugees. Because of the wealth generated and stored throughout the years, there was an abundance and this could be shared. 
The results of a strong work ethic enabled our men to pay lobola based on what they had inherited. It also enabled a community to weather the years of floods or drought when production was weak. They could then depend on the abundance of former years.

Sadly, some of the strong work ethic has been eroded. The mindset of “umsebenzi womlungu” (white man’s job) has the effect of people losing ownership over their work. This has fostered a hand-out mentality and lack of initiative. Moreover, it has led to blaming others for our misfortune, looking for scapegoats, and creating a victim mentality. There is a Zulu saying that says “imbla yaswela umsila ngokulayezela.”
Lastly a strong work ethic will shift people from being mere ______________ to being ______________. Merely blaming the past or blaming others will not help anyone. Nothing of any significance was ever accomplished without a strong work ethic.
Pride
In this context, pride means a sense of allegiance and belonging or a sense of ____________ to Africa. It also means having a hope of achieving the dream of African renaissance.

By having pride Africa can stand equally with the rest of the world. By having pride we can fully define our identity. By having pride we can lead the world rather than merely follow. Lacking pride will cause us to throw away our ________________.

By having pride we will cherish our historical achievements. We will take care of our natural environment and resources. We will see our ___________ as our greatest resource and will seek to empower all our citizens. We will see our future not with apprehension but with ____________ optimism. We will believe in ourselves and in our uniqueness. We will understand why so many in the world want to come and visit us. We will understand what others see in our uniqueness that we often fail to see ourselves.

Nelson Madela said that our greatest fear is not that we are inadequate but that we are powerful beyond measure. It is our _________ and not our _____________ that frightens us.
Resilience
The greatest glory in living lies not in ever failing but rising up every time you fall. Africa has experienced much in the last few hundred years. From slavery to colonialism, from colonialism to apartheid, from apartheid to the freedom of democracy, Africa has come far. 

As someone one said, “a problem is just an ________________ for you to do your ________.” 

Sadly some still have an attitude of hopelessness and defeat. But one African value that still can be called upon is resilience. With resilience, there is no challenge that cannot be ______________. It was the same in years past and it still the same today. 
With resilience the problems of today will be overcome. That is for sure.

Answers
	rebirth

renewal

1. color

2. history, culture, consciousness

3. values

4. lived out

5. lost, died out, pushed

6. few

7. strong need

1. interdependency

2. generosity

3. community

4. hospitality

5. sharing

6. development
	970

life-long

wisdom

smart and hard

consumers

producers

loyalty

Africaness

people

hopeful 

light 

darkness

opportunity

best

overcome


15.   conflict resolution
Conflict is a part of life. No person can escape conflict. Conflict can be either ________________ or ________________. Often when we hear the word conflict we think of something negative but conflict can be a positive thing.
There are all sorts of things that can give us conflict. Can you think of things that cause conflict in your life? 
While we often think of conflict between two parties, sometimes a person has conflict internally. In other words, a person has conflict with him/herself. 
Since conflict is a part of our lives, it makes sense that we should learn to live with it. This is what this chapter is all about – living with conflict.
We are suggesting several steps in dealing with conflict. These steps are:
1. Take _____________________ for dealing with the conflict.

2. _____________ the problem. (page 84)
3. Assess your ____________________. (pages 84 - 90)
4. Develop several ________________. (page 91)
5. Choose a __________________ with goals and action plans.

6. Follow up on your _____________. (page 91)
We will examine these steps in more detail.

Take responsibility for dealing with the conflict. If we have a “victim mentality” then we cannot resolve conflict. What is a “___________ mentality.” This is a case when a person feels as if bad things have happened and, therefore, the person cannot succeed in life. For example, let’s say a person went to a bad school and the teachers laughed at the student. Well, the student may feel like a “victim” and will never have a good job in life. In other words, the person feels like someone else contributed to his/her state of affairs. While the person may have been a victim, (s)he is not ___________ a victim. The person can and must take _____________________ for his/her life. We can not succeed if we ___________ others for our situation in life. 

If we _________ conflict, then we cannot resolve it. Some people pretend that conflict does not exist even though it does. Again, we must take responsibility for the conflict in order to resolve it. 
Sometimes when the person denies the problem, then the person’s behavior becomes a problem. 
Define the problem. This is much more difficult that it sounds. For example, sometimes we have difficulty separating the _________ from the problem. If we are angry with someone we may focus on the person rather than the problem. 
Sometimes there are wide differences between the two people or organizations having the conflict that they cannot really understand each other. South Africa is a multi-cultural society and sometimes there are conflicts between different communities or ethnic groups due to a lack of understanding.

Sometimes we look at the _______________ rather than the problem. 
Sometimes we are so close to a problem and are so emotionally involved that we cannot clearly see the problem objectively. Sometimes an ________________  __________________ can help us see the problem clearly. One of the most important functions of a counselor is to enable a person with a problem to see the problem more clearly.

Assess your own intentions. Again, this is not an easy thing to do. When we are angry it __________ our ______________. Other emotions, like sadness, hurt, etc. can also cloud our judgment. Sometime we all do things that we feel very uncomfortable doing and then wonder why we did it in the first place. In conflict we want to see _____________ being done. Sometimes we want the guilty person to pay, unless, of course, the guilty person is ourselves and then we don’t want ______________ but rather _____________! Sometimes we want revenge, especially if we were hurt. 

If we have a “must win” attitude and so does the another person, then the conflict will not be resolved. We must compromise or collaborate to resolve any conflict with another person. The following table shows the possible outcomes for the position we may take.

	Action
	Self
	Other
	
	“+” = win

“–” = lose

“+++” = big win

	Compete
	+
	–
	
	

	Avoid 
	– 
	–
	
	

	Accommodate 
	–
	+
	
	

	Compromise 
	+
	+
	
	

	Collaborate 
	+++
	+++
	
	


Let’s look at this further. ______________ means that we feel we have to “win.” If we win, then the other person “loses.” Of course, no one wants to lose. Sometimes we can win the battle but lose the war.

If we __________ the conflict, then no one wins but all lose. The conflict continues and often gets bigger. This may be denial or it can be just not wanting to take the effort to resolve conflict.

When we ____________________ we let the other person win and we lose. This is not a good way to resolve conflict. Of course, sometimes the issue may be very small but we are not talking about such matters. This is a matter that is important. 

When we ___________________, then both sides can win. It is a “win-win” situation. Both can be happy and neither feels it has lost. Both sides have compromised something to resolve the conflict.

The best way is to ____________________. This means that both sides work at resolving the conflict so that it is resolved in a _____________ manner. Both sides not only “win” but both sides may feel they have _______________ their position.

Below are some positions or roles a person may take when resolving conflict. Do you see yourself in any of these. Maybe you play different roles with different people or different situations.

	     Role 
	Description 

	Bully 
	These people expects and demands that people do it their way. They will attack, threaten, and verbally insult to force an issue.

	Conflict-avoider
	These people will avoid conflict at all costs. They have difficulty saying “no.” They tend to be passive communicators.

	Sudden-exploder 
	These people gets furious and explode verbally and non-verbally when things do not go their way. They use intimidating tactics.

	Neutrals 
	They never take a stand or position on anything to avoid conflict and confrontation. They never express what they feel.

	Conflict-creator
	These people enjoy conflict and create it because they enjoy the excitement it brings. If there is not a conflict, then they make one.

	Pacifiers 
	These people compromise to decrease conflict. They often will do things to make things “nice” or “better.” They want to avoid the issues. Others never know where these people stand on issues.

	Realists 
	These people see conflict as a way to improve things. They are clear about their viewpoint but listen to others. They understand that conflict is separate from relationships.


	Answers:
positive or negative

responsibility

define

intentions

options

solution

decision

victim

merely

responsibility

blame

deny pretend
	person

symptom 

impartial outsider

clouds – judgment

justice – mercy

compete

avoid

accommodate

compromise

collaborate

creative

improved
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16.   emotional maturity
Let’s examine our motives. Let’s examine emotional maturity. When we are emotionally mature, then we can understand our motives and reasons for doing things a lot better.

As we grow and mature all parts of our personality change. We should grow in ___________________  _______________. But what exactly is “emotional maturity.” It refers to being mature with our feelings, our desires, our impulses, our wants, and our needs. These things are all internal. In other words we can have feelings and keep them to ourselves and no one else will know what our feelings are. While that is true, we usually “show” our feelings. Even if we wish not to show our feelings, they usually come out sooner or later. 

Observe small children. What happens when they get frustrated? They cry. They scream. They may even hit others. They may throw objects. When they get angry with others they may even bite them. 

While this type of behavior is excused in small children, it obviously is not desired in adults.

In order to understand emotional maturity, we first have to understand our emotions. First let’s look at our needs. The late Abraham Maslow created the “hierarchy of needs.” The chart below shows this.

              Hierarchy of Needs 
	
	
	
	
	
	self-actualization

	
	
	
	
	autonomy, control

	
	
	
	self-esteem

	
	
	love, belonging

	
	security and safety

	physiological needs (food, water, no pain, sex, sleep, etc.)


Notice that the most basic needs are on the bottom. Also notice that they are arranged in steps. Maslow said that unless the bottom need was met, then one can’t go to a higher step. Maslow said there are exceptions, of course. He said we should not be too rigid with these steps. But generally, we must go along the steps from bottom to top.

Let’s talk about this. Look at the most basic needs, the ____________________ needs. What happens when we are very thirsty? We want water. We can’t think of other things when we are very thirsty. What happens when we are very sleepy? We can’t do much else. The same thing applies when we are very cold, hot, tired, or whatever. What about people who are very poor? No doubt, much of their lives are focused on these needs. This is why it is important for children to come to school well-fed. If the child is hungry (s)he will not learn. All (s)he can think about is food and the pain in his/her stomach.

Let’s look at the second need, ________________ and _______________. For many people, this is a big concern. What about people who have no job? What about women who are married to abusive husbands? What about people who face violence everyday? The fear may be either real or imagined, it doesn’t matter. If the person is afraid, then that person is stuck on level two. They cannot think above that.

Level three is _________ and ______________. Maslow said he thought one of the reasons for crime among teenagers and young adults was this need. Many wanted to belong. They wanted to be loved, even if it meant enduring some pain along with it. If they couldn’t belong at school and their family had problems, then they would turn to gangs for acceptance and belonging. Often people who turn to gangs and destructive behavior are those who have received no love from home and no acceptance at school. They feel alienated and join a gang and engage in criminal behavior to be accepted and belong.

Maslow called these lowest three steps “_______________

______________.” He said these needs are never fully met and keep recurring. In other words, we all have to tend to these needs constantly. Also these three basic needs are strong. In other words, all of have a strong desire to have these three basic needs met somehow. However, Moslow stated that well-adjusted people usually had these needs fairly well met. Successful people are able to move beyond these needs to the higher needs. 

The fourth need is ________ - _____________. That means that people feel good about themselves. That does not mean that we feel we are better than everyone else. It does not mean we feel superior to others. It means we have a healthy respect for who we are. How do people obtain self-esteem? It helps to have skills, knowledge, physical fitness, achievements, accomplishments, and good relationships with significant others. Again, remember that we will generally not have self-esteem until the three lower (physiological needs, safety and security, and love and belonging) needs are met.

The fifth need is ___________________ and ____________. All of us want to control our own lives and our own destiny. Often we feel “trapped” in our lives with poverty or a low-paying meaningless job, poor relationships, lack of skills, poor health, etc. Sometimes we feel our choices are very limited or even that we have virtually no choice as to what happens to us.  
     
The sixth and highest level is that of ______ - ___________. This means that we are able to find deep purpose in our lives that brings us peace of mind and joy. This does not mean we don’t have problems but it means that we feel our lives count and that we are able to benefit from much of what life can be.

By understanding the “hierarchy of needs” we can better understand why we behave as we do. It should help us to make better decisions as to what we want out of life.

Let’s look at some feelings or emotions that we all experience. By understanding why we experience these emotions we can handle them in a better way. We are not saying that you should not experience these emotions. To try to deny them or to somehow suppress them is not good. We do have these emotions and feelings. We just need to understand them and use them appropriately. 

It should be stated that feelings as listed below, in and of themselves, are neither “________” or “_________.” One may view feelings as gifts from God. That is not to say that all feelings are good. If we deliberately try to encourage negative, hurtful, and destructive feelings then that is not good. But generally speaking feelings are neutral in the sense that we should not feel guilty for having them.

	Feeling or emotion
	Possible reasons for the feeling or emotions

	anger
	something happens to us

	regret
	missed or lost opportunities, 

something we did or did not do,

losing something we can never regain

	fear
	what we have to face in the future

(this fear may be real or imagined) 

	guilt
	what we did to ourselves/ others

what we did not do to ourselves/ others 

	doubts
	confusion due to change

new values

loss of control 

	grief
	losing something (person, thing, opportunity, reward, etc.)


Assuming that all people want to be self-actualizing, it is clear that most people aren’t presently self-actualizing. What happened? Most of us are frustrated in reaching our goals and desires even if we are not totally clear what they are. All people experience anger and frustration, usually daily. Why is that?
     
Frustration is a __________ of our __________. We want something and we can’t get it so we get frustrated or ________. If we can not handle our anger then we often get ourselves into trouble. 

Answers
	emotional maturity physiological

security, safety

love, belonging

maintenance needs

self-esteem

autonomy, control

self-actualization
	right, wrong

denial, desires

angry


The fourth step is to consider several options for resolving the conflict. Often, people can only see one solution when there may be many to consider. This is a skill that can be enhanced with practice. 
The fifth step is to decide on a course of action. Then you must formulate goals and actions plans to solve the problem. This was covered in the first chapter, Vision and Goal Setting, so it will not be repeated here.

The sixth and last step is to follow up on the decision. In other words, do what you have decided to do. Execute the decision. Sometimes the decided-upon solution is not pleasant. Nevertheless, we have to do it.

Mediator 
Sometimes two individuals or groups cannot resolve conflict by themselves. Sometimes a ______________ is brought in to _______________ the resolution. How is a mediator chosen? First, the mediator must be ________________ to both sides. The mediator must be “neutral” both in fact and in appearance. 

The mediator does not tell either side what to do. The mediator may start by deciding on the “ground rules.” This means the mediator helps brings both sides together to decide how the conflict will be resolved. Sometimes there is such a wide gulf between the two sides that they won’t even talk to each other at all. In this case, the mediator helps to set rules so that talks can begin on an even playing field. For example, the mediator may help the two sides to agree on the time, date, and place of the talks. Also the mediator may help decide on the physical set up of the room. There may also be rules such as how long a person may speak, the topics to be covered, and how people may respond to each other.
    The following is a checklist for being a good conflict resolver.
	check
	         Item 

	(
	Are you expressing your true feelings?

	(
	Do you finish the other person’s sentences?

	(
	Do you listen to others when they talk?

	(
	Do you make eye contact?

	(
	Do you ask questions for clarification?

	(
	Do you try to identify the real problem?

	(
	Do you focus on the problem, not the person?

	(
	Do you treat the other person with respect? 

	(
	Do you resort to name calling and put-downs?

	(
	Do you display proper body language?

	(
	Do you try to keep your emotions in check?


We all have a dominant style when conflict comes. The classic example is “fight or flight.” In other words, some of us will fight and others will flee or run away. This is natural. But the best way is neither. It is to be assertive. This is firm but fair. These natural responses can be described in the table below:

	Response
	Description 

	Aggressive 
	When there is conflict, these people’s first reaction is to fight back. They will attack the other person, often quickly.

	Passive 
	When there is conflict, these people’s first reaction is to run away. They want to avoid conflict so they leave the place of conflict.

	Assertive 
	These people deal with conflict assertively. This means they are forceful but fair with their statements. They do not attack the person but do not back down either. They state their side of the conflict in a fair but firm manner. These people are in the best position to find a favorable resolution to conflict.


Answers:

	mediator
facilitate
agreeable 
	fight
flee
assertive 



Stress
All of us experience ____________. Some stress is necessary for living. However, many people have too much stress in their life. 

What causes stress? When is stress good and when is it bad?

Some stress is necessary for _______. For example, when we are in a threatening situation our heart beat increases. This is an example of good stress. The stress helps us cope with the threat. Our bodies are made to face threatening situations with a flight-or-fight response. In other words we either run away or we stay and fight it out.

While this is good for us in the short term, it isn’t so good if we are faced with threatening situations all day long. Some of these threatening situations do not call for a flight-or-fight response. 
Stress is caused by three primary reasons.

1. loss of _____________

2. ________________

3. _____________

As mentioned before, stress in a conflict situation that is physically threatening is generally good. But what about other reasons? 
There are all sorts of reasons that people feel stress. Some of these are:
1. ___________ problems

2. ____________ problems

3. ___________________ problems (family, friends, enemies)

4. ______ problems (security, poor conditions, etc.)

5. __________

6. _________?

A look at the above lists tells us that virtually everyone persons has stress from these items. Too much stress can cause all sorts of health problems. 
What can people do to lessen stress in their lives? Here are some strategies:
1. __________ or _____________

2. ______________ regularly 

3. _________

4. _____________

5. maintain physical _____________

6. deal effectively with __________

7. __________ a lot

Managing stress cannot be done in isolation to other dimensions of a person’s life. Also one can be rather creative in how one manages stress. Remember that all people have stress. It is how we handle it that makes us different. 

Answers
	stress

life

1. control

2. uncertainty

3. conflict


	1. money

2. health

3. relationship

4. job

5. crime

6. other?
	1. pray, meditate

2. exercise

3. rest

4. relax

5. fitness

6. anger

7. laugh


Anger
Let’s look at the first feeling or emotion listed above, anger. All of us have it. If we are human then we have anger. Someone has defined anger as “_____________________  ________.” In other words, we experience anger when we are frustrated. For example, we want to make an “A” in history class. When we score a “C” we become angry. Why? We were frustrated. Again, anger in and of itself is not bad. Anger can be destructive but it doesn’t have to be. 

General ways to deal with anger

Someone has described anger like a wild horse. A wild horse has plenty of energy. What can we do with a wild horse? We can do three things. First, we can let the horse _____   ________. This does us no good. Second, we can _________ in the horse so that he can not run. Soon or later he will try to break lose. Third, we can ___________ the horse and use his energy for something constructive. 

It is the same way with our anger. We can let it run wild. This is usually destructive. We _________ our ____________ and say and do things that hurt others and even ourselves. No one wants to be around someone who cannot control his/her temper.

Like the horse we can ____________  ____ our anger. However, sooner or later it will come out. When it does come out it usually is more destructive if it has been bottled up for a long time. Sometimes people hold their anger for years or even decades. Some experts think that holding anger inside of us may also leads to health problems, such as ulcers or cancer.

The third alternative is to use the anger _________________. There are several ways to do this. First we can confront the source of our anger. If we made a “C” in history, we can determine why. Maybe we did not study enough. If that is the case, we can channel our energy into history study so that we make the “A” next time.

Sources of anger

Often people are not fully aware of their anger. For example, if you make a “C” in history, who are you angry with? To begin with, you may be angry with yourself. You may also be angry with the teacher. But that is not all. You may also be angry with your classmates, your parents, your friends, society, the government, even God. Yes, you may be angry with God for not making you more intelligent. Often people think they have no right to be angry with God so they suppress their anger. Later it comes out as anger against the church or religious people.  

Sometimes we are not fully aware of our anger however. For example, you make a “C” and you are angry with yourself. You are not aware of it but you also have some anger with your parents for not helping to make your home to be more conducive for study. You bottle up your anger for a long time. Later some small incident happens and you lash out in anger at your parents. Your parents can’t understand why some trivial, small matter would cause so much anger. Well, it has been bottled up for a long time and finally explodes. When that happens it is usually destructive. 

When a child dies, often one parent is angry with the other parent. Sometimes they are angry with the child himself for dying. Usually the parents are angry with God, their friends, and themselves. The list could go on and on. Facing one’s anger is healthy and important to do. 

Expressing anger

But maybe you do not know how to express your anger appropriately to your parents. Then you take out your anger on your little sister of brother. Some call this “delivering your mail to the wrong address.” People do this all the time. They are angered by someone with lots of power. They can’t express their anger toward the powerful person (boss, parent, teacher, government official, etc.) so they take their anger out on the weak and defenseless. Sometimes we don’t know how to ____________________ express ____________. Sometimes we are not allowed to show anger toward a certain person at all. For example, in some countries people are not allowed to criticize the president at all.

There is a story where a man is angered by his boss. He can’t express his anger toward the boss so he comes home and shouts at his wife. The wife is afraid of her husband and can’t express her anger toward him so she shouts at the child. The child is afraid of his mother and can’t express his anger toward her so he kicks the dog. The dog is afraid of the child and can’t express his anger toward the child so he bites the cat. The cat is afraid of the dog and can’t express his anger toward the dog so he chases the mouse! And so it goes.

Sometimes people _______________ their _____________. For example, let’s say someone bumps into another person. The one who was bumped into, pushes the other person. That person gets angry and shouts at the other one calling him bad names. One hits the other and a fight starts. One pulls out a knife and the other pulls out a gun. Friends jump into the fight and then it becomes a brawl. It continues until it becomes a riot. It escalates and is harder to stop until many have been hurt.
Appropriate expressions of anger
Good ____________________ skills help us to __________ our anger toward the ____________ source without causing the situation to _____________. For example, if you are angry toward your parents because you feel they do not help make the home conducive for study, then if you have good communication skills you might try the following:

“Mom, dad, I have a problem. I really want to make an “A” in history. However, it is difficult and I know I have to study a lot. I was wondering if you could help me. I need a quiet place to study. Sometimes the radio and television is so loud that it is difficult to tune out the sound. Sometimes your friends come over and there is so much noise and laughter that it is difficult to tune out. I get angry about this and I don’t want to be angry.

I study hard Sunday, Monday, Tuesday, Wednesday, and Thursday evenings. But I do need some time off. I want to spend Friday here at home just relaxing. I like to spend some time with you then. On Saturday evenings I like to go out with my friends. Could we set down and make a schedule that will help me reach my goals? Could we set some guidelines that will help me make an “A” in history? ”

What did the child do correctly? There are several things. They are listed below.
1. _________________ the problem 

2. _____________ for help 

3. Speaking ______________________

4. __________________

5. Using “___” statements 

6. Good _____________

7. Does not _____________ the person 
Contrast this to the child shouting to the parent in an angry voice, “Hey, I’m trying to study. Turn down the \#*%|# radio. You don’t care about me. You don’t care if I pass or fail. You are bad parents. I hate you.”
What did the child do wrong? There are several things. They are listed below.
1. _______________

2. Talking without ______________

3. Questioning ______________

4. Making ______________ or stating opinions as _________

5. Making “_______” statements 

6. Saying  ______________ statements 

7. Not ________________

Being able to communicate anger appropriately is a skill that takes practice to master. Expressing anger does not mean that we never display the anger. Obviously, we sometimes have to speak while we are still emotionally charged with anger. But these situations need to be rare. Even in such moments we need to be careful not to attack the integrity of the other persons, question their motives, make judgments, or say hurtful statements. 

Dealing with anger

Sometimes we cannot face the source of our anger. For example, let’s say a thief steals your money and we don’t know the thief and he runs away. What then?

There are several tactics that can be used to defuse anger.

1. _________ to a friend 

2. “___________   ______”

3. Do something __________________

4. ________________

5. _______________

	Answers

frustrated love

run wild

fence

harness

lose, temper

bottle up

constructively

appropriately, anger

escalate, anger

communication, express, proper, escalate

1. acknowledging

2. asking

3. appropriate

4. listening

5. I 

6. timing

7. attack
	1. shouting

2. thinking

3. motives

4. judgments, facts

5. you

6. hurtful

7. listening

1. talk

2. acting out

3. constructive

4. exercise

5. forgive




  Grief

Grief is ______________ something. In the case of the death of someone who is close to us, the grief may be ____________. There are several emotions associated with grief. If we understand them, then we can better cope with the intense emotions we may experience.

All people experience grief __________________. There is no one set way that is appropriate for people to express grief. However, generally grief will fall within several well-known emotional responses.
1. _____________ – When we first hear of death we usually immediately say “no.” We don’t want it to be true.

2. _____________ – Often when the truth sinks in we go numb. 

3. ________________

4. _________ 

5. ______________

6. ___________   ______

7. ________________

8. ________________

9. ____________

10. _________________

Two things should be noted in dealing with grief. First it should be noted that ___________ is normal in grief. No one should be ashamed of normal crying. Crying is therapeutic in that it helps us to deal with the stress of the grief. Crying is normal and should not be suppressed. However, if crying persists for a long, long time then counseling should be sought. If you are still crying for long periods a year after a loss, then counseling should be sought. 

Second, children should not be _____________ from grief. Sometimes well-meaning adults will not allow small children to see adults crying so as to spare the child any sadness. This sends a message that the adults are not sad. Sometimes adults will tell the child the dead person has “left for a long time.” The child may then feel the person has abandoned them and no longer cares for them. Children need to see adults in grief. Proper expressions of grief will model appropriate responses in children. Loss and death are a normal, but painful, part of life that none are spared. Children can not be shielded from loss or death for long and they, like all people, need to learn how to appropriately handle it.

Answers

	losing

intense

differently

1. denial

2. numbness

3. bargaining

4. guilt

5. helplessness

6. acting out

7. defensiveness

8. destruction

9. sadness

10. acceptance
	crying

shielded




Control and Bullying
Sometimes people with little ___________ will try to ____________ others. This is a very common occurrence. From the school-yard bully to the politically powerful dictator, this behavior can be seen all over the world. 

Someone once said, “All _______________ comes from a feeling of __________________.” Why does the bully behave as (s)he does? Why does the dictator behave as (s)he does?

Remember, one of the needs of people is to ____________. When we have control of our environment we have power over it. We want to know what will happen. We want predictability; a chaotic world is threatening to all of us. When we feel we do not have control we feel threatened. We want to gain control. Sometimes we feel _________________. We want to gain power. Therefore, sometimes people will engage in bullying others to gain a sense of power and control.

A person who is secure and self-actualizing does not need to engage in bullying to feel in control.

Bullying behavior does not always have to be physical. It can be verbal or emotional. As mentioned before, the need to control others is usually due to a feeling of inferiority, loss of control, or the threat of loss of control.

Answers
Power

Control

Cruelty

Inferiority

Control

Powerless
Revenge
Revenge is punishing someone for an _____________ or a _____________. Why are people so eager to take revenge? Part of the reason has to do with justice or fairness. If someone wrongs us, then we want to wrong them to even the score. Most people get very angry when there is unfairness. We all like a sense of fairness.

Over 3,500 years ago the Bible speaks about revenge when it says (Leviticus 24: 17-20) “Anyone who commits murder shall be put to death… the principle is a life for a life. If anyone injuries another person, whatever he has done shall be done to him. If he breaks a bone, one of his bones shall be broken; if he puts out an eye, one of his eyes shall be put out; if he knocks out a tooth, one of his teeth shall be knocked out. Whatever injury he causes another person shall be done to him in return.”

Many have pointed out that this limited revenge. In other words revenge could not escalate. For example, if “A” knocks out “B’s” tooth, then B knocks out three teeth of A. Then A knocks out one of B’s eyes. Then B throws a rock at A. Then A gets a knife after B. Then B gets a gun and shoots A. Then A’s friends kill B and two of his friends. And on and on it goes. This command limits revenge to an exact wrong that was first committed.

About 2,000 years ago Jesus said (Matthew 5:38-39) “You have heard that it was said, ‘An eye for an eye, and a tooth for a tooth.’ But now I tell you: do not take revenge on someone who wrongs you. If anyone slaps you on the right cheek, let him slap your left cheek too.”

Many have given different meanings to what Jesus said. Most, however, feel this is not to be taken only strictly in a literal sense. In other words, we are not merely to turn our left cheek when we are slapped on the right cheek. In fact, since most people are right handed, a slap on the left cheek would usually be a backhanded slap, like an insult. Obviously this does not mean that we should just allow people beat us up.

By not taking revenge we do not let the other person control our behavior. By not taking revenge we do not cause an escalation of violence. By not taking revenge we do not let our emotions rule our behavior. 

However, what about some huge injustice? Should we just ignore it? What should we do if someone breaks into our house? What should we do if someone beats us up? Obviously no society can exists if the criminals are free to do whatever they wish. 

There is no easy rule to follow on what should be ignored and what should not be ignored. Serious crimes should be taken to the police and justice should be pursued. Serious crime is not just against one person but against all of society. 

It should be remembered that taking revenge almost always gets us in to more ___________ and _____________ than it solves. An emotionally ____________ person should be able to suffer a minor injustice and not feel the need to take revenge.

Answers
injury, wrong

trouble, problems

mature 

17.   Personal development /Self-leadership
Character
If we are to lead others, we have to have character. No one wants to follow someone who cannot be trusted. What is character? Character is who we are. Sometimes people have a reputation that is either better or worse than what it should be. For example, people may think we are highly intelligent when we aren’t. Or they may think we are thieves when we aren’t. But our character is what we are exactly. It does not matter what people think.

Someone has said that your character is what you do in the dark (when no one else knows).


                         Character is what you are 

                             when no one else is looking.

Character involves integrity. What is integrity? Integrity deals with 
1. _________________ You can be trusted with money.

2. ___________ words. You tell the truth.

3. ______________ You help your community.

4. _______________ You stand for what is right.

5. _________________. People can depend on you. 

6. ___________________. 

Character also deals with how we use power. What are some ways in which we gain power and misuse it?
1. _______________ power

2. ________________ power

3. _________________ power 

4. ________________ power 

There are some things that people often associate with character or worth. However, these are not measures of our character or worth. None of these are negative things. In fact they are usually highly sought after. However, they are temporary. They can be lost in an instant. There is nothing wrong with having these things. However, they are not a measure of character or worth. 
Some of these are listed here because they are so common.

1. _______________ prowess. 

2. ____________ or _________ looks

3. High levels of ___________________, ___________, or _________________

4. _____________ (and all the things that money will buy like nice clothes, jewelry, fancy cars, large house, etc.)

5. Ability to ____________ or give ___________ to lots of _______________

6. Great ____________________ 

All of those listed above are good things. In fact, they are worthy of achieving. (Having lots of children just to prove that one can have lots of children is not considered desirable.) The point is that they, by themselves, do not mean a person has character. 

If character is good, then how can we gain it? Can we develop it? How can we get some of it? _______-____________ will build character. Perhaps you wanted to hear something easier. Well, there is no easy way to develop good character. Building character involves both doing something and not doing something. Let’s start with the negative. 
These are just some ideas.

1. Don’t get ____________.

2. Don’t feel you have to be in ______________ at all times. 

3. Don’t lose your ________________.

4. Don’t seek _________________ all the time.

5. Don’t think “_________” thoughts.

6. ____________? Can you think of other negatives?

What about positives? What can we do to build character?

1. Act the same whether people are ________________ or not. 

2. Build good ____________________ with others. 

3. Accept _____________________ for your life. 

4. See yourself as someone who ______________ others. 

5. Do what is ____________.

6. Develop a ____________ beyond yourself. 

7. Say something ____________ no matter what happens.

8. Make a _______ of things to do for a ______ and do all of them. 

9. _____ something out of your life that you know is _________ your time or is not _____________ you. 

10. Help someone who cannot ever ________ you for your help.

11. ____________? Can you think of other positives?

Answers
	1. honesty

2. true

3. helpful

4. justice

5. dependable

6. responsible

1. physical

2. emotional

3. influential

4. economic

1. sports

2. beauty, good

3. intelligence, skills, knowledge

4. money

5. father, birth, children

6. achievements


	1. even

2. control

3. temper

4. pleasure

5. bad

6. other

1. watching

2. relationships

3. responsibility

4. serves

5. right

6. cause

7. good

8. list, day

9. cut, wasting, helping

10. repay

11. other


Self-discipline

Self-discipline means you are under ____________. It means you are in ____________ of your life in a planned, rational way rather than living merely on impulse and whims.

Developing self-control and discipline is actually freeing. It is not depriving yourself of all fun and living like a Spartan. People who are self-disciplined are able to __________ their _________. Actually self-disciplined people do have fun and they have lots of fun. They allow time for fun. The difference is that they control their lives and their time. They don’t let what is __________ at the moment stop them from doing what is __________ in the long run.

How can we develop self-discipline? First of all, others can help but ultimately each person is responsible for his/her own self-discipline.

There is a term called “____________________   ______________________.” This merely means that we put off (or defer) gratification (pleasure or a feeling of accomplishment) into the future. This does not mean that we defer all things in life. That would be dreary and boring. No one wants to live like that. But it does mean that we work now for some future reward. Let’s give some examples.

All of us are far from perfect in the area of self-discipline. When you fall – and you will fall – don’t give up. (We didn’t say “If you fall,” we said, “When you fall” because all of us do.) Just pick yourself up and continue the progress you have made. Let’s give some examples. Ronald knows he is spending too much time watching television. He therefore, decides to go to the library and read a few hours each day. He does this for the first week and is happy with himself. However, during the second week he has a serious fight with his girlfriend. He is so upset. He is angry. He is hurt. He sure doesn’t want to go to the library. Instead he sits down in front of the television and watches it for six hours. The next morning he is so upset with himself and thinks he has ruined his goal of watching less television. He thinks, “what’s the use?” 

What should he do? He should make some allowances for his behavior. He needs to learn from this experience. However, he needs to start this day new. What he did yesterday negatively should not delay his getting back on track today. 

Larry wants to make an “A” in mathematics. He studies daily and thinks he is doing fine. One the first test of the year he does well. He also does well on the second and third tests. However, on the fourth test he had difficulty and only gets a “C.” He is so upset with himself that he gets drunk with some friends. What should he do? All of us, like Larry, fail from time to time. Even if Larry doesn’t reach his goal he has done rather well overall. He should continue to study hard and do his best. While we should strive for excellence, we should not strive for perfection as we will never reach it.

Abigail is overweight. She decides to start eating correctly and walking for exercise. She does great for three weeks. But on Saturday she goes to a wedding. There is lots of food and she is hungry. She eats lots of cake as well as other food. She feels bad later for “losing it.” She decides “oh, well, I have lost it” and starts eating too much again. 

Again, what should Abigail do? Like Ronald, she should make some allowances for her behavior. She needs to learn from this experience. She needs to start this day new. What she did yesterday negatively should not delay her getting back on track today.

Remember, we should always allow some time for _________. Being self-disciplined does not mean we plan every moment with an activity. We need to relax and rest. Actually resting is part of being well disciplined.

Answers
	control

charge

reach
	goals

good

best
	deferred gratification

rest


Life-long learning

As we grow older our bodies change and so do our ___________. For example, a 15 year old may be very interested in sports. A 45 year old may be interested in learning a skill. One of the secrets of successful people is that they continue to “re-new” themselves. One way of doing this is by constantly ______________.

Lifelong learning may immediate turn some people off. Some people did not like school and, for whatever reasons, did not enjoy the learning that went along with schools. Well, learning does not have to mimic schooling. For example, a person wants to learn how to cook. This is a “hands-on” type of learning that probably will not involve a lot of reading and a written examination.

There are many examples like this. Here are some:
1. learning to sing

2. learning to sew or knit or crochet

3. learning to tune an engine

4. learning to bake a cake or braai meat

5. learning to take photographs

6. learning to draw pictures

7. learning to play the guitar

8. learning to repair clocks

9. learning the Bible

10. learning to cut hair
11. learning to grow vegetables

12. learning to drive a car
13. learning to ride a bicycle

14. learning public speaking

15. learning to train dogs

16. learning about your ancestors 

17. learning to tell jokes or funny stories

18. learning to make traditional baskets

19. learning computers

20. Other? Can you think of other things?

When we master a skill or become an expert in some field of knowledge, then our self-image greatly improves. Of course, becoming a master or expert does not happen overnight. It will always takes a _________ time and lots of __________ work. 

Life-long learning can be fun and highly meaningful. If you are a person who did not like school, then learn without sitting still and holding a book.

Notice small children. They are constantly learning. They put things into their mouths. They explore. They can’t help but learn. For them learning comes very naturally; in fact, they are learning machines. Well, sometimes schooling takes the fun out of learning.

Here are some things to remember. 

1. Learning is ____________, not _____________.

2. Learn things you are ___________________ in.

3. Keep it _______.

Answers

	Goals

learning

long

hard
	1. active, passive

2. interested

3. fun


 Time management

While this was covered in chapter one (Vision and Goal Setting), we will review it here.

Each person is given 24 hours in each day. It doesn’t matter if you are very rich or very poor. It doesn’t matter what your religion is or your gender or how educated you are. All people have 24 hours, no more, no less.

Think of time this way. What if you were given R1,000 each day. You could spend it any way you wished. However, any money not spent would have to be given back before you went to bed each night. Well, in some ways this like time. We have 24 hours each day. If you don’t spend it wisely then you lose it. 

                                          You can spend your life any way you wish

                        but you can only spend it once.

Look at the table below.

	
	important
	not important

	urgent
	1
	2



	not urgent
	3
	4




In the above table, successful people do much of their work in quadrant 3 (important, not urgent). All of us work in quadrant 1 (important, urgent). Sometimes we all have to work in quadrant 1. For example, in emergencies we have to work in quadrant 1. Sometimes we all work in quadrant 2 and 4 also. However, successful people work much of the time in quadrant 3. 

Remember, if you don’t plan and use your time wisely, then three things will probably happen:
1. You will ______________ your time doing _____________.

2. Someone else will _______ your ________ for you.

3. You may end up doing things you later _____________.

Answers

squander (waste), nothing

spend, time

regret
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Groups of careers





Artistic, design�
Health services�
technical, engineering construction�
�
Scientific, mathematical, research�
Personal services- financial, physical�
Manufacturing and mining�
�
Education, cultural, literary�
Public service, law and order, government�
Business administration�
�
Helping professions, social welfare�
Transport and communication�
Farming, conservation, outdoor�
�






Smoking is highly addictive and deadly.











Where do I find my first job?





What can I do?





What have I got





Abilities


Verbal fluency


Numerical ability


Practical and mechanical abilities


Methodical habits


Artistic, creative talents


Social competence


Physical health





Do I want to study full time?





it 





time?





What kind of work am I interested in?


Making things by hand


Building and assembling


Designing


Operating machinery


Growing plants


Drawing


Serving and advising


Selling and buying


Business administration


Police or defense


Helping or caring for people


Which?





What do I want in my first job





Do I want to do technical training part time





Do I want to be trained for a job?





What do I need most?


Security


Status


Money


Independence


Opportunity to help others


To use my brains


Which?





Can I get a place at a tertiary institution?





Get my education and training and look for a good job or start my own business





What sort of place do I want to work in?


Outdoors


Factory


Workshop


Mine


Laboratory


Office


Studio


Warehouse


Shop


Bank


Post Office


Hotel


Hospital


Train, plane, ship





Find a job





I need a job now





If no





If no





If no





If no





If yes





yes





yes





yes





Yes





Yes





Find a job





If you do your job well,


then you can use it as a stepping stone


for your next Job.











If someone hires you, what will (s)he be looking for?








Application Package








The application should be submitted in a large envelope so that none of the contents needs to be folded.


Application form: This should be legibly and carefully completed in black ink, giving the maximum information with all the necessary spaces filled in.


Supporting documents: When preparing your application package you will need to get certified copies of the following documents 








NB Never send the originals of any certificate, reference or identity document with your CV.








Supporting Documents


Birth certificate


Identity Book or Passport


School certificates or reports


Character references or Testimonials


Curriculum Vitae



































Turn your negatives into positives.











REMEMBER:


THERE MAY BE A SHORTAGE OF JOBS BUT THERE IS NEVER A SHORTAGE OF WORK.








You have to have your own vision, not someone else’s vision





Are you willing to change your worldview?





Goals tell us where we are going.


Action plans tell us how to get there.





Successful people spend lots of time doing


important, non-urgent activities.
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