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Dear Students,

On a visit to India, management expest, Peter Foogle was asked what he thought of India. He said, India is a country
rich in cultural heritage. It is not under developed but under managed. Lack of proper management of resources pro-
duces counter-productive results. The same ohservation applies to the individual's life as well. Ignorance of one's po-
tential and the lack of effectiyemanagement prevent one from attaining success. Hence through this correspondence
you will be made tamiliar with yvarious lessons on personal management. In the given lesson you will leamn:

1. Thenecessity of personal management

2. Its modern basts, that is how it developed into its present shape
3. Contextuality of various terms/ posts

4. Meaning of personal management & its present form

5. Imter-relation between science of living & personal management

Intzoduction:
Life has dual trend spiritual and materialistic. We cannct live life exclusively on spirituality. Neither can we achieve
peace and tranguility through materialism. To live a balanced life, we need material well-being and to attain peace and

tranquility spirituality 1s necessary. A single track or an insular outlook cannot make life successful. The success of life
depends on a totality of outlook.

In our scientific age many thinking individuals have realized this truth. Hence many scientists, psychologists, envi-
ronmentalists, doctors, sociologists, peace activists have resorted to spiritual enguiry and questioning. These luminar-
ies have showninclination to add spinituality to their respective fields and moved on from incompleteness to fulfillment
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and from insularity to totality. One indication of this is the Suggestions of Advisory Committee in Physics. 1 This hap-
pening relates to 1982 when the U.S government asked its Scientific Advisory Committee to suggest the directions sci-
entific research would take in the comung 100 years. The government sought information and also told them to work
towards that, The Advisory Committee suggested, “In the coming century we would rely on the physics of conscious-
ness and the inner relationship of body and soul. And we should work towards that.” Modern science is working on
the principles of spintuality and the workings of the consciousness. This is not confined to physics but extends to bio-
logical sciences, environment, medical sciences, psychology, sociology etc who are all trying to probe deeply into the
concepts of the self, consciousness, human behaviour and spirituality.
1.0 Personal Management

Spirituality i1s anintrinsic part of Tife. Without spiritual terets no phase of life can improve and our life cannot be peace-
ful or tranquil. A life without spiritual base is wasted, with increased sorrows and multiple problems. Sgmany intellec-
tual luminaries have tried to probe into ways of including spirituality into their fields and sought means of making their
life wholesome. They have seriously thought of solutions on these issues. And an example of such ¢fforts is the personal
management programme propounded by psychologists.

Personal management rests on the self'and not on the other [t centers on one's consciousness towards the self’ 2
For thousands of years spirituality has concentrated on knowing the self, on being consgigus of the self. And the present-
day knowledge systems are re-iterating the same truth. This situation highlights thenew focus and thrust on the ancient
Indian heritage of soul and spintuality. The term ‘management' has gained currenicy in the corporate world. It generally
means using limited resources to its optimal level to achieve the desired goals.

1.1 Need for Personal Management : In the complex world of taday, personal management skill is extremely
important. To recognize hidden skills within us and to reccgnize patential in others requires a high level of awareness
and a developed skill of personal management. Today managers apart from being qualified in every way are also re-
guired to know ways of managing the self'and the others. This Earms the core of management strategies and planning,
Effective personal management is necessary for those wha want to use their skills to the maximum, who want to man-
age their organizations well, who want to find solutions to life's problems or even fulfill their family duties well.

In tact, personal management helps in taking control of one's lite and building up meaningtul, harmonious inter-per-
sonal relationships. This knowledge helps the individual to focus all his knowledge of the self'on the self and also to dis-
cover talents within. It also emphasizes that the capability to develop one's skill is inherent in every individual and this
can help him be fulfilled. In short personal management promises success in personal and social life. To confine this to
success or achievement is narrowing it. The term goes beyond all this. Many people after minor achievements find them-
selves at crossroads and wonder what to doahead. Personal managerment 1s the medium through which the individual, Trv-
ing within his confines, can according to his perspective lead afulfilled life facing all the challenges courageously. Seen in the
context ofTife in its entirety, persemal management helps the selfio balance and co-ordinate the inner world- its desires, longings,
imaginations, feehngs, thoughts and sentiments with the outer world and its relationships, means ofhving, and the contacts of
the social world and thenee achieve goals.

The theoretical suggestions and the practical experiments in the field of personal management is the result of years
of experience Ascetics and vogis over thousands of vears and the modern psychologists have used these experiments
to help peoplelive a fulfilled, successful and contented hife. Humanity in general and the students in particular find these
tenets usefuiin achieving particular objectives. For instance, students might feel the need for improving their communi-
cative skilis, or in making choices of career and also to develop effective managerial skills to manage others. In such
situations this knowledge can help them. This can aid them to address their needs, recognize their capability and their
prospects of development. Also it will alert them to opportunities of development and show the skills required and ex-
pected to manage the self and improve relations with others. Thus the need for personal management can be summed
up in the following points:

1. Forsuccess. 2 For the construction of the self

3. Toconstruct goals 4 To recognize the self

5. Tohelp inthe development of others
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2.0 The Basis Of Personal Management

The prevalent personal management programs are the modern version of spiritual meditation. Indian culture since
ancient times recognizes the soul as an independent entity, stresses on its all-round complete development. The impact
of the karmas of the previous life and the external circumstances are also accepted. Despite this, Indian philosophical
systems realize the principle that the soul is supreme and has the capacity to win over karma and the adverse circum-
stances and attain development. This principle is the basis of the total development of the soul, which is the highest goal
of Indian culture. All the paths and mediums leading to this are incorporated into our spintual systems. In the west the
concept of personal management is a modemn evolution of psychology and this has been possible due to human resources
movement.

2.1 Human Resources Movement : Human resources movement evolves from existentialist philosophy and hu-
manitarian psychology. This is the basis of personal management. This movement began around 19604n and around
U.S. This movement uses all the practices and techniquesthat help to develop the hidden skills and the resources. It
also helps the individuals to develop his working skills and also enrich his experiences.

This outlook has evolved the following branches of knowledge systems:

1. Treatment and remedy for personal development and success.
2. Development of a sensitive approach in inter-personal relations and commuucation skalls,
3. Contentment

Initially this treatment was used on mentally disturbed people but later it was extended to those who sought to be
more effective, goal-oriented and contented. In the past decades this is a major changein the field of psychology. Now
it has moved beyvond the medical or chimcal frame and moved into the ¢onimon parleyance where people debate how
one can help one's self,

2.2 Humanistic Psychology : The humanistic psychology is rated as the third force in the history of psychology.
It developed inthe 1950 as an alternative approach to the pessimistic and fatalistic concepts that prevailed then. Frued's
psychodynamic theories emphasized the pessimistic aspectyof human psyche. Similarly Watson's behavioral approach
only established human being as a plaything of circursstances, which strengthened the fatalistic approaches. The hu-
manistic branch stresses that man is not a slave ofbasic, pnmordial mstincts, nor1s he a puppet of circumstances. He
is an independent entity capable of zoodness and full of divine qualities. He can take independent decisions and he is
always striving to improve his inner qualities He endeavors for success, plans for it. He organizes his life to develop to
the maximum and through attainment of his zoals tries to achieve self-satisfaction.

Behaviour 15 analysed and studied by the humanistic psychologists. This study involves an analysis of those expe-
riences that form part of our everyday situations, not those that relate to inner factors, elements and processes. In this
way they scrutinize human behaviour interms of the milieu and in the context of the experiences of entire life. They fo-
cus on the individual's own expériences in contrast to the behavioural psychologists who looks at individual behaviour
detached from the expericuces of the individual in an objective manner. The intellectual psychologists analyze behaviour
and its reasons throughvarious intellectual processes whereas the humanistic psychologist is interested in knowing the
nsights that these processes produce in the ndividual and the values they create.

The humanistic approach involves lesser amount of research and it did not develop as a theory to understand
behaviour but as a means to aid the common man to achieve his goals through his capabilities so that he can lead a more
prosperous and contented life. This approach created a new class of psychologists and various trends of self -devel-
opment that emerged n the 1960s and 70s. The three major contributors of this school were Carl Rogers, Rolo May
and Abraham Maslow. Rogers emphasized on the natural tendency of the self towards psychological development and
well-being and also on the importance of positive self-conception. Rolo May was the first psychologist who worked
extensively onthe processes of worry and anxiety in the context of the individual. He incorporated many aspects of ex-
istentialist philosophy into his psychological outlook. Existentialism emphasizes that the individual is capable of making
free choices and taking independent decisions but it is not necessary that his choices must have a logic or motive be-
hind them. Maslow emphasized on the need for sell -analysis or sell-actualization and studied the distinctive traits of
self-actualized people, those who had achieved self-actualization.
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Humanistic outlook extends the boundaries of psychology beyond mechanistic science. It includes features of lit-
erature, arts and history making psychology a complete area. It balances both the experiential and experimental sys-
tems and thus raises hope of unibang two polemical entities, science and humarities.

2.3 Humanistic Theory : This theory 1s referred to as Holistic, Dispositional, Phenomenological and Exastential-
ist and this adopts an optimistic perspective towards humen behaviour. This approach is holistic because it interprets
the deviant human behaviour in the context of his holistic personality. The selfis not seen as an accumulation of differ-
ent traits like a vessel contaiming peas. Rather he 1s seen as a balloon that carmes different light gases hke helium. If the
balloon is left in the sky it rises prercing all the natural hindrances.

Humanitarian principle is also dispositional because it determines behaviour mainly in terms of the inner traits of the
person. And this outlook basically sees circumstances as obstructing elements, the way in which the thread s to a ris-
ing balloon. If the individual is fieed of depressing and obstructive elements then his introspection will prosngit him to make
the right kind of choices. It has to be bome in mind that the humanitarian theory is not like other trait thecries that bases itself
on dispositions and focuses on static traits, On the other hand it is not like the psychoanalytical theory which narrows down
to the experiences of childhood that have a ife-long restrictive influence on the individual's personality. Rather this approach
compels the individual to be self-analytical and sees the spontaneous expression as part of a heaithry personality:

This approachis phenomenological too, because it stresses on the individual's outlogi which means that it emphasizes
on the individual's own perspective of truth and not on an objective analysis. It siresses on the here and now as we
see the present and focuses on that. The expeniences or influences of the past areimportant only to the extent that they
have brought the individual to the present.

Rolo interpreted humanistic theory as existentialist that concentrates on the ligher states of psychic processes and
focuses on the experiences of the present and fortifies the individual iri facing everyday challenges. This theory is dis-
tinct and unparalleled because it stresses on the freedom of the individual and this trait distinguishes it from behavioural
and psychoanalytical theories that are basically fatalistic. Humanistic theory uses certain traits to understand the per-
sonality like the emphasis on the integrity of the personality and the particular stress at a higher conscious level on the
experiences of the present instant and also on the development of the inner qualities. Those who propounded it like Carl
Ruoger and Abvaliam Maslow stressed on (he istinctive Lrait ol imtrospection, They felt that this tendency assimilates
the contradictory forces within us and these create the personality.

This outlook stresses that the biological/ wstinetive and acquired tendencies lead towards introspection and deter-
mines the motivating forces for behaviour, Seif-analysis and the expression of inner desires/ longings 1s the guiding and
life-giving force that verifies the virtuous behaviour and prosperity of the individual.

Assessment of the theory:

Itisdifficult tobe critical about a thought that sees the human being as a divine form. Wha can find fault with a theory
that subscribes to the increase and improvement of one's abilities? The behavioural psvchologists object to the fact that
humanistic approach tends fo be vague and has no clear definition. What is the true meaning of selt-actualization? Is it
inherent or a culture¢onstruct? Also this approach does not explain the varied traits in people. Humanitarianism is ba-
sically a theory of hiohan behaviour and general traits though it cannot explain the deviations in humanity.

Behaviouralists also feel that the ordinary level in which the humanistic approach analyses human behaviour reduces
the analytical value of psychology. They also say that the emphasis on the selfas the motive behind behaviour and ex-
perience shows that this approach negates the role of milieu in determining behaviour.

On the other hand the psychoanalysts criticize the tendency of the humanistic psychology to give excessive impor-
tance to the experiences of the moment at the conscious level thus ignoring the subconscious forces. The processes at
the conscious level cannot explain the conflicting forces at work inthe subconscious level and the defensive mechanisms
to counter that.

Other criticisms of this study can be summed up as:

1. Itendorsesthe development of the personality ignoring the individual's past and the varying factors that influ-
ence life.
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2. lttrivializes the complexities of the personality and bases itself simply on introspection.

3. [Itcannot predict human behaviour under a particular circumstance.

4. Itimagines a self who makes his own destiny. For a deeper probing, this does not hold water
3.0 Concept of Sell-management

Tounderstand this concept certain terms like self, human behaviour, human capability, management, and personal
management should be well understood.

3.1 The Self : Spirituality defines the self as being. soul, the male principle and it also incorporates reincarmation and per-
manence mits definiion. Rebirth occurs due to karma and the thirst for ife. To meditate for a redemption from the karnmc
cycle or tobe rid of desires and yearning is the highest goal of spirituality. This frees the soul from a cycle of birth and death
and the soul attains etermty mits true form. However the selfin self management does not mean the soul or avraversal soul or
trinity. Self~management relates to problems like fallures and disturbances. Both failure and restlessness cecur due to igno-
rance of the self and uncontrollable desires. Spirituality preaches self control and a victory over desires by suppression. Per-
sonal management also underlines that through self-realization we understand our desires and get nd of undesirable vearn-
ings and define our prionties. Here the term self incorporates the wants, veamnings, lusts, feelings, capabilities, and fallures all
combined into one. Tt relates to our present. So to understand the traits of self the emphasis naust not be on human soul but on
human behaviour.

3.2 Human Behaviour : What is human behaviour? Is he virtuous and merciful like Lord Mahavir or Buddha?
Or is he selfish and cruel like brutes? Does society control his perversities or doesit distort his goodness? This is the
basic question that haunts psychology. What 1s human behaviour? What 18 the human form capable of? What can he
attain? Is society a beneficial influence or is it harmful? Arewe guided by the past or controlled by social impositions?

Human disposition is a puzzle, a mystery. And it cannot be sorfed out by a single outlook so we must have a mul-
tiple approach. Some thinkers like Thomas Hobbes believed that wie do not sin but our disposition is evil. Alack of strong
restraining influence makes us harm others and do destructive things. But if human disposition is evil then how are we
capable of goodness? How do we do good to others, be Kind or charitable? These thinkers answer these questions
by arguing that is a value-based education that sanitizes the evil desires, instinets and makes us responsible and law abid-
ing. Astrong and domineering presence can contiol isman behaviour,

A binary to this outlook is another one that believes that human disposition is basically good but it is the social mi-
liew, the external circumstances that cormupthim. Thus two contradictory beliefs emerge about human bearing. But when
we look at the whole issue from a holistic viewpoint then human form has both good and bad embedded in him. His
values can either be moulded well or petverted by circumstances around him. Despite his environment man has the choice
to become a saint or a devil, become charitable or selfish, be kind or cruel, and become a lord or a slave. The human
form is capable of immense passibilities. He has the capacity to imbibe, leam, co-ordinate, integrate and change as well.
He looks for new opportunities and plans life around it.

3.3 Human Capag#ity : Through his wonderful capabilities man has controlled the external nature, the animal world
and acquired the material objects, and extended his control fiom the earth to the sky and into the deep of the sea. He
reached this stage enly because he had the capacity to leam new things, recall the old things, to reason, research and
plan. His vision, learning and manner of execution give him possibilities of overcoming suffering, attaining joy, and also
shaping theworld around him.

The human form has multiple possibilities and his development can be a medium as well as an obstacle. Where his
possibilities will lead him depends on the interaction between his inner values and the social, political and economic
conditions around him. As the human child grows the cultural and social surroundings provide him with opportunities
which improve the possibilities of expressing his creativity. The past hence becomes the germinating seed watered and
fertilized by the surrounding and this gives him possibilities of growth. But there is another force that is beyond the cul-
ture and circumstance and this is the power of determination that can change, improve and polish the individual what-
ever the conditions. All this can be explained by a table:
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Capacity

medium

| hindrance

destined to
have unknown

4. torecognise
Opportunities

them, minimize figures to make principles,

things to visualize

a sense of independence and freedom,
responsibility, hope, a capacity to construct
a future.

1. Memory to learn from the mistakes of the past, flow of unpleasant memories, to bear the
developing the concepts of the past, pain of unpleasant, contlicting past, to lose
connecting the present to the past, to spontaneity because of'a fixation of the
differentiate between the experiences ofthe | past, to be unhappy and be lost.
past and the present

2. Consciousness of time a sense of lustory and the continuity of the fear of change, 1o live in the past, to feel
self to hink the present to the future, to gulty, fear of the unknown fiture, worry,
distinguish between the transient and the frustration over unfulfilled desices, neglect
permanent. Of the present and obsessedwith past

and future.

3. imaginatior, toimagimatively read into things and construct | Wrong —-=-----ce-s- . to make false

assumptions about the self and the other,

to develop misleading conceptions,

conflict and indecisiveness, agony over
the problem of inaction

5 Asensenf

6. Feeling of
competition

a sense of achievement, patience daring to do

to work well establishing high vafues, to

benefit from hard work, ta irprove in the
techmcal Held, to use rescurces tor one's
necessity.

: a sense of incompleteness, the ouilt

responsibility challenging things. an awareness ofthe impaet | complex ofnot living according
and of one's action on others to one's values, guilt towards others,
introspection hindered by obstacles.

the fear of failure, the agony of
incompleteness, the worry of the test
ol ability, excellence and the effort to
defeat.

7. theability to

information, canvenience, happiness planning

rumour, to create mythical assumptions,

use language and to reach out to others for social control. | to lude the truth, to assume symbol as the
and symbols truth.
% Todemand to transter and learn from collective value- a blind following, to deny novelty,
social proof systemns,to help,to build the community tolet others harm one's creativity.
; set-up.
. .
B Love, afeeling of mercy, to respect other's freedom | jealousy, revenge, to limit the
kindness and well-being.to help, to provide convenience encourage, freedom of others, suicidal
to others, to feel distinctinctness, tendencies, a feeling of inferiority
3.4 Management

Used mainly in the corporate world, the term signifies process through which we can use our limited resources to
the maxamum to achieve our goals. In a book on management called Personal/ Human Resource Management the term

15 defined thus:

Management is the process of efficiently getting activites completed with and through other people. The manage-
ment process includes the planning, organizing, leading and controlling activities that takes place to accomplish objec-
tives [page 3]

The process of working efficiently with others is management. And this involves planning, organizing, leading as well
as controlling.
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There is no commonly accepted definition of management. And it is not easy to do so either. All the definitions in-
clude three characteristics- 1. Objective 2. Limited Resources 3. The Individual

1. Objectiveto utilize our potential and energy in a sirgle direction an objective is required. Without a goal an in-
dividual might work as hard but won't vield results. Movement 15 not progress, rather to move towards an end 15 progress.

2. ResourcesResources are always limited. It 1s the manager's responsibility to move towards the desired goal
with the limited means, to be efficient and to attain the desired objective with the limited means, to understand the ratio
between resources and availability. To fully utilize his resources and to keep an eye on the objective defines a clever
management.

3. Individual An organization requires 2 or mere than two people to constitute management. The manager attains
the object through people. Success can be achieved only through collective effort and efficient leadership So far we
discussed management, Let us move on to personal management

4.0 The Meaning of Personal Management

Every living being has a different life -style. The animals and birds live their lives fulfilling their needs. The human formiis
the noblest and the most developed among the living beings. He has an independent will and detsrmination that help to orga-
nize his energies, live a balanced and planned life in coordination with others. Only humanbeing has the rare quality of know-
ing as well as attaining the purpose of his life.

Ta plan and balance one's life is an art and personal management is the process through which a man can channelise
his powers to a distinct purpose, maintain harmony with others and live a balanced and organized life. This gives con-
tentment, prosperity and a dignity to his life.

The above-mentioned definition bring out three aspects of managerent and they are--- balance, organization and
planning. The first aspect emphasizes on maintaining a balance inlife—- a balance between an active and contempla-
tive life, between labour and rest, a balance of time between the domestic life and professional lives, between thought
and emotion, reason and faith, being and duty.

The second aspect of self management is organizing; crganizing the self. By this we mean--- to coordinate the in-
e feelings, hopes, desives, imaginings, thoughts w tesorld around, the work place and e society ina Dalanced and
meaningful way.

The third aspect of self-management isplanning An effective personal management means to know the inner activities and
social instincts and then to channelize them to a self-realization. Self~realisation means to know the self well. to accept our re-
alities, to realize the potentialities within, to construct and attain  meaningfil goal. Self-realization fulfills hife wath intensity, worth
and realization ofthe course of life

4.1 Outline of Self-Managenient : Self-management necessitates spiritual awakening and for efficient manage-
ment one must have courage and flexibility. To be familiar with the self and to courageously accept the truths and reali-
ties of the selfis required. And all this necessitates constant vigil and analysis of the self.

To live in the physical world is a necessity but the physicality cannot give us contentment, tranquility or peace.
For a peaceful life a co-ordination between the world outside and our inner world, and a harmony between ideals and
practicality 15 preroquisite, While living in the cxterns of the world we have to introspect and be sclf~conscious. Per-
sonal management synchronizes and integrates our inner agpirations with the social aspirations. This means helping in
the choice ot a career that fulfills the inner needs and the social expectations,

4.2 Aspects of Self-Management : Managing the self and the things outside are included in various aspects of
self~-management. This has two sides

1. Internal [that relates tothe self] 2. External [concerning the environment |

1. Internal this includes harmonizing the vanous mental states, primal needs, imaginations, flows, expres
sions of the inner being,

2. External this deals with adapting to the family, society and one's occupation.
To efticiently enforce the inner aspects one must concentrate on three things---
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1. Self-discoverymeaning introspection, to know the selfbetter and to construct meaningful purposes.

2. Boldly confront the obstacles, challenges and problems

3. Develop one's abilities, and integrate them in attaining one's motives.

Self-management also demands that we know how to balance life. A controlled and peaceful action, inner aware-
ness and the skill to complete the work effectively is a distinct aspect of management. A successful manager must have
enthusiasm, flexibility, be self-aware, goal oriented.

5.0 Self-management and the Science of Living

Spintuality highlights a holistic iving. Spintuality ams at the discovery of the self and understanding the self. Hence selt-
management is really a discovery of the self’ This thought developed in the western philosophy. The propounder ofthe sci-
ence ofliving, Acharya Shr Mahapragya feels that if we compare self-management and the systems of spirituality then we would
realize that the ancient thoughts of spirtuality are packaged ina new environment, language and expressions But the western
scholars did not talk of self management in a spiritual context. This developed as an area of knowledge that elaborated on the
formula of success in the social set-up or in the corporate world. . It leads one to conclude that wherever we begin our jour-
ney we are headed to the same destination. Cur journey endsat the self, the soul and if we seek fhat path, it means the same
as self management.[ mahapragya, 100]

To reach the ultimate goal in spirituality Acharyashri Mahapragya elaborates on the entire process-

Attain the stage of preksha devotion,

Attain the stage of devotional vigour

Attain the stage of vigorous conduct.

Into the self, into my innermost thoughts.

In my conduct, my behavoiur

Let there be equality and balance

A new sun dawns in my life

A new dazzle of colour

Ray of spintuality shine through.

The preksha meditative system is the state of spiritual ecstasy. It requires a balance between the active and con-
templative life, between the heart and themind, Acharyashri Mahapragya's famous precept is be inside but live out-

side. The deal of Preksha meditation & to seek the truth by oneself and the motive is to know the self. To know one's
breath, body, point of consciousness; colour, thoughts ete. The other aphorisms are-

1. self-esteem
2. building a goal
3. developing abilities
4. organizing potential
5. astress free, controlled and healthy life
Spiritual imsight, ideal, purpose and phases are also the main characteristics of personal management:

I self-discovery 2. self-esteem
3. direction, career selection 4. developing capabilities
5. managing effectively 6. stress management

As Acharyashri Mahapragya says that the one who meditates does not succeed till he knows self-management.
Many try to meditate but fail because they do not know self-management. To reach the horizon of one's goal or to reach
the destination one seeks one must know the art of managing the self. else how will we reach there? Thus it 1s neces-
sary that those who meditate must know to manage the finer points of personal management as well, know how to or-
ganize one's strengths and the various phases of life.
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1.1 Rules of Self-Management

1. The first step towards self management is to seek the self and to map one's life. The basic rule is to know who 1
am. Maharishi Raman, a spiritual guru ofien reiterated this and this was the distinctive factor ofhis precepts. Even per-
sonal management begins with this primal question ---who am 17 Where have | come from? How am 1 situated in the
present? Where do | have to go? The same truth worded in a different language and placed in a different context. This
forms the core of every successto seek the self, to introspect.

2. The next rule of self-management to review our assumptions, to reconsider our faith, belief'and perspective, to
assess the self. We move on the basis of our faith and assumptions and it we consider a certain thing to be good then
we believe it to be good and vice-versa, The self-esteem that we build helps us to do or achieve something, Ou the con-
trary if we assume that we would fail, we would. Hence the second rule of self-management is to review ceig's assump-
tions, to peep inside and count our strengths and our weaknesses as well. Lord Mahavir had taught us not to feel infe-
rior, nor to consider anything futile, to evaluate the reality.

3. Third ruleis developing one's abilities, will power, imagination, meditation, recollection, and infrospection. Preksha
meditation teaches experiments to improve the imagination and determination. Also it stressesfiot to abuse these powers.
Ifthe powers are wasted on futile things then it loses its potency hence we must do the work at the destined hour For
perfecting this emphasisis given on practicing on powers of expression,

4. Organizing the self- How to manage the self? How to organize our potential {o attain the desired goal? A lack of
effective management can dissolve our skills. Lord Mahavir had stressed on acode of conduct of twelve resolutions
for domestic life. These are the codes of self-management and the most rmportant among them is to co-ordmate our
needs, On the same basis he had listed parigrah, which is important. Wealth is necessary for our basic necessities like
food, clothes, a house but we also need to regulate our needs. We fail 1o distinguish between necessity and require-
ment. What in reality is our necessity” If we meditate on this we would be nd of a lot of unnecessary instinets and the
wastage of our powers. The greatest problem that we face is that we are not able to manage what we have hence there
15 N0 peace or success inour lives.

Another aspect of self management is organizing the world outside, to have a meaningful dialogue with the exter-
nal world, the tamily, friends, community, institutiensetc. Through a purposetul lite we can help others and seek sup-
port from others. For this we require to develop ot communicative skill. How to communicate effectively with others
or how to behave with others 1s a skill which e reflected in the individual's behaviour.

We come across different kinds of people- simple, complex, composed, temperamental, undesirable, the likeable
but we have to work with each one of them, give them support and seek their help. Thisis a skill. In keeping with the
work atmosphere, aim and purpese of the oreganization we have to co-ordinate with each and evervone. These
consciousnesses build the stairs of success.

Conclusion

When we look comparatively at self-management and spintuality we can draw a few conclusions. No area of life
is untouched by spintpality. The aim of spirituality is a peaceful existence while the aim of personal management is to
attain success. Spirttuality is an attempt to recognize the eternal truth in the context of spiritual trinity, while personal
management aims to fulfill the purposes of life. To attain this success one must recognize the abilities within and orga-
nize them in & favourable way.

Prekshia meditation is a process of developing the hidden forces and it helps achieve peace and success. It also helps
us to make cordial and harmonious relations in our practical everyday interaction. It co-ordinates the inner world with
the world outside. Many people have benefited from it and students can also try the experiments and fill their life with
enthusiasm,

Even personal management experts have acknowledged spirituality as an important dimension

“Even those who reject religion must realize that the spiritual or soulful dimension is necessary to maintain health
and your full potential. " page-5] those who reject religion must know that to maintain health and strength spirituality 1s
NECessary.
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Summary

Scientists believe that in the coming century the physics of consciousness would be necessary. This is being defined
in a new context, a new language and new words. Personal management is one of'its form and its core is self~aware-
ness, Personal management teaches success, personality development, goal attainment, recognition of one's powers
and its maximum use. In the west personal management evolved as a development of psychology and this was a sprout of
human resources movement. The Humanitarian approach isreferred as the third power in psychology. It developed inthe
1950s as an altermative to the pessinustic and fatalistic assumptions of psvehology. It aims at helping the common man so that
he can Iiveancher and contented hife by developing his abilities and attaming his goals. The major contributors here were Carl
Roger, Rolo May and Abraham Maslow.

To understand self management we must first know the self. human behaviour, capabilities, management and such
terms. Here selfrelates 1o the desires, feelings, sentiments, abilities and failures etc. Human being is bothi good and bad.
His environment can either help him to grow or distort him. Human being has a wonderful ability and that is to take an
independent decision which can help him overcome his environment and grow independently

Management means using one's limited capabilities to the maximum to attain success. Seffsmanagement means con-
structing a meaningful aim and to organize one's skill to attain the same. While doing so it is also necessary to create a
cordial environment and to maintain a balance

The propounder of the Science of Living Acharyashri Mahapragya feels that thewestern scholars developed per-
sonal management not in the context of spirituality but to answer the call of theindustrial world. Whatever the starting
point the jouney has to end with the quest of the self. The rule of the scienge of lving preksha meditation is that the self
seeks the truth, knowing the self, constructing a goal, developing potential and orgamizing it effectively to attain goal and
thus lead a healthy and contented life.

Questions
Essay Type

1. Write an essay making a comparative study of perzonal management and science of Tiving,
Short Answers

1. Write an abstract on human behaviour.

2. What is the nature of personal managemerit”

Objective type

What is the basis and focal point of personal management?

What is the need of Persona! management in hfe?

What is the principle of Tedian philosophy towards inner peace?

When and why did hussanitarian psychology develop?

How do the humanitanan psychologists perceive the individual?

What 1s the meaning of selfin self~-management?

What is generally meant by management?

What arethe things we must keep in mind while implementing self-management?
In what context has the western thinkers discussed personal management?

I D Whyisit that many who meditate do not succeed in doing s0?

R =

Reference Books

- ANew Human: A New World| third edition, 1996]- Acharya Mahapragya, Adarsh Sahitya Sangh Churu

Prekshadhyan, Monthly issue[ September-October 1994]- Muni Dharmesh, Spiritual Matenalistic Harmony
John Mulligan, Personal Management [ 1988], Sphere Books Lid. London.
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Unit-1 Introduction to Personal Management and Career Development

Chapter-2 A Study of Various Aspects Related to Personal Management

Outline
Context
Introduction
1.0 Mapping life
1.1 Amap of one's life
1.2 Practice
2.0 Who are you?
2.1 Branch Pattern
2 2 Self-analysis
3.0 Where have you come from?
3.1 Mapping yvour roots
3.2 Discovering your Roots
3.3 Lafe's script
3.4 Self-analysis
3.5 Exercise
4.0 Where are you going?
4.1 Choosing the Direction
4.2 Measuring Success
4.3 Assessing strength
4.4 Self-analysis
4.5 Practice

Dear Students,

5.0 Who are obstructing you?
5.1 Recognizing the obstructions
5.2 Practice
5.3 Selt- analysis
6.0 Howwill yvou get there?
6.1 Force field Analysis
6.2 Exercise
7.0 What help do you need to get there?
7.1 Personal Resources
7.2 Human Resources
7.3 Physical Resourges
7.4 Exercise
7.5 Introspection
8.0 How will it feel after getting there?
8.1 Outhnewotthe goal
8.2 facing the inner resistance
8.3 Insight of the goal
%4 Practice
Swhmary
Ouestions
Reference Books

The greatest force behind success in lifi iz te know the self this is also the force behind spirituality and personal man-
agement. In the pervious chapter you leaimt about the necessity of personal management, its basis, meaning, and form.
In this lesson you will learn how to recognize the various aspects of success through an analysis of your own experi-

ences. For instance-——-

1. Who am 17

2. Where have [ come froim?
3. Where am | going?

4. Who is hinderitgme?

5. How will 1 get there?

6. What support will 1 get to reach there?
7 How wall 1 feel on getting there?

Introdaeiion

Spirituality begins with knowing the self. Rishi Badravan in Bramhsutra said “1'm Brahma” indicating the manner
of self-knowledge. Lord Mahavir raised similar questionsin Acharang Sutra and asked, “Where have | come from?
Where do | go? Who am 17 Both spirituality and personal management basically begins with the knowledge of the
self. Without this our personality cannot grow and we cannot attain success, prosperity or peace in our life. Despite the
fact that both spirituality and personal management function the same way there are basic differences. The basic aim
of spirituality is supreme peace; the aim of personal management is to achieve success, The medium of spirituality is trinity,
to journey in life focused on the soul. Those who practice self management examine the experiences of life and con-
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centrate on the goals ot the fiture and success. For a commoner both success and tranquility are necessary. Thus the
seeker must know personal management for success and the manager must have peace for spiritual well-being,

The primary objective of spirituality is to return to our original being or form. The Jain philosophers had identified
nine elements to attain this objective:

1. Livingmeditation over the question of original existence

2. Non-living- Meditation over the question oflife apart from the original life

3. Virtue- Meditation over the elements of happiness and contentment

4, Sin thoughts on the elements of misery and unhappiness

5. Aashrav - meditation on the hindrances of the exastence of the self

6. Sanwar- thoughts about eliminating those elements that hinder the existence

7. Nirjara— thoughts over the elements that will aid the existence

8. Imprisonment - thoughts over the elements that help to recall the existence

9. Salvation- thoughts over the supreme goal and its form.

Self management also addresses certain issues that help in success and attaining the goal of Iife and we will study
them inthis chapter.

1.0 Mapping life

Personal management uses maps to know the self better. These maps becoiie effective medium for self-analysis.
These help usto look at life through various contexts and also demarcate theboundaries. In short they help us to know
life better.

These maps help us to connect our past, present and future and we can organize existence at various levels like
the body, mind, feeling, and consciousness together. It also helps to analyze any aspect of life very closely and know it
well.

These maps also make us conscious towards the self a1d we can know our virtues and our weaknesses better. So
we can plan and work onincreasing our virtues and eliminating our weaknesses

T use these taps well itis necessany (hat they ars smade conectly. T ougbout e cliapten there are exencses and
self-analysis units. While making them concentrate on the self'and the experiences of the self.

This system has been adopted from "JohriHeron™ and this map connects the past to the present and takesusto
the future, Historical facts are related to the present and the future possibilities, qualifications and expectations.

1.1 Map of one's life

To study one aspect or for a holistic view these maps can be used. They are to be made in the following order

Who am 7

Where do1 comedrom?

Where do | go?

Who is stoppmg me?

How can I'reach there/

What aid do [ need to get there?
Haw will 1 feel on getting there?

led P =

Every aspect of these maps will be highlighted:

1. “whoaml ¥ relates to the identity of the self. This map outlines the various aspects of your life and the time

frame

2. “Wheredo I come from?” takes up the events of the past

3. “Where do Thave to go7” highlights your potential, determines vour destination and goal, interprets
your goal and your guiding factors.

4. “whoisstopping vou?" helps to identify the obstructions that hinder you
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5. “how can | reach there”” through this map yvou cannegotiate the way to reach your goal. It isa map of
VOUT jOUrney.

&, “What aid do I need to get there?” this map draws your necessities, needs and necessary support. This will
indicate the requisite qualities that must be cultivated and also identify the types of people who can help.

7. “How will | feel on getting there this gives an imaginative picture of the destination that we want to
reach and also helps to recognize and understand the destination.

1.2 Task

Take seven blank pages and coloured pencils. Sit
in a calm and composed frame of mind. Take a deep,
long breath, and as you exhale release all the tensions
within. Do it many times. Now concentrate on every
aspect of the map. As you concentrate pay special
attention to the words, pictures, feelings, and thoughts
that emerge. Spend five minutes on every question.
Now write down all that vou saw, Draw a map. If you
are not able to do it then attempt the question that
comes first. In this way vou will be able to do all the
questions.

What did you know about your self? What did
you discover” What more do you want 1o know? The
titles that follow will help you to elaborate further on
this,

ity 1 Feal O Gegri,
v;’.u*'Wﬂ clingy, .

Do TNeed Ty
@w&swﬂ r%bp
..jmwm“lﬁ“'%?

te Stepping py,,

e

While assessing your present you will be curious
to know how satisfied you are with various areas of
vour life. You will have to decide the areas that vou
want to work on. Are you happy, contended with
them or you want to make changes. For this you wail have to check on” how to demarcate progress ™

2.0 Who are you?

If vou are asked this question you will most probably respond by giving vour name, which constitutes vour iden-
tity. But if you are questioned again your response might be more serious and you will talk of your nationality, social
status, vour work and achievemerts,

But these are your external identities. On being asked the second time you might concentrate on your inner self,
your belief], value, interests, terisions and Lifelong expectations. Ask this question again when vou expire all answers and
reach a point of wordlesgness. This will be your closest answer because this will help you to confront your self, beyond
words and expressians, a powerful experience that cannot be confined to words.

People have vared ways of identifying themselves--- some seek to express themselves through their clothes, some
through their acquisitions, some through their profession, and some even through their vehicles. People generally as-
sociate therridentity to external context, There are very few who relate their identity to inner forces.

Knowing these inner origins help you to be have self-krowledge and self-realisation. Your belief, values, hopes and
aspirations are the inner forces that construct vour true selfiimage
2.1 Branch Paiterns

If you want to know about vourself and indicate vour social identity then branch pattern is a useful medium. In this
all the possible solutions are connected to the central problem. And every solution is further added to more branches

in a detailed manner and this helps to indicate the ditferences, This pattern can be used to awaken the mind and make
us aware of the various aspects of life.
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Guided Imaging : Thisis another solution to help the
self. This helps vou to reckon your inner forces and the
vanous shades of your personality. This gives a virtual
experience of guided imaging. This also includes the in-
ternal roles that erupt during work or entertainment
like critic, visiomary, useful, helpful, that of a father, son
elc.

2.2 Introspect your self

To know the inner world follow this experiment
Sit for meditation. Now imagine that early moming yvou
have walked out of yvour house. Come outside. Leave

Wl

Am 17

Hobbies & Interests
]‘tﬂ' mq

-F"r_ ?plth of

J'Sl:.fna_!"}_

the familiar routes and take a new path towards anun-
known village. The road takes you through fields into
the jungle and there through the dim lights a beautiful
palace is visible.

SO [2p]

You reach the doors of the palace. There are some
indications on the door, read them, Go inside. Spend
some time. See what 1s mside. Meet the people mside.
Who are they? When you have seen everything minutely and met everyong, ceme outside. Look at the door. It opens.
Evervone meets you. Note vour feelings and responses.

After meeting everyone take the same route and come back. Trvto analvze what vou saw there. What you felt.
Collect everything that you discovered.

Take some time to note or outline vour experiences. The peiace in the jungle symbolizes yvour self and the residents
inside the palace are vour internal elements.

In what way did vou meet them? What were they saving to vou? Were they familiar to vou? How were the condi-
tions inside the palace? Were their many rooms? Was there anything unusual? What do these things tell you about your-
self? What kind of relation is reflected between your inner world and your society? Is there anything that you would
like to change?

3.0 Where have you come from?

To know your self also means tebe familiar with your past that is to know everything that has happened in your life.
Mapping the main events, achievements, decisions and impacts help to understand vour present self.

3.1 Mapping your Roois : By mapping our background or past we come to know that what we are today is
not a matter of chance. Owr lifeis affected by many things and this can help us to make important and informed choices
about our future. We become familiar with everything that we have inhenited from the pastour weaknesses, our distine-
tions, happiness and umhappiness, strength. But it has to be borne in mind this attempt is not to evade responsibility or
to blame others for our miseries but to draw the light of the past to enlighten the present and to accept responsibility of
the future.

3.2 Discovering your Roots

Anunderstanding of'the past helps us to understand certain resolutions and decisions and also to be free of them.
Mapping the positive influences and the inherent or relative purposes help us to come to a better understanding of our
self. And this self would be different firom the self that the world sees or expectsto be.

Being independent means to separate ourself from the context of the past and to know the self’ This canbe a pleasant
or a bitter experience and it might be difficult to extricate the self from the past. And it might make one feel helpless.
The past may be hover too much over us but in a very delicate manner we have to extricate ourselves and recognize
our true selves.
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3.3 Your Life Scripts

We might feel that in our early life we do not have control over choices and decisions. Those decisions seemed usefill
then but now they are hindrances.

We have to know those decisions and the feelng, outlook and beliefs that informed those choices. This knowledge
controls our behaviour in the present.

Those resolutions and decisions that we call life scripts [which in spintual terminology is referred to as karma] and
these stay alive in our consciousness. Unless and until we tender them they can either strengthen or weaken us. If we
want to achieve our goal then we must review our life scripts and change it through structural script.

3.4 Analyze yourself

kth

Phrydical Mestal Emnotma

Take a piece of paper. Draw a straight line from one i
end to the other. This straight line denotes the time fromthe | e

beginning of life to the end. The longitudinal, curved and half' | = /\ ﬂ x\/

lines show the physical, mental and emotional states. For T T T T T

the decisive states draw lines above and for negative phases " - - ki -

draw lines below. In a chronological manner indicate the

important events of yvour life and see how the states emerge.

Assess the changes in the situation. See how they were
produced and how it changed your outlook and feelings. Isthis outlook still useful or does it anticipate a change?

For clarity of perspective and vibrance you might want to discuss thiagwith friends. Consult those who respect vour
feelings because this is a useful medium. Their thoughts and suggestions can be valuable inputs and making your friends
participate in your experiences like this cements your friendship.

3.5 Practice

To relate to a question like “Where have | come from ® note down the important events and decisions in patterns
of branch.

Take every experience and event specifically. Refrve it asifits happening to you again. This will revive your memories
of the event and engage in a dialogue with your self'and support it. And listen to the contrary thoughts that come. Feel
the decisions you took then. Are those decisions still working for you? Are they useful now or are they hindrances?

This exercise can be done with an intimate friend as well. In this activity the more events you include the grater will
be the introspection and benefit.

The aim of the exercise is to cumiplete the ncomplete work or decision of the past so that our concentration is lib-
erated of the resolutions and cém tocus on the activities of the present and also be useful in our journey of life.

4.0 Where are you going?

After knowing w0 you are you must be curious to know where
you are headed, My people direct their energies in different direc-
tions and this itapedes their progress. To succeed one must know the
right directionene that coordinates our inner conflicts and the pressures
of the cirgumstance, where our aspirations are respected, where one
can move unhindered. It is important for everyone to confront the ba-
sic feeling behind our vision of the firture.

Diecisive beens

4.1 Choice of a Direction

To make a single choice means to deny other alternatives. Do you
feel stressed while making a choice or taking a decision? If yes prob-
ably you want to keep other options and routes open. Consequently
you become indecisive and it stalls vour progress.

ARSI ¥ SR ATy
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There are many difficult moments in one's life. Human life passes through many stages-infancy, childhood, youth,
middle-age and old age. These stages are those phases in life where one has to clarifiy value systems, aspirations. And
they have to be connected to the vision of the future, to hife and its workings.

If we decide the prionties of our life then it 15 easy to decide where | have to go. If this decision s favourable to
our personality then the other choices can easily be disposed off. And a fear of leaving other options show that you do
not know where you are going. To know where you are headed one must know where vou are. It means that we must
know the focal point of our progress. To get a clear picture of the present one must know where one 1s situated. Itis
also necessary to know whether 1 am where | want to go or am | elsewhere.

4.2 Measuring Success
Health Education  Spirituality Profession  Society Family
Active
Inactive
Satisfactory
Unsatistactory
Changeable

To measure your success draw a table on a huge paper. On one side of the table note down the various areas of
life and give titles.

Beside every field of life also mention how active you are, how satisfied vou are wath your present condition and
write the answers in detail

In the end also try to identify the kind of changes you want ternake. You can classify your life area according to
your expectations from life.

It is necessary to touch upon every field in a holistic manner. This will make you aware ol the passive phases of you
life and help you discover new possibilities.

4.3 Measuring Time/ Strength

Draw a plain table to measure your time and strength. Against every phase of life note the planned time. This will
help you to discover those areas of life that give you energy and what things tire and eat away vour energy.

Now draw another table where you plan time phase according to your wishes. Focus on yvour priorities. This wall
help you to identify those areas where vou must increase your time span and also locate those areas where you must
deciease your time span
4.4 Analyse vour self

A vseful way to help you decide on vour prioritiesis to imagine that vou only have one vear t live. Now notice how
your priorities and ssntiments go through a change. What does this tell you about your priorities and values? Can we
give them a right plage while making decisions?

4,5 Practice

To answer where you are going note down the different solutions emerging from varying perspectivesin a circular
manner. Wiite about your expections, inner motivations, aspirations, profession and also note the possible opporturi-
ties, ideals of childhood, symbols, dreams, imaginations, interests, interesting autobiographies, books. Also mention those
things that give you pleasure.

Try to find connections between these facts and also try to find where these facts are taking you

Ifit gives you a sense of direction or if vou have to find your direction then think on these points

* Assess every opportunity.

* Think of the benefits and the losses, points in favour and against.
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* Realize its importance

* Meditate on the intensity of inner motivations to
achieve that.

Present Inapmations

If you are moving in different directions then you have
to establish the connections between them and decide on
your priorities and some might have to be postponed or
abandoned for the time being,

5.0 Who is Stopping You?

The decision and resolution to go in a new direction 15812 Tive Une Year
always invites challenges and obstacles. One must cross
to reach the destination, These impediments might be re-
late to the past or could be the challenges that spring up

during the journey. These hindrances might be known and
clear tous or could be unfamiliar or vague.

We can be conscious of these obstacles and think of
ways of handling them. Some people adopt merciless ways,
some try tohude them, some confront them while some try toavond them. Your skallin getting over these obstacles declares
your pursuit of goal, your inner motivations and also your potential.

Some people can easily identify the obstacles while some can't. There are some who think they know but in reality
they do not know, some know but are not aware of the realities. Many people are vague about all this. They cannot
clarify this hence cannot use it.

5.1 Recognizing the Obstacles : When you are conscious of the obstacles and can express then it is quite useful
to make a circular pattern and note down the problems init. This helps to discuss and debate over the problems and
think of solutions.

Soreetines i is dillicult w express (e obstadles Clearly Wecannon recall thenn Do the Dlowing expeinment woecall (e

5.2 Do this Exercise : The easiest way to resoztiize our
Stating the Problems o

obstacles is to note them down as they come to the mind. If &

we write them in a circular pattern then it will be easy to see %, \ @;ﬁ*

the connections between these obstacles. %, 3»‘*%
The easier and clearer it is to revognize the hindrance the =

easier it will be to solve them and we can make use of the

solution circle as well, Execution Solution Circle Recognizing the Result
The barriers that you face might be similar in many ways

to the difficulties your have faced in life. It may not occur to o

you that these probiems might have arisen due to your g %

thoughts and behaviour. _ l "

Lo
5.3 Self-analysis @fi T‘\ / ‘ﬁ%&
Facing a wall sit in a pose of a asana. Imagine that the Standard of Able Selotion

wall is your hindrance [to facilitate your imagination gently

close your eyes| try to picture the obstacle in your mind, What does this picture look like? For instance imagine its colour,
form, size. For some time dwell on each point. Is it a human being? An object? An idea? Try to experience the feel-
ings, outlook and thoughts that come inside you.

Now try to become the obstacle. Place it on a seat and sit opposite it near the wall. Now try to imagine how it feels
to become the obstacle, what are you thinking, how do vou feel? What is your attitude towards the one sitting on the
asana. Do you like it or dislike it? As an obstacle try to relate what is your utility?
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Once you recognize the obstacle it will start a dialogue with you.
What does the obstacle say to vou? Does it tell vou to stop and not to
go into that direction.

Try to let the obstacle speak and expressitself. Thenresume the
asana and answer it. So again and again sit on the asana and make it sit
on the asana and begin a dialogue. Let each of them express their de-
sire, approval and disapproval. Try to see that both find a way to fulfill
their desire, talk to each other, discuss with each other.

It the obstacle is from within then it is useful to talk to friends and your
children. This experiment will have surprising results as it will throw anew
light on the obstacle and also find a solution.

6.0 How will you get there?

Due to lack of effective planning many good decisions are not imple-
mented. We have many brilliant ideas and we start work on them with-

out planning. As a result we feel that the task is impossible to accomplish and we begin tofzel that we do not have the

expected time, energy and motivation. To solve this problem we must caretully plan everything,
To make a plan the action must be dnade into vanous phases——
1. Wemust calculate how to reach the place we want to go from where we are.
2. Divide the whole plan into small umits,
3. Organize the smaller units in an order and then mention the time frame required to finish it
4. What aids and resources are required to execute the plan successfully.
6.1 Force Field Analysis

Sociologist Kurt Levin has suggested a pattern that will help us to get there. According to him we always maintain
a state of equilibrium even if'it means etillness. This equilibrium is attained due to a balance between forces operating
from opposite directions. Force field analysis canbe done through a pattern of favourable and unfavourable forces. The

vertical lines will indicate the force of this.

&

l Equilibrium

There are many alternatives to move into the expected direction:
* Develop the favourable forces,

* Do both the things together

* Reducethe unfavourable forces.

* Make use of new torces

>

Direction of Desired Change

* Reduce the pressure of change. Mavbe vour excessive expectations are affecting this adversely.
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6.2 Practice

How do 1 get there? Contemplate on this.

Keeping this question in mind draw lines on all sides and also the emerging solutions. Write down all the possible
solu tions. They might be realistic or unrealistic, just jot them down. Later on think of their practicality.

Many times the unrealistic things can help discover effective solutions. Later on work on these solutions within the
context of your belief, value, faith, obstacles, limits ete. Youwill reach a solution that will integrate all the perspectives.

7.0 What help do we need to reach there?

When we begin a new work we must have the nght things. If we do not have the required right mean thea we are
not able to complete the work . Many times we have to abandon a project or delay it because of this. So we must map
our resources. What are the things that we require before we begin the work and what do we require wiuie working.
We can classify our important things into: 1. personal resources, 2 human resources, 3. physical rescirces

7.1 Personal : Personal resource can be identified by a self-assessment. You can assess your self through psycho-
logical experiments; know your self better through vour friends.

This self- assessment will include vour ability. knowledze, skill, value, belief, faith, outlook, aspirations.

Your abilities must be compared to the expected resources because we will need them to reach our destination and
to stay there.

This comparison will also clarify those expectations that we have beforethe work begins and during the work.

7.2 Human Resources : For success human resources are necessary: As the work progresses we need experni-
ences friends, guides, and mentors who will keep our enthusiasm alive, £uring the work we also need the criticism of
our friends. They can give you creative suggestions and helpful criticism after listening to your views

For any big project the help of the family is also expectad. Apart fromthe family we expect correct information or
the night knowledge from others. Counseling agencies can also help. Choose those who will work with you in keeping
with your sentiment and counsel you in a very affectionate way.

7.3 Physical Kesources : 1his includes monetary and technical resources. 1ime and availability should be con-
sidered. To utilize our potential we must give full aitentionto our resources. It will not do to sit idle saying that we do

not have the resources,

7.4 Do this exercise - Make a map and in the center note down the things expected to reach there. From the center
draw branches and on these write the fames of people who are related to you, what vour expectations ofthem are and
also what they expect of you Theelanges that vou want to hring into vour life can affect these expectations, and hy
specifying your dedication and expectations, talking to those people, you can seek their help and increase mutual un-
derstanding. How and in what way can those you histed in the map help -
you? For instancecan they help you out in your inner workings or in the 4 %
external action? Canthey give you the support that you seek or do you N\ .
have to look for help outside? NG %,# ] < .

7.5 Analyseyour self . In a map indicate the important things that ib?w‘a,-_ . e e
you require and also indicate what you have with you and what youre- ,,, - " N e e
quire imrnediately and what you will need later. You can consult a friend bl

or an expert for this. I rsced Lo get there? Gy
4 i
8.0 How will it feel on getting there? TAmE, y
7]

Irmngination

It is necessary to know very clearly yvour goal in life. We must have ol o
a very clear picture of what we want to accomplish. We must also as- ﬁqﬁ‘?
sess the worth of what we are trying to achieve. The architect makes a il
plan of the bullding that he 1s going to build, similarly it 1s necessarv to 5
have a clear awareness of what we are seeking. 5

%uw.‘.'v
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It has three advantages,
1. This can help to make amendments and changes whenever required.
2. Ttis easy to visualize the challenges, difficulties and the obstacles that would come later.
3. This helps to retain the enthusiasm and the interest

It is mandatory that vou clanfy your goal—

8.1 Mapping the goal : If you have prepared the patterns we had done so far then you have an idea of the direc-
tion you are heading, the practical problems that are likely tocrop up and also known the ways of getting there. Or maybe
vou haven't clear concept as yet.

You are expected to integrate your past and prepare an outline of'the future with a realistic base. This autline will
help you move ahead towards your destination. As you focus more and more on your destination yourwill get a new
surge of inspiration and energy and there will be a stronger urge to move ahead.

[t is requisite that everyday you concentrate on the outhne of vour goal and its results. It will strengthen your reso-
lution and your dedication to vour aim. You will move steadily to-
wards a direction.

Afilraan?
iy,
oy

2
8.2 Confronting Inner Resistance - It is difficult to focus on . ".ﬁ
vour aim when you have doubts or adverse thoughts coming to vou. \ y
An excessive fear and resistance can change the outline of your aim. :,
In such a situation it is expected that you look at these resistant =

ideas, understand them and include them. i

Faslizg o
A
i

Repressing these thoughts, or neglecting them or by imposing ===z
your goal on your self can create an explosive situation withirs. o Wil el on
Whenever such thoughts come d not fight with them, ratheraceept — Line i e,
them in a kinder way. It can be dangerous to go for a change or ==
move in anunknown direction. Therefore if vou know ihe difficul- i
ties that will come later and are prepared to face them you will never
be disappointed and vour enthusiasm will never Gil 5 ¢

.
-
s

[f'we keep our cutlook clear during the conception and attainment E
of the goal then the doubts, problems and obstacles will automatically
dissolve. For this we must have patience and continuity and not let
doubts and resistance dominate us. Pather we can use them to our favour in our journey towards the goal.

skl IO SERTH

8.3 Insight of the goal : You have drawn different maps of life but when we will practice the insight of the goal
then we will have to review tliose maps again. This will strengthen you towards your purpose

When you get an insight of the goal, you see your goal again so fill it with the colours of your imagination. See it like
amoving film. Change its size, make it big and make 1t small and try to expand it as much as possible. Jot vour impres-
sions down. Maintain a diary and wnite your thoughts related to your goal everyday, interpret your dreams, read the
biographies of great personalities. Do these things everyday after vour daily insight into your goal.

Keep the outline and map of your goal in such a place from where you can see it everyday so that it acts like a daily
remindes, This will help you to use your imaginative power to the maximum.

8.4 Do this Exercise : Before putting your plans into action meditate what your hife would be on attaining your
woal. [fit involves a major change then divide your life into smaller phases and refine them.

In the next phase if there are any impossible or unreal maginings get nd of them. Prepare your reliable friend with
arguments in favour of the clarity of your vision and also vour dedication to vour goal. Inthe final phase when vou are
fully convinced of your goal then how will you feel on attaining 1t? Try to imagine this. Imagine and visualize the scene
of accomplishment. This wall prompt and motivate vou more and it will take you closer to your aim.
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Summary

We have used different kind of'maps to know our life more closely. This process was developed by John Heron.
Such maps connect the past, present and future.

The first question relating to life is” who am I7' The internal sources of an individualhis faith, value, aspirations con-
nect him to his real form. Beyond every accomplishment 1s the wordless experience when we confront our inner self.

To know the self means to know the past. This helps the individual to draw light from the past to see his present
clearly and to be responsible towards his future,

The individual uses his forces in different directions which halt his progress. To progress one must know the right
direction and for this one must make the nght choices and abandon the other alternatives. Or at least one must make
priorities.

When we choose a new route we invite difficulties and challenges and crossing these obstacles display our single-
minded pursuit, inspirations and skills. By being conscious of these impediments the individual aise carves a way out
of them.

Through an effective planning we can easily execute all our plans and develop the favourable forces and weaken
the negative forces, develop new powers and also reduce the pressure of our desires,

To be conversant with the resources required for work ensures the success ofthe project. To utilize our potential
to the maximum we must concentrate on all the resources.

If we know what we want then it is easier for him to amend or changs his plans and he can also foresee the diffi-
culties that are likely to surface. This helps to retain his enthusiasm and his interest.

QUESTIONS
Essay type
1. What maps are used to interpret the journey of ome's life and why? Elaborate in detail.
Short answers
1. What is life script? What is its role in goalattainment”?
2, State the importance of eftective planrng and also specify its phases.
Objective Questions
1. Tobe familiar with self in seltmanagement-—-——---- is used.
2. Whoam 17 what is theclesest answer to this?

et

What is meant by independent personality?

What is the bengfit of deciding the priorities of life?

How will vear deal with the obstacles that come inthe way of attaining your goal?

Due torlack of effective planning many--—-e--eeeeeee are not accomplished.

What are the alternatives to move into the desired destination?

Into how many parts can you divide the necessary resources to achieve success in goal?

© e U s

What is the utility of being conscious of your goal?
10. What happens i you have insight into the goal?
Reference Books
1. Acharangbhashyam---- Acharya Mahapragya, Jain Vishwa Bharati Institute, Ladnun.
2. John Mulligan, Personal Management, 1988, Sphere Book Ltd_, London.
Writer- Muni Dharmesh
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Unit-1. Introduction to Personal Management and Career Development
Chapter-3: Ways of Increasing Self-confidence

Outline
Context
Introduction
1.0 Self-Confidence: Meaning and Nature
1.1 Selt-view
1.2 Self-reflection
1.3 Theimpact of loss of self-confidence
1.4 Theimpact of self-confidence
1.5 The charactenstics of the self~confident
1.6 Practice
2.0 Sources of Selt-Confidence
2.1 Adnalyze your self
2.2 False Assumptions and Outlook
2.3 Correct Assumptions
2.4 Areas of Self-Confidence
3.0 Loss of Self-Confidence
3.1 Negative Information
3.2 Results
3.3. Conduct of Uncertain People
4.0 Growth in Self-Confidence
4.1 Self-discovery
4.2 Recognizing the culural values
4.3 looking at the sentiments
4 4 understanding the body
4.5 ways of increasing self-confidence
4.6 practice and points to remember
5.0 self-confidence and mutual relation
5. 1developing powers of expression
5.2 approval of teachers
summary
Questions
Reference texts
Dear Students,

In the previous chapters you learnt about the nature of personal management and also about self-knowledgze. Hope
that yoe worked through the tasks and activities as well. In the present chapter we will move beyond knowledge and
talk of confidence. Self-knowledge displays belief'and belief leads to knowledge, This helps the individual to virtuous
life. Hence Jainacharya Umaswati discussed the rules of redemption as correct belief, correct knowledge, and proper
character 1o attain the path to salvation. In this chapter vou will learn-

1. the meaning and nature of self-confidence
the source of self-confidence
the state of loss of self-confidence
ways of increasing self-confidence
5. theimpact of self-confidence on inter-personal reletions
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Introduction

Self-confidence means to have faith in the self or one's faith in the self Confidence imbibes new information like a
strainer. It disposes those things that do not agree to one’s faith in oneself’as unnecessary and waste. On the other hand
things that agree to one’s beliefs are easily assimilated.

In this way one's confidence can either be a medium or &n obstruction to taking in new information. Similarly i tak-
ing on a new project, in solving a problem, in maintaining relations confidence can be either a means or an impediment.
Hence how to strengthen one's faith in the self? How to keep one's faith going on? To be successhil every person needs
this knowledge.

In truth no incident or situation in life has an independent value. The valueis determined by the perspective or faith
in which the individual receives every incident. For instance to stand in a long queue to buy a ticket can be a-hassle for
some while this might be a daily routine and reality for some other, Hence our faith, outlook, and beliefgive meaning to
our life. Thus how we see and define ourselfhas a great impact on each and every aspect of our life. i this chapter we
will discuss self-confidence in great detail

1.0 Meaning and Nature of Self-Confidence

The impact of self-=confidence extends to every area of our life. Tt affects our inter-pérsonal relationships, accounts
for our success and faillure. A confident person exudes success and spells happiness, contentment, and purpose. And
confidence 1s cultivated when we are assured of our utility and meamng ant till weare convineed of our utility we cannot
be confident and assured. Also to be confident one must have inner motivation and move ahead with that motivation.

What is self-confidence” The term breaks up into two distinct words-seif [atma | and confidence. The self here does
not refer to the soul as in philosophy. It means being, our self; related ta e as we see our selfin the given present. Con-
fidence refers to faith, belief, lovalty etc. hence the term means beliefin the self and the faith of the self.

Selt-confidence is the level of beliefin the self. This is a way of measuring to what extent we accept our self. Do
we accept the existence of virtues and the evil withinusasifis? At a mental level how do we feel about our well-being?

The general meaning of self-confidence can be listed as-
1. To what extent we believe in our self?

2. How do we feel about us?

3. What is our perspective about us?

4 What is our faith, our assumptions?

Self-confidence connects the individual to his work and gets fully immersed in attaining his goal. Unless the indi-
vidual is assured that he can accomplish a task he will never be able to do it or even attempt to do it. Hence in order to
complete atask self-confidenceis necessary. Self-confidence relates to self<image, self-respect, self-glory, pride in one
self, and a compatible outlook.

1.1 Self-view

When we look atan object again and again it helps in building faith in that. If an individual is asked how he looks at
himself then he right be silent or he would elaborate on his height, colour, features ete. This way he relates to his physi-
cality. Some might even relate stories of their life, or discuss their profession. But all this does not tell us about our real
self: If an indgividual looks beyond his physicalities, his skillsand talents and peepsinside then he will experience the real
self, béaware of the real self' and the confidence it evokes Self-confidence is really a way of evaluating one's utility,
value arid the realities of one's existence. This has an impact on every action of our life. This evaluation keeps varying
according to the situation, action. It also changes when we make comparison with others, and according to the event,
work or circumstance. It varies in different situations.

To be confident does not mean that we are complete and that there is no scope for further improvement or change.
Such a situation can also be falsifying, lead to mistakes and face criticism from others. But such a situation does not shake
the confidence level or create despondency. A person learns even from failure and moves on.
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1.2 Self-Reflection

Self-image is how vou view vourself. Your self-reflection differs from the view of vourself reflected in your eves
[which is the way the world looks at you] or what you want of yourself® It is your evaluation of yourself and it deeply
affects your self-confidence. We form assumptions about curselves and consequently a self-image tfrom what we hear
others say about us since our infancy. And it is not easy to change these deeply entrenched assumptions or this self-
image.

Negative assumptions about the self or a negative image about the self makes one passive and hampers the gre-
garious instincts. On the other hand a positive self~image makes an individual active and outgoing.

People with a positive self-image feel that others like them and that they are capable and that the society welcomes
them, that they have lot of career options and also the capacity to understand others. Hence their behavient is exem-
plary and positive.

Although it 1s difficult to change negative view of the self; it 1s not impossible and efforts canbe made to get nd of
it. There are many remedies to convert the negative view into a positive one and to free the seli*from unwanted nega-
tive view, For this the only thing necessary is a determination and the will to change. This will fordfy vour self-image and
make it affirmative, increase yvour faith in yourself.

1.3 Effects of Lack of Confidence
Those who do not have positive self-image and consider themselves inferior are in short-
1. Findit difficult to connect to others.
2. Take anunusually long time to take a correct decision and execite it
3. Scared and msecure in their environment.
4. Cannot take the compliments from others in the right spirit.
5. Waste their ime worrying what others think of them.
1.4 Consequences of Self-Confidence
When we harbour a positive outlook about ourseves and feel good then-
1. Feel vibrant and empowered.
2. Have faithin our ability.
3. Have the confidence that we can steer clear of troubles and also deliver our best.
4. Have alot to contribute to-others and keep a level head unaftected by praise and encourazement
5. Beopentosuggestions and reactions and even criticisms from others.
1.5 Distinctive Qualities of the Positively Inclined
People with an afirmative outlook have the following qualities-

1. Have a definite set of values and principles in which they have a firm faith and they want to preserve them at ev-
ery cost. They change their values only when it 15 absolutely mandatory.

2. Execute their correct decisions without regret even if others do not approve of them.
3. Domot waste their time brooding over the mistakes ofthe past or look apprehensively towards the future.
4. Retain their faith and self-confidence even during failures.

5. Do not rate themselves inferior when confronted with the abilities, status of others and from a spiritual angle con-
sider every one equal.

6. Are sensitive and conscious about the needs of the self and others.
7. Refuse to be cowed down by the pressures of others.
8. Are kind towards others and are ready to imbibe the qualities of others.
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1.6 Practice
Sit in a meditative posture. Take a slow, long breath. Recall those moments of life-Experiment: -
| When you found yourselfuseful and important|[ even if they lasted a short time]
2. Recall those moments oflife when you thought life was meaningless, Live boththe experiences intensely.
3. Now imagine a scale of 1 to 10in which 1 stands for totally meaningless and 10 equates meaningful,
4, Rate the experiences of the past on this scale.
5. What stage of affirmation does it denote?
6. Does it confirm your belief in yourself?

5. No, Incident Scale

1
2.
*
b

S No. Virtues Weakness

Experiment:-
2.1. Imagine that an unseen power is relating your virtues, conduct, and outlook. Note them down.

2. What are the qualities vou would like to hear? What are the things that you dislike? Which ones are easy to
accept and what are difficult t0 accept? [f these qualities are bought m front of everyone how will yvou feel and how wall
you react?

1.0 Source of Seli~Confidence

Our self~confidence originates from our own view, It 1s truly said as vou conceive so you create. Generally we form
an opinion about ourselves, and the conduct, thoughts of others based on our perspective. Our assumptions and val-
ues helpusto evaluate ourselves as well as others. Generally a person rates only those areas valuable or important that
he considers good and performs well there. On the other hand those areas a person rejects are not important for him
and if he does not do well there his confidence is not shaken. Ifhe fails in what he rates important and valuable his con-
fidence is deeply affected.

A correct evaluation of circumstance, facts and values can stabilize and strengthen self~confidence. Our self~con-
fidence does not depend merely on where we are placed at present but on how much we want to improve in the fu-
ture. Some people make a realistic evaluation and plan in accordance with their limits and abilities while others go be-
vond the realities of their capabilities and live in a dream world of impossibilities. They nurture impossible dreams and
aspirations. This adversely affects their self-confidence.
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Those who keep the doors of possibilities open are the self confident ones. On the other hand people whose lives
have little or no opportunities of growing lose have low levels of confidence. They are liable to sutfer from low self es-
teem. Everyone has specific areas about wiuch he feels confident and strong and pockets of weakness that pull lum down.
If we estimate the areas, opportunities, situations, and our virtues correctly we can fortify our self-confidence.

2.1 Analyze your self
Think about the following; -

1. How do you want to see vourself?
2. What do you like about yourselfand what do you dislike about yourself?
3. Consult a friend and find out what he likes and dislikes about you.

Compare these things and study the similarities and differences. Now how do you feel about vourseif?
2.2 False Assumptions and Outlook

Self~confidence comes when we accept ourselves as we are, when we understand our virtues and strive to improve
on them. To know our selfis not as easy as it appears to be, As we grow our assumptions and outlook change and in
this process we adopt some false assumptions as well. We try to hide our weaknesses and present a front that does
not exist hence we move further from reality. We do this because that isthe way others want to see us or what the world
expects of us. We cannot refuse others or deny them hence in order to win their approbation and love we behave in a
way that is not our real self. We cannot show our reality. Another reason is that we regard somebody as an ideal and
50 we start imitating them. In certain ways this is good and necessary too. But when it becomes a blind imitation and
when we try to become them without imbibing their qualities and talents then it is harmful. This makes it impossible to
attain an ideal and we are distanced from our real selves. This is a miserahle situation.

When we are divorced from our reality and live a life in confinmetion with the expectation of others ands seek their
approval then we feel a hollowness within and also realise that what we strive for we are not able to attain. Thisis a
painful situation.

2.3 Correct Assumptions

In our infancy the selfis like a seed with immense passibilities of germination. For its complete growth we need to
preserve it carefully. It is a bitter fact that the roagt to development is full of challenges and risks. Hence we have to be
very careful and cautious.

As far as our self-confidence is concernied the first requisite is that we accept our self as we are. When we accept
the realities of our self we derive strength to accept our weaknesses with the same composure as our virtues. Hence
we are eager to rid ourselves of our weaknesses. And we élso have the courage to present ourselves honestly to oth-
ers. And this also helps us to know more and more about ourselves,

This though involves a risktoo. People can take advantage of our weaknesses and to escape that we might be forced
to choose ways that mighit fiot be compatible with our real selves. Or people can harass us for our weaknesses and all
this can affect our sel~confidence and we might accept the false assumptions of others as the reality.

In our childhéod we are unable to comprehend why cthers feel in a certain way about us and say certain things.
We feel that since others dislike certain things about us so we are no good. These negative thoughts control our posi-
tive ones. Ifwe want to be free of these falsifying assumptions then we must relive the experiences of the past and as-
sess them, This will help us to reach our true selves, This might shake us a bit and we might feel a lowering of self es-
teem, féel very inferior. That is a good indication that we are able to confront our false assumptions and reach the real-
ity level.
2.4 Areas of Sell-Confidence

Prisatiom

Self-confidence develops when we introspect every phase of oard
our life. If' we are confident then we can evaluate every achievement of \ =
our life, inner or worldly. We do not depend on a single area rather we ~
look at ourselves in a totality as for example Compleied e
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Our intrinsic values, principles, identity, belief, feelings, assumptions etc.
2. Ourachievements, monetary assets, material accomplishments, mental capabilities.

3. Ability to fulfill the expectations of the selt’and others, working capacity, success in the exams, and
attainment ofour goals.

4. Social relations, affection, motivation etc.
3.0 Loss of Sell-Confidence

We hear millions of comments about ourselves from infancy to youth. These are made by our parents, elders, teach-
ers, friends, relatives. These nught be favourable and unfavourable. These help us to know ourself better. These com-
ments form our assumptions about the self'and also construct our self-image. When we hear others talk of our virtues
our self-confidence increases but when we hear of our weaknesses we are depressed and lose our self esteem.

3.1 Negative Information

There are many occasions in life when we become familiar with our weaknesses and failures, Often we have to put
up with eriticism from our parents and relatives who disapprove of our schemes and dreaziis. Gur dreams that seem
so important tous appear trivial and stupid to them.

In our youth we constantly hear criticisms. People comment about our abilities, and this affects our self esteem. Many people
make fun of others for their own amusement and this also influences one's esteem. Throtigh so many different mediums we
accumulate negative information. We also becomevictims of the media and the entertainment world which present fictitious
images, create mythical figures, and such attractions, These create a sense ofinadequacy in us and we feel puny and an in-
completeness withinus. We are depressed and dissatisfied too. And whenwe hear adverse things again and again they be-
come part of our thoughts and we cannot make an independert evaluation: This scaresus.

3.2 Results

Wrong Decisionswhen we are constantly subjected to fegative comments, we are distanced from our real selves.
Our real sentiments, aspirations and interests get buried beneath the load of other's expectations. And we nullify our
sell. and removed from our own feelings we live a life corfirming to other's expectations. For instance many of us choose
our careers to please our parents, elders, and friends.or even influenced by the entertainment world
A Feeling of Emptiness

If an individual has lost touch with his ariginal form then he will always feel hollowness within, will feel drained of
his strength. Even when he wants to do semething for selfcontentment he will be conscious of lack of time or he will
be troubled by unhappiness induced by ¢ircumstances. He would not be able to spontaneously accomplish small things
and these things would bother hir.

Discontentment

Many are not happy arcontented despite the fact thatthey have a house, vehicle, money, family. The reason be-
hind their unhappiness €lades them and they cannot understand what 15 wrong wath their hife.
Lack of Enthusiasm

Our suppressed feeling, aspirations, desires lead to a sense of incompleteness. This makes an individual restless
and depressed and he distances himself from others. When a person loses self confidence he also becomes careless
about himself, loses the enthusiasm to embark on new things or even loses the energy to accept something novel.

Happiness, peace and contentment are attained only through an understanding of' the self. And through a discov-
ery of the inner feelings and through courageously making choices moving with time and social norms. This helps in-
crease confidence and happiness, Life sees a lot of changes-in terms of our sentiments, situations and the ups and downs.
Hence our confidence levels also change and this is part and parcel of life. in reality we are the token of balance be-
tween our feelings and circumstances that weaken our self-confidence. We should be aware of such things and be careful.

Where we are likely to fall we should be cautious. -
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1. Evervone seeks love and encouragement. But ifhe fails in other's expectations then he is deprived of

affection.

2. Insuch times in order to win the approbation of others people even make compromises. Then he

feels that 1t 1s easier to imitate rather than live with his self

3. Insuch situations the individual dwarfs imself and copies others. He does not strive to understand

his self. This leads to aloss of self-confidence and esteem. Hence every individual should be aware of his inner be-
ing and his potential

3.3 The Conduct of Uncertain People

1. Such people cniticize others behind their backs.

2. They denounce others, find faults with them.

3. They become proud and think they know everything,

4. They pull others down to emphasise their importance

5. They are selfish and petty.

6. They are fatalistic and lack the courage to to take a decision and work on it.
7. They are jealous.

8. They cannot hear constructive criticism. They wall justify everything,
9. They cannot be alone by themselves.

10, They have no compatibility, sameness or balance.

11. People are put off by their behaviour hence they arz 1solated.

12, They are very touchy and cannot bear even minor things

Even those who are assured sometimes behave like these people but there is a different reason behind their con-
duct. Even the self-assured may be solitary at times and that is because he prefers to be so. On other hand the uncer-
tain kinds live alone because they become restless and insecure i a crowd. His conduct also isolates him.

A comparative study between the two can be illustrated by the table given below -

.t'r'nc self

Seral | he self-cantident ones T The uncertain types
na.
1. Humkbkle, disciplined and decent Insalent, proud and indecent
2. Protect their character Woaorried about their false pride
3 Strong decislons Ingecure, Indecisive, confusad.
4, Responsible, dutiful Blames others.
. Always think of others benefit Selfish, greedy.
6. O ptim istic Fatalistic
T. Always try to undiérefand others Mever care for anyone excapl the sell.
8. Eagearto laarn. Tha"l know evaerything® attitude.
a, Sensitive, gonsiderate, ready to | Sentimental, affected by small things, be
understand Imbalanced by miner things.
10 the pain of.oithers Burdened by loneliness
11 Salitary Argumentative, fond of disputing
Commumicative, always ready to
12. caomneet to others Belief in materialistic acquisitions, monetary
Belief in the capability of the self strength.
13.« hifnspired by the intrinsic worth of | Inspired by external motivations.
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1.3 Attempts of the Self-confident

The purpose of the table given above is to know the self and not to induce guilt feelings. It is not necessary that all
the signs mentioned above would be concentrated in one person. A person after knowing his distinctive qualities can
unprove on his virtues and attempt to rectify his wrongs,

[t 1s generally seen that a self-confident person tries to assimilate the following qualities in himself -

1. Self-knowledge- tries to know the goodness and weaknesses within,

2. Self-confidence-believes in the abilities of the self.

3. Self-acceptance- accepts the goodness within and this rids him of his inferiority complexes and gives
the courage to confront his weaknesses

4. Self-respect-respects the excellences of the selfand tries to improve further on them. This helps iri
managing time and his strengths.

5. Self-worthgives importance to his worth, abilities and knows its utility and value.

6. Selfdisciplinedo not waste their time and energies on their weaknesses and infirmities,

7. Self-satisfaction- happiness and contentment with the self. Sensitive towards the suffermegs of others.
Conscious of their social responsibility and duty.

On the other hand those who lack self-assurance are-

1. Self~deceit- never attempts to know the self’and the virtues and weaknesses within. Rather escapes them. Ig-
nores the voice of the conscience while doing wrong to others and deceives the self.

2. Self-doubt- since he is ignorant of the virtue and weaknesses of the self, his imperfection takes over hence he is
always doubtful.

3. Self-demal- he 1s always prey to lhis imperfections but at the conscious level he keeps denving it and never gath-
ers the courage to accept his infirmities.

4, Self-putdown- he is unhappy with his mistakes and feels ouilty too, Sometimes the situation becomes so bad that
the individual begins to hate himself.

3. SellFabwse- sone people canmol comprehemd dien qualities, abilities, nlerests heoce ey can only see i -
firmities and so abuse themselves.

6. Self~indulgence- since they allow their weaknesses lo take over they spend all their time and energies manag-
ing such things. This is harmfill for the selt as well as for others.

7. Loneliness-when a person invests all his time in harming others then he gets distanced from others. He is de-
prived of the support, encouragement ot his community. He becomes isolated and he falls in his own estimate. He can
never be contented, tulfilled, or peacetul.

4.0 Increasing Self-confidence
To progressin life we need to focus on decisions, implementation, results, apart from meditating. But giving it a spiri-
tual angle creates a problem and that 1s memory. We get removed from our basic disposition and feelings. Who am 1?

And what do | wari from life and such basic questions get obliterated. Thus it is necessary to be conscious of our in-
ner feelings to maintain a balance so that we are connected to our basic essence and the aim of life.

4.1 Self- Asalysis

To ncrease self-confidence the basic requirement is to look inside, to accept the goodness and evil as they are which
means to seek what we are at the moment and not to be enraptured by pictures of what we want to be in the future.
We have to seek connections between our past, present and future and know what assumptions have we made influ-
enced by our past? What do we want to become in the future? What do we feel about ourselves at the moment? What
is the connection between these three? These are answers that we must seek.

For instance we find that we are good in our work and alert too and so we are successful. Still we fail sometimes
and that puzzles us because we want to be always successfiil. When this strikes us a conflict arises within us-a conflict
between our ideals and reality. Thus a struggle begins between the reality of the present and what we want to happen
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in the future. This happens because the message that we convey to ourselves and our thoughts are different from our
feelings of' the present and that is ditferent from the reality.

Generally every individual consciously or unconsciously sends the signals and information about himself'to his in-
ner self. Some of these are positive and some are negative. And this grows within us. Generally the negative inputs in-
fluence us rapidly. They dominate us like a tyrant and compel us to work accordingly. They also tell us that there are
certain things that we can do and some that we cannot do and you must do this or you shouldn't do this etc. but this is
not our reality. Generally the negative inputs surface again and again like a feeling that my memory i1s weak and 1 can-
not memorise this etc. though we want to memonse the lesson but the other feeling pulls us down and there's a contlict
within, which wastes a lot of time and energy and create unhappiness and discontent.

4.2 Observation of values.

The negative values do not come onits own, It is related to our past. They are prompted into beiag by some inci-
dent of the past and that connects to our behaviour, conduct and disposition. They throw us beyond our control and
these surges happen in such a way that it appears very natural to us and we do not even realize this. After the incident
we regret and realize that we have repeated ourselves and that this had happened earlier tet-We wonder why we do
this again and again. This thought and feeling instills new values in us and reach inside us.

For instance in our childhood we often hear our elders directly or indirectly telling us that we are useless and that
we cannot do anything in life. This pains us. And when we hear the same thing on growing up it brings all the bitter memo-
ries back and we relive those painful moments again. The same values are re-iterated.

To handle such a situation a person reacts in various ways, He can be aggressive or be defensive and give excuses
to justify himselt or he can be very despondent and depressed. He nuglht éven try to represent his achievements in a
bloated manner.

If we do not filter and refine the negative comments, information and feelings that have percolated to us then we
will fall in our own esteem. We will feel inferior and not be able to tolerate the success of others. These might even ap-
pear imaginary to us.

There are different ways of breaking the harmful values of the past. An important way is to be conscious about the
events of the past, to relive those moments that gave us pain and suffering and think over it. Now what kind of feelings
emerges? What changes do vou notice in your biwdy? What are the reactions within? To observe those situations like
the seer will reduce its impact.

4.3 To View Feelings

There is another way of getting rid of negative valuesand that is to be conscious of the body. Just as being con-
scious of our expressions help usin making decisions so it is useful to be conscious of the body. Aslight pain, or a mild
fever, or a body ache are sympioms of internal troubles and they also reflect our feelings.

[f we are alert about our body it helps in raising levels of confidence. We must also ask how conscious we are of
our bodies? Do we gat it accordance to our body or to setisfy the taste buds? Do we practice yoga asanas? Do we
do any physical labour? As much as we keep the needs of our body in mind so much will we increase our respect, keep
ourselves healthy:

Thus we riaust pay attention to our feelings and also to our body, give them importance. If we neglect our body the
conflicts within will increase and this will be lethal for our confidence. It we respect our feelings and the needs of our
body wewill respect ourselves, respect our personality and existence. To ignore this 1s to humiliate and disrespect the
self.

We must be our fiiends, respect our feelings and solve them, give more importance to the qualities withinus, encourage
them, plan our time and organize our energies. This will help us to increase our self~confidence.
Ways of Increasing Self-confidence

Apart from the above-mentioned solutions, Shiv Khera in his book You Can Win has discussed many other solu-
tions-
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1. We can increase our self confidence by improving our actions and evaluating ourselves correctly.

2. Self-confidence also increases when we get praise, honour from others. Hence we must always be with good
people.

3. Get into a constructive habit of evaluating vourself. This also increases self-confidence.

4. Convert your weaknesses into virtues. For this read the biographies of people who have converted their failures into
success, struggles into glones, losses into gains. Such people will not let yvou be despondent or depressed.

5. To increase self-confidence do something for people who cannot return vour deed. To do a good deed without
expecting a return increases vour level of confidence

6. Learn to praise others and deserve their praise too. Do not spare a single opportunity to praise others and re-
member that cordiality, truth, and integrity will always reflect your inner being.

7. Accept responsibility- always accept responsibility for your work and your conduct. Avoid excuses znd blaming oth-
ers and this will increase productivity and self~confidence. A person has many responsibilities
* toward s self * towards family
*towards work *towards society
*towards environment

we must accept all this.

8. Practice Discipline-self discipline does not decrease our happiness; rather it increases it. We see that despite
potential and ability many people are not successful. They are discontented and blame fate for their problems. But their
problems arise because ogftheir lack of self-discipline.

9, Set goals--a clear and correct goal always give a direction tothe person, When we are successful in our goal
we are happy and it mereases our confidence. We get true happiness from achieving our goals and this in the true sense
is self-confidence

10. Be connected to people characterpeople with a2 lugh moral values are the ones we must seek and their com-
pany will always boost vour confidence

11. Be dniven by inner forces and not outer dreamsas long as we give importance to external things we will always
be unhappy and helpless. Till we accept responatality for our work and conduct we will never be confident. So we must
ask ourselves a few questions

Why am T upset?

Why am I angry?

Why am | depressed?

To be happy is the resuit of self~confidence. It 1s not necessary that those who have everything in life are happy.
Happiness is an inner stateof being. Some of the mental conditions that can induce happiness? Seek goodness in ev-
ery one and in every sifuiation.

Set your standards sensibly.
Tryniat to be influenced by false criticism,
Live every situation to the full,
Engage in creative work
Learn to control over things. Do not be worried.
Do not have ill feelings for the self or others.

12 Give yourself positive auto suggestionsauto suggestions affect our subconscious levels and increase our self-con-
fidence and thisis reflected in our bearing and conduct. Auto suggestion affects our behaviour and improves our self-
confidence, It prepares us for a tomorrow and fills our life with self confidence and new assumptions, For instance
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I can handle this
I cando this
Iam good in mathematics
My memoryis good,
13 Make a table of your weaknesses and strengthspeople with self confidence know their weaknesses but increase

their strengths. Until we recognise our strengths how will we increase them? Concentrate on what you want to do or
become and not on what you don't want to do or be. This will increase our confidence.

14 A healthy level of self-evaluation does not mean that one 1s perfect and there is no scope for improvement. We
can still commit mistakes despite being confident. We should not seek excuses for our mistakes even if others make
negative comments. In reality he should improve on his mistakes.

15. Right from his childhood we make determine our confidence levels. The encouragement given by others help
us to form opinions about our self. Guidance from others helps to increase our confidence level but ifthe guidance given
is not healthy then it has an entirely different impact. Some people have impossible goals and when they fail to achieve
that their confidence dips.

16 Some people choose attainable goals and succeed in attaming it and this soars their self confidence. While some
people choose impossible goals and they cannot attain it so their confidence dips.

17. To attain self-confidence begin with easy work which will ensure success and with every success your confi-
dence will also increase. This makes it easier to succeed every time, Thatis why parents, teachers, officers or leader
make people or children do easy work at first. With every success the confidence level of the child goes up and so does
his self-esteem. And if'this coupled with nice incentive then the confidence increases.

1.4 Exercise and Points to Remember

In a meditative mood try to recall those moments wher you felt good, happy, contented. This might relate to your
work, ability, family, achievement or prosperity. Think of this.

Similarly try to recall those hindrances, events, your bad habits. How did vou feel then? Try to have a dialogue with

those obstacles. Ask them why they exist? What tlo they want” How to be rid of them? Etc. Listen to them and con-
template on them.

Points to Remember

1. Try to strengthen your values, And try to suggest™ Tam alert, clever, conscious, and able,” Write them down at
a place where you can always see thern.

2. Evaluate your daily routivee, Accept gleefully the happy things and try to encourage the self'to do more of them.

3. Avoid company which can lead you to bad habits or produce despondency or a sense ofinadequacy in vou.

4. Be conscious of vour physical, mental.emotional states and needs. Realise their value and worth and respect.

5.0 Self- Confidesce and its Mutual Relation

Our self confidence affects our relationships too IFwesoffer from a low self—esteemitis extremely difficult forus
to connect to-others, have a dialogue with them, interact with them. And when another makes a conscious attempt to
talk to us we become apprehensive.

With low seli-confidence we cannot attract peaple to ourself. Tt is true that our face gives us away so our face will
tell what we want so people with low self esteem cannot make friends and even when he makes friends he cannot re-
tain the friendship. If we do not assess ourselves properly it becomes difficult for others to do so. And even if the other
knows our ability it would be difficult to show it to others. The other would not believe that you have the potential or
skill. If we want that we must move ahead in our work place, be respected, that our ideas should be considered, that
we must be given responsibility then it is necessary for us to assert ourself and how our qualities to our senior. Even if
your officer knows yvour ability you must have the confidence to carry out your potential and responsibility.
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It'a person is not confident then he cannot haver an honest dealing with others. He would easily be hurt by the com-
ments of others because he lacks confidence. On the contrary if you are confident then vour relations and dealings are
assured and stress free. He 1s not hurt by the comments of others rather he takes them in hus stnide and in the nght con-
text, His thoughts and ideas are taken seriously. When we respect ourselves, our potential and assess them rightly and
utilize them then the world around us also respects us, evaluates us and gives us due importance.

5.1 Develop Your Communicative Skills

We must always attempt 1o clearly express ourselves. But when we do not share a cordial relationship with others
it is difficult to talk to them and we cannot communicate our desires, feelings, needs to them. Also we avoid trying to
know what others think of us, We are scared that the other might criticize us. This fear prevents us from expressing our
true feelings and we try to find other mediums to communicate to others or communicate things indirectly wikich obwvi-
ously donot have good bearing on our relations. Hence we must learn the art of communicating our thowughts to others
without hurting or offending them and win the approbation of our teachers.

To win the approval of others is good for self-confidence. To win the approval of our teachers and serious-minded
peopleis an art. We are discussing certain points to help yvou do that

1. Dnscuss your flaws and seek their guidance.

2. Ask meekly about vour failings.

3. Ask suggestions for improvement.

4. Ask them to assess a particular work.

If we listen patiently to our elders and seek their help it increases our self-confidence and it shows the way to be
rid of our weaknesses and tallings. They also reiterate our virtues which goes along way to increase our self-confidence

Self-analysis

Meditate and try to list those people who increase your confidence, encourage you, help you to develop your quali-
ties. Try to recall their approvals and thoughts.

Increase your contacts with such people in your every day life and avoid those who discourage vou.
Summary
1. Self-confidence and work ability are directly related. Increase in self-confidence increases your work effi-

ciency. Self-confidence literally means faith in your self and it comes when vou realize vour utility and value,

Faith increases when we look againand again. When we look deeply at ourselves we see the real self and this

converts into faith in the self ot seif-confidence.

3. Those who not introspect Bt Tisten to the negative comments of others assume negative things about the self.
But this can be overcame with a strong will power and determination.

4. Self-confidence originates from your view of your self’ If'a person looks at the positive sides of his life then
his self-confidence also increases.

5. Oftento winthe love and approval of others a person hides his reality and assumes unreal things. This dis-
tances hind from himself'which is very painful

f Hemmst free himself from wrong and false assumptions and look at the selfand assess

7. Ofien due to lack of self-confidence we take wrong decisions in life and this leads to a hollowness, unhappi-
pess and discontent.

8. A self-assured man has a lot of qualities like self-knowledge, self-confidence, self-acceptance, self-respect,
self-worth, self~discipline, self-satisfaction.

9. We canincrease our self-confidence by self-analysis, review of our values, being conscious of the body and
OUr eXpression.

10, Seli~confidence also affects cur mutual relationship. A self-assured man is certain of his relationships. He 15
not scared of the criticisms of others and takes it in his stride.

1. Wemust know the art of expressing ourself without hurting others. This increases self-confidence

I3
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(Questions
Essay Type
1. Discuss ways of improving self-confidence.
Short Answers
1. What areas can help us to increase our self-confidence?
2. What qualities does a self-confident man possess?
Obhjective Type
1. What s self-confidence?
2. How can we change our negative image of oursel{?
3. What happens when we accept the self as it really 157
4. What happened when we lose self-confidence?
5. What is the meaning of sclf-discipling?
6. What is self~deceit?
7. What problems arise when we make changes in our thought process, execution?
&. What 1s the first step to increase self-confidence?
9. What happens when our confidence 1s low?
10. How should we win the approval of our teachers and elders”
Reference Books
Shiv Khera[ 2000 first edition] You Can Win , Full Circle, Delhi-32.
John Mulligan, Personal Management, 1988, Sphere Book Lid. London.
Anthony Robbins, 1986, Unlimited Power, Simon & Schuster Ltd. London.
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Unitl Introduction to Personal Management & Career Development

Chapter-4 : Career Development: Aim & Achievement
(Basis, Process, Action and the Science of Living)

Context
1.0 Building a goal & Attaining it
1.2 Attainment of the Goal
1.3 Construction of the Goal & Attainment: Scientific Base
2.0 Goal: Type and Action
2.1 Charactenistics of the Goal
2 2 Types of Goal
2.3 Purpose of Life
2.4 Short- termed Goal: Career
2.5 Solutions
3.0 the process of attaining the goal\and the Science of Living
3.1 Maotivation
3.2 Relaxation
3.3 Concentration
3.4 Interview
4.0 Goal Attainment and Exercise Practice
5.0 Summary
6.0 Questions
7.0 Reference Books

Intraduction

Man is a supreme being because he has powers of discrimination and this helps him to choose the direction of his
life, be the god to decide his fate, construct a goal in life and attain it. But generally people are not familiar with their
ability. They do not know how to utilize it. Hence many do not attain their goals.

In reality very few are able to make a goal and lesser attain it. They do not know the key to attaining their goal so
many lack the enthusiasm to construct their goal. And a goal that just floats on the surface of consciousness is not an
attainable one. A goal must pengtrate into the deeper regicns of the being to produce results. How is this possible we
will study m this chapter

1. What is the scientific base for the construction of a zoal and its attainment?
2. What goes into making a goal, its type, and the processes?

3. What exercises are given in the science of living forattainment of goal?

4. What are the helpful practical exercises to attain vour goal?

Context

MNohoty would like to travel in a train or a bus that does not go to a destination but most of us in the journey of life
are moving ahead without knowing where we are headed. Life is precious. Hence we must be alert, should think, re-
alize. Unless and until we have a purpose in life our life 1s empty and hollow. In the absence of contentment success has
no meaning, life and its opulence and wealth have no value.

Life is not a game of jokers where we sit and silently watch things. In order to make life meaningful we must dis-
cover a purpose. If we buy the wealth of the world at the cost of our self=satisfaction and human concern, what is the
point? Alife without a purposeis like death inlife. Hence we must seek a purpose inlife and try to attainit.

Quest for purpose 1s a challenge. Very few are able to discover a purpose in life. Many ofus just ive through a life
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without any evaluation. The sooner we discover a purpose the better. Once we discover a purpose and moral prin-
ciples we can balance our personal end with a social responsibility. We become alert and know when we must be firm
and when we have to accommodate. We become far-sighted and escape the temptations of small, petty and quick gamms
that prompt us to take wrong decisions

We develop the ability to take far-sighted decisions and also begin to differentiate between self-centeredness, a
human focus, and a spiritual outlook.

1.0 Construction of Goal and Attainmeni

1.1 The Need to Build a Goal : We must build a goalin life. This is a necessity when we are moving from child-
hood to youth, when we have to choose a career, business cr employment. This choice is either made by the individual's
initiative or according to the wishes of the family, dictates of circumstances, social situations or as fate decides for him.
This is an important issue in life. What is the path he chooses? If he has faith in himself'and if he believes that he is the
maker of his destiny and that the reins of his life are in his hands then he must concentrate on buildinga goal, and on his
abilities and possibilities.

Many people despite achieving a lot intheir life and career are not happy. They feel & sense of emptiness and this
increases when they lose opportunities of success. Circumstances go against them and in such a state of mind others
appear more successtul, contented and fulfilled even ifthose they envy don't feel the samie way about themselves. Some
people despite success in their professional lives and achievements are not happy: They want a change in their life.
Maybe they have not got the goal they sought. Whether it is to change jobs in the beginning or a little later or to choose
anew direction the individual has to decide whether he is independent or has left himself'to the vagaries of fate. When
the entire world is changing and technology 1s touching new highs, and weoeic styles are changing rapidly itis necessary
for every individual to think where he is headed. He must consider all the possibilities that take him ahead and reframe
his ahilities according to expectations around him.

1.1.1 New Training : To move ahead in life we must leaimgiew things and in this learming age should not be a ham-
pering factor. Knowledge is enlightening, and it frees one from misery. It is truly said that knowledge redeems. With-
out knowledge we cannot be freed of pain. We need two distinct kinds of knowledge-one that will helpustoeam a
living and the other that will teach us to live correctly,

The concept of education has also changed in the present times, Today education means a life-long process of
learning. Tt is not limited to school going age T hat is why thousands of mature individuals are opting for graduate and
post-graduate correspondence courses. Wemust be sure how we are going to utilize our learing in our professional
or personal life, [fwe have to move abead in life then we must have a passion for learning and always try to acquire
knowledge related to our professien or toimprove our person.

1.1.2 The Need for Plapaing : Ifthe individual wantsto be responsible for his life then he must have a plan. Most
of'us have the capacity to plan. We plan our life and expenses at home and office according to our purpose and avail-
able resources. But we domot transfer this ability into other aspects of their life like constructing our life. The first re-
quirement ofthisis te tnderstand what we want from life, what our short term and long term aims are? Accordingly we
have to plan our lif:

If'vou warlt to have a purpose and convert the plan into action, then you must have keep your abilities and your
potential mmind and develop them accordingly. Also you must consider what kind of atmosphere would you like to
work in, The biggest problem that people face in making their goals and in its attainment is that they do not know where
to begii. There are many solutions to these problems and you can consider them.

#In the previous chapters we learnt how by journeying into the past we can comprehend our achievements and
experiences and take decisions of the future.

* By reviewing our present life we can fix our work priorities, understand our abilities and values.

*Through the exercise “where am | going” we learnt that we can get a realistic picture of'the future, and our hid-
den qualities and our realistic strategies and plan. We can also evaluate every work that we do now and also our goal.
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It you have thought over the above-mentioned facts then you have a clear picture of the futureits possibilities, at-
tainable short-term and long-term goals. Thisinsight will open new doors for which you will be ready, eager and en-
thusiastic and also ready to confront the challenges and move shead.

Think of hfe as a hurdle race and to win this we have tocross so many hurdles, If an individual washes he can convert
these hurdles into opportunities of development. Never feel that what you have at present is inadequate, rather move
ahead in life in a balanced way with enthusiasm, eagemess.

1.2 Attainment of Goal

To attain the goal symbolizes success. Success literally means achieving the goal that we had set for ourselves,
the seed that we had sown has germinated and that we have tasted the fruits of our labour. Success can mearni different
things for different people because they have different goals. To achieve this is to attain success. In his book, Mind Store,
Jack Black interprets success and says that success for memeans the good efforts an individual makes keeping a bal-
ance. A successful personality has many signs ingrained like dedication, motivation, determination, seif-confidence and
knowledge of destination. Similarly unsuccessful people also have many symptomslike lack of confidence, energy, lone-
liness, helplessness, depression. The hasic characteristic of success is- to be devoted to yatur goal that vou have de-
cided. Successis not achieved in a day. It comes after a long struggle and requires patienise. To take a decision is like
sowing the seed. From the time we sow the seed till we tasie the fruit we need patienge, hard work, security, and con-
stant wakefulness and all this is possible only through dedication.

Before a farmer sows the seed he clears the land, lays rows and then the seed is tendered with water and fertilizer.
From the seed the sapling sprouts and so does the weeds that the farmer hasto remove. After months of labour the
crop isready. Many a times heavy rains or hail destroy the crop but thefarmer never loses heart. He does not give in
to depression and sit at home doing nothing. He carries onbecause suecess and failure are part of life and they should
be accepted with equanimity. Successis built on the altar of failures so we must learn to be balanced.

Earl Nightingale has tried to define success. According tofum, “ the constant worthy goal attainment is success.”
Here success is a journey not a destination where we can stop It is progressive which means that we have to strive for
one destination, then another.

Worthy refers to moral values. Inwhat direction #s a person heading? In the nght direction or in the wrong one?
This depends on the worth ofthe goal.

1.2.1 Four Signs of Success : Although different thinkers have given different number of reasons for success, Jack
Black has listed four reasons for success 1. Enthusiasm 2. Formative Outlook 3. Courage 4. full utilization of mental
capability

1. Enthusiasm- successtil peaple are full of energetic vitality. They work hard and face many challenges in life.
When we are taced with chalisnges we face stress and pressure and if we learn to face this then we can take on any-
thing and carry on with energy and enthusiasm and soar in the skies of success. In the science of living the students are
taught to soar in the body 5o that they are freed of stress.

2. Formative Cuitlook-this means to think of the positive thoughts and the worthy goals and not of the hurdles that
come in our way. Qur focus must be the goal. For quick gains we must not make compromises. With determination
and auto suggestion we affirm our goal and encourage ourselves. To be optimistic, active, and to have a positive out-
look signifies this outlook.

3. Courage- success means to be successful in parts and to move ahead, to climb new heights. Petty thinking can
stall the progress of an individual. Only the brave move ahead scaling new heights. The successful man is the one who
has struggled and moved on. In the journey of life hurdles, obstacles are expected and they come too, Fear creates ob-
stacles and we cannot overcome them but the brave does not consider these as hurdles rather he takes them as chal-
lenges and surges forth, To move ahead the attitude of convenience, petty thinking and undue fears must be done away
with. These imprison us in them so we must break them and go forth towards a huge aim and move constantly forth,

4. Full utilization of mental abilities- a successful man handles his tensions well. Hence he is always energetic,
thinks positive, accepts new challenges and constructs new goals. The fourth sign of successis the full utility of success.
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Owur brain can be divided into tworight and left. Both have their own functions the left is the one which has the power
to reason, to analyze, etc. while the right is full of artistic tendencies, fancies, intuition etc. anyone who uses these parts
well achieves success.

1.3 Goal Construction and Attainment: Scientific base- Our mind 15 the basis of attaming goal 1tis also said that
those who control their minds win and those who lose their minds are losers. Modern research has shown the infinite possi-
bilities and powers of the mind and the brain. According to psychology the power of the unconscious mind is much less than
the powers of the conscious mind. Biology divides the brain nto two where one is rational, the other isintuitive. To construct
a goalis the task of the rational and conscious mind while achieving the goal is the task of the imaginative, intuitrve mind. Thus
the efforts of the two can helpto construct the goal and attain it

Einstein in his study found that people who have one part of their brain developed do not use the other half'well.
He discovered that the passive half when used actively can also becomes active and this can make theindividual go
ahead inlife. Those who have achieved exemplary success in lite have used both the halves of their brain- the active
and the dormant. Qur education system lays stress on developing only one half of their brain-the analytical, scientific
half hence the other half-the imaginative and intuitive one does not develop. Every important discovery was also made
because of the intuitive grasp of the discoverer. Hence we must use both the sides of our brair

In the 1970s it was discovered that we do not use even 20% of our capability and m the 1980s it was found that
we do not use even 10% of our capability. And in the 1990s it was discovered thatwe are using around 1% of our ca-
pability. This means that however successtul a man might be he 1s not fully utilizng has capabilities. [f we use both the
halves of our brain we can achieve wonders. The Science of Living aims thatits students must be able to utilize both
halves of their brain and know his capabilities and develop them and attairs his poal.

Toattain a goal one must know one's disposition. According to psvehologists our mind is divided intothe conscious
and the unconscious. The unconscious halfis more powerful. While the conscious halfis just the tip of the iceberg the
unconscious 15 the 90% imasible and unknown and immense. Touse its immense powers we must let our aims sink into
the unconscious half

For this we must first look at the way our brain fungtions, The upper part of the brain called neocortex is divided
into the right and lett parts. While the left part deals with analytical skills, rationalizing, language learning activities, it is
the right that deals with creative, imaginative and intuitive powers. It is also believed that the right side is connected to
our unconscious and by activating the right half & the brain we can connect to our unconscious.

How do we activate the right half? Recent research has shown that just as our heart beats the brain also throbs and
these beats can be measured every secand. In our wakenei state, when the faculties are fully awake and the thinking
faculty is active we record 13 to 20 pulses per second. Scientists call this beat level. In our dormant states like leth-
argy, rest, languor the pulse rate draps to 8 or 12 per second and thisis called the alpha level. In our deep sleep it dips
to 4 to 7 per second and this s the theta level. And alower level of Oto 4 is the delta level.

The right half'is direct!y connected to our sub-conscious. In the alpha state the right halt becomes activated and in
this state the imaginative faculty becomes very active. If a person seeks to activate his sub-conscious level to achieve
his goal then he mist activate the alpha level and work on his imaginative faculties.

To activate the right halfwe must do the kayoutsarg exercise. Research has shown that in that phase the alpha level
becomes very active and the right halfis active and so we can use this to attain our goals. In this state when we chant
our goals and meditate deeply on it and it will penetrate into our subconscious and our goal will percolate into our sub-
conscious. All our powers will be concentrated in one direction and the goal will be achieved.

2. Goal: Types and Plan of Action

Tobuild a goal 1s a difficult and challenging task and for this different attempts are necessary. Generally an individual
has many desires and these compel a person to fulfill them. Unfulfilled desires create frustration and also a conflict in
the individual which can also lead to disintegration, To construct a goal means to prioritize some of your desires and
try to fulfill them. And by abandoning the others or by negating it we save ourselves from wasting a lot of our energies.

2.1 Distinctiveness of the Goal - To build a goal means deciding vour destination and that also decides a lot of
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other things. When we buy a train ticket it also helps us to decide: 1. The starting point of our journey, 2. Its value, 3.
Where the journey will terminate?

When a person is asked about the goal of his life he tends to be vague and he will say he wants to be successtul,
be happy, lead a good Life ete, Thisis ambiguous. To be clear and specific, Shiv Khera in his book, You Can Win gives
the following charactenstics that he codifies as SMART:

1. 8- Specificfor instance it we say that we want to lose weight this is simply a desire. It becomes a motive when
we say [ want to lose 10 kilos in 90 days. In the same way & child might think that he wants to be a doctor. This is sim-
ply a desire and this becomes a goal only when he decides that he will earn 90% in class 12th to clear the entrance test
to be a doctor

2. M-Measurablethis means that we can measure the progress we make in the direction of the goal And it we
cannot measure it then we cannot achieve it either. The process of measurement makes us conscious of the progress
or the hurdles.

3. A-AchievableThis means that a goal is achievable. It might be difficult and challenging but its not impossible. Goals
that are impossible lead to depression and despondency and deplete our self-confidence.

4. R-Realisticour goal should be realistic. If somebady thinks that he must lose 30-Xilos in 30 days then it is an
impossibility. Similarly if somebody imagines that he can get 100% marks in every subjact then it is unrealistic.

5. T- Timebounda work must be bound in a definite time frame when we bggin and end it.
2.2 Types of Goals

Some western writers have divided work into two: Short-termed asd Long-termed. In our Indian context we can
divide it into four: 1. Supreme Goal , 2. Long- term Goal | 3 Short -térm Goal, 4. Temporary Goal.

Supreme Goalthis is not merely a goal but the aim of life. We must have an aim in life and without an aim our out-
look becomes very petty and limited and our life gets confiried to achieving his goals. We forget the aim oflife. In In-
dian culture redemption or moksha or supreme peace is the ltimate purpose of our life and is regarded as the devel-
opment of our abilities. We can achieve peace in our lifeé only when we become balanced and controlled. And when
we divide our aims and goals into small divisions it becomes easier to attain them.

Long-term Goal— it is difficult to fix a time frame with it. Such goals can extend from 5 yearsto an entire life. If a
person wants to attain peace in his life then fie has to be clear about his aims and it he decides that he wants to serve
mankind and lead a balanced and controfled tife, this is a long-term goal. And this is the purpose of his living

Short term Goal--- even those whowant to serve mankind has to choose an area of work. A man can serve mankind
in many ways and choose a career suited to that. He might decide tobecome a doctor in five years and serve mankind. This
is a short term goal and for this he has to pass through various phases.

Temporary Goal-thisrelates to the present. To attain a temporary goal what do we have to do? What are the chal-
lenges that we have to face” When we place this in a context then we can imagine a situation where an adolescent de-
cides in class 10th that e will work hard the next two years and get 85% in class 12th to clear the entrance test. This
15 his present goal and it's a challenge for him. We might face problems any time in our life so we try to find an immedi-
ate solution toit 5o every problem and its solution become a temporary goal,

Thus this classification might appear to be simple but 1 is not so easy to decide on a goal in life. For this we need
constarnd mispiration and courage. And in all this the familial circumstances. external miliew, and social situations help an
individual.

2.3 Aim of Life

For thousands of'years Indian cultural systems have meditated and thought over the purpose and aim of hife. Our
life-style and philosophy were weaved around these questions. The main aim oflife has been control and equality. To
keep a balanced outlook towards health, wealth, family, society and the values of life and to make one's own value system
1s expected of every individual. This sows the seeds of success. Ifa sanctified purpose and a clear outlook do not guide
life then life would be ruled by false dreams. If we do not sow a purposeful crop then the weeds and thorns of value-
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less ness will sprout up. Hence it is necessary that every individual lives a purposefiil life. If'a person does not adopt a
meaningful viewpoint he can succumb to futile and misleading viewpoint. Hence we must decide not to neglect those
thungs that are important and get nd of'the futile and useless ings from our hife. Hence every one should be alert towards
life.

Our life must be controlled and balanced if we want toattain peace in life. [f we give excessive importance to one
phase oflife and ignore the others then we endanger ourselves. We can see many such examples around us. The present
age 15 a materialistic one where money is the ultimate aim. In his book You Can Win, Shiv Khera has given many such
examples:

In 1923 the richest eight of the world got together. Their total wealth estimated was more than the money the Ameri-
can government possessed. Who but them would have known how to earn money and amass it. What happened to
them 25 yvears later?

1. The owner of the biggest steel company, Charles Schobb lived on borrowed resources for Svears and died a
bankrupt.

2. The owner of the biggest gas company, Howard Hobson became mad

3. Abig industrialist Arthur Couton died a bankrupt.

4. The president ofthe New York Stock Exchange Richard Whitney had to go jail.

5. Amember of the President's cabinet, Albert Fall was let oft from jail se that he could spend the last
days of his life with his family.

. Thebiggest bookie of Wall Street, Jesse Livermore committed suticide

7. The president of the biggest patent company Ivar Crunser had commutted suicide.

& The president of the Bank of International Settlement, Leen Fraser had commutted swcide.

They were all experts in making money but did not know te live life meamngfully. Money 1s a means and not an end,
a way of living life but not everything, If this is regarded as everything then all the other aspects oflife lose value.
2.4 Short-term Goal; Career

The short term goal mainly refers to the carees. The termhas many meanings. | | ] Generally the term means- progress,
business or the various posts held by a perscn, Career means'Any work paid or unpaid, pursue over anextended pe-
riod of time, can constitute a career. In addiion to formal job work, it may include school work, home making or vol-
unteer work.”

2.4.1 Stages of Career : The best way to analyse and think over career is to consider it in different stages. Ina
book called Human Resource Management refers to 5 stages. It says that every person has to go through five stages.

We begin to think of our eareer during our middle or high school and when we retire our career ends. The entire
career can be divided into five stagesdiscovery, establishment, mid-career, late career and retirement.[2]

Discovery - Inthisphase a person out of many options considers a few. Our teachers, friends, mediums of mass
communications fieip usto choose a career. In this phase we look for the best option. To decide other factors also help
like our inherited profession, interests, expectations of the parents from their children, economic resources etc. Accord-
ingly we choose our branches o knowledge in our graduate and post-graduate phase

Estaliishment - this phase begins with a search for job and procuring it. This is the phase when we come face to
face with the realities of life. We learn new things. Whether we would be able to please our senior, and success and
tailure confrontus. Thisis also a phase of tensions and insecurities and this is the time when a person has a lot of faults
and he begins to learn from them. Gradually he acquires important positions and responsibilities. Although this is the
time when our work efficiency 1s not fully established so we are not given any post of responsibility.

Mid-career— in this phase the problems regarding the career emerge. Some people zo ahead in their career while
some are halted and some sink. In this phase the individual is not a novice so his faults are considered grave and he has
to pay a price for them. The individual grows from a novice to a responsible person. Those who are dedicated, respon-
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sible they are given assignments of responsibility, incentives and promotion. For the others this is a phase of reassess-
ment, chanze in the jobs, reorganizing their priorities and changing lifestyles.

Late career - this phase is important for those who have progressed in the previous phases. They earn respect in
their work areas as senior and experienced and in this phase it is useless to expect them to learn something new or to
experiment. Their job is mainly to guide and to disperse the experience that they have gathered over the years. Thisis
expected of them.

Those who get stable in the previous stages get into a stagnant mode and this phase is not very comfortable for them.
In his phase a person begins to feel that he has begun to stagnate and he loses interest in work. He looks forward to
his retirement

Retirement - for most this last phase is very painful. He has to retire from his work. This is very agonizitig for those
who have worked hard all their lives, been at the top of their professional lives, and created a new identity. Now ev-
erything has to be left behind. Those who have not done anything distinct in their professions the pain of retirement is

less for them. For them it isa matter of pleasure that they would not be so insignificant now.
2.4.2 Phases and Aspects of Career

During our career we acquire many new phases to our life. This can be shown through a table

GONDITION

EXTERNAL ASPECTS

INTERNAL ASPECTS

Discovery

Establishmeni

Mid Stage

Fost Stage

Complotion

*Living Examples and counsel of
Teachers, Relatives, and friends
"success or failure in the school,
interests

“choice of education-ganaeral or
professional

search for a job, accepting.a
profession, extra training)
assuming rasponsibility, béeoming
familiar with officers,, a.pericd of
learning, full expreasicA of one's

capability, transfan, promation

Assuming Fesponsible and
sanaifive wark, maximurm
expression of one's capability, role
of & guide, reaching the top and
sfnbMity.

Decisive jobs, responsibilty of
training athars

Foarmal proparation for loaving tho
job

Develdgmeht of self-confidence,
realizatian of interests
Raalizatlon of one's capabilities
andfimitations

Emrviiopment af will power, goal,
possible options and dedication.

Facing the real world, new waork, a
Tfealing of insecurity, acceptancas,
non-accaptancs of work, a paériod
of trial, making strategies for
progress, hard vwerk, dedication te
the organization, contribution,
switching jebs, intimacy with the
arganization,

Atime of evaluating one's
expactations, security and rest, an
unsasea ovar stagnation, challengs
from new, capable and ambitious ,
naw challenges of work, increase
in accaptanne

Getting ready to leave, lack of
enthusiasm, search for new
sources of saelf-development.

Lirmited responsibility,
recrganization with the family and
society,

2.4.3 Career Development and Planning- It is a fact that we do not invest the same time on planning our ca-
reer as we do to plan our holiday. And considering that wehave to send 4 decades of our life, it is surprising. The his-
tory of successful people tells us that they have planned their career well. Hence what should a person do to move ahead
in his career? The answer is that he must self-assess and plan.

The most important phase after student life is choosing a career, ofien the choice is made by the parents. 1f his
interests and capability match then the base is strengthened but if it is something forced on him by others then in the long
term he will be dissatisfied and unhappy. Hence one must always choose according to one's abilities, not because some-
one else also has made a similar choice.
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There is no specific time for planning a career but one must be alert after class 9th. This is the time when the stu-
dent becomes conscious of his interests and shows his distinction in certain fields like sports, drama, debate, creative
writing ete. If'the student 1s not able to decide about hus interests then he can do so at the graduation level.

Choosing a career1s an extensive process and the first step is to know the self and decide on the direction in which
one wantsto move. The second important task is to research One must minutely study the various fields and then shortlist
some of them. He must also try to find the necessary requirement for the same[ like the educational, practical, and pro-
tessional quahfications]. The third step 1s to choose the career that fulfills the given requirements and the fourth step s
to plan in detail to attain that and the final step is to acquire the qualifications. The sixth step 1s to present one's qualities
i1 & PETSUAsive manner.

1. Self-assessment- An assessment of the self 1s always helpful in choosing career options and you can assess vour
abilities, interests, qualities, weaknesses. Whenever you choose a career your gualifications must answver the require-
ments ofthe job.

2. Ifvoucannot decide which is the best career for vou then through a self-analysis youmust decide what is the
best thing for you to do and which is the job that will give you happiness. Your choice will depend on how well you know
vourselt. For this make a personal inventory and analyse the following points:

A] Personality and attitude- make a List of your virtues like intelligence, decisiveness, helpful,
dedication,organized manner of functioning. Make a tick mark against what you doif't possess but is a require
ment of the job you are seeking. To make a list seek the help of your family and friends and think of'the practicality
and reality of vour list. Select the qualities that you have to work on.

B] Interest- every individual has some protessional pnonties. Acetrding to vocational interest expert, John Hol-
land there are six basic features. Whatever suits your interest you cafi<noose a suitable career

1] Realistic - those with a realistic bent of mind, and whe with their physical ability like to work with machines
and tools should choose work related to nature, constructien, mechanics, engineering, military.

2] Investigative - this defines those who have aninierest in intellectual, scientific work. They are interested in
acquiring new knowledge, facts, figures and analysing them

Career options- educational, research, medical, computer etc

3] Artistic - those with a creative bent of mind and with an aesthetic sensibility can choose- career options - arts,
music, dramatics, creative writing, work at the museum, hbrary.

4] Social - those who are interested in helping others, in training, development can work in this area. They like
to work ina group, share responsihiiity. Such people are élso good orators. Career options - education, counseling,
hotel, airlines, entertainment.

5] Enterprising- this group includes those who impress with their leadership qualities and try to win others to their
viewpoint. They are mterested in power and position.

Career options - sales, business, management, politics or the bureaucratic services. 6] Conventional - those who
work within rulés and like to do things in an extensive and organized way. They like to do the routine work in the of-
fice.

Careeroptions - financial institutions, accounting services.

C)] Educational, professional, and practical qualifications - the educational and other qualifications that you
have acquired in the school, college, university ete. List them and also talk ofthe courses, projects, thesis that yvou have
done.

Also concentrate on the following points

1) Specialization

2] Optional subject

Review thislist and choose five areas which you would like to develop for your career.
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D] Ability and achievements - after choosing a career area make a list of vour abilities and achievements Divide
them into tree groups

1] Distinctive Quality - make a list of vour distinctive qualities like working with figures, making machines, com-
puter programming,

2] Creative skill - in this group includes your language skills and creative writing, traming, hicensing etc.

3. General Quality - this goes for any kind of job like taking initiative to solve problems, managerial ability.

List vour ability from each field and identify those qualities in which you have to work hard.

2.Career Research - after self-assessment make a list of the careers that suits your interest. After that gallect all
the information for the job like qualifications and probabilities of going ahead. Then make a list of institutions frem where
you can acquire these qualifications. Also do amarket study

Improve on your qualifications and for this use the services of an academic adviser, career counazlor. Participate
in job fairs, career workshops or work part time to gain the necessary experience and practical éxposure. By taking
advice from experienced hands in the field vou can get the practical knowledge of the scope, basic requirements and
plan your career.

Choosing a Career - after gaining knowledge from various sources, choose a specific career which
sits your taste and ability and that fulfills vour expectations,

2. Plan of Action-- after choosing a career plan the next step to acquire ikdnd put it into execution

3. Preparation-- Choose the institute that will help you to attain the necessary qualifications for the job.
Update your knowledge, qualifications, training according to your caregr.

4. Present yourself— tryto present your qualifications in an effective manner.

Career Opportunities and Scope - Intoday's globalized world new career options are emerging everyday. And
we can find about these through the internet, television, newspaper, magazines. Research thoroughly about each op-
portunity. New career fields like e-commerce, biotechnology, environmental sciences, voga etc are gaining importance
and there are lots of possibilities. Compare the job requirements and your abilities. Only then go ahead because a right
career isa guarantee of your bright future.

2.4.4 Success in Your Work - after procuring a job itis necessary to keep it and progress. Whatever your work
area, the one who1s indispensable for his employer 1s successful. Thus focus on a few things

Increase your knowledge -- with the passage of time everything changes, like the way people work, and new
areas of knowledge new information keep filtering in. it 1s wise to be updated and to know things so that it 1s easier for
you to work, Ifyou don't do this o would be outdated.

Make attempts, and dream - one must dream. Everyone dreams of success but it is a bitter fact that thereis a
gap between fantasies and veality. And this distance can only be reduced when you work hard to translate dream into
reality. To dream without making efforts s futile. This not only increases frustration when dreams don't materialize or
when one sees ather successful people.

Stay away from the Money Race - salary figurcs arc amajor consideration with the youth today, Generally people
make comparisons with other professionals. This is wrong and one must avoid this race. Before you make demands
try to analyze what you are giving back to the company and if your contribution 1s adequate? If the answer is no then
try to de the work that you are paid for 1t is not fair to compare with others. On the contrary try to see how the other
1s contributing to his company? What are his qualifications? And try to bring the same things in you.

Group feeling - afier joining an organization you become part of a team and your individuality gets lost. Your ac-
tions and your aim should be to work with the team and you should be nd of the feeling of treating work like a burden.
You should work in harmony with the team.

Do not be Impatient about Change - everyone desires a better change but one must not be impatient about this,
First you must find about the nature of work in the company that you wish to join. Also try to gauge what additional
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work will you do there and what do you need to know for that. Try to fit into this demand and then think of switching

jobs.

Be ready - to report to work at a particular time and go away after finishing your work is a dead tradition now. In
the changed circumstances time frames are very flexible and you can be called to work any time. To complete the as-
signment and to work beyond the given schedule is the new ethics. You must strive to do this and eamn credibility for
the same. This willimprove prospects of promotion.

Crisis management - there will be many critical situations at the work place. You will encounter many problems
that yvou may not know how to deal with. This rmight be due to hesitation or lack of ability. Try to do difficult tasks and
get rid of vour hesitation. Thus you will become indispensable for the company,

Learning ability - you can learn in two ways. First related to your work and then apart from it. The moreyou learn
from your work experience the better and it will increase your confidence and make you an all roundet. Such a person
is an asset to any company and will be sort after.

Computer knowledge necessary - this is the age of information technology and every area is related to com-
puter. Many companies rely entirely on computer hence it is necessary to acquire this knowledge. It might vary for dif-
ferent fields.

2.3 Solution of the Problem

Even after making an aim it is necessary to develop your abilities so that you face the challenges of life. We all face some
challenge or the other so the issueis how to face them. How to utilize your ability to face them? How to use the right and left
sides ofthe brain fully? There are tour steps ofthe left side of the brain:

Accept that there is a problem.

Analyse the problem

Consider the options for solution.

Try to concentrate your powers on the solution.

b —

_.I'_-.I.u

1. Acceptance of the Problem - Management experts do not like the word problem, they would rather substi-
e it with “challenge™ o “opponiunity”. Language bas o deep inpact ow mind, By using tenns like challenge o op-
portunity we can give a positive direction to our theught process, The term “problem™ on the other hand gives the im-
pression that there 1s an impediment in our progress. Hence the other two terms ring a positive tone.

People generally are focused on their prablems hence pay less attention to the solution. They will describe the prob-
lem in a great, minute detail. They will talk about its importance and value for hours but will not think ofits solution.

So first we must accept the reality that thereis a problem. Many might feel that this is no big deal and that it is so
easy. Generally people blame others for their problem and do not own the responsibility for the same and raise fingers
towards others forgetting that if vou raise 4 towards others there is one pointing at vou as well. Some people even ig-
nore the problem. They donot want to pay attention to it or disnuss it.

We must changeour personal outlook towards the problem. People generally teel that success spells the absence
of problems but the truth is that life entails problems and problems ensure vibrancy hence we must accept its existence
in our life. Every onc has problems, varicd and individual. So we must accept problems and confront them.

For many itis difficult to accept their existence. They are filled with a guilt feeling that they have done a wrong but
b accépting a wrong they take the first step towards removing it. Hence we must accept that problems exist.

2. Analysis of the Problem - Analyse your problem and clanify it to yourself. Analyse the associations of'the problem
like who are associated with it, where did it happen, when did it happen, how did it happen? Focus on understanding
every aspect of the problem. Do not let it control you, There are might be many painful aspects of the problem and don't
try to escape them but confront them.

3. Considering the Options - Now focus on the possible solutions and on those circumstances, conduct, and ac-
tions that work out a solution. If' we concentrate on the solutions we will definitely think of options that will solve the
problem.
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4. Focus your Energies on the Solution - When youchoose an option as solution then you must focus entirely
on the solution and try not to focus on the problem. And our aim then is to solve the problem and that gives us the de-
sired result. IFwe utilize only the left side of the brain, the conscious mind then the possibihity of solution becomes weak.
There will no new ides or options. For success we must use the right side of the brain, the intuitive halt'as well. With
the help of the science of living we can successfully use the right side and the intuitive half’

3.0 The Process of Acquiring the Goal and the Science of Living

The teacher gave the archery test for Kauravs and Pandavs. They had to pierce the eye of the bird on the tree. The
guru asked each of his disciples what they saw, some said they saw leaves while others replied that they could see the
branches. At last Arjun came and when he was asked the same question he said the eye ofthe bird. He shot the arrow
and hit the eye. So those who focus exclusively on the goal achieve it. Our forces get concentrated whenwe build a
goal and focus on it and this concentration of powers makas an indradual successtul. The rays of the sun do not pro-
duce fire but when the same rays are imprisoned by glass at one place they produce fire. In the same way collecting all
yvour energies at one place and keeping it focused produces the desire results. Concentration s nécessary to be suc-
cessful. In science of living concentration 18 an important concept.

Science of living incorporates meditation practice system. This includes spiritual awakening and development of
the entire personality. This practice emphaises on four exercises :

I. Motivation 2. Loosening the Body 3. Concentrarion 4. Interview

Whether the goal is a short term or a long term it can penetrate into the subconscious through these four steps and
then it will assume a form and through this medium we canachieve health, memory increase, cordial relations and de-
termine goals and achieve them.

3.1 Motivation - every one has varied desires and asprations and he has a strong desire to fulfill them as well but
lack the motivation to do it hence the desires never reach the status of a goal. We need dedication, determination, dis-
cipline and a definite time frame to convert a desire into a goal and this is the motivation. Most of us cannot translate
our desires into goal because their energies are scattered. Aresearch shows that only 4% can make goals the others
st How with the tide

Aresearch survey in 1953in Yale conducted [3] vy the final vear students that focused on questions on the univer-
sity, education, teachers etc asked queries about their lite as well. There was a question asked if people had made a
goal intheir life. Only 10% gave a response in yes. They were also asked if they had written down about their goal and
only 4% answered yes.

Twenly years later they were preparing for a similar survey in the same university and someone asked about the
status of those students who had left the university twenty years ago. We must also survey that he said and everyone
agreed. In the survey it wasdiscovered that while some hed died most of them were alive. It was discovered that the
4% who had written about their goals they were ahead of the 96% of the others. Their life was disciplined, socially vi-
able, healthy and econeically prosperous.

Reasons for Lack of Goal Orientation--- these are the major reasons for lack of purpose---

1. Pessimisma such a viewpoint forces the individual to see only on his obstacles and not on the possibilities so he
can never budid a goal,

2. Fearof Failure many are gripped by the fear of failure. They fear that if they take a decision and do not suc-
ceed what would others say. Soitfthey do not take a decision then there is no question of failure. In reality this escap-
ism is the attitude of tailure.

3. Lack of Determination there are many desires in an individual but none of them strong enough that he uses it to
choose a direction. Hence he can not decide upon anything and build a goal.

4. Lack of Confidence-- Due to lack of confidence we do not have faith in ourselves. We do not realize our po-
tential and ability and so he just allow ourselves to be led by circumstances, other forces and cannot take independent
decisions,
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5. Not Realising the Importance of the Goalwe lack the enthusiasm towards our goal because we do not realise
the importance of building a goal. The present education system or our family structure does not tell us the importance
of building a goal hence most of us do not know its importance.

6. Lack of Knowledge about Ways of Attaming the Goal Usually our education system does not educate about
the ways of constructing and attaining goal so we lack the incentive to make goals.

We can motivate a person to build his goal and thus litt him from his state of apathy towards the goal. Aman can
use his conscious mind and his rational power to build a goal. Once he does that with his determination, dedication and
faith he can develop strong motivation and go ahead in life. Meditation stresses on taking this to the sub-conscious level
to strengthen it more

Ifthe goal does not reach the sub-consious level in very clear terms then at the conscious level we have doubts about
attaining and these doubts become the biggest impediment. Thus it is necessary that we take the goal {Gour sub-con-
scious levels to retain enthusiasm.

3.2 Loosening the Body — to take the goal to the sub-conscious level it 1s necessary that we must be free of ten-
sion and anxiety. In stress we live only at the conscious level whereas in a stress -free framé wie can activate our alpha
level and the right side so that the conscious mind becomes rested and the sub-consciogs level becomes active. We
can reach this state through the exercise of elevating the body.

3.3 Concentration—- in the state of elevation we are m touch with the sub-eomscious mind then we can concen-
trate on the goal and focus on the words and let the exact words sink in and nothing else. f'we repeat the same words
with intense concentration it will reach the sub-conscious level and once itteaches there we can use all our inner pow-
ers and concentrate at one place to attam our goal. We can even be vigtorious by crossing all the hurdles at the con-
scious level,

3.4 Interview - once the words sink in they are connected to ourimagination and we can see our goal played in the mind's
eve like a movie. We will feel that the goal we built is being plaved in our mind's eve and that it has happened and the results
will also appear like a moving film in our mind's eve. [n this exercise the individual to attain his goal can utilize his right side of
his brain to activate his imagination.

With a firm determination and strong motivatiefitirougha stress free mind and by activating the nght side of our brains
when we look fully on our goals there would be no goals that we would not be able to attain. No obstacle can stop us then.
Allthat we need to do s to know ourself and use eur capabilities well

4.0 Practical Exercise to Attain ooy Goal

We must do some practical exercise to attain our goal. Jack Black in his book, Mind Store has given some exer-
cises which can be beneficial to the students and readers.

Without building a goal we cannot evaluate success or failure. Black says “what I mean by success, and for me it
is a life that is in as near perfect balance as possible.”[4] Where is the imbalance in life? To know this we must evaluate
our present. We have iven a few exercises in the previous chapters. We are giving you another exercise that will use-
ful tounderstand the gnbalance in our life.

Life-cyeleé-life is a journcy. We can test how we arc mov-
ing ahead inthis through this exercise called life-cycle.

Take a paper and make a circle on it. Divide it into eight pats
and within each section make evaluationlines and divide itinto 10. -
MNow think about every area of life and draw them within the circle
as given above. |

This exercise divides our present life into 8 parts, This divi- |
sion can be variable. These divisions are family life, social life, personal
development, health, outlook, profession or career, econormic field,
spinitual life.
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1. Family Life - tamily plays an important part in life. Every culture lays a lot of emphasis on family and in the In-
dian system this is given a lot of importance. Family life deals with cordiality in relationships, awareness of responsi-
bilities and duties, discipline as a way of life, propriety, and respect for the elders. The lack of'the above-mentioned
virtues shows a disintegration of values. Family determines an individual's work efficiency, happiness, enthusiasm etc.
you can evaluate what you experience in your family life that is with reference to your inter-personal relations, respon-
sibility, duty, contentment etce, How do you rate your selfinall this? Will vou give yvourself a full 10 marks? Let's assume
that you give yourself 5.

2. Social Life- our life 1s affected by the society we live in. by society we mean friends, colleagues, officers, ev-
ery one we come in touch with. To what extent are we conscious of the needs, suffering, pain of others? Dowe care
tor others? Do we respect the independence of others? What do we contribute to the society? Do we rise above our
selfish interests and think of others?

Such things help us to evaluate an individual in society and these in turn fetch him recognition, aveards, respect in
return and gives the individual a sense of contentment. Are you satisfied with your role in the social set-up? Evaluate
vour self. How many marks would you give yourself? 3, let's assume.

3. Personal Development - the key to success in life 15 to develop vour capabilities and to strive to develop
your physical, mental and emotional capabilities. Mental development is possible with & zest to learn more and more,
to know new things. By learning techniques that will help a person in his goal, to'lead a purposeful and contented life,
he can move ahead in hfe. There are some who think very presumptuously that they know every thing so they close all
the doors of personal development. Where do vou find vourselt? Assess, How much will you give vourself? 7, shall
we presume’?

4. Health- Asound healthis the base of every activity. Knowing this how many of us are conscious about sound
health? Are we captives of bad habits that are detrimental to our health like taking drugs? Do we eat for our taste buds?
Are we taking a balanced and healthy diet? Are we balancing currwork with rest? Do we exercise regularly, do yoga?
Do we do meditate to rehieve the stress? Are you healthy or unkealthy? Is vour life style compatible to a good life-styvle?
Assess. How many marks do vou get for this? 677

5. Outlook - our outlook is very important. Liteisa hurdle race and we have to reach the winning post crossing all the
burdens. Some people run with their view on the final destination and reach the winning point crossing every obstacle. They
do not bother about the obstacles nor are they pazzled by it rather they run. There are those who worry about every hurdle
and lose heart and they stop there and do not iove ahead. Doyou think more about vour hurdles or your goal? Do you lose
heart over failure and leave all efforts or meyve ahead optimistically learning from you failures towards your goal? Assess your
self. How much do vou score? 47

6. Profession - for most e us economie satisfaction depends on our work. Are you satisfied with the work you
are doing? Do you know your goal? Are you interested in the work vou are doing? Do vou feel contented? Are vou
dedicated to your work? Assess vour self. What is your score? Let's give vou.

7. Economic Life - Wealth is an important medium of managing life. Want of money can deprive us of even the
basic necessities of life and excess of wealth brings its own share of problems. It can lead to luxury, misuse of money,
greed, fears, pride ete. by economic life we mean how much money do we have?

What is our putlook towards wealth? Do we consider it ameans or an end? Do we i F
misuse it? Are we contented wit the money we have or are we unhappy? Do we feel ,
secure ar insecure” Assess how much will you give your self? / by

Spiritual life - spirituality means an awareness of vour self. Some people con- g, NS
sider it important while for others it is immaterial. Spirituality prompts usto know about e
ourselves and we have ways of developing our ahilities and controlling our weak- LT
nesses. Do we consider this animportant phase of our life? Are we conscious about ' B
it? Are we striving to attain it? Assess how much yvou score? 377 '

In the above-given diagram of life-cycle evaluate your progress every two months, 7 ]
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Now mark every sphere of lite in the life-cvcle as given in the diagram. Do these cycles help you to live life easily? This
will help you to record your progress and maintain a balance and also indicate to you what phase you must pay more
attention to,

Exercise 2

Assessment of Your Values - By not assessing vour life you tend to get depressed and downcast. Therefore note
down every achievementbig or small and evaluate them. This will make you feel contented and happy.

Exercise 3

Relinquishing the Abandoned-- our life is imprisoned by the past and this can be an obstacle for the future. Spare
a day in the week to evaluate every thing. Throw away what you have to dispose off. Clutter takes a lot of space in
our life and does not make way for new things, so taking stock ofthings will help vouto list items that are imhecessary.

It will make you feel lighter as well. Similarly try to repair the cracks in your relationship and rid vour self of anger and
revenge and cultivate the habit of forgiveness. All this will save our energies from being wasted.

Exercise 4

Build a Goalit is not easy to construct a goal. Te pressures of the past and the unpleasani experiences of the present
can be an obstacle in planning a future. Still let us consider what are the changes that we desire in the coming one year?
What are our expectations and aspirations? Make an annual and tri-monthly program. The table given below will help
you to char out vour short term and long term plans:

Area oflife Short term Goal Long termGoal
Family

Social

Personal

Health

Outlook

Profession

Economic

Spiritual

Exercise 5

Plan of action-make a plan of action to attain your desired goal. This will be a motivating factor because with a
weak will and lack of motivatioryeu cannot achieve your goal. Forevery goal prepare a plan of action.

On separate sheets writedawn clearly and specitically your goal and also resolve that vou will try to achieve this.
Such a step will help your seb-conscious mind to fulfill vour goal. A vague and ambiguous goal will never be fulfilled
and is as good as nogeal. In the description and resolution of a goal it yvou have a diagram in your mind then include
that too in your planef action. This will gear the sub-conscious mind to fulfill the goal. Also note the time frame when
your want the gaal to be achieved and then put vour signature

Area. . eeeeeeeodate L long-term® Short term®

RO It O,

D T O
Diagram

Signature
Date of planning----==--====mmammemmmmmmemmme e e Date of'achievement......................
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Review--- Make it a daily habit. Before retiring for the night , meditate. With your mind's eye try to peep inside.
Look at every page of plan and make this a daily habit. This will automatically bring positive people, situations and op-
portumties vour way. The sub-conscious mind 1s like a wareless transmutter that wall automatically do its work so keep
in touch with it,

Exercise 6

Dairy write down the ideas, suggestions, fancies related to your goal that flow into your sub-conscious mind in your
diary. This will prove to be very helpfiil.

Exercise-7

Dream- analysis -— dreams are an important indication of the happenings in vour ife. Make it a habitto make a

note of your dreams as well and analyse it. Review it in the evening. This will help you to find out what yourare dreams
are indicating.

Description of the dream

Its relation to the past Its relation to the sresent

Its relation to some other incident of your life

Exercise 8

Churning — every morning before you begin work write down twenty ways of achieving your goal. This will help
your sub-conscious mind to express itselfin a tangible, wntten word. In the beginning you may have nothing to write

but after some days there will be a surge ofideas to scribble and this wili surprise vou and these ideas will prove very
useful to you

Summary of Exercises

1. Ewvery two months evaluate your life-cycle. This wili belp vou to establish a balance and make it easier
to make new goals.

2. Every night before retiring to bed evaluate, Let your thoughts sink into the sub-conscious.
*Analyse your dream
*Note down your achievements
3. Write down any idea that comes to you evenif its midnight.
4. Check your tings-to-do every morning
*decide upon the work during the day
Fwrite down 20 ideas related to vour work.
5. Inthe day find time for loosening the body
*before any important work try to do a mental exercise
Summary
1. Man is & wonderful being. Ifhe wants he can make his own destiny. For this he has to dedicate himself after fix-
ing a gal and drawing a plan to attain it.
2. Attainment of one's goal spells success. A successtul personality has dedication, motivation, determination, self-

confidence and knowledge of his goal. They have immensz energy, visionary outlook, and exemplary courage. They
also use their mental capability to its maximum

3. Man has nmmense capability. The mind makes goals and attains it. The left side of the brain which is the rational,
conscious halfhelps to build a goal while the right half, the intuitive, imaginative side helps to attain it. Goals that remain
in the conscious half gets embroiled in doubts and can never be fulfilled. Through meditation and review we can pro-
gram the goal to sink into the sub-conscious level.
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4. A goal has four forms 1.the ultimate aim 2. life's aim 3 choice of career 4 help in sorting out the immediate problems

5. Career can be divided into five parts---1 discovery 2. establishment 3 mid career 4 later stage 5 retirement. the
most important factor for progress is evaluation and this can also be divided into 3 steps—- recognizing the self, de-
ciding the area of work and tryving to find the realities behind the profession.

6. In the science of living four steps are stressed and they are-—— | motivation 2. Relaxing the body 3. Concentra-
tion 4. interview

7. To attain the goal certain exercises can be practiced every day like 1. reviewing your daily cycle 2, evaluating your
achievements 3. throwing away the unwanted 4 making a short term goal and plan of action 5. review and practice of
meditation 6 writing a daily diary 7 dream analysis 8 churning of ideas.

Questions
Essay Type
1 Discuss the basis and process of constructing a zoal and attaining it'
2. Discuss the stages of career development and draw a plan for its growth. Short type-
1. What are the reasons for alack of purpose?
2. Discuss the meaning of career and also its phases.

Objective Type
1. Ifmanis the maker of his destiny then what should he do to build has life?

2. What is the literal meaning of success?

3. What are the qualities of a successful personality”?

4. What are the four signs of success?

5. building a goal 15 the work of --——--——-—— mind

6. Attainment of goal is related to-—------=-mz-irimunm- work.

7. Into how many pats can you divide goal®

8. What are the three phases for individual career development?

9. To sort out a problem what are the things one must concentrate on?

10, Into how many parts can we divide the evaluation of present life?
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Unit-2 Development of Capabilities
Chapter-5 : Development of Will Power and Imagination and
Preksha Meditation

1.0 Introduction
2.0 Capabilities
2.1 Isit difficult to increase these abilities?
2.2 Why develop them?
3.0 Development of Will-power
3.1 What is Will Power?
3.2 Types of Will Power
32 1 Clever Resolution
3.2.2 Strong Resolution
3.2.3. Spirtual Resolution
3.3 Strong Will and Weak Will.
3.4 The Strong Willed Persons
3.5 The Weak Willed Persons
3.6 Use this too
3.7 Development of Will
3.8 Levels of activating the will power
3 8.1 Clarity of Purpose -
3.8.2. Priority of Purpose -
3.8.3. Control and Renunciation -
3.8.4 Determination and Renewal -
385 Planning -
3.8.6. Activation -
3.9 Test Yourself
4.0 Questions
5.0 Imagination
5.1 Typesof Tmaginaticn
5.1.1 Repreductive Imagination
5.1.2. Comstructive Imaginations
5.1.3. Passive Creative Imagination
5,14 Active Creative Imagination
5.2 Use of Imaginative Power
5.3 Ways of Developing the Imaginative Power
5.4 Learning Irom Dream
5.5 Imagination and Thinking
5.6 Imagination and Memory
5.7 Imagination and Perception

5.8 Tmagination and Image
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1.0 Introduction

In the previous chapters we have learnt the ways of self-management and studied the various concepts related to
the same, about the ways of'increasing self-confidence. Inthis chapter we are going to concentrate on the abilities of
an individual, how to develop them, what is the role of preksha meditation. Also what 15 determination? What do we
mean by imagination? How can we develop these through preksha meditation?

Purpose
1. After going through this chapter you will know abcut the capabilities of a person.
2. Youwill also leam why we should develop our capabilities

3. Wealso learn about determination and ways of developing it. After reading the chapter you will be able to an-
swer such questions.

2.0 Capabilities

Human disposition 1s always on a quest. It 1s his instinct to seek and to do this he utilizes his capabilities. His abili-
ties lead him ahead. He has general qualities and some distinct ones. These abilities are inhierent in him and they are
interlinked with each other. Abilities are the tools of an individual that refine his actions and development.

His capabilities play an important role in his process of learning and the art of living. The seven personal abilities
help an individual to go ahead inlife. These are-- will power, imaginative power, thanking power, experience, intuition,
sensitivity, memory, Generally it is believed that these are lzarnt in the school and that once we cross youth these can-
not be developed but psychologists have emphasised that these abilities can be increased later too.

2.1 Isit difficult to increase these abilities?

It might be difficult but it is not impossible. These abilities are the inherent functions of the body and the mind and
these are inextnicably intertwined hence it becomes difficult to differentiate between them. To develop these it 1s nec-
essary that we understand them well. Each one of them can be developed and once they are developed the physical
abilities can again complement each other and help in the development of mankind. For instance when we begin to learn
to ride a scooter all its components like clutch, break; steering are different entities and we have to pay individual at-
tention to each one of them. But once we learn togidé the scooter we can control every part and the whole. Similarly
we must recognize our abilities individually first and develop them as such. Once developed they construct the entire
personality.

Points to remember;:

Each one of us possess some abiisybut it can be possible that we are ignorant of these. Hence we must recognize
them first and search for them within us. Once we are aware of these abilities then we must develop them. We can do
s0 according to our motivation, energy, and necessity and make our ife  successful.

2.2 Why develop them?

It 1s necessary to develop our abilities so that we make our life meaningful and do all our work efficiently. As men-
tioned earlier we néed to develop sevenindividual abilities. By developing our will power we can fulfill the goals of our
lite. We can even attain communion with god through our will power. By developing our imaginative power we can be
successtul inreany areas of our life. It increases our creative and meditative powers and also develops our internal world.

According to psychologst Carl Jung reflection, expenence, sensitivity and inturtion are the pnimary functions of the body
and the miind. Deliberation and experence help to understand the world and through these we can know the personal, pur-
poseful, and theemotional world around us. Through sensitrvity and intuition we can gather information from the world out-
side and percerve them. Through the five senses we can gather mformation and through perception analyse them through our
intuitive grasp of things. We generally have one of these functions highly developed while the others may not be so. Forin-
stance ifwe can ruminate well, our experiential powers, sensitivity and intuition might be weal.

Jung had described the insular and the outgoing types of people. He said that if we have to increase our self-worth
and self~knowledge then we must increase the four fumctions. We must also try to see which is the strongest of these in
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us and which is the weakest. This analysis will help us to know these functions intimately and help us to do any planned
work that we want to complete

Through certain psychological tests we can come to some definite conclusions about these functions and choose
our work accordingly.

Memuory has animportant role to play in our lives. A person with strong memory 15 likely to have a distinct person-
ality. He has the ability to remember people, events, happenings or even names and this has a positive impact, Our memo-
ries can get dim but they do not disappear. In our everyday routine we gather so many kinds of information that goes
into our storehouse of memory. [fwe gather our information in an unorganized way then our memory gets distorted or
lessened. On the other hand if we gather information in a systematic manner and be alert then it never fades

We can conclude that the above-mentioned abilities are necessary for the development of the personality, for at-
taining the aims ofour life and these can become an effective medium.

3.0 Development of Will-power

Often we wonder and worry if fate is the deciding factor. Is our life and future determined by biological factors or
by social factors? Or are we controlled by some super power? Can we change our life and future? Or are we fatalis-
tically inclined? Do we work according to fate? Do we live by our destiny? If that is so then our choices are narrowed
down and we can limit ourselves to a particular area. Hence we must move bevond these constraints for our develop-
ment. Without a will-power it is not possible to progress inlife. With a strong will power we can accomplish the most
difficult tasks but if we have a weak will then we fail in evervthing we do.

When we study the personalities of the great we realise that the main quakity they possessed was a strong will power.
Mahatma Gandhi with his indomitable determination led us to freedom. The imperial British power had to give way to
the strong will power of a frail- looking man. The rishis and ascetics of our past did penance and achieved salvation
only because of a strong will power. Many seckers have seen or atiained God, again only because of strong will power.

Even around us we see that people who are determined achieve success in every field. Failure is miles away from
him.

Students attain the highest honouwrs on the basisuf e band work they do, resuliant ol thein detenmination, Sini-
larly in business or in every field a determined, resolute person is always successful,

3.1 What is Will Power?

Will power is, generally speaking, the determination to finish a work, to complete the work undertaken in some way
or the other irrespective of the difliculties, Bome people also define it as forcibly keeping our sway over things and getting
it done. But this concept is partially #icceptable because it rests entirely on discipline, control, and sway.

Some people do not recegnize the direction of their work hence they cannot do the work effectively. And some
due to some conflict cannot Channelise their energies in the proper direction or use it well. They cannot coordinate be-
tween their aim, abilities and their actions. They do not have faith in their capabilities hence they do not use their will
power properly.

Will power s usmig those abilities that we are aware ofn a definite and conclusive way so that we focus on our goal.
Will power is to récognise our abilities in a constructive and positive form and use it to our advantage in a determined
way.

Thuis we can define it and call it the creative and positive function that motivates us in a definite way to worthy tasks
and pulls us away determinedly fromunworthy actions. It is will power ofthe mind that compelsus to do a worthy task
in favourable or unfavourable, known or unknown circumstances and also forces us to avoid a worthless action.

3.2 Types of Will Power

Different kinds of people have different levels of will power. Some have very strong will power while others have
a not so strong will power and some are very weak willed. So often we say about others that x has a strong will power
while yis not so resolute, or that his will is like a wall or a rock.
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The psychologist, Robert Asagioli has categorised different tvpes of will power. He has stressed emphatically on
three kinds : 1.Clever resolution 2. Strong resolution 3 Spiritual resolution

3.2 .1.Clever Resolution : Such resolutions help one to fulfill one's resolves and wishes in a clever manner. They
are very helpful in fulfilling one’s wishes and resolves m an mtelligent manner without harming the interests of others and
it also refines various aspects of an individual's personality. They also help in changing one's life-style, building values,
increasing work-efficiency. To do a work is also an art and how cautiously, devotedly and efficiently we work is an art
and this skill is not commonly found n everyone. We can, however develop this skill through an intelligent management
of pur talents.

3.2.2. Strong Resolution : This resolution involves that we fully understand our capabilities and use them for deing extra-
ordinary things. Peaple with strong resolution have a fighting spirit and get over their problems and obstacles with their grit.
They even conquer incurable diseases with their determination and indomitable strength. The Mahabharat tefls us how an or-
dinary child like Devdutt with his strong resolution was converted into Bhishma Students who have strofig determination
move towards their goal in a definite manner and attain success. It was sheer determination that miade a deprived child
like Eklavva a skilled archer. His determination prompted and motivated him to learn archery despite adverse circum-
stances.

3.2.3. Spiritual Resolution : Such resolutions help anindividual to understand themeaning and purpose of life and
also to fulfill them. These raise an individual above the common plane and take him beyond the worldly aspirations and wishes.
These also help us to know the beauty abounding in nature, around us, the love creerfiowing the creation, We also know of
justice, divinity withinus. These resolutions play an important role in developing our spirituality, devotion, philanthropy and works
torhumanity. These resolutions helpuso attainlevels of devaotion. These also pivethe seeker miraculous powers like walking
over water, be in a trance for months, starve, or even become invisible:,

3.3 Strong Will and Weak Will : Aswe have already seen g strong will power constructs a new vision, a differ-
ent way of living, Many of us are not able to build a constructiveife style because they lack a strong will, This leads us
to conclude that people have strong wills or weak wills. Obsicusly the two kinds of people differ widely from each other.
We are listing the difference:

3.4 The Strong Willed Persons : We can detect the tollowing qualities in the strong willed persons:

1. Psychologically they are stable.

They are dynamic, energetic, and quick,
They are skilled. controlled and discaplined.
They are alert and focused.

They are determined

Patience is one of theirmaior virtues.

They always take the Jead in any work.
They are enthusiagtic and courageous.

9. They are cleverin co-ordinating things

10, They are alst good at managing.

11. They are committed to their work and they also raisc their voice at anything wrong,
12. They are confident, and self-disciplined.

3.5Tme Weak Willed Persons
The following signs define the weak willed:

R

1. They are very unstable psychologically and their thoughts too are not stable.

2. Such people can never express their opinion on a public platform like a seminar or an assembly.
They are usually quiet.

3. They areunstable deep inside and go through turmoil.
4. They are confused in their actions too.
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5. They can never finish their work within a given time frame.

6. They have mferior complexes.

7. They are usually tired and exhausted and cannot do a work on their own. They lack confidence
and disciphne.

8. They donot have the power to oppose others.

3.6 Use this too : Use this chart to analyse vour self, and to study the weak holes in vour will and also to deter-
mine where vou need to strengthen vour will power and to assess your trump points,

3.7 Development of Will : To develop vour will 1s difficult but it 18 not impossible. The weak willed can develop
their will power easily if they follow the ways given below:

1. Tofortify our will we must begin by taking up small, achievable resolutions. We must first meditate onvwhat reso-
lution we have to develop for a particular work, then fortifving ourselves we must patiently work towards that. In this
we must know our capabilities necessary for a particular resolution. We must use abilities well to.develop our resolu-
tion. And if there is anything lacking then we must develop that. This can help us develop our resolutions strongly and
skillfully.

2. By following certain rules we can develop our will-power. In this we first make stmall resolutions and then we
strengthen it by working on our sentiments towards them. Thus we can increase our will power,

&

3. Every day we must make targets of minor resolutions and determine to achieve them. We must say that by this
specific time I will study this much. T have to get up at four in the morning. Make resolutions like this and with grit and
determination try to fulfill them. This will increase your will power,

4. Regularly do some breathing exercises, pranayam, and meditafe. This helps to develop the will power

S. The easiest and the most effective way to increase your will power is through self-perception. If you do the in-
trospection exercises regularly it will have miraculous impact o ypur will power

3.8 Levels of activating the will power: Resolutions can be activated at 6 levels:

1. Clarity of Purpose 2. Priority of Purpose 3. Control and Renunciation.

4. Determination and Renewal 5. Planning 6. Activation

3.8.1. Clarity of Purpose - To put our resélutions toaction we firs be clear about the purpose of our work and
also evaluate the purposes in the context of our values, Then stimulate our motivation sufficiently and once the purpose
is clear and the motivation is also animated then use our resolution well.

3.8.2.Priority of Purpose - we must fist prioritize our purpose and set a particular purpose above others. If we
try toy fulfill multiple aims at the sanie fime we will he scattering our strength

3.8.3. Control and Repaniciation - to fulfill yvour purposes you must proceed patiently and be controlled in your
approach. Impatience is an obstacle and weakens our resolves and will power. It is also necessary that we make a reso-
lution and focus entirely o that. To have more than one aim can prove to be detrimental to the attainment of the aim.

3.8.4. Determinaiion and Renewal - we must be determined to achieve our purposes and when required re-
new and revise the decisions taken earlier to fulfill our purpose. This increases the certainty and psychic strength.

3.8.5. Planning - to achieve our purpose we must make a step by step plan and follow it meticulously and also
chart the various steps required. We must also study the origins and possibilities involved in this.

3.8.6. Activation - after completing all the stages resolve to fulfill your purpose and attain your target.

3.9 Test Yourself

1. Clearly comprehend the varnious stages of resolution and try to see which phase gives you certainty, determma-
tion and strength, And what stage requires special attention.

2. Read about the life and personality of the great people. Study their achievements and mode of work and make
a companson with your own life.

3. Regularly in the morning and evening do relaxing exercises and improve your will power.
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Questions

Essay type

1. What is will power? Elaborate on the different types of will power.

2. Discuss the characteristics of the strong willed and the weak willed.

3. Explain the ways of improving your will power,
Short Type

S o

What do we mean by human capabilities?

What is will power?

What are the different kinds of resolutions?

Write down the characteristics of the strong willed.
List the symptoms of weak willed persons

What should we do to increasc our will power

Objective type

ok kb~

Human abilities are the psychomatic------—-——- functions.
Human abilities are-——--- 114 2]6 318 4]10.
According to Carl Jung ~——---—————- are the basic abilities of the body and mind.

To develop will power we must------ - ---

There arg -———-—---- stages of activating our resolutions.
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Part-11
5.0 Imagination

What is imagination? Imagination is a mental process through which a person, based on his experience, can create
something new. [tis a mental ability that raises or creates animage in us and we give it a real shape on that basis. Itis
an activity starkly different from reality and it helps us to see a different world. Imagmmation is opposite to the real world
we inhabit.

Woodworth, the famous scientist, defined imagination as mental manipulation. He says that just as we decorate old
things in a new fashion so our imagination recasts our experiences into a new garb. Many of our plans are converted
into a reality only because of our imagination and this helps us to save out time and energy. Imagination and reflection
are mental activities but both are entirely different. Reflection involves the solution of'a problem. Tt begins with a prob-
lem and ends with its solution and the solution is not physical but mental. But in our imagination we do mental manipu-
lation. For instance to furnish a room with a decorative item or a piece of furniture we use our imagination because this
isnot a quest, norisit a problem that requires thought or deliberation, Rather we need our imagination to place things.
But due to some reason if an individual cannot arrange the piece of furniture then a problem arises. We have to find a
person who will do the work and that might mean hunting for such a person. If the hunt is 2 mental exercise thenit is a
process of thought. To hunt for such a person we have to be mentally involved. So we tan say that reflection is a men-
tal quest whereas in our imagination we manipulate or recreate. Imagination is independent and free while reflection 1s
a controlled mental activity, Imagination seeks a free, unrestrained expression af'thoughts while reflection is curbed by
thoughts. Imagination has no goal while thinking involves a goal. Imagination frees us from the fetters of thought that oth-
erwise Imprisons us.

Imagination can be creative or repetitive that is it can be a repetition of an existing image or a re-creation of an old
image or anew creation. We all indulge in various types of imaginations and these can occur as visual, aural, and ki-
netic that is relating to the seen, heard, and to the dynamic activities, Some people have distinct imaginations while some
are deliberate and desired. The spontaneous ones are easter than the deliberate ones. The desired ones are very diffi-
cult and these require training, determination and concebtration.

Images play a great role in imagination. Generally imagination involves images but the two are not the same because
unages might be a part ofimagination but images are not always imagimative. They can be real or constructed from
Memory.

According to scientists the nght side of the brain activates the imagination and this 1s beyond reason or words. This
is not bound but time but beyond time, I the imaginative world the things and the fluids are different from what they
are in the real world. Imagination igaworld of possibilities and impossibilities. It is a powerful and effective world that
teaches us many things and helis us to construct images. This also increases our memory and mental powers. We can
also change our physical activities on the basis of our imagination. The latest research shows that many sportspersons
have, on the basis of their imagination, increased their muscular activity and the mobility of their body. Some players
imaginatively practies their strategies and convert these into reality by performing well.

The humamgrian psychologists feel that imagination plays a vital role in human life, it is stress-buster, We can fulfill
oun unfullilled desres through our imagination. We have sommany desires that canmot be fullilled or are Gustated by the
social system. 5o 1t creates a turmoil within us and we have to repress our desires because of social, farmmbial, or exter-
nal reasons. When they are repressed they enter the region of the sub-conscious and come out as dreams, daydreams
or someother means. Poets, sculptors, painters, novelists and story writers convert their unfulfilled desires into poetry,
painting, novel or a story

5.1 Types of Imagination : As we have already categorized an individual indulges in many types of imagination
like auditory, dynamic, spontaneous, deliberate etc. These can be broadly classified into two. The psychologist Drever
has classified imagination into:

1. Reproductive Imagination
2. Constructive Imagination.

YOGA & SOL/P-VI/ST



5.1.1.Reproductive Imagination--- Such imaginations are prompted by external incidents like by our reading of
stories, general incidents, and historical happenings. The characters in these are animated and become alive to us

Hence this imagination takes its source from the materials that we read and this becomes alive because of the sto-
ries that we read. While we read we feel that we can see everything happening in front of our eyes. So we can infer
that the external events, stories are reproduced in our imagination.

5.1.2, Constructive Imaginations---—- Creative imaginations are directed internally.

Just as in reproductive imagination is determined by external factors so inthis type of imagination it is the
individual's independent and internal imagination that works here. For instance the creations of a poet, novelist, story
writer involves the imagination of the individual. These can be further divided into two:

5.1.3. Passive Creative Imagination - This |
is also referred to as the uncontrolled imagination. i Visual) \ P ,’J, {Reparductive)
Thus type ofimagination flows unhindered without / '
the effort of the individual and this also dissolves | T [ _
ofits own. When the imagination flows without a (Auditeryy ————— (Imagination) :— (Comstructlive)

break and dissolves automatically then it becomes [ {2 fx’ ‘-H
passive. These are closely related to our mental (Spontansous) L7 N 3

states. They are shaped by them. Day dreaming

X . e i L I{lutr.:ltima]j [Active) (Passive)
or dreaming are part of passive imagination. In re- X |
ality our unfulfilled desires are fulfilled through this. / \
Dreams are a kind of passive state of imagination I e
in which theindividual fulfills hisunfulfilled desires. (Prugmmatie) (Aesthetic

Freud, Jung and Headfield have researched ex-
tensively on this,

5.1.4. Active Creative Imagination : These differ from passive ones. They have a definite motive of creation for
a purpose. They are controlled and not unhinged like fhe passive ones. On the basis of the previous experiences an
individual creates something new and this can be illystrated by the examples of painters, poets, scientific discoveries.
An active creative imagination contributes to ali this and helps build new machines, vehicles, bridges and such things.
We can further sub-divide thisinto: 1. Pragmatic  and 2 Aesthetic

Pragmatic imagination involves some distinct constructive work and scientific research. When we use our imagination to
prove anincident, fact or theory then it igealled theoretical, pragmatic, and active constructive imagination. When weuse our
imagination to createa thing to expesitaent then it is using our imagination in a pragmatic way. For instance we have to imagi-
natively chart a map to construct4 bridge or a dam.

Aesthetic imagination rélates to arts, music, and literature. The poet imaginatively recreates an aesthetic
world in his poetry. This iniagination is both aesthetic and agitating.

5.2 Use of Imaginative Power-

Improyes memory and mental powers

It strengthens the plans

It helps in the learming ofnew subjects.

Helps in the construction of new things

Very useful in the construction of dams, bridges, buildings and maps etc.
Useful in literary creation and writing.

T B b =

5.3 “’ayﬂ of Developing the Imaginative Power

1. We can make use of Preksha meditation to increase our imaginative power very spontaneously. The lesser the
amount of stress and anxiety the better will be his imaginative power. Stress isthe greatest hurdle ofthe imaginative pro-
cess. The imaginative process involves mental manipulation and for this to happen smoothly an individual must physi-
cally and mentally be relaxed. For this many psychological and meditative methods are prevalent but preksha medita-
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tion is the easiest. If'we practice certain things in preksha meditation then we can increase our imaginative power. Ev-
eryday if an individual practices relaxation of the body and then does breathing preksha and then concentrate on the
seeing centre then the imagmative and the intwitive powers improve.

2. Stare at any object for one or two minutes and then close your eyes. Now with eyes closed recall the same
object, see it in your mind through your mind's eye. Try toretain the object in your mind as long as possible. Thisis a
difficult activity in the beginning but after a few times it gels easy. For some people it is difficult to recreate the entire
scene but they can imaginatively recollect parts and pieces of this. With regular practice we can recreate the entire heart
in the mind. Some people can recreate the scene but cannot retain it for long. But with regular exercise this retention
can be increased. For this we require a strong determination. We can begin this exercise with one object but we can
gradually increase the range and with practice see the thing inits entirety.

3. Many times when we want 10 imaginatively see a scene or object in our mind's eve we see sarne other object
or scene. These can be part of an earlier imagination. These marked scenes might be part of an earlisrimaginative ex-
perience. Some of the signs or symbols might be many and might appear again and again, In reality these symbols point
to some individual characteristic. Hence we must analyse them try to understand them.

5.4 Learning from Dream

Scientists, psychologists, philosophers, and theologians all over the world give a6t of importance to dreams. By
analyzing our dreams we can know our mental conditions. Many of the dreams point to an event and forewarn us. These
are called divine or pera dream and they are seen by people of an evolved conseiousness and they tell us a lot about
themselves. Its processis like this:

1. Dreams are a natural process which 1s automatically imagined, The scenes or symbols that we see are related
to the individual's personality and behaviour,

2. By relating our dreams in the present tense as if they are happening to us now to yourself or to our friends, we
can learn a lot of things.

¥

3. Choose those parts, sayings or scenes of a dream that affect you and then try to think how these
parts affect vou, What are these scenes and sayings trying to tell vou? By examining them we can leam alot of things.

4, Trytorecall every incident of a dream and se¢ them again in your mind, In this way we will become familiar
with every aspect of the dream and also know its purposes.

5. Trvtoreplay the ending of the dream and also analyse the information it gives you.

6. Keep apenand paper handy wath vou, near your bed and write everything that vou see in your dream.

7. Writing about our dreams ind its symbols tell us alot about ourselves and we canlearn alot like this,

5.5 Imagination and Thiknking : Aswehave already said that mental capabilities are interlinked and mterweaved. The
same applies to imagmation and thinking. As a mental process both are the same. Sometimes it is difficult to differentiate be-
tween the two because hotlyare the same, but both have different objectives. Through our imagination we can amend, re-
construct or change an object whereas thought process solvesthe problems arising from this.

A problem is sofved through a process whereas through an imaginative process we can solve problems in multiple
possible ways, Thinking is a controlled mental activity whereas imagination is unhindered, uncontrollable.

5.6 lmggination and Memory : They might both appear to be similar because both relate to the experiences of
the past, But their processes are different. In memory a person relives his past experience but when he uses the same
experience to gernunate and recreate something new then it 1s called imagination. Hence immagmation  depends on
memory. Sometimes memories also depend on imagination. For instance while relating a scene we might forget cer-
tain details then we use our imagination to fill the gap. But this is not applicable always. We cannot fill the gaps in the
memory through our imagination, For instance in the examination ifa student cannot recall a certamn topic he cannot rely
on his imagination to bail him out.

5.7 Imagination and Perception : Imagination and perception are similar in a couple of ways but there are cer-
tain differences as well. In both the processes the individual's experiences of the past are important. Just as perception
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is guided by tendencies, interests similarly imagination is also guided by these. But there are many differences between
the two processes. For instance while we perceive, some stimulus is present before our faculties, whereas in an imagi-
native process this 1s not required. So this means that whileimagiming, an object 1s not actually present before our eves
whereas this happens in the process of perception. While perception is about the present object or event, imagination
does not require an object to be present. In our imagination many of the things might be real while perception deals with
real things.

5.8 Imagination and Image : Imagination and image are mental processes. Often they are mistaken as one. In
many ways they are the same because both deal mainly with perception. Just as imagination is not possible without prior
perception similarly image is also constructed by things or events shaped by our perception. The only difference is that
in an image the process of perception involves a reawakening while imagination creates something new.

Questions

—

Essay type

What is Imagination? Describer its different types in detail.
Describe the different ways of increasing vour imaginative power.
Short answers

What is imagination?

What is the difference between imagination and reflection?
Briefly describe the different types ofimagination,

What is the difference between imagination and memory?

What is the difference between imagination and perceptioni!
Objective Type

Woodworth has called imagination aa —-----—-—s=smm—mamemmmun

e o SR S

Imagination is mainly of two types. They are-s------------ and -=eeeememmemmaenan
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Unit 2 Development of Capabilities
Chapter 6 : Developing the Thinking Power and Control of

Emotions & Preksha Meditation

Pari-1

1.0 Objectives
1.0 Introduction
2.0 Thinking
2.1 The Nature of Reflection
2.2 Definitions of Thinking
2.3 Factors of Thinking
2 4 Thinking, Imagination and Memory
2.5 Thinking and Memaory
2.6 Materials or Tools of Thinking
2.6.1. Object
2,62, Concept
2.6.3. Symbols and Signs
2.7 Thinking Framework
2.8 The Basic Skills of Thinking
2 9 Development of Thinking and Preksha Meditation
3.0 Questions
4.0 Emotions and Their Control
4.1 What are Emotions
4 2 Silenct Features of Emotional Balanced Person
4.3 Discovering your Emotions
4 4 Refining Emotions
4 5 Expression of Emotions
4 5.1 External Changes
4.5 2 Internal Changes
4.6 Controlling Emotions
3.0 Questions
0.0 Ohjectives
1. The objective of this ehapter is to familiarize you to the concept of reflection, its basis and its basic qualities.

2. We will also comsider how preksha meditation and the science of living can contribute to the increase in the power
of reflection.

3. After going through this chapter you will be able to handle questions on the different types of thinking processes.
4. You will also know what we mean by emotions
5. You will read about the features of an emotionally balanced person and also about the refining of emotions.

6. We will also talk about the interal and external changes that come about in a human being while expressing emo-
tions.

7. And finally vou will know how to control emotions.
1.0 Introduction

In the previous chapter we discussed will power, and the development of imaginative power. We also studied the
role of preksha meditation and the science of living in the development of these powers. In this chapter we will read
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about the power of thinking. What is its nature? What is its basis? And how can we develop our thought process through
preksha meditation”? We will also cover emotions. How can we control emotions? Also we will work on the role of
preksha meditation to control emotions and develop powers of thinking,

2.0 Thinking

2.1 The Nature of Reflection : Generally every creature has the power to think and comprehend but man 1s more
developed than the other creatures because he has a higher level of intellect and the capacity to think, All ofus do not
have a similar capacity to think. Some have a very poor level while others are medium but some have a highly devel-
oped capacity to think. And some even have the highest level of thinking. Thought is a mental process related to our
learning, powers of recollection and imagination. Thinking cannot be seen in isolation to these capabilities, Somepeople
feel that during the process of reflection our mind 1s very active while others feel that the other parts ofthe body are
also involved in this process. Compared to other mental activities thinking is more complicated and generally depends
on the experiences of the past. Hence it means that thinking s an intellectual activity and it is only through thinking that
we develop the scientific and technical fields, This is an intellectual activity that relates to everyaspect of ourlife. Inthe
field of education too this has alot of relevance. People whoare adept in thinking can easily grasp and analyse any event,
situation, or plan. Thoughtful people have the skill to interpret any event, situation or planand put their viewsin a very
clear, skilful way. Their reasoning is very accurate and lucid and they can easily answer cotnter reasoning. Such people
do not get easily provoked and patiently go through every situation. They are principled and evaluate events on that
basis and consider the results, They are objective, impartial, and principled in thietr decisions because they have their
own values. Good thinkers can also guide one to choose the best solution out of the available options. They have a very
balanced attitude towards results and they maintain equaninuty towards any happening. They are neither excited nor
passionate about anything nor irked by anything,

Reflection is a state of mental thought that is the process of thinking, Thought isa way of looking or interpreting things
from different angles, perspectives. While thinking we examing & thought, critically assess it, become conscious of it,
compare it, question it, analyse it, repeat it and bring the otlier relative aspectstoit.

Thought 18 a complicated process that goes on in our brain. Thinking also involves many internal capabilities like
unaginalion, concenlration, alenness, recollection, underslanding and perceptionetc. All these mternal alalities partici-
pate and support the process of thinking, 1t 1s ne¢essary to look at the whole thing clearly and separately.

2.2 Definitions of Thinking : Many psychologists have defined thinking in different ways. According to Colling
and Drever,  thinking may be described as the conscious adjustment of'an organism to a situation.” Woodworth says,”
thinking is one way of overcoming an chstacle.” Warren has defined thinking as “the ideational activity, symbolic in char-
acter, initiated by a problem or a task the individual is facing.™

Dr.S.N.Sharma has elaborated on Warren's definition in his own words® thinking is an ideational activity, symbolic
in character, initiated by a preblem or a task the individual is facing, but under direct influence of his problem and lead-
ing ultimately to a conclusion of solution of the problem.”

Humphrey has listed the tollowing factsto define thinking---

| Anindividual indulges in thought to solve his problem and in this task uses his earlier experiences.

2. The problem pending before an individual obstructs him from attaining his goal so he is compelled to think of so-
lutions. Insach a arcumstance thinking 1s an activity.

3. Itis purposetful and its language is immediate.

4 Whenthe thinking process begins to work out a solution for a problem then images flash, aninner language works
and muscular activity also takes place.

2.3 Factors of Thinking : Psychologists have given the following as the main factors of thinking

1. There must bea problem for the thought process to begin.
2. Todecide ona direction to sort out the problem.

¥

3. Tomove towards a purpose.
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4. Tousethetrial and error method.

5. Theindividual has to be active.

6. Anmner language exasts

2.4 Thinking, Imagination and Memory : Thinking, imagination and memory are all mental processes and
complement each other. Though they are interlinked, they are not the same. Thinking and imagination are intellectual
and creative processes but there are many differences between the two as given below:

1. Thinking is alogical process while imagination does not include reason.

2. Thinking evolves in response to a problem while imagmation flows unhindered.

3, Thethinking process mainly involves solving a problem while imagination recreates a situation or cir cuiTstance,
4. Thinking is a conscious level activity while imagination is an unconscious activity.

2.5 Thinking and Memory : Thinking and memory as we have said earlier are mental processes atd they comple-
ment each other but they are very different from each otheras

1. Thinking basically involves new things whereas memory throws up past experiences.

2. Thinking aims to solve a problem while memory is simply reliving the past.

3. Thinking involves solving a problem while memory is related to experiences or incidents of the past.
2.6 Materials or Tools of Thinking : Thinking process involves the following three tools

1. Object

2, Concept

3. Symbols or Signs

2.6.1. Object - object is very basic to thinking because it evolvesonly with this. The object could be athing, par-
ticular or common or something mobile. During the process of thinking they appear in front of our eyes and facilitate
the process of thinking or by transferring or imagining the thingsve make it a tool of thought.

2,6.2. Concept-the other major tool of thinking is a concept. The meaningful form of the thinking process is con-
cept. Interpreting a word 1s mainly conceptualizing it When we interpret a word it is done at the conceptual level and
if the concept is not clear or correct then we cannat define the word. The concept formation of a thing or fluid may dif-
fer from person to person. How we conceptualize or define a thing might be very different from another's. The char-
acteristics or activities of a thing like plants and trees, flowers, distances of places that we know are forms of concep-
tualizing. Even conversation with others can be meaningful only when we are conceptually clear. While conversing, how-
ever, it is not necessary that what we haven our minds or how we conceptualize is similar to that of the other.

2.6.3. Symbols and Signs-—- this is also a major tool of thinking and they are necessary too. Every symbol has
sign as an indicator and every sign has a symbol as an indicator. For instance the sign + in mathematics indicates addi-
tion or indicates subtraction. Even our language is a symbol and we express it in many ways. Even animals use symbol
or signs to express themsedves. We think through words and these words symbolize a particular meaning. Words help
build a language thusianguage, signs and symbols are useful in the process of thinking,

2.7 Thinking Framework

Everyone has some special way or outlook about thinking which we use while thinking. Although we are not very
consciousbout this still in some ways like principle, context, format, values and concepts etc we collect information,
store our experiences and organize our knowledge. When we meet a person the first time then the initial experience
creates a value-system in us meaning that we frame an outlook towards that person and based on this we form our opin-
10ns about the subsequent events, This framework becomes our guideline tor future reference, as the saying, once bit-
ten twice shy, elaborates. This is the framework that helps us define and interpret the world, its working etc.

Our faith or beliefis also inclusive in our thinking framework and this helpsus to understand and interpret the world
around us, how it works etc. It involves an estimation of ourselves, the world around us, and the interaction between
us. This framework helps us to come to interpret, infer, and predict the things in created umverse. Our frameworks or
perspective changes as well and we discard the old onesto adopt new. When we cannot understand new things on the
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basis of our prevalent outlook then we change our perception of things and this happens at the unconscious level. We
might not even be aware of it and we cannot attempt to explain this or limit it in words. As we grow older we gain in
expertence and understandimg. Our concepts|part of our value system) based on the general turn of events as well as
the principles, rules, formats, and mappings become part of our thinking framework. Their utility depends on how they
help us to define, interpret or foretell a thing, A descriptive format or a map helps to recognize a thing, and why it is so.
The format or mapping that aid us to forecast do so1n a imited way though and such a foretelling helps us to benefit
from past events or predict about the future so that we derive the maximum benefits.

2.8 The Basic Skills of Thinking

Good thinkers in an alert, conscious way use their principles, formats, maps, concepts to think on fields of their in-
terest. Many principles are derived from and used along with the development of various areas like mathematics, sci-
ence, gengraphy etc. Thinkers use principles or theories from different fields to brood over their cwnSubjects. In our
day to day living we might not use these principles or theonies to sort out our problem, still we need same knowledge
of the principles and experiential knowledge as well as some basic skills to think on our subjects. Fora meaningful think-
ing we need these basic skills

1. definition 2. suspension ofbelief 3 asking questions and formulating problems
4. brain storming 5. categorizing and prioritizing 6. analysis

7. inferring 8 comparing and contrasting 9 hypothesizing and falsifying

10. particulanzing or generalizing 11 .dewvil's advocate 12, proalem solving cvcles

We can now elaborate on these pomts:
1. Definition - the terms used meluded in the central pomnts of a thought help to define. But do not assume
that the way we interpret the terms is also the way others do

2. Suspension of Belief - to discover new concepts or prineiples we must discard temporarily or otherwise| our
previously held beliefs, opinions or prejudices and till we formulate new beliefs we must be patient. In a state of confu-
sion do not be worried. For a multiple outlook this skill canbe used.

3. Asking questions and formulating problems — effective thinking emerges from the skill of asking questions,
We must ask the right and correct questions or formmulate the problem in such a way that it becomes easy to find a so-
hution,

4. Brain Storming - towrite on the avalable knowledge about a problem and then to judge and evaluate it.
5. Categorizing and Prioritizing - by categonzing and pnontizing our thoughts, knowledge we can increase the
clarity of the problem. This also helps fo sift and sieve the unnecessary things.

6. Analysis - analysis is generally done on the basis of some principles. We can also differentiate between facts
and pre-imagined assumptions through an analysis and alsoreach the minute level of thinking

7. Inferring - we mfer About things on the basis of the available information or knowledge.

8. Comparing and Contrasting - comparing helps in the process of thinking and also helps in deciding on the basis
of given possibilities.

9. Hypothesizing and Falsifying - this indicates that while formatting a principle we also venify its truth. Hypoth-
esis is an assmed truth till it is proved a falsehood. This kind of thinking verifies the veracity of a theory and is useful
for research activity.

10. Particularizing or Generalizing— on the basis of the available proofs of a pnnciple we generalize its results.

11. Devil's advocate—this includes incorporating all the hypothetical things and testing the given possibilities.

12. Problem Solving Cycle-esthis involves testing the theory or principle and looking at it from a workable angle
and then choosing the correct option out of the given options

2.9 Development of Thinking and Preksha Meditation

There might be many reasons that prompt the process of thinking but the major reasons are mental stress, mental
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instability, and emotional instability. Hectic schedules, and the struggle of life induce stress and this in turn affects our
thinking process. At present the individual is not able to think clearly and meaningfully. Since time immemorial our In-
dian philosophy has some prevalent techmques that teach one to bve hfe meanngtully. The science of iving and prekesha
meditation have been very usefill in making our thought process very effective. Through the study of the science of liv-
ing welearn the art of living and through transcendental meditation we can refine our self physically and mentally. Both
these things strengthen and organize the thinking process. Meditation helps to calm the turbulences of the mind and re-
laxes the body to the extent that stress is minimized.

Acregular practice of transcendental meditation can improve the mental capacity, increase mental stability and also
reduce physical and ergic tension. This has been proved by many researches. Gaur| 1977], Gaur and Betal[ 1999] have
proved with their researches that through some regular physical exercises of preksha meditation like relaxation of the
body, deep breaths, and light-centric exercises we notice positive changes in the above-mentioned regsons and this in
turn fortifies the thinking process. The recent minor research on prisoners undertaken by Gaur and Saimi has showed
similar results and it was also observed that there was a positive impact on the thinking process of the prisoners. The
two observed significant changes in the behaviour of the prisoners in eight areas. Through a regular practice of preksha
meditation there were tremendous reduction of tension in eight areas and a huge positive change in their outlook. Thus
the above- mentioned researches have proven that through preksha meditation one can refiice physical and mental stress
and strengthen one's thinking process. The more intellectual capacity a person has, the more stable he is emotionally,
and self-knowledge he has, the more stress free he is, the greater will be his thinking capacity

Questions

Multiple Choice

1 The tools of thinking arg--==-=s-a--amaeea-_

2. The basis skills of thinking arg---e--=-ceecaeaaeee .

Short answer---

1. What is reflection?

2. Give two definitions of thinking,

3. What is the difference between thinking and imagination?

4. 'What is the difference between thinking and memory?

Essay type

I Define thinking and also differentiate between thinking and imagination.
2. Describe the basic skills of thinking,

Explain how we can develop thinking through transcendental meditation.
4. What are the tools for thinking? Explain in detail,

tard
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Part-11

4.0 Emotions and Their Control

4.1 What are Emotions? : Emotions are a complicated process of feeling and a state that evolves out of feeling,
Emaotions do not occur without feelings. At the basic level they indicate states of happiness or misery but at a more
evolved stage they are a delicate expression of sentimental reaction. It is held that anger is a reaction of uncontrolled
wishes while fear is an uncontrolled conscience and sorrow erupts following suppressed or unfulfilled love. Our basic
needs create stages of emotions. For instance- joy, happiness, and ecstasy are the various stages ofthe same emotion.
To express emotions is very natural but still through vanious ways we can express them in a healthier mannerand attain
an emotional balance. To balance our emotions is a skill.

A person who is emotionally balanced rises above likes and dislikes and petty considerations {a make indepen-
dent choices. He understands his own feelings and also that of others. He will give importance te go-operation, har-
mony, and inter-personal relationships. His decisions have a bearing of his values and relationships. Such people have
animmense potential to manage their relationships and also to create new ones

Emotions are a delicate reaction to certain sentimental states. And this reaction canbe directed to external circum-
stances as well as to internal states of mind. It is an intricare sentimental process arid it can cause changes of both an
internal and external nature. Anemotional state can be identified by close scruting and we can call these signs emotional
expression. We can say that anger is the natural reaction to the hindrances of our wishes, Similarly an anxiety about
the results can create a state of fear. A lack of sympathy and love can lead to sorrow. Our basic needs are related to
our emotions. Joy, happiness, and ecstasy are all positive responses. Through expression we can maintain an emotional
balance. There are various ways and options to express our emotions like-

1. Aphysical or verbal expression like crving, screaming, s¢olding, moving the body.
2. Controlling the emotions, suppressing then internally:

3. Release or catharsisreleasing them at the right piscz in an appropriate manner, suppressing the
negarive emotons.

4. Translating them into a creative expression iike arts or self realization.
In the above mentioned manner we can express our emotions and attain an emotional harmony
and also manage the other activities of our Iife well.
4.2 Salient Features of Emotionally Balanced People—
These are the salient features of emaotionally balanced people
1. They are consciousarid aware of their reactions, that is, they are alert about their bodily responses to
people, happenings,
They can distingish finely between the different emotional reactions.
They also recognize the bodily reaction to emotions.

They are conscious of the unpleasant experiences of the past and can confine its impact on the present
whichmeans that they can navigate their emotions well.

5.~ They can accept their positive and negative emotions.
6. They accept responsibility of their emotions and do not shift blame on other shoulders

7. They can express their emotions in various ways , which means that they can release, control or express their
emotions well and that they know how to manager their emotions.

B

4.3 Discovering your Emotions

It is difficult to be intimately familiar with one’s emotions more so our negative emotions. It is desirable to be
able to know one's emotions, to distinguish between them and to accept them as raw realities. To know our emotions
and to distinguish between them, it is necessary that we accept them as bitter realities and know their value.
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We generally discover our emotions through others. When they tellus that such and such emotion of oursis childish, like
shyness for instance, we come to know that it exists inus, Our reaction at first might be unnatural and that of surprise and later
we rmught find it difficult to accept them. So n order to escape that situation we try to conceal our negative emotions belund a
mask of inditference, tension or surprise. When we look deeply inside us we find that emotions like anger, fear, sorrow, hap-
piness, joy exist inus

4.4 Refining Emotions

There are different ways of refining our emotions. Through these options we can refine our emotions and balance
our emotions and improve our behaviour. We are presenting four options. The first one is to know and be conscious
of our bodily and verbal reactions. Those that are not appropriate should not be expressed before others. By being con-
scious we can control our reactions and abandon the inappropriate bodily and verbal expressions that we used in the
past.

The next option is to be conscious of our language and to cultivate expressions of fineness and express our feel-
ings through appropriate words. This alertness is necessarv besides the first one of being conscious of our physical re-
actions. This will make our priorities and our feelings clear 1o the other person as well.

The third option 1s that we express our feelings i such a way that we do not offend and hurt others. In sports we
express many of such emotions.

The fourth option is colour therapy where we meditate on different colours: There is a close connection between
colour therapy and refining of emotions. Inlast year's syllabus in a chapter cn the categorization of personality on the
basis of colour therapy we had clearly established a connection between ¢olour and personality. Colour therapy can
create the desired impact on the evolution of various feelings and we ¢an make their flow easier. Hence through strong
colours we can channelise the flow of our feelings.

4.5 Expression of Emotions

There are external and internal changesin a person during ax emotional phase and through a scrutiny of these changes
we can know the various stages of an individual's emoticns. As we have already mentioned emotions are a complicated
stage of one’s feelings and we reach this state after feelings are awakened inus. Thus feelings are necessary for emo-
tions. No emotion 15 possible without feeling. 1t s 0ot necessary that there would be bodily changes dunng the process
of emotion but their expression necessitates a boglily reaction and these changes can be recognized through a close ex-
amination. For example fear leads to trembling, or produces a scream or the body turns pale. Theinternal and exter-
nal changes that the body goes through are elaborated below:

4.5.1. External Changes- the major noticeable change 15 in the facial expression, postural changes, and vocal
changes. The facial muscles exparid during the emotional phase and thus the facial expression changes. For instance
when we are angry the face burns and the muscles stretch and the eyes turn red. Similarly during fear or for that matter
any other emotion the faciz! expression changes and this change can help us read emotions. Besides this there are also
corresponding postural changes. During particular emotioral phase the body assumes particular postures. For instance
the head is held high and the chest also visibly expands when we are happy but in a state of sorrow the body goes limp,
while in a state oi fury the arms distort and the fingers fold into a fist. There are changes in our manner of speech too in
an emotionalphase. There are different vocal changes in different stages of feeling,

4.5.2, Internal Changes- there are internal changes in us as there are external changes. We come to know about
these internal changes through machines that map the intemal changes. The heart beat blood pressure, pace of breath,
pulse rate and the blood chermstry goes through change and these indicate the interal changes. Also there 1s a flow of
fluids in the body, wave release in the brain; visible changesin the digestion and in the muscles all point to the same.

4.6 Controlling Emotions

Our life every day is prone to stress and anxiety. The main reason is the thrust towards materialism and huxury which
has made our life prone to emotional instability and given rise to distortions inside us. All this has created a very com-
plicated state of conflict. Scientists and psychologists are trying to discover ways of combating this and also trying to
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develop various remedies. Indian voga system has evolved various options to combat this, It believes that a person's
mind and behaviour are basically guided by his external milieu and if that is adverse then it produces distortions and
emotional instability. The same philosophy 1s explamed in Geeta. Indian yoga gives special emphasis on the mental well-
being and personality development of an individual and it has developed various activities for this. Maharishi Patanjali
and the Geeta stress that to be firee of the disorders of cur environment we must confirm to our natural being or essence
and behave accordingly. But thisis difficult to achieve. Indizn psychology stresses that through meditation and yoga we
can, to a great extent, control and alse be rid of our mentzl instabilities and disorders. The evidence of thisis the re-
search and experiments done here and abroad with meditation and yoga. The two and a half decade prevalent preksha
meditation propounded by Acharya Mahapragya has shown similar positive results. Aregular practice of preksha medi-
tation increases emotional stability. The constant research done waith this system shows that this not only increases emo-
tional stability but it also reduces ergic tension. Research has been conducted at four levels on the relationsmip between
emotions and Preksha meditation-

1. Onthe students of primary classes.
2. Onthe students of higher classes.
3. Onthe masses.

4 Onpeople with criminal tendencies.

1. Research at the primary level - this research wascarried on by Gaur, 1998 on two groups of primary level
students. One group for three months was made to practice preksha meditation while the other was not included in this.
In the beginning their emotional relationships were examined and three monihs [ater there was a re-examination. It was
discovered that those who practiced preksha meditation were more stableemotionally and while their stability was a
positive indication, the other half remained in the same state prone toinstability. This established beyond a doubt that
preksha meditation had a positive impact and increased emotional stability

2. Second Level of Research-— to examine the impact of preksha meditation on emotional instability those stu-
dents of higher classes were chosen who were addicted to dmigs[Gaur and Betaal 1999]. Many resort to drugs be-
cause they are not able to cope up with emotional instahility. So in this experiment two groups of students were cho-
sen whowere drug addicts. One group was regularly made to practice preksha meditation for 40 minutes and also made
to concentrate on energy point while the other was left to their daily routines, After two months the emotional stability
test was conducted and it was discovered that those who had practiced preksha meditation had improved and were
reasonably stable and that there was a marked reduction in their consumption of drugs. The other group that did not
practice preksha meditation did not report arry change in their drug consumption or at the level of emotional instability.
Thus this experiment also re-iterated the findings of the earlier experiment

3. Third Level of Research— the third level ol research was camied on ordinary people agaim by Gaw, 1999 and
this proved again that preksha neditation helps achieve emotional stability,

4. The Fourth Level=- the fourth level of research to establish the connection between emotional stability and
preksha meditation was done on prisoners. To commit a crime in a moment of passion is indicative of emotional insta-
bility. In this research those convicted for life were chosen to do preksha meditation for a short term, This exercise was
done regularly for 40 minutes everyday for 25 days. Beforz the exercise the level of their emotional stability and their
mental well- being was tested through psychological tests. After 25 days of meditation their emotional stability was again
tested and figurative analysis was done. And it was discovered that their levels of emotional stability had gone up and
there wasa positive improvement in their mental well-being. All the above experiments proved that preksha medita-
tion had a positive impact on all age groups across all sections. whether young or mature, normal or deviants. Emo-
tional stability has a definite impact on one's personality and the more stable a person is the stronger would be his per-
sonality. Preksha meditation also makes the body more flexible because it relaxes the bady and this helps one to com-
bat tensions and stresses so their impact is less visible. Consequently the possibility of emotional instability is reduced.
Preksha meditation also roots out the deeply ingrained tensions which are likely to cause imbalance in a person. So the
individual is stable and healthy and if he ever becomes unstable the phase of instability does not last long. Thus preksha
meditation 1s very helpful in ndding us of instabilities and restonng stability, so we must practice this regularly. This helps
one to be emotionally stable and balanced.
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(Juestions
Essay Type
1. What are emotions? How can we refine them?
2. Describe in detail the physical changes that are brought on by emotions,
3. How can we control emotions? Discuss the research done in this area.
Short Answers
|, What are emotions?
2. Define the characteristics of an emotionally balanced person.
Objective type
1. The expression of emotions brings----------------—---—--—--- changes.
Reference Books
The Personal Management Handbook, John Mulligan, Human Potential Resource Group, University of Surrey
Personality and Transcendental Meditation, B P Gaur, a Jansons Publication, East of Kailash, New Delhi.
Modern General PsychologyDr, 5 N Sharma, Harprasad Bhargava 4/230 kachhan £ihat, Agra.
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UNIT-2 Development of Skills

Chapter-7 : Transcendental Meditation and the Development of Sensuous-
ness and Insight

0.0.0 Objective
1.0.0 Introduction
7.2.0 Sensuousness and Preksha Meditation
7.3.0  Olfactory Sensation
7.3.1 Sensitivity to smell
7.4.0 Auditory Sensation
T7.5.0  Visual Sensation
7.5.1 Hyper Metropia
7.6.0 Gustatory Sensation
7.7.0  Cutaneous Sensation
7.7.1. Touch Sensation
7.7.2. Pain Sensation
7.7.3. Thermal or Temperature Sensation
7.8.0 Benefits of a Developed Sensuousness
7.8.1. Olfactory Sensation
7.8.2. Auditory Sensation
7.8.3. Visual Sensation
7.8.4. Gustatory Sensation
7.8.5. Cutaneous Sensation
7.9.0 Development and Prekshadhyan of Sensuousness
7.9.1 Senses and Related Psychic Centers
7.9.1.1. Olfactory Sensation - Breatiang Centre
7.9.1.2. Auditory Sensation: active centre
7.9.1.3 Visual Sensation: Eye Centered
7.9.1.4 Gustatory Sensation: Bramha Center
7.9.1.5 Cutaneous Sensation : Kayotsarg and Body Preksha
7.10.0 Questions
7.11.0 Insight or Intuition and Preksha Meditation
7.11.1 What is Insight or Intuition?
7.11.2 The Importance of Intuition
7.11.3 Characteristics of a Person with a Developed Intuition-
I 7.11,4Insight and Learning
7.11.5 Development of Insight or Intuitive Power
T.11.5.1 The Mind: Clearing the Space
7.11.5.2 Development of Insight through Yoga
7.11.5.3 Insight/ Intuition and Preksha Meditation

1.0.0 Introduction

In the previous chapters we read about will power, imagination, development of thinking power, control of emo-
tions and preksha meditation. We also studied the role of preksha meditation and the science of living in developing these
skalls.
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In this chapter we will read about sensuousness and preksha meditation and insight and preksha meditation. Apart
from this we will also focus on the senses and their working capacity and their relation to points of consciousness. We
will also talk of developing this capacity. The second part of this chapter wall deal wath insight. What do we mean by
insight? What isthe role of preksha meditation in developing insight will also be dealt in this chapter

0.0.0 Objectives
1. After going through this chapter you will know what we mean by senses and its related tasks
2. Youwill also know the capabilities of the five senses,

3. While reading this chapter you will also know about the possible defects in the lesser developed sense facul-
ties and how such defects can influence the mdnidual.

4. You will also know about the consciousness points related to the senses and where they are sifisited
and how through observation of the points of cosciousness, conclusion can be attained.

5. Through this chapter you will also learn how through yogic exercises you can develop your senses.
6. You will also read about insight and the characteristics of people with powerful insighit
7. Wewill talk about the role of science of living and preksha meditation in developing insight.
8. And finally you will be able to answer all questions related to these topics.
7.2.0 Sensuousness and Preksha Meditation

We know of the world of senses through various things. [t 1s a known fact that we have five senses and through these
senses we come to know of the various articles in things, By seeing with sur eves, smelling through our nose, hearing
through our ears, tasting with our tongue, touching with the skin we know of the articles in various things. Sensation is
the initial process of knowing things through these senses. Whenevier fhese senses are excited they go through a chemical
change and this information is passed to some part of the bran throngh the sensual nerves and through a cognitive mental
process it manifests itself. Hence whenever any of the sense faculty zoes through a stimulus it gives us a sensation.

As we have already pointed above through the senses we get sensations meaning thereby that the senses are an
important medium of letting the body experience a sensation, 5o we must know more about sensation and its nature,
Sensation is an easy and general process which ganmot be separated from perception. Dr. Sharma has interpreted and
elaborated on Woodworth's[ 19657 comments.in s book, Modern General Psychology in this manner, * in general when
we speak of sensation we are thinking of stinzul and investigating the relationship of the individual's experience of vari-
ous stimuli which reach his receptor.”

Our senses are the main receptive agents of sensation. Whenever anything exciting influence our senseseves, ears,
nose, tongue, skin then these beeome the receptors of the sensation. The parts through which we receive the sensa-
tion are called receptors. When the sensations produced by stimuli come in touch with receptors the nerves of the body
feel a vibration. This vibration in reality is electro chemical energy. This energy released through the afferent nerves carries
the sensation to the brain. As per the characteristics of the receptive senses we can categorize sensation into five-—-

1. Olfactory Sensation - relates to the nose.

2. Auditory Sensation - relates to the ears

3. Visual Sensation - Relates to the eves

4 (mistatory Sensation - Relates to the tongue.

5. Cataneous Sensation - Relates to the skan.

Apart from these features we can also characterize them on the basis of intensity, duration, vividness, extension and
local sign.

Variation in sensation can be determined on the basis of intensity. It also depends on the level of excitement or stimuli,
The intenser the stimuli the related sensation too will be as intense. For instance the difference between various fragrances
can be felt only through its intensity.

Duration is another feature of sensation. Duration refers to that period during which the sensation lasts. The period
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during which the receptor feels the sensation or stimuli is called duration. The perception also varies according to the
duration. Vividnessthe clearer the stimuli the clearer would be the sensation. This means that when the stimuli lasts for
a longer duration with a greater amount of intensity the receptor wall fell the sensation with a greater clarity.

Extension- the different stimuh of any sense faculty does not have a uniform impact all over. Some stimuli night
excite some parts of the sense faculty while another stimulus might excite more parts of the sense faculty. For instance
if any object touches the body over 2 centimeter area and then retouches 10 centimeter area then the cutaneous sen-
sation would be different.

Local sign- every sensation has local signs where the base localizes its impact on a particular area or part. For in-
stance if'a person is blindfolded and if'a sound is produced and the person can indicate the place from where the sound
iscoming. This proves that this person can not only identify source of sensation but also knows the place from where it
originates. The same goes for smell too when the place canbe located.

Ewvery sensation requires a receptive sense faculty and a particular excitement. Our sense faculties receive the cor-
responding excitement. For example

1. For olfactory sensation our nose is the receptive organ and smellis the stimuli.

For auditory sensation the ears are the receptive organ while the sound is the stinmali.

For visual sensation eye 13 the receptive organ and stimuliis light. [t meansthat through the eye and light are
the bases that can lead to visual sensation. For this other sense organ like nose and light cannot be a base for
visual sensation,

4, For gustatory sensation the receptive organ isthe tongue and taste isthe distinguishing stimuli,

5. For cutaneous sensation the receptive organ is the skin and touchis the stimuli

bt D

Now we will study the sensations more closely---
7.3.0 Olfactory Sensation

The nose is the receptive organ for olfactory sensatiorwhile the smell is the stimuli. Every creature has olfactory
sensation. The lower grade of creatures have a stronges elfactory sensation than the human beings. especially dogs have
a very sensitive noses. To receive the olfactory sengation the nose has related receptors and the circulation is like long
threads. The finer article of a thing enters the nosethrough air and stimulates the receptors and these through nerves
reach the brain and we know about the related smell. For the olfactory sensation to be activated it is necessary that the
finer atoms should reach the receptors, When we inhale the same smell for too long we get accustomed to it and then
we do not know the smell. The same sinell for along duration dulls the nerves of our receptive organ so the sensitivity
of the nerves gets lessened and this tires the olfactory atoms and we get accustomed to the smell. For instance a worker
working in a leather factory or in a place that makes jolly sticks gets accustomed to the smell there and he does not know
the smell ofleather or holly sticks.

Scientists have identified six types of smell. They are listed below-

1 flower odour 2. fruit odour 3. spicy odour
4. foul odour 5. resinous odour 6. inflammatory odour

The flower odour can be found in flowers, henna and in certain oils, fruit odour can be located in fruits and in some
oils, spicy odour relates to all spices, foul odour relates to opium, germs, etc while resinous odour is found in resin, and
turpenting and finally the inflammatory odour refers to smoke, tobacco. coffee etc.

7.3.1 Sensitivity to smell ; All of'us are not uniformly sensitive to smell. Some have very low level of sensitivity
so they cannot know a particular smell whereas some cannot distinguish and identify every smell. Such are more sen-
sitive to smell. Those who have non-existent level of smell or do not have this sensitivity are said to be suffering from
Ansonia.

7.4.0 Auditory Sensation : Auditory sensation is our important link to the external world. It relates to our ears. It
relates to all directions, Our ear1s mainly divided into threeparts ; 1. outerear 2. middleear 3, inner ear
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The sound reaches the inner ear through the outer ear and it stimulates the relative nerve which carries it to the brain.

Some people have a highly sensitive ear and some have low and some have minimal level. Such people are called
deaf’ The middle ear and the inner ear contribute to the hearing process. The external ear has two parts, the outer part
15 called pinna and the other is called auditory meatus. The front part of auditory meatus is called tympanic membrane
or ear drum. From this membrane the middle ear begins ard beyond it is the inner ear. The sound waves hit the exter-
nal auditory meatus which gives a speed to the membrane and it travels to the inner ear and stimulates the nerve there
which transmits the sound to the brain. This is how we can hear external sounds.

7.5.0 Visual Sensation

The receptors of the visual sensation are the eves and light is the stimuli, When we see an object or a fluid the light
rays from the object or fluid reach our eyes and we imbibe those rays. Some chemical or bodily activities occur and
consequently we are able to see the thing. The eves are the most important organ in this. Sight sensitivity refers to one
direction only.

Some people have very good eyesight while others have very weak eyesight. This state can be subdivided into
1. myopia, 2. hyper metropia. Myopia a myopic person cannot see the objects at a distatice and the sights also ap-
pear unclear or blurred.

7.5.1 Hyper Metropia— such people cannot see the nearby things and the neartyy sights appear blurred to them.
The other problems related to the eyes are cataract and colour blindness.

7.6.0 Gustatory Sensation

This relates to the tongue. Different types of taste stimulate the tongue and this is closely related to the olfactory sen-
sation. Some scientists feel that the organ that produces these two sgnsations is developed by the same chemical fluid.
If we close the nose and place different kind of things on the tongise'then it will not be able to distinguish the taste. For
instance when the nose is closed and if we put things like a pieee of an apple and an onion we will not be able to distin-
guish between the tastes of the two while the minute the nese is open the taste will be clear and distinct. We generally
think that the whole tongue is involved in determining the taste but this isnot true. The tongue all over 15 not sensitive to
all kinds of taste. The front part is sensitive to sweet while the back is more sensitive to bitter things. The initial part of
the tongue is sensitive to salt and tangy flavours Fiavours are of four kinds- 1 sweet 2. saline 3. sour 4. bitter.

The receptive organs of the tongue are ¢alled taste buds. If we continuously taste the same thing then it becomes
difficult to appreciate the taste and thisis called taste adjustment. But taste adjustment of one thing accentuates the taste
of the other things. For instance too mugh of sweet highlights the taste of sour, salty and bitter things.

7. 7.0 Cutaneous Sensation

Cutaneous sensation relaies to the entire skin. The medium of cutanueous sensation is the entire skin and this can
be divided into three parts: 1. Touch sensation 2. Pain sensation 3. Thermal sensation.

7.7.1. Touch Sensation : Our skin varies in different parts of the body. The skinis thuck at some places and it 1s
thinin other places; The cells in our skin stimulate the sensation of touch and we become aware of it. The skins of dif-
ferent parts of'the body have varying grasping power. For mstance, the skin on the front part of the fingers or the skin
of the tongueis the most sensitive. The reason is that the cells found there are denser which makes them more sensitive
than the other parts. On the other hand, our back and the heel have lesser number of cells so they are relatively less
SENSItive,

Our skin structure is built in three layers : I. Epidermis 2. Corium or True dermis 3. Sub-cutaneous tissue.

The corium is the most sensitive, As soon as it receives a stimulus the cells present in the tissue become active and
they communicate the touch to us.

7.7.2. Pain Sensation : It is debatable whether our skin really possesses pain receptor points that communicate
pain to us. But at present their independent existence is accepted. Pain is transmitted through nerve endings. 1t is be-
lieved that the cataract possess the greatest number of such nerve endings. It is through the stimulus of'the nerve end-
ings that we feel pain. These stimul are of different typesmechamcal, chemical, vaporous and electrical.
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7.7.3. Thermal or Temperature Sensation : There are differences of opinion among scholars relating to ther-
mal sensation receptors. Some scholars feel that we do not have separate receptors for hot and cold temperature whereas
others believe that there are separate receptors for these in our body. But whatever the two sensations exast indepen-

dently

1. Cold sensationthere is a dissimilarity in the number of the cold nerve points in our body and it is due to these
nerve points that we feel cold.

2. Hot sensationthe hot points in our body is not evenly distributed. Like the cold sensory points some parts of the
body have greater points while others have minimal points. One estimate is that the entire body possesses 30,000 such
points, In comparison the cold sensory points exceed the hot points,

7.8.0 Benefits of a Developed Sensuousness

Those who have developed sense faculties are highly capable people. And ifthey use their assets well then they
reach great heights. We can also develop our sensed faculties. We are going to elaborate on some tasks connected to
sense faculties and later we will also talk about the role of preksha meditation and the science of Tiving in helping us de-
velop our sense faculties

7.8.1.0Mactory Sensation : If this faculty is well developed then the individual can distinguish between smells very
easily and thisis very useful for those in the army. Similarly those working in chemieal factories or gas stores are also
benefited by this. This is one faculty that will help us in all fields of life but still ineertain areas this is extremely useful.
Even the spy service benefits from this ability.

7.8.2. Auditory Sensation - This sensation helps us to hear, distinguish between sounds and to recognize sounds. A
person with a fine ear can catch even the mildest sounds, and also identify the direction of the sound. Those working in the
army, factories, driving the railway engines or a bus, making music arg beniefited by this skill. Tt is mandatory for them to pos-
sess this skill. Even in the police or spy services this skill benefits a lot.

7.8.3. Visual Sensation : Our eyes are the aids for avisual sensation, It is a known fact that to do any work we
need good evesight. For some special services this skillis a mmust. For instance the rallways, air force, naval and mili-
tary torces, police and spy services. Abad eye sight, colour blindness are some of'the defects that deter a person. lor
railways, airlines, the three armed forces like air ferce, navy and military a good eve sight is highly recommended.

7.8.4.Gustatory Sensation : The tongue gives us gustatory sensation and to distinguish between food articles
this faculty must be developed. Thisis expeeted in everyone. Those working in the food industry, in hotels and restau-
rants must have this skall.

7.8.5.Cutaneous Sensatiorn : Our skin helps in this function. To feel the external environment, the atmosphere,
the weather this faculty must be developed. Ifit is not developed then we cannot distinguish contact, touch and heat
and cold. The Role of Preksha Meditation in the Development of Sensuous Capabilities

7.9.0 Development and Prekshadhyan of Sensuousness

As we know seme people have good hearing capacity, some have good eve sight; some have good noses while
others have devdoped taste buds. When the sense facultiesrelated to these abilities are highly sensitive then such skills
develop. Some are bomn with these abilities, while some acquire this in heritage and some use certain methods to achieve
this expertise. There are some who have exceptionally developed abilities that we call pera-power. Such people can
hear sounds from miles or distinguish a smell miles away.

Yoga relates our sense faculties to the five elements. Olfactory relates to the earth, gustatory to water, visual to fire,
cutaneous to air and auditory to the sky. Yoga also tells us ways of developing these faculties and controlling them. De-
veloping these in a positive way and regulating them develops our personality. With this we can organize our life and
attain optimal levels of success, We can even attain redemption. On the other hand if we do not know how to control
them and do not use it ina desired way thenit leads to our downfall as well.

The science of iving identifies 13 points of consciousness in a person. These are power houses. Just as yvoga gives
us special ways to evolve cycles so does the science of living stress on developing related psychic centers. The way
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we lock the rays of the sun in a lens and produce tire so we can the consciousness can be concentrated on these psy-
chic centers and they can be converted into power houses removing the curtains that cloud these centers and we can
also attain powers.

To develop our faculties and to make them exceptional we must evolve the psychic centers related to these facul-
ties and increase our skills. We will elaborate on these psychic centers and we will also discuss some yogic exercises
that will be helpful.

7.9.1 Senses and Related Psychic Centers - As we have already specified an individual has 13 psychic cen-
ters in his body and every center has a special power stored in it. Some of these relate to our senses. When we want
to develop any sense faculty we can activate the related psychic center. We are describing this below

7.9.1.1. Olfactory Sensation : Breathing Centre : The psychic center related to olfactory sensation is that of
breath. This is situated in the front area of the nose and when thisis activated the individual's olfactory power increases,
This also develops the intuition, premomnition and also the power to distinguish between smells from a great distance.

To improve on this concentrate on the nose. After relaxing the body for some time practice breathing exercises and
when the body relaxes then bring your consciousness to the breathing, By doing this regularhy we can improve on our
breathing and his olfactory powers will also evolve.

Apart from this we can practice yoga exercises like jalneti or sutraneti. This clears the nose and all the contami-
nated things that collect in the nose and black the process of breathing is cleared. Through these exercises all the sen-
sitive tissues that are affected become activated and improved. It also makes the nerves in the nose sensitive and this
helps the individual to distinguish between smells and inhale the indistinct ang even the mildest smells.

7.9.1.2. Auditory Sensation: active centre : Yoga savs that the aiditory faculty is related to the ears. This helps
us to recognize words, sounds, and we can distinguish between sptinds through this. If this skill is developed then we
can discern even the finest sounds very easily and be free of slathiul, epicurean disposition. According to the science
of living and preksha meditation the psvchic centre that works for this sense faculty is the active centre. This is situated
near the temple behind the ears. By meditating on this we increase our awareness and lessen our sloth. The individual
becomes rid of his sloth and epicurean disposition. The acupuncture system also stresses that this centre can be used
to improve on bad behaviour,

To develop this centre we must first relax ¢he body and then take long, deep breaths. After that concentrating on
this centre meditate on the colour green. By doing this we can activate a distinct nerve and improve our memory, aware-
ness, and the hearing capacity and those who are slothful, epicurean lose their epicureanism.

Some yogic exercises are also very helpful in developing the hearing capacity.
Yogic Exercise for the Ears

. Put the middle finger itthe rear and rotate it slowly for half'a minute.
- Massage all the sides of the external part of the ear and then pull it right and left.
. Press both the gars with your palm and try to listen to the inner sounds.

N

Many ascetics 1y to hear the brahmnaad through these exercises and through yvoni posture. This lessens many of
the diseases of the ear improves the hearing, reduces sloth, and increases consciousness.

7.9.1,3 Visual Sensation: Eve Centered : According to the principles of the science of living and preksha medi-
tation thewvision center is the eyeball of the eyes. Through the eves we spend a lot of'energy. We see the material world
through the eyes. Through the increase in the vision centre an individual not only increases the power of the external
sight but also improves his insight. To increase the visual ability the consciousness is centered on the vision centre. As
mentioned above to develop this psychic center practice loosening the body and breathing exercises. This improves
the nerve of the vision centre and increases the eve sight.

To increase the eye sight certain yogic exercises are helpful and these are as follows:
1. Rotate the eyes up, down, right and left.
2. Move the eyes in a clock-wise and anti clock wise direction
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3. Blink the eves fast

4. Rub your palms to make them warm and then place them on the eyes and cover the eyes like a
cave and in the darkness blink the eves. Then let hight filter through the fingers and open the eves
gradually.

7.9.1.4 Gustatory Sensation: Bramha Center : The tongue is our gustatory faculty and it makes us aware of
the different tastes. The tongue also helps us to speak. So it is necessary that we adequately control this faculty. This
can also help us to keep healthy or it can damage the health. 1f1t 1s not kept under control the person is likely to be a
greedy or a glutton which will adversely affect lus health. Anuncontrolled tongue can make a person talkative and he
can lose control over his tongue. It is the same tongue that also helps one to chant and invoke the name of God and
gives him a divinity.

Yoga gives a lot of importance to this faculty and it is also related to our senses. It is not kept under subjugation it
can make one a slave to sensuality and gluttony. In yoga the khechn posture is very important for this faculty and if this
posture is practiced for a long time then the communicativeskill also improves

To increase gustatory sensation one must follow the principles of science of living one must concentrate on the
bramha center. Thisis located in the frontal of the tongue énd by a regular meditation thig nerve can be activated. Ac-
cording to the science of living controlling the pleasure of the tongue and meditating onthe bramha center is the way to
bachelorhood. By meditating on the frontal of the tongue one sends a throbbing sersation to it. But before this relaxing
the body and breathing exercises must be done, Then keeping the tongue suspended we must observe it closely and
feel the throbs rising in it. Keeping the tongue stable, relasang it, and observing it and being silent help one to achieve
hachelorhood. Cutaneous Sensation--- relaxing the bodv and ohserving it

7.9.1.5 Cutaneous Sensation : Kayotsarg and Body Prekshii: The entire body responds to touch. Wherever
the body feels a touch or such a stimuli it communicates the same to the bram_If any part ofthe body does not respond to the
touch then the brain does not receive adequate stimuli. The stivauli from the external world, atmosphere, humidity and cold-
ness are felt by this sense faculty.

To develop this sensation it is necessary to relax the body and observe it. According to the principles of science of Tiving
and preksha meditation relaxing the body and obserying i improves the resistance power of the skin and increases the sensi-
tivity. Asa result the body resists the stimuli that harms ftand retains its sensitivity.

Yoga stresses that a regular massage impraves the blocd circulation of the body and improves its resistance power
too.

7.10.0 Questions

Essay type

1. What is olfactory sensatiom? Describe its function and also stress how it is possible to improve its ability.

2. Explain auditory sensation and also clarify how we can improve this through preksha meditation.

3. What is gustatory sensation” How do science of living and preksha meditation contribute to its development?
4. What do you understand by cutaneous sensation? How can we develop this ability?

5. Explain the refative psychic centers of various sense faculties.

Short Answers

1. Describe in briefthe visual psychis center,

2. What is the active center and what is the benefit of meditating on this?

3. What is breath center and how can this be awakened?

4. How can we activate the bramha center? Explan

5. What should we do to increase the capacity of cutaneous sensation?

Objective

1. Sense faculties arg---=---=-ceacamme-- a] four b]ten c]five d] eleven

2. The psychic centers arg---—---———---- -a]five b]fourteen c]thirteen d]seven

3 The external point of consciousness isin the ------—- ‘alnose bleyes «¢temple d]forehead
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PART-II

7.11.0 Insight or Intuition and Preksha Meditation : Insight or intuition is a special ability a person has. This
15 found in everyvone but only a few have a developed insight or intuition, Many psychologists feel that this ability exists
in other creatures too. We can use this ability to sort out our problems. Insight helpsus tide over problems. It also plays
a vital role in the process of learning and it is closely related to intelligence level. Hence it exists more in creatures of
higher nteligence especially in man. Psychologsts like Woodworth and Kohler have considered the process of learn-
Ing a5 very important.

7.11.1 What is Insight or Intuition? : Intuition is the instinctive grasp of a thing. The mdrvidual gaining from his
past experience, present knowledge. imagination and the external environment gets an insight into the subject. it 1s not

something that can willfully be curbed but it is an attentive state of receptivity. Some people define it as a process that
stops the mner turmoil and opens the vista of imagination and kinesthetic.

7.11.2 The Importance of Intuition : The west does not stress on the use of intuition. It gives more emphasis on
reason than intuition, Even the education pattern there does not give a lot of stress to this whereas the east considers it
very important and many religions have incorporated ways of improving on this in their corpus, In many schools of the
east like the Bodh math, Gurukul, and the yoga centers children are trained right from their iriaincy to develop this knowl-
edge

7.11.3 Characteristics of a Person with a Developed Intuition- Intuition is very useful in providing inner
strength towards situations and in exploning possibiliies. The intuitive powes exiends beyond the sense facultes. Those
who have a developed intuitive power are visionaries, discoverers, artists;and such creative people. Generally the in-
tuitive person is liberated, free, emancipated and unfertered. He listens only to his inner self, to motivate within and so
15 able to reach conclusions fast. He s very skilful in sorting out problems and n learming new skills. He uses his energy
very enthusiastically in creative, constructive work. He canalso detect hidden things or topics and has a very advanced
level of extra- sensory power.

17.11.4 Insight and Learning : Many scientists have very clearly found in their experiments that insight has an im-

portant bearing n the learning process. The boon of inssghitis that once we acquire or learn a thing we would never forget
it even with the passage oftime. Psychologists havestressed on some benefits of learning frominsight. For example--

e

Insight comes suddenly.
. It organizes a subject or a thought.
. It changes the perception.
Itis closely related to intelligencelevels
. The psychologist Woodworth elassifies it into 1] foresight 2] hindsight

LR S o ]

We sometimes use our faresight to sort our problems ar we refer to our hindsight to do the same.

7.11.5 Development-of Insight or Intuitive Power: Insight i1s more closely related to our levels of conscious-
ness and our mind. Themore developed our consciousness is and the more relaxed the mind is, the greater the possi-
bility of developing ot insight. The lesser the mind strays, the lesser the level ofimpurities the greater would be the level

of insight. For instarice we can see the base of still and quiet waters and not that of the flowing, unguiet waters. Simi-
larly a restless mind filled with impurities cannot develop the powers of insight, so to achieve this, the mind should ba-

sically be guiet and relaxed. Given below are some ways and some exercises that can help an individual to develop his
inunteor:

1. Keep your daily routine easy, your mind clear and also work dispassionately. Accept yourself and others as they
are.

2. Interact with others on the basis of emotional compatibility or even despite incompatibility.

3. Make your support group that can analyze your actions, use your experiences and motivate you,

4 During a work contemplate seriously on the expenience you are going through, the signs youreceive and ana-
lyze These signs are useful for bringing the insights to the level of consciousness.

5. Do regular exercises and write down your experiences.
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Other Ways of Increasing your Intuition:
7.11.5.1 The Mind: Clearing the Space

As we have stressed before an overworked mind tampers with insight. To calm the unguiet, turbulent mind, to re-
duce the conflicting things within or in other words, to clear the spaces within, so that the powers of intuition can flow
unhindered, adopt the following ways:

Retire into a quiet place and then:
1. Close your eyes gently, take along, deep breath and relax the body:.
2. Now seek to know who stops vou from being contented. Contentment stabilizes the mind.

3. Let the answer or response come verbally to you. Welcome the response, do not question it or getentangled
with it; simply look at it in a detached manner.

4. Now think that you have stored the problem in a box, or tied it to a balloon and left it rise, or drowned it in some
lake or ocean.

5. When you feel that the problem has deserted you, go through the entire process and Keep repeating it till you
feel that the problem is totally extricated and uprooted. You can use this experiment to pptoot many kind of problems
and this will help to clear the cluttered spaces in the mind.

7.11.5.2 Development of Insight through Yoga : Wecan easily develop our insight through yoga, Ashtang voga
cleanses the inner self. and the mind. stabilizes and quietens it which is very useflil to attain insight. Aregular session of
asanas makes the body more flexible and releases it from many impurities: Pranayam pierces through and rends apart
many curtains that veil our insight and lets the power of insight flow unfizitered. Patanjali Yoga says that pranayam sta-
bilizes the mind. Pratyahar helps to calm the mind and superbly costrol the senses. Dharna also relaxes the mind and
increases patience. Meditation deeply relaxes the mind and givesan extraordinary level of consciousness. In medita-
tion when the sought objective is reduced to a minimal level and the meditated form becomes negligible then we are in
a state of trance. And when the three, notion meditation and trance fuse into one then it is called total control. And in
this situation we easily receive the intuitive knowledge, powers of intuition and we can know the past, present and fu-
ture.

7.1L.5.3 Insight/ Intuition and Preksha Feditation : Through preksha meditation we can easily develop our
insight. Through various steps of preksha meditation we can remove the impurities of the mind, make it more stable and
also raise our consciousness levels so that we can easily recaive insight or intuition.

Loosening the body helps to relax sach and every part ofthe anatomy and rid it of its problems/diseases and control
every part. It alzo helps to attain alevel of stability and the bodily diseases canbe lessened. This keeps the mind stable
and develops the level of consciousness.

Through a practice of a self-seeking joumney into the inner self we can also increase our powers. The power center
which is situated at thelgwer end of the energy centre has to be raised to the level of knowledge center. And for this an
odyssey into the selfin guite helpful. From the power centerthe energy centre located at various psychic centers reaches
the uppermost end 51 the brain which is the center of the intellect. This power then can be used for the quest of knowl-
edge and truth. Thus in this way we can raise our power levels and develop our insight or intuition.

Obsevvation of breath is an effective way of controlling the mind because if we have to control the mind then we
have to eomtrol our breathing pattern and for this observation of breath 1s a powerful medium. Through this practice
the process of breathing gets a rhythmic and controlled pace. Breathing becomes stabilized and when it becomes rhythimic
the memory power also improves drastically and so does our thinking. It also develops concentration which is useful
for insight or intuition, In relaxation of the body we see the body through closed eyes. In this process we do not analyse
the activities in different parts ofthe body or give any suggestion. On the other hand we detach ourselves from pleas-
ant and unpleasant considerations and concentrate on the body. This helps us to be rid of the love of the body and we
become detached towards various sensations. This exercise cleanses the mind and refines it and lets the consciousness
flow free and unhindered. All this helps in the development of insight.
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In the psychic centered observation we concentrate on the 13 centers situated inus. We take the mind to the en-
tire area of psychic centre and watch in a very detached way the sensation, throbbing occurring there, Psychic centers
are those places in our body where the level of consciousness i1s dense. By concentrating on these dense areas, by dis-
placing the consciousness we refine it. This refinement helps differentiate between the seen and the seer and finally this
exercise can help us develop insight and intuition.

To develop insight colour meditation is also very useful. Through colour meditation we can seek the truth and raise
our insight. In this exercise we concentrate on some psychic centers through certan colours. This leaves a positive im-
pact on our physical, intellectual, spiritual and mental levels. On the happiness center, purity center, thought center,
thought center, and light and knowledge centers place the following colours respectively-— green, blue,red, white, and
yellow and meditate. In this way by meditating on red colour at thought center we can raise msight. Also when wemeditate
with other colours on their centers our emotional flow 1s easy, feelings of lust are lessened, rage is controfied and the

intellect is activated. Apart from this through practice of different observations we can develop our isight. All we need
is determination and regular practice.

Questions
Objective
1. According to the psychologist Woodworth insight is of two types----1.
Short Answer
1 Discuss the way in which we can clear the space to develop the insight.
2. What is insight?
3. Discuss the qualities of a person with a developed insight.
3, Essay type
1. What is insight? Discuss the qualities of a person with a deyeloped insight.
2. How can we develop insight through voga and prekshz meditation?
WriterDr. B.F. Gaur
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Unit-2 Development of Capabilities
Chapter-8 : Improvement of Memory and Psychic Colour Meditation

0.0.0 Objective
1.0.0 Introduction
2.0.0 What is Memory?
3.0.0 Types of Memory
3.1.0 Sensory Memaory
3.2.0 Short-Term Memory
3.3.0 Long Term Memory
4.0.0 Elements of Memory
4.1.0 Learning or Fixation
4.2.0 Retention -
4.2.1 Factors Affecting Retention
4.3.0 Recall or Retrieval
4.3.1. Reproductive Recall
4.3.2. Creative Recall
4.4.0 Recognition
4.4.1. Indefinite recognition
4.42 Definite recognition
5.0.0 Some Favourable Conditions to Improve Memory
5.1.0 Favourable Learning Process
5.2.0 Favourable Retention
5.3 0 Recall Capacity
5 4.0 Clear and Quick Recognition
6.0.0 Training of Memory
6.1.0 Desire to Memorise
6.2.0 Interest
0.3.0 Images
6.4.0 Use of Previous Experiences
6.5.0 Use of Assoeiation Method
6.6.0 Understanding the Subject
6.7.0 Part Method
6.8.0 By Checking Retroactive Inhibition
7.0.0 Stability of Mind and Memory
£.0.0 Memory and Meditation Yoga
£.1.0 Method

8.2 0 Pranayam and Memory

0.0.0 Objective

After reading this chapter you will know what we mean by memory.

You will also read about the different types of memory

You will discover what psychic colour meditation 15 and how it contributes to the development of memory.
This chapter will enable you to answer all questions related to this,

—

w1
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We generally hear that a certain person has a very good memory or that a certain person always forgets. Some
people store a lot ofinformation in their memory. Some times we recall some incidents of the past but forget the things
of the present. We remember some things that happen to us all our hife but might not recall the name of some intimate
friends or those who were dear to us. All this relates to memory,

L.0.0 Introduction :

In the previous chapter you read about sensory capabilities and the role of preksha meditation in this. Also you learnt
about insight or intuition and how preksha meditation can contribute to the development of insight.

In this chapter we will read about memory, its capability and its development. We will also concentrate on the concept
of improving memory through psychic colour meditation.

2.0.0 What is Memory?

Memory and recollection are part of our everyday experiences. Psychologists have defined it a5 a mental pro-
cess that helps us to store information. When we understand a subject and learn it then the brain starts storing the in-
formation and thisis resurrected through recall. Resurrecting the information 1s a kind of memary:

To recall or recollection is a mental process like imagination, sensation and through this we bring some past ex-
perience or past learming into the present consciousness and recognize it. Thus for the process of memory we must go
to the past experience or past learning, With the passage of time when we recall those incidents or experiences or learming
and bring it to Our CONSCIOUSNESS Or re-express it we are negotiating memory. The process of bringing it into our con-
sciousness and recognizing it is called memory. It is a complicated mental process and it is difficult to differentiate it from
imagination, thinking, sensation, and perception. The procass of recall invalves four processes or we can say there are
four elements present : 1. Fixation or Learning 2. Retention 3. Recall 4. Recognition.

In fixation it is necessary to have an experience of'a subject and its learning, Thus the first process of expenience
or learning comes under fixation. To organize the experience or learning is retention, the second step of memory. To
bring what is retained into consciousness is recall, the third step. And when the recalled experience or learning is brought
into cognition it is called recognition, the fourth step of memory.

Mlany scliolan s have delined memony in various wirys and mnony them a few psychologises like Woodwo thy, Will-
iam James, Hilgard and Atkinson are notable

Woodworth says, "Memory consists in reriembering what has previously been learned.”

Dr. 8N Sharma defines the definition of'William James thus,” Memory proper is the knowledge of an event or fact,
of'which in the meantime, we have not been thinking with the additional consciousness that we have thought or experi-
enced before ™

According to Hilgard and Atkinson, ““To remember means to show in present responses some signs of earlier learned
responses.”

The above-given defiritions prove that memory is a complicated physical and mental form that incorporates three
mental stages 1] Mariy psychologists consider memory to be a state in which information is processed through differ-
ent stages. 2] Mary psychologists believe that it 1s a creation of multiple stage process.

3.0.0 Typesof Memory
Atkirisom and Schifiin have propounded a theory to define memory. They have classified it into three:

. Sensory Memory
. Short-termed Memory-5.TM
. Long Termed Memory-L. T.M

3.1.0 Sensory Memory-this memory stays at the level of the senses for some time. Sensory memory complements
sense faculty, We can imagine as many types of sensory powers as there are senses. The sense faculty receives some
information about a stimuli but these information is stored only for a few seconds. For instance the sensation of a sight
that we have seen, the sensation of a fragrance that we have inhaled or the sensation of a taste that we experienced,

Lk D =
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the sensation of a sound that we heard and the sensation of a touch that we felt. But it the experience at the sensory
was intense then the memory might be long- termed or short-termed.

The psychologist Sperlin] 1960 and Nasser| 1967] did some research work on visual sensory memory and audi-
tory sensory memory, According to them even after the stimuli that was present in front of the eyes is removed they re-
main on the screen of the eves and the stimuli's photocopy remains stored and it can be recalled anytime.

The way a visual sensory memory is stored the same way the auditory sensory power is stored

3.2.0 Short-Term Memory- The information gathered in this type of memory is retained for a short time. This
contains information that is retained for a short term and relates exclusively to the present. Psychologists have classi-
fied this into four viz. active memory, working memory, primary memory and immediate memory. The process ofleaming
especially verbal learning uses this type of memory.

The psychologist Hebb[1949] believes that this happens because there is a web of active cells where one cell ac-
tivates another which creates a reverbratory circuit. Due to passivity or the passage of a long tiree these activities get
reduced and end after some time.

3.3.0 Long Term Memory-- we all know that we remember some incidents all our lite while some are soon for-
gotten. Every one has a long term memory. When we understand the meaning of'a worth well or when we understand
a certain activity related to some incident we do not normally forget it. Still there are some things that fade from our
memory after some months or years. Tulwing [1972] classified two kinds of long=term memory

1. Episodic Memory 2. Semantic Memory

The first type, the episodic memory imbibes incidents and their spatial, temporal relations and stores them. Whereas
the second type, the semantic memory relates to language, words. In this, verbal symbols, words and their meaning and
their mutual relation and source are stored and on this base those symbols and their relations are used. This memory
stores images, cognitive maps and spatial specialities. Both the above-mentioned memaories are related to each other
and complement each other Tulwing in further researches[ 1983, 1984, 1985] has found a relation between these two
memories. There are certain characteristics between episodic memory and semantic memory as given below:

1. There is a dillerence inthe fonmat and suoctuee ul tese memonies, Episodic memony stules soine expel ience
related to some experience whereas semantic memory stores words and symbaols,

2. The two differ in the form in which they are recalled. Episodic memory is quick to recall while semantic memory
is slow.

3. Though the two are different, they mteract with eachother.
4.0.0 Elements of Memory

Long term memory stoieson the basis of verbal encoding. The psychologists believe that the abstract and tan-
gible virtues and ideas are stored in the long term memory as language, Whatever we recall as tor example the faces of
people, colours of some things or some incident are all conveyed verbally

Elements of Memery or the Processes of Memory. As we have already stated memory as four processes: 1. Leaming
or Fixation 2. Retention 3. Recall 4. Recognition

4.1.0 Lesrning or Fixation--- thisis the first step or the initial mental process. Without leaming a topic or know-
ing a thing intimately we cannot obviously learn it. When we recollect any subject or thing it is clear that we have learnt
it or know about it. When we begin to learn a subject then it is called encoding and in this process the brain makes
memory signs made by nerves. These nerves complete the task of processing the information. The level of ease or com-
plication of the information imbibed from the outside world or the encoding of the external world depends on the na-
ture of information received through the sensory means by the individual. These information are then stored in the memory
store house. The encoding relates to the semantic import, or to the audio or visual import. In the memory the encoding
is sucha process that stores all the information received through the stimulus from the outside as memory signs or sym-
bols. Not every information that reaches through the sensory means is encoded rather only the meaningful information
i1s encoded.
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With the encoding begins the process of compilation and this compilation retains till the information is recalled.

4.2.0 Retention - the next step in the memory processis retention. In this process the encoded information or ma-
terial is retained in the store-house. This process is the retention or memory or the memory storage. For instance some
work that we do, or something that we learn, or some sight that we see, or a piece of music that we hear are things that
we remember. When we collect and compile such information or experiences then it assumes the form of retention. This
retention is the memory power of the brain. This process begins immediately with the fixation. Retention is a psycho-
physical process. In this process the frontal lobe of the brair and the occipital lobe play an important role. This has been
verified by biologists like Franz and Leschelle. Some psychologists have interpreted retention. According to Bentley
and his companions whatever we learn or whatever information we receive forms memory traces in our brainand the
creative expression of these traces 1s the memory. When these traces disappear then we forget the things orinforma-
tion learnt or imbibed,

Many psychologists feel that retention is not a bodily process but a mental process. Bartlett and Gibson are the psy-
chologists who feel that retention depends on interest, motivation, and emotional states, Since these conditions are
mental the process of retention 1s also mental. Even the psychoanalysts feel that retentionis amental process and not a
bodily act. According to them whatever we learn or imbibecannot be forgotten and the reterition is not over but when
the memory signs reach the sub-conscious level ofthe brain then it goes into oblivion afid if is called obliteration. They
further testify that the obliterated subject can be brought back to the mind through kypnotism. The above-mentioned
two things clearly suggest that retention is neither a mere physical activity nor gxclusively a mental process but they
complement each other. This process is psycho-somatic.

4.2.1 Factors Affecting Retention

There are mainly three factors that affect retention

1. related to the individual

2. related to the topic

3. related to leaming

1. Relating to the Individual - this includes allthose reasons that relate to individual who recalls, for instance,
age, sex, physical condition, mental states, experience, interests, hobbies, emotional condition, and intellect and ma-
turity level,

2. Relating to the Topic - thisincludes the nature, characteristic, level of difficulty etc of'the topic.

3. Relating to the Learning - thisrelates to the arrangement of learning, methods of imbibing it, the action in-
volved and the reactions to it.

4.3.0 Recall or Retrieval

The third process in memoiy is the recall or retrieval. In this process the fixed learning or experiences in the brain
are brought to the level of' consciousness. This process is also known as reproduction

Dr. §.N.Sharma fras defined the concept in his Englishand English, Dictionary of Psychological and Psychoana-
Iytic Terms, as” The process whereby the presentation of past experience is elicited specifically evoking or experienc-
ing an image. " An example of recall is to bring back a story that we read in the past and to relate it to others or to re-
call it for one self. The student in the examination hall remembers all that he had learnt for the examination and writes in
his answerecript. His past learning is part of the recall prccess that he brings to the level of consciousness. Thus re-
membenng is part of recall. Recall 1s storing the information and 1t is the basis of rememberning or retneval.

Though remembrance is based on recall but it is not geverned by it If the recall 1s good it is not necessary that the
process of retrieval or remembrance might be good. In the process of retneval it 1s not possible to recreate all the learned
experience exactly in the same manner. There are changes in the process. He might recall facts exactly as they were.
On this basis we can sub-divide this into two

4.3.1. Reproductive Recall- in this recall the experiences of the past are brought back very truthfully or very cor-
rectly,
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4.3.2. Creative Recall-in this kind of recall we reconstruct things and make changes ion the facts or
experiences. It does not reproduce virtually everything gained in the past and there might be exceptions. Bartlett and
his comparmions discovered m many of their expenments thzt the process of recall 1s not a retneving but creative. Lewas,
Crosland, and Henderson have also expressed similar views about retrieval. According to them recall is of four kinds:

1. Direct recall - When a person without any aid or signal brings his past expenience to consciousness and when
he recalls that then it is called direct recall.

2. Indirect recall - When a person recalls an incident through some past signal or sign and brings it into his con-
scious level then it is called indirect signal.

3. Deliberate recall - When a person recalls some experience, incident, or facts deliberately then it is calied de-
liberate recall.

4. Spontaneous recall - when anincident, experience or fact is recalled without any effort it is called sponta-
neous recall.

4.4.0 Recognition

Recognition is the fourth stage of memory which means it is the next process of recall. Recognition literally means
to re-cognize that is, it is part of a cognitive process. Inthe memory process recall happens through the act of familiar-
ization and the experiences are brought to the consciousness level and this process is called recognition. The major dif-
ference between recall and recognition is that in the act of recall the object recailed is not present whereas in the pro-
cess of recognition the object to be recognized is present thus recognition happens with the present objects. Itis a simpler
process. It is easy to recognize a thing or a person but it might be difficuit to recall it for instance a prose or a poetic
passage that we have learnt by heart can be forgotten but the minute wi see the same passage or poetic piece then we
instantly recognize it and we know that we had learnt it. The passage of time also affects recall and recognition. As time
goes by it becomes difficult to recognize an object but it ismore difficult to recall it. Thus the passage of time affects
the process of recall more than recognition. There are two types of recognition:

4.4.1. Indefinite recognition-- In this process when a person 1s not able to recognize all details or bring an ob-
ject fully to his consciousness then it is indefinite recall

4.4.2, Definite recognition-- when a person orabject is recognized with all details or comes to the conscious level
it is called definite recognition.

5.0.0 Some Favourable Conditiens to Improve Memory

Toimprove the memory process itisnecessary that the four elements should be favourable, which means that the
fixation or learning should be excellent, retention power begood, recall be early and recognition be clear and early. We
are giving in brief the favourable Ceniditions for this:

5.1.0 Favourable Learning Process - If the learning process is encoded well then the subject matter or the inci-
dent will be remembered well. For a good memory what are the processes that will be useful? We must keep this in
mind and make a chaice.

5.2.0 Favourabie Retention - For a favourable retention we must know the nature of the subject matter, the amount
to be learnt, the processes of learning, the concentration of the individual, his feelings, sleep, mental eagerness. mental
evaluation, and the wide experience of the individual.

5.3.0 Recall Capacity - quick retention 1s an indication of good memory. When a person repeats what he has learmnt
he is known to have a good memory,

5.4.0 Clear and Quick Recognition - a clear and early recognition is part of a good memory. It is not a quick
recall that is desirable but it is also necessary that the recognition be quick and clear. The more one is blessed with this
ability the better will be the memory.

6.0.0 Training of Memory

Training of Memaory people endowed with good memonies do their work well. Those who have poor memory suffer
losses inlife. Students with excellent memories do well in exams while those who have a weak memory sutfer, Psycholo-
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gists have experimented a lot on this and found that experiences can be retained very clearly and for long. To develop
a good memory many methods can beadopted. Memory isa psychological capacity, and like other mental abilities this
too can be developed. Ebert and Meumann did a lot of experiments for memory traimng and found that by improving
on the skills memory can be developed. The following methods can be adopted for this

6.1.0 Desire to Memorise - Desire is one of the major reasons to improve on memory so the important thing is
to what extent we want 1o retain the memory. The stronger the desire in the individual to increase his memory the stronger
will be the learning, encoding, retention, recall, and recognition. [fthere 1s no desire or it'it 1s weak then he will not re-
member anything. Hence the basic condition for a good memory is that whatever the person wishes to remember or
wishes to retain as an experience, he must cultivate a strong desire to do so. For students this is especially very useful.
They must have a strong will power to learn the subject and store it in memory,

6.2.0 Interest - The interest a person has in his subject also determines the ability to remember

6.3.0 Images - Images play a very important role in the development of memory. It is only with'the help of images
that we can easily remember.

6.4.0 Use of Previous Experiences - Whatever we want to learn or retain we must cetmect or relate it to a pre-
vious experience. Ifthe present leamning is related to the past experience then this stays lpfiger in the memory.

6.5.0 Use of Association Method - inthis method the leamnt thing is linked either to animage, symbol, or some
experience of the past. This also makes the recall easier.

6.6.0 Understanding the Subject - whatever we want to memorise we maist understand the meaning or its pro-
cess fully. What we understand and then store in our memory stays therelong. This is long term memory. 1f students
try to understand their subject instead of learning by rot, they will definitehy retain the information for long. The subject
learnt by understanding stays longer in the memory.

6.7.0 Part Method - To learn a huge chunk divide it into converient small parts or things. By leaming these smaller
units we can move on to the bigger, larger ones. for mstance to learn a chapter divide it into points and these points or
parts can then be put together as a whole and memorized.

6.8.0 By Checking Retroactive Inhibition - retroactive inhibition is an obstruction in leaming hence a basic con-
dition is that we must check the retroactive inhibitiern.

6.9.0 Apart from these methods some other methods can also be adopted like learning any subject in a rhythmic
way like poetry, or reading a lesson loudly; examining a subject again and again. These methods can also improve
Memaory.

7.0.0 Stability of Mind and Memory

To make a good use of our memory we must have a stability of mind and be free of tensions. This helps in en-
coding and retaining properlyl and the memory power increases. For mental stability some meditation exercises are good.
We now proceed to discuss this in detail
£.0.0 Memory and Meditation Yoga

Yogais also aveetil medium to increase memory. Mary researches have proved that through meditation yoga the
capriciousness ef'the mind can be contained and through single-minded concentration we can learn well. Many asanas,
YOEA exercisés increase the memory

The preksha meditation and colour therapy propounded by Acharyashri Mahapragya also increases the memory.
According to him a regular practice of colour therapy brings changes in our emotional flows and increases our memaory.
We will discuss this subject in detail.

We have discussed various colour therapeutic measures in the improvement of memory in the previous chapters,
Various scholars have discussed vanous methods tor this.

Colour therapy can prove to be very useful in developing good memory. If some parts are exercised regularly then
it has a positive impact on the memory and the memory pawer. Colour therapy when practiced creates a positive im-
pact. We will now discuss the methods to increase memorythrough colour therapy.
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8.1.0 Method - first choose a posture for meditation and close the eyes gently. Bring the consciousness point to
every point of the body from the toe to the head, then think of relaxing and realax.

Mow bring your consciousness 1o the knowledge center and then feel a shining vellow colour there like the colour
of sunflower or that of gold. Feel that there are yvellow atoms spreading everywhere, Now breathe nto this glowing vel-
low and feel that the vellow atoms are entering you through every breath.

After some time try to feel that the atoms of the knowledge center are spreading in every part of your body and
your countenance is glowing with the yellow. See the atoms of the vellow and feel that your nerve centers are growing,
growing and growing. After this suggest to vourself that your memory power 1s increasing, that vour memaory capacity
is increasing, and that you can remember every thing clearly. Suggest this to your self a lot of times,

Take two or three deep breaths and feel that the consciousness is awakened from the tip of the togto-the head.
Feel that the entire body is active. Gently open your eyes exercise over.

There are other ways of increasing memory as elaborated below-

Choose a meditation posture. Keep your body stable, loose and stress free. Bring the consciousness from the toe
to the head slowly concentrating on every part. Relax your body and feel it loosening. Feel that the body has relaxed
from head to toe.

Now concentrate your consciousness on the middle of vour brow. With a shining yellow inscribe 'a'there, now con-
centrate on your temples and with a shining yellow inscribe 'om' there. In this way ion the center of your brow and on
both sides of your temple place 'om'"a' and "om'. Continue like this for 5 to 10 minutes. After some time with two or
three long breaths conclude your exercise.

This chant in the regular way helps to increase the memory power:
8.2.0 Pranayam and Memory
Acregular exercise of pranayam helps inincreasing the memary. Pranayam helps to deliver the life-wind to the brain
and makes the cells active there. We must do pranayam under an expert guidance.
{iestions

Essay Type

I. Explain the process of memory.

2. What is long term memory”?

3. Explain the different methods of impegrving memory.

How can we develop memory throwgh preksha meditation and colour therapy?

o

Short Answer

1 What 1s memory?

2. What 1s short term memasry?

3. What is sensory memicry?
Objective-—Give one word answer
1.the main processes in memory are

| three 2.rwo 3. four 4 five [ ]
2. memoiy is classified into:
1. three” 2 four 3 five 4 six [ ]

Writer Dr. B.P Gaur
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Unit-3 Self- Management and Stress-Management

Chapter-9 : Management of Needs and the Inner world, Protecting Health and
Energy

0.0.0 Objectives
1.0.0 Introduction
2.0.0 Principle of Needs of Maslow
2.1.0 Biological or Physiological Needs
22,0 Safety and Security
2.3.0 Belonging or Love or Attachment
2.4.0. Self-esteem needs
2.5 0 Cognitive Needs
2.6.0 Aesthetic Needs
2.7.0 Self- actualization needs
2.8.0 Transcendental or Spiritual Needs
3.0.0 Managing Needs through Yoga
4.0.0 Internal World
4.1.0 Thinking and Thoughts
4.2.0 Maintenance of Health and Vitality
4.3.0 Be Aware with the Wisdom of vour Body
43 1 Importance of Perception of Body
4 4.0 Heart-felt Emotions
0.0.0 Objectives
1. The basic aim of this chapter is to give information about the individual's needs. We will also see how these needs
would be managed.
2. This chapter also aims to tell you what the internal world is and how to manage that.
3. The next aim of this chapter is totell you about the protection of health and life-force ofan individual.
4. You will be able to answer all questions relating to the above-mentioned topic.

In the previous chapters we read about the various skills of selt-management and also how these skills can be
developed, how to manage them etc.

1.0.0 Introduction

Dear Students,

In the previcus unit you read about human capabilities and its development. In this, you will read about the vari-
ous needs of the individual. And we will also deal with the management of the inner world of the individual, and pro-
tecting his heaith, energy. All this will be covered in this chapter.

2.0.0 Principle of Needs of Maslow

Man has several needs and desires and in an efficient management of life it is also necessary to skillfully manage
these necessities, meaning, that to manage himself he must also know to manage his needs and desires. To co-ordinate
his needs and desires with his environment, relations with others, their well-being testifies to an efficient management
by the individual. What are man's needs? Many psychologists have given many interpretations. The famous American
psvchologist Abraham Maslow has broadly divided human needs into two. The first he classified as Deficient Motives
or 'D' motives, the second he called Growth Motives or Meta needs or Being or 'B' needs. Our primary, basic needs
come under the deficient motives and this pertains to our biological needs
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Maslow divided human needs into eight important steps:

1. Biological or Physiological needs

2. Safety and Security needs

3. Belonging and love or attachment needs
4. Self-esteem needs

5. Cognitive needs

6. Aesthetic needs

7. Self- actualization needs

8. Transcendence needs

2.1.0 Biological or Physiological Needs : These include five kind of needs viz. thirst. sex. rest, sleep and dreams.
All these are our primary needs of the body and to fulfill these we are motivated to act. We try our level best to fulfill
them. If there is any lack in fulfilling these needs or in case they are not fulfilled then a personundergoes stress, anxiety
and he will try to satisfy his needs in some way or other. Ifthese needs are not fulfilled then the individual personality
and frameis affected and sometimes this can also lead to derangement.

Though these are biological needs, needs of a primary level, it is necessary to fulfill these for a healthy being, for
mental balance and co-ordination. How to fulfill these needs, when to fulfill them and to what extent determines the ef-
ficient management of the self’ To satisfy the pangs of hunger we can have an ordinary meal, or something more than
ordinary oran extraordinary, special one. A special meal or an extra meal canléad to problems like mdigestion, food
poisoning, or acidity. Hence whatever benefits food gives interms of satisfying the hunger is negated and the individual
has to suffer. And if we continue to consume special, extracrdinary meals arva regular basis we would gain weight, de-
velop cardiac problems and many co-related problems. Such a possibility naturally affects the organization of the body
and the body goes beyond control.

Similarly thirst is a need and we can quench it by taking water, but if we regularly take cold drinks, beer and alco-
hol, or tea, coffee then we again risk the danger of harming owrselves. Such drinks produce a high level of stimulants in
the body which has a bearing on the inner and outer harmony of the person and it might become difficult for him to co-
wrdinaie this.

The above-mentioned needs. when understogd and fulfilled in a normal manner, help a person to live in harmony
with himself and with the world. And he lives i peace with everyone. On the contrary if he tries to satisfy needs through
other means, which has an adverse impact en himself and others, then his co-ordination with himself and others gets
affected and this would not be called efficient management. Rather it is mismanagement.

Ifthe sexual needs of an individual are fulfilled then he is at peace with everyone around him. But if’it is suppressed
or not fulfilled at the right time titen 1t again gives rise to certain oddities and peculiarities in his personality. But an ex-
cess preoccupation with it again is undesirable and it tends 1o make a person abnormal, deviant and he might even turn
arapist.

Similarly sleep asd dream are one of the basic needs. Have you ever been through the experience of not sleeping
the whole mght? Hew do vou feel the subsequent day? Difterent people have different effects of sleeplessness. Gen-
erally people niaddle their routine the next day or feel tired, and grogey. Thus to keep the body healthy, sleepisaba
sic necessity. A healthy person every night sleeps for seven hours though this might vary in people, still the average sleep
required 15 seven hours. If we do not have regular sleeping hours or do not the adequate amount of sleep then we be-
come irmtable, angry, forgetful, tense, and there will be problems like headache, indigestion etc. those who do not sleep
well are generally deviant in their behaviour. Adequate sleep rejuvenates the body and we feel fresh and energetic

Excessive sleep, on the other hand, is not good either. Too much of sleep gives way to sloth and sluggishness. There
are possibilities of physical disorders like obesity, cardiac problems and other health related problems. Hence for a
healthy person a normal adequate sleep is desirable.

We dream while we sleep which is good for health. Dreams help us to release the tensions, worries, lingering in the
sub-conscious. They also help us to fulfill those desires that are not possible otherwise. So dreams are healthy because
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we are lightened of our physical and mental worries and indue course there is a considerable reduction of these wor-
ries. As we have already elaborated, the above-mentioned things are basic needs of a person. A person tries to satisty
them through an acceptable, natural way. through normal activities. But ifhe 15 not able to gratify them he goes through
stress and worry which affect our routine activities. Fulfilling these needs is a skill and it a person learns to manage these
needs well then his life is efficiently run

2.2.0 Safety and Security : Every being tries to protect its body from danger. No creature risks any harm to the
body and this goes for us too. We also ensure that we are safe and secure. We want to be free and secure and be nd
of fear or violence or any other related dangers. To keep curselves safe we search for a safe habitat. Insecure people
are always scared and their behaviour is abnormal too and they always seek a refuge. We make adequate efforts to
keep us safe from natural calamities like earthquake, flood, storm, and from man-made dangers like violence, war etc.
This instinct extends to all creatures but the human form s the highest form of creation, the highest level! of intelligence
hence we fulfill our needs at the priority level.

Again to be excessively preoccupied with the need for safety is not right. For instance two rocms are adequate to
keep us safe but we build huge mansions and live in them. To fulfill this desire we have to maninulate alot of things, waste
alot of energy which again affects our behaviour. Hence to fulfill the basic need of safety at an adequate level is desir-
able and is an efficient management.

2,3.0 Belonging or Love or Attachment : This is a basic need for every creature but most of all for man. He is
a social animal and he lives in social bonds and desires to live like that. We allwant to connect to each other and wish
that others should also form bonds with us. Everybody sezks love from others and wishes to love too. This need for
attachment is the reason and basis for social relationships and we work in 2 community or a group because there is a
belonging and attachment to it. In the social structure this need is alsothe main reason. Nobody wishes to be isolated
or lonely so this need can be fulfilled only by living in a group. Ifthis need is not unfulfilled then we feel lonely, socially
isolated and condemned. Especially when we do not have friends, relatives or children with us. Maslow studied the impact
of this loss on individual behaviour and discovered that sacial sobility and industrialization has segregated man from
his fellow-beings. Family disintegration is another result of this loss.

2.4.0. Self-esteem needs : When our biological, security, attachment and love needs are fulfilled then we seek
self-esteemn and respect. Everyone needs respect anthesteem. We seek self-respect and strive to give the same to others.
Maslow has classified this also into two:  1-Self=respect 2- Respect from others.

The first desire gives rise to competition, confidence, and the need for personal power, accomplishment and lib-
erty. He wants to explore and experience what his capability 1s, what kind of work he can do, and also how to accept
the challenges in life so that his self-esteem increases. The second need pertains to the respect, approval and attention
of others, post and prestige ete. Afier a good deed we wish to be patted and appreciated. Selt-esteem gives one a sense
of utility, builds confidence, power ad appreciation that gives a sense of seli~worth, which is extremely useful inindi-
vidual development. On the other hand if our needs are not fulfilled then we are struck by feelings of infenonty, weak-
ness, helplessness, and disruptions in our attitude. All this gives way to a negative perception of the self, loss of enthu-
siasm, helplessnessand inferiority.

2.5.0 Cognitive Needs : The human disposition is such that we are always curious about something or the other.
In other woerds we yearn to know more and we also wish to increase our knowledge. This thirst for knowledge takes
us ahead towards progress and development. We always seek to know, to understand others and to do something new,
beyond what has not been done. We try to understand others and try to analyze individual and public events on the basis
of our knowledge. Maslow classified the above-mentioned five needs as primary and basic but the remaining three are
categorized as independent needs.

2.6.0 Aesthetic Needs : This need recognizes the desire of an individual to appreciate natural and man-made
beauty. He tries to understand the beauty of nature, its rules. This need also prompts and inspires to work for social
causes. He does not seek economic stability or security, mere praise, appreciation or esteem or to demonstrate his power
rather he wants to work for justice, truth, welfare of others, and the causes ofart. Freud talks ot'these needs as pera-
needs or the need for connection
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2.7.0 Self- actualization needs : Such a desire is seer in highly evolved men. When a person tulfills all the other
needs effectively, he seeks to realize himself through higher fulfillments. Maslow feels that this desire is of the highest
torm, where the individual seeks to realize and express limself He also feels that this need anises from the special qualities
of an individual. To fulfill this need the individual formulates meaningful aims and tries to fulfill it. He evaluates his abili-
ties, evaluates himself and attempts to understand his weaknesses and failings. And after evaluating himself he makes
expected changes in himself. In this state a person tries to be impartial, selfless, and equal towards everyone,

2.8.0 Transcendental or Spiritual Needs : According to Maslow when a person has reached a state of self-ac-
tualization, that 1s when he attains those qualities, he attains a state of transcendentalism or spirituality. In this phase he
wants to be close to nature, understand its mysteries and go in a state of trance or absorption with the ultimate being.
He wishes to attain ultimate peace and wants to be in communion with the divine being, With the attainment o this goal
all the other goals become negligible and this is the ultimate desire when the human formis absorbed into the divine form.

In this way Maslow hierarchically categorized our neecs to understand human behaviour and personality. In his hi-
erarchical structure man reaches the highest ladder afier climbing the other, lower needs. This is alsethe chronology of
the individual development. And Maslow further stresses that all the needs are inherent in man and not acquired.

This is actualized according to the values of the family and cultural values. Ifthese nesds are suppressed or not ful-
filled or frustrated then it creates deviation in the behaviour. For instance, if the primary fevel needs like hunger, thirst,
sleep, sex, rest, and love are not fulfilled then the individual becomes aggressive and sexually deviant

3.0.0 Managing Needs through Yoga

Patanjali yoga system is the best. Of the eight exercises for various partaif' we strive to do only a few then we would
be able to manage our needs. Through vanous prevalent processes of meditation also we can manage our internal and
external needs. And through the restraint and the regulations of Patanjali's yoga system we can control the inner and
outer needs of the body. These voga asanas help us to rid of our impurities, refine them and also control the unneces-
sary desires in a very natural way. Pranayam cleanses the budy of the physical and mental distortions and gives the in-
dividual the insight into his needs so that he understands the reality of his needs. Concept, meditation, trance are simi-
lar to the final three stages given by Maslow. Through cesieept, meditation, and absorption we equate the aesthetic, self-
actualization needs and transcendence that Maslow [isted. A regular practice of the other forms of meditation helps to
develop insight that helps the individual to understand his needs and control them to a great extent.

4.0.0 Internal World

As we have already mentioned our rieeds are both intemally and externally oriented. Tt originates from within and
trom the world outside and its fulfillment depends on both the worlds, For instance hunger and thirst. These are inter-
nal needs but to fulfill them we depend on the external or material world. Apart from this our inner world consists of
some activities that exhibit oue capabilities, for example thought, imagination, intelligence, memory, will power and in-
sight. We will also trace certainteasons that convert into the practical side of the individual especially the thoughts that
rise in our mind, thinking, and intensity of thinking, positive thinking and negative thinking,

4.1.0 Thinking and Thoughts : Man is a thoughtful creature. The thought process goes onin every individual con-
tinnously. Those wha think positively are healthy mentally and physically whereas those who think evil are sick men-
tally and physicaily, Psychologists and doctors feel that defects of thinking and thoughts are the result of evil thinking
whereas positive thinking makes one healthy physically and mentally. Positive or formative thinking widens the individual’s
thought and makes it impartial. Thinking and its context are multiple and relative. A positive thinker is cordial, friendly,
sympathietic, and happy. Those who think positively always try to understand the problems of others, sort it out and
work for the benefit of others. They keep a positive attitude towards themselves and their needs too. Onthe other hand,
those who think negatively are sick mentally as well as physically. They are not stable in their views and there is a tu-
mult inside their brains. Such people spend all their energies thinking bad about others, plotting against others, obstructing
the work of others. Such people have a very limited outlook and lack feelings of love, affection, joy and mercy. They
always have a feeling of animosity towards others. Indulging into all this over a period of time makes them sick men-
tally and phvsically and this proves quite a hindrance in their seli~growth. This kind of thinking also leads the individual
into a destructive mentality. Such an outlook compels the incividual to relate to the external world in the same way. When
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it is natural in us to bond with each other why do we indulge in hostility. In the absence of animosity we naturally de-
velop positive thinking. Thus by adopting this attitude we can stop our psychic energies from being wasted. When the
indnadual curbs his negatrve thinking and moves towards positive thinkang then he 1s geanng limselftowards the nght
direction. Through various exercises of yoga and through meditation we can control the thoughts within us and be nd
of negative thoughts. According to Maharishi Patanjali friendship, sympathy, joy and detachment prove very impor-
tant in managing the mner world of the individual. Through a regular practice of voga and meditation, a person can curb
the unnecessary thoughts rising in his mind and manage his inner world well.

4.2.0 Maintenance of Health and Vitality : Maintaming health and energies does not simply mean that we eat
well and exercise. These are the not the only things that help us lead a healthy and energetic life, rather there are other
things that are important and we must pay attention to that as well. We must also be aware and conscious of our ex-
pressions, emotions, mental activities and be subjective and be concerned with the self, in relation to theyitimate. To-
tal health relates to the mental and physical well-being. And we must listen to our thoughts. understand them and also
understand the signals given by our body, mind, brain and our emotions. And once we understand our body, mind and
brain we create a co-ordination between the mner and external world and this process ensures gur health and well-being,

4.3.0 Be Aware with the Wisdom of your Body : Some people have no problem in uniderstanding that their body
is hungry, or that some part of it aches or that they are sleepy. They are aware of theit body. But there are many who
do not know these demands of the body and pay no attention to their body. They find it difficult to be aware of their
bady. In reality for our well-being and to be healthy we must spend some time with our bodies. We must observe it and
pay close attention to the action in every part of the body. We must also check those parts that easily come under our
grip and also note those that evade us. We must see those parts that are stressed or pressunized and also note the ex-
tent of pace, power and the energy levels of the body. To bring any partinto greater focus try to consciously increase
the sensation and throbbing and try to see which part of the body is conveying something to you,

4.3.1 Importance of Perception of Body : To achieve this process relaxing the body can be immensely impor-
tant especially the yogic exercise of total loosening of the bedy. In this, we bring consciousness to each and every part
of the body and focus on the quivering, pulsations and its activities. This helps us to be aware of each and every throb-
bing inthe body and we can know everything about car hiealth. If there is any problem or malady in any part of the body
we will know about it. This helps us to be in commumon with our body. If we try to do this exercise of loosening the
body we can improve on those parts of the bodywhich suffers from a malady or some problem. Through these pro-
cesses we can make our body healthy, lessar stress and even remove it. This will help us to know the pace, energy and
power of the body.

4.4.0 Heart-felt Emotions : Society teaches the individual to suppress his teelings. When we suppress or quell
them for a long time then it is difficizit to re-establish contact with them and then we are unable to express them again
or disperse them. When women gre able to express their feelings, they are likely to be less angry, Men usually suppress
their fear and sorrow. When feelings are regularly suppressed then it gives rise to physical and mental distortions. Try
to disperse your feelings. This will improve your intelligence and life-force. For this, to begin with, we must know our
teelings, and also know to differentiate between them.

Questions
|. Explamthe views of Maslow on human needs.
2. How ¢an we manage our needs through voga? Explain.
3, What do we mean by the internal world? Explain
4 How can we protect health and life-force? Explain
Reference Books:
1. The Personal Management Handbook Johan Mulligan, Human Potential Resource Group, University of Surrey.

2. Psychology for Living: Adjustment Growth, and Behaviour TodavEastwood Atwater, Prentice- Hall of India Pri-
vate Limited, New Delhi
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Unit-3 Self- Management and Stress Management
Chapter-10 : Time Management and the Various Phases of Science of

Living, Problems, Decision and Planning

0.0.0 Objective-
1.0.0 Introduction
2.0.0 Time- Management
2.1.0 What is Time Management?

3.0.0 Time Waster or Time Robbers
1.0 Factors Related to Self
1.1 Moods -
1.2 Easy going nature -

1.3 Health
.1.4. Habits.
3.2.0 Related to Family and Society
3.2.1 Visitors-
3.2.2 Friends
3.2.3 Indisaipline-

d led d fed Lea Lad

3.2 4 Disurderliness-
3.2.5. Meaningless gatherings-
3.2.6. Futile critical gatherings
3.3.7. Working Conditions -
3.4.0 Other Time Wasting Reasons
3.4.1. Lack of Proper Transport Facilities -
3.4.2. Waiting
3.4.3. Lack of proper arrangements
3.4.4. Roleof Television
3.4.5 Unnecessary worry -
4.0.0 Time management
4 1.0 Analysis of Time
4.1.1 Time Spent on Outside Work-
4.1.2 Time spent on emergency situations -
4.2 0 Daily Analysisof Time-
4.2 1 Prionitiesgind their Management
5.0.0 Some impartant points of time management
0.0.0 Objective-
1. Thas chapter will tell you what we mean by time-management.
2. You will also know about the reasons that lead to the wastage of time.
3, We will also read how we can manage time
4. Inthis chapter you will see some time-tables.
5. After poing through this chapter vou will be able to answer all questions relating to the topic.

1.0.0 Introduction

Diear students,
In the previous chapter you read about the needs ofthe individual and the management of his inner world. Be-
sides we also talked about the protection of health and life-force. In this chapter yvou will read about time management.
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In an individual's progress time plays a very important role. Those who are good at managing their time are suc-
cesstul in every field of lite. 1f we read the biographies of great people it is very clear how much they valued time. Many
of the greats kept an account of every single minute. They considered every minute valuable and utilized it in a very slallful
Way.

This chapter will deal with the definition of time. What are the reasons that lead to the wastage oftime” How can
we manage time? All this will be elaborated.

2.0.0 Time- Management

Time is the main factor that contributes to the success of an individual. It is generally said that the arrow that leaves
the quiver does not come back, the word that falls from the lips cannot be recalled, lost youth never comes back and
the time that passes does not return, Hence time is a major entity in life. Time is very valuable. At present when scien-
tific progressis at its peak we face the problem of managing our time. As the saving goes time and tide wait for no man.
While an efficient management of time can take one to the highest peak, a poor management turns him irigo an utter failure.
To manage time isa skill. It is generally seen that we cannot accomplish many things when we da not manage our time
well. Time is very valuable, mighty and every one falls prey to the sickle of time. The consequence of wasting time is
terrible. It is truly said that if we waste time, time will wash over us. Scholars, scientists, and philosophers have under-
stood the value of time. If'we study the life-sketch of the greats then we see that the raaior virtue is time management.
Mahatma Gandhi, Einstein, and Lord Mahavir were all conscious of the value of time-and they were experts in the man-
agement of time. And that is the reason why they were successful.

2.1.0 What is Time Management?

Time is irreversible and irreplaceable. To waste time 1s wasting your life. [fwe know the value of time then people
will appreciate our value as well. It is necessary to realize how impertant we consider ourselves and our time and how
well we manage our time. Time management in a primary way ispas of seli-management.

The truth is time management is managing the time wasfting factors and the time saving factors and we are compelled
to consider how to control those factors that waste our time. On the other hand we encourage those reasons that save
oair ime or throngh which we can manage time well When we are careless aftime then the factors that waste ime domi-
nate us. Thus in various situations if we manage owrtime wel and consider it invaluable then it would be a major achieve-
ment. Touse our time constructively, is an experimanagement of time and wasting time or wasting it on useless things
is mismanagement. The youth, most likely, wastes its time on unnecessary things. Probably they are not aware of the
value of time.

They are caught in a whirlpool oftime wasting things and they cannot save themselves from drowning even ifthey
want. We will now elaborate on these factors that waste time.

3.0.0 Time Waster or Timae Robbers

[t would not be an exaggeration to call the factors that waste time as pirates of time. We can classify these into four:

| Factors relating to self.

2. Factors related to Family and Society.
3. Factors related to Job/ occupation

4. Other factors

3.1.0 Factors Related to Self

Some factors of time wasting relates to the self, to the mdimvidual's mood, his disposition, hus health and well bemng
and his habits. We can further sub-divide this into four: 1. Mood, 2. Easy going nature, laid back attitude, 3. Health, 4.
Habits

3.1.1. Moods - There is a deep connection between mood and time. Generally it is seen that people with a foul
mood take a long time to complete their work. Impatient people or those with anunstable mind are never able to fimsh
their work on time and they waste more than the required amount of time. Hence mood 1s a major factor that wastes
time,
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3.1.2. Easy going nature - Such people are lazy and slothful and they tend to procrastinate. They never do their
work on time and what is to be done today is postponed for tomorrow or indefinitely. This wastes a lot of time and the
work also1s never done. Apart from this a lot of time 1s wasted to do a work.

3.1.3. Health - this is a major tactor that wastes time. When the individual 15 not well mentally or physically then a
lot of time is wasted in completing a work.

3.1.4. Habits - many people waste their time because of their habits. Bad habits make a person do the same ac-
tion again and again which wastes precious time. Some habiis like gossiping, wandering, playing cards, or sitting in some
nook and corner to gossip are some of the habits that waste a lot of ime.

3.2.0 Related to Family and Society

We can list the following reasons in this:

1. Visitors

2. Friends

3 Indiscipline

4. Disorderliness

5. Useless social gatherings

6. Futile criticizing tendencies

3.2.1. Visitors-- For the sake of social courtesy we welcome visitors and giiests in the family but generally these
visitors come to visit but their visits have no meaning or pupose. They generally have no particular work so they have
plenty of time at their disposal and generally hunt tor those who will help them to kill time. Consequently they waste their
time as well as that of others. Neighbours are the most likely group that comes on some pretext to kill their time. Good
time managers stay away from such people and take no interest in the gossip even ifthey are caught in the trap. And
they also dispose of such tattlers without paying any attention to-ther prattle,

3.2.2. Friends - We can classify our friends into two broad categories. One is those who spend their time con-
structively because they realize the value of time. On the otfier hand we also know of friends who do worthless things
and waste their time as well as that of their friends. Sensible people stay away from such people and do not let them
interfere in their schedule. Such parasites are good ingossip, day dreaming and spinning illusions for others. Thisis part
of their skill and charm. They take us to watch filims, to clubs and unnecessary gatherings to waste precious time. Thus
those who are conscious of time should be canitious about such people,

3.2.3. Indiscipline- When indiscipline enters and perpetrates in the family and society then no work is done on
time and to do his work a person has o waste a lot of time. Indiscipline 1s a malaise that is spreading its tentacles fast
and wide in our society. If the head Gf the family or some member of the family strays into indiscipline then a lot of time
is wasted and the family work gets delayed Thus every person must realize the value of time and try to finish the work
in time.

3.2.4. Disorderliniees- thereis disorderliness in family and society then a lot of time 1s wasted maintaining order.
For instance some gustoms and traditions trap people into wasting their time. Thus we must stay away from these time
wasting things and make a constructive use of our time and manage it well

3.2.5. Meaningless gatherings- a lot of our time is wasted on meaningless gatherings, seminars where nothing
productive takes place. These create unnecessary tensions and discord inworthless discussions and debates. This 1s
one reason where a lot of people waste their collective time.

3.2.6. Futile critical gatherings - there are very few of us who appreciate others and encourage them. Gener-
ally it is noticed that people indulge in criticism and sneer at one another and waste their precious time. Some people
plot to pull others down, to misguide them. They waste all their time and their physical and mental energy cntictzing others
and spreading tales about others.

In such situations an individual should be careful and try to escape from such situations and retain a multiple atti-
tude towards people and have a positive outlook. This will not only save his precious physical and mental energy of
the individual but also save his time. We must not indulge in futile, meaningless criticisms so that we save time.
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3.3.0 Related to Job/ Occupation--
In matters of occupation time is wasted due to the following reasons

1. Unnecessary meeting

2. Misuse of telephone mstrument
3. Unclear communication

4. Confused authority

5. Inahility to say no'

6. Co-workers

7. Working conditions

3.3.1. Unnecessary Meeting - one of the major reasons for wasting time in the professional field is un-
necessary meeting. Generally it is seen that meetings are called with the same agenda and these turn.outto be tea-par-
ties where people gather to take tea, gossip and thus a lot of professional or work time is wasted, lnmany offices the
meetings are simply an eye wash while some are held for fulilling formalities. Sometimes these mgetings include people
who might have nothing to do with it. Thus these meetings waste a lot of time.

3.3.2. Misuse of Telephone Instrument - another biz reason of wasting time 1s the abuse of telephone. Lots of
people in their offices waste a lot of time talking for long hours on the phone. Repeatedly people waste their own time
as well as that of others. Telephone is a very easily available service and every one has access to it hence people spend
a lot ofime and energy talking for hours and generally these are quite useless. Women especially waste alot of time
talking on the phone, most of the time it is pure gossip and sometimes it is &0 amuse themselves. Thus they do not only
misuse their telephone but they waste a lot of their own time as well as that of others.

3.3.3. Unclear Communication - vague, unclear communication also wastes a lot of time. Generally the hearer
cannot really make anything out of the conversation. Thus a lot of tire is wasted trying to clarify things. Thus the com-
murication should be clear so that time 1s not wasted.

3.3.4. Confused Authority - in an institution when the officer-in-charge is batfled and confused about the situa-
tian oris not aware ot his power and pinsdiction then the <uhardinate staffhas to spend alat of time explaining the same
to the officer. Sometimes very busy and overwrowght officers give orders without a thought and the subordinate staff
is confused about what they must obey and what they should not. Also the work is not done on time either.

3.3.5. Inability to say "no’ - sometimes a person out of courtesy is compelled to commit himselfto a work. Some-
times he might hesitate to say no to a work he might be incapable of doing. Later when he begins to do the work he
has to spend a lot of time trving to accomplish it and the work never gets done on time. When the individual goes be-
yond his capabilities to do a work then a lot of'time is wasted. Hence for a work that he is unable to do he must not
commit himself, rather he must frankly say no.

3.3.6. Co-workers - 1 the offices the co-workers also waste a lot of ime. Even durning work hours they gossip,
laugh and joke and wasté time on useless things. There are many workers in the office who are disorganized and never
work and do not let others work. Generally a lot of time is wasted in tea and cigarette sessions that are normally so ex-
tensive. This obviously means cutting into the work hours therefore no constructive work is done.

3.3.7. Warking Conditions - the working conditions in offices and even in factones 1s deplorable and lot of ac-
tual working hours is wasted. Generally the light conditions are bad, temperature levels are not conducive for work-
ing, the mstruments do not work well or the seating arrangements are not proper either. Thus a lot of constructive time
is wasted taking care of these problems.

3.4.0 Other Time Wasting Reasons

Among the other reasons the following also waste a lot of time

1 lack of transport facilities
2, waiting
3. lack of proper arrangements
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4. role of television

5. useless worry

3.4.1. Lack of Proper Transport Facilities - often the vehicles are not maintained well so they break down and
this 15 a constant problem. Scooters, cycles, cars etc. often break down, and the local transport takes a lot of ime to
take the worker to his office. When a worker does not keep his vehicle in working condition then the vehicles break
down and a lot of time is wasted. Even the local transport facilities are not quick so alot of time 1s wasted reaching the
work-place.

3.4.2. Waiting - some people have a habit that they give an appointment to others but never get there ontime or
do not finish the work on time. This wastes a lot of time.

3.4.3. Lack of proper arrangements - in any function, organization the arrangements are so bad that alot of time
is wasted. They have no resources to work hence its not the wastage of a single person's time but collective time is
wasted. For instance in any function the mike, or the electricity or the seating arrangements are inadequate so the or-
ganizers have to waste a lot of time putting these things together. Sometimes the chief guest dess not reach in time so
again alot of time goes waiting for the chief guest to turnup. And this is called collective timea wasting,

3.4.4. Role of Television - in this age, television is also a major culprit. All over thewworld it has become so, be-
cause a lot of people waste their time watching it. There 1s no doubt that it is an educating source and many educational
programs are shown but it is also a fact that generally they show cheap, vulgar and timmoral stuff’. And the individual
considers this entertainment and wastes time watching it. Television programiz not only waste time but they lead to a
cultural and moral pollution. Not merely children, even the youth, and the older generation watch these programs and
waste time.

3.4.5, Unnecessary worry - most of the people wastea lot of precious time worrying unnecessarily, fitile imagi-
nations, or in day dreaming or in plotting against others. Such people think negatively or waste their time in day dreaming.
It is not bad to visualize or dream or imagine a project but fo indulge in only in day dreams or imagination and not to
act accordingly is not advisable

All these reasons can be out into a table
Tabie -1: Time Wasting Reasons

1 Related to 2.Familial and 3. Relating to 4.Other reasons
self social reasons Job/ occupation
1. Mood 1. visitors 1. unrecessary meetings | 1.lack of transport facilities
2. Laid back |2, friends 2.misuse of telephone 2.waiting
attitude
3. health 3. Indiscipline 3vague communication | 3. Arrangements
4 habits 4 improper arrangaments 4, uncrganized officers | 4.role of television
5.meaningless social gatherings | 5. inability to say no S.unnecessary worry
6. futile critical meetings 8. co-workers
7. working conditions

4.0.0 Time management

Everybody whether a worker, a student, a married man or a housewife, or a high official feel the constraints of
time or the lack of time. On the other hand there are people who seem to have plenty of time at their disposal and do
not know how to spend it. Such people kill time by wandering here and there, talking to others. It is said that time, death
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and the customer wait for no one. To utilize time constructively so that the work is done on time without any stress or
pressure is called time management. Using the time positively so that the goals are achieved and the person also gets
emotional and physical satisfaction 1s time management. By using the tune constructively the indnadual 1s nd of worries
and tensions and escapes frustrations. By managing time well we can maintain physical and mental well-being. We will
now think on these points to manage time.

4.1.0 Analysis of Time

But before we do that we must also realize where and how we spend our precious time. Also we consider how
much time we spend on our everyday work and we also examine what our priorities are. We will now discuss these
points in detail--

I. Analyzing Time - how much time do we spend on various things in life? For instance-with friends,
for study, in the office, on other things. We can analyze time on the given points

1. Time spent on outside work
2. Time spent on inner needs
3. Time spent on emergency situations.

4.1.1Time Spent on Outside Work- the time spent on external needs like office work, meeting friends, relatives
and participating in social activities, recreation work, fitness work like exercise, yoga, holidaying or arranging for things
must be analyzed and examined.

Time spent on Inner Needs - as we have specified inthe earlier chapters our inner needs like biological and so-
cial needs also require some time and must be fulfilled. We must analyzs how much time we spend on this. We must
assess our inner needs are and how much time do we sperd on that. W also spend time for inner harmony, well-be-
ing, and positive company

4.1.2 Time spent on emergency situations - sometimnes we have to spend time on unforeseen things or some
emergency situations like some unpleasant incident, some eccident, car breaking down, traffic jams or somebody fall-
ing sick, death, unexpected visits of guests etc.

We must make an analysis table to analyze haw imuch time we spend on the above-mentioned things. This table
can be made for everyday, every week, every mianth, or even every year. The second table given here illustrates this.
Through this table we can also consider how touch time was spent constructively and what time was misused. We can
plan our next step or activity on this basis and consider how we can prevent wastage of time and where we can use
our time constructively. We can reallogate our time for the future and decide where we have to spend less time and where
more time can be spent more.

Time-Table--2
Time Analysis

Available time hours---------=-==---- T

r "

Time spent Hours Minutes Percentage %o

1. on the seif lie health, habits etc.

2. with the family

3. insociety

4. inthe office or for business

5. other work

Total time

-
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The above-giventable analyzes---

1. how much time is spent on the self

2. how much time is spent with the family or in the family

3. the time spent in the society

4. time spent in the office or for business

5. time spent on other things

4.2.0 Daily Analysis of Time-a daily time-table tells us how time is spent in managing everyday affairs, and in pri-

oritizing work, and analyzing it. This gives an account of the daily work, the priorities in the work,, its completion, its
progress, Also this should give an account the actual time spent on various things, Thisis similar to the weekly time table,

This daily time log is illustrated in table 3
Time- table no.3

Daily Time Log

f Today's Priority Activity | Achieved Some Progress No Progress
Time Activities ol the Day Time taken Central Commepi
Hr. Mits.

4.2.1 Priorities and their Management

We must give an account of the things that we do everyday in the daily time log. We must also allocate our pri-
orities. Early morning we must make a list of things that have to be done during the day on a priority basis.

At present to manage time we must have a single formula like thisRUTH, VED. RUTH can be decoded as---1.
Rush 2 Urgent 3 Today 4.1lold. Similarly VEDcanbe read as ---- 1] Vital 2] Cssential 3] Desirable. In this
way the work can be classified into four sectiong---

1. Necessary—--- extremely necessary
. Necessary ---- but not very essential
3. Ordinary--- necessary

4. Ordinary----- but not necegsary

We can organize in the above-given categories and accordingly decide on the priority and spend time accord-
ingly on each. Table -4 illustraies this.

R

Category Block Priority Priority Mark |
Necessary Essential 1 Rush 1
Necessary but not essential 2 Urgent 2
ﬁr;nﬂr;I Eacessary 3 . Today 3
General not necessary 4 Hold 4 )

We must do the work according to the priority types and priority rank. What is extremely important and essen-
tial must be put in the first column. Such work comes under the category of rush and must be done immediately. The
work that is important but not extremely so must be put under urgent. What is some general work but not important
can be placed under the today category and whatever is ordinary and not important can be placed under hold. [Pic-

tureno 1]
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Similarly very important work can be placed under vital category and important work can be placed under es-
sential category. Similarly what is general kind of work canbe placed under desirable. [Picture no.2]

[Picture no 1]

R L T H
Rush
Urgent
Today
Hald
|Picture no 2|
A E D

Vital

Essential

Desirable

5.0.0 Some important points of time management

1. Get up early inthe morning before dawn and after your daity ablution do voga. This revitalizes the body and
increases the working capacity of the body and reduces the reaction time, which means that to complete any work much
time 1s not required.

2. Makea daily schedule right in themoming and decide en vour priority list and also ix the time tocomplete the work.

3. Theunimportant work can be put on hold or kept lower in the priority list. Also allocate a definite time for visi-
tors and others. If' you meet people on a given time fhen you can save on a lot of time.

4. Donot debate or argue with unnecessary people. This wastes time and increases mental tension. Keep a defi-
nite time for television viewing and with a sirong will power follow the schedule. Generally people waste alot of time
watching television

5. Allocate a fixed time for vigitors and for your friends as well.

6. Bedisciplined and kegp regular hours. Get up at a definite time and finish your work. This saves a lot of time.
If'we do all our work in anorganized way we save a lot of tme.

7. Do not participate in meaningless discussions, seminars or in critical sessions.

8. Usethe telephone as less as possible. Do not indulge inunnecessary gossip and this will save a lot of time

9. Do not assumc the responsibility of a work that you cannot do. If vou are not capable do not accept the work.
This too will save a lot of time. Keep your work conditions manageable.

10 Keep yvour mood normal and do a work patiently and with dedication. This completes the work in a given time
and is done well. Do not fluctuate in your moods.

11. When the mood is changed repeatedly the work and its priority also changes and finally nothing gets done and
time is wasted.

12, Abandon sloth and laziness. This 1s the major enemy of time hence do not postpone today's work for tomor-
row rather try to complete the work on the same day. This increases the confidence of the person and the work also
gets done in time,
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13. Keep yourselfhealthy. The energy and zest in the body ensures that the work is done at the stipulated time. Hence
be careful and stay healthy. For this do yoga, pranayam, and meditate regularly

14. Control your habits. Do not become their slave.

15. Be cheerful and stress free. A person who 18 so accomplishes his work and saves on his time.
16. Keep a control on the reasons that waste time.

17. Try to finish the work that you undertake. Do not leave it incomplete.

18. Be punctual

19, Make a daily time log

20, Take adequate rest.

21. Say a firm no to what you cannot do.

22 Regularly do preksha meditation Thisincreasesthe work capacity and helps to finish work ontime and so saves time.
23, Develop time philosophy

24 Identify the area where vou procrastinate

Questions

1. What is time management? Explain in brief

2. Describe in detail the reasons that waste time.

3. Explain the reasons related to the selfthat wastes time

4. Give the familial and social reasons that waste time.

5. Give the professional factors that waste time.

6. Specify the other reasons that waste time.

7. How isit possible to manage time?

% What 1s ime analysis”

0 What is daily time log?

10. Give some of the main points that talk of time management.
Reference Books
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Unit-3 Self-Management and Stress Management

Chapter-11 StressNature, Causes and Effects

(.0.0 Objectives

1.0.0 Introduction

2.0.0 The Nature of Stress
2.1.0 What is Stress”?

3.0.0 Approaches of Stress
3.1.0. Stimulus Oriented Approach -
3.2.0 Response Oriented Interpretation Approach -
3.3.0 Psychodynamic Approach -
3.3.1. Alarm Reaction
3.3.2 Stage of Resistance
3.3.3. Stage of Exhaustion

4.0.0 Kinds of Stresses
4.1.0, Distress-
4.2.0. Eustress-
4.3.0 Hyper- stress-
4.4.0 Hypo-stress-

5.0.0 Indian Concept of Stress

£.0.0 Pasitive Role of Stress

7.0.0 Causes or Factors of Stress:
7.1.0 Individual Factors-
7.2.0 Interpersonal Factors-
7.3.0 Organizational Factors
7.4.0 Social and Communal Factors -
7.5.0 Cultural Factors -
7.6.0 National Factors
7.7.0 International Stress
7.8.0 Universal Factors

¥.0.0 Effects of Stresses:
8.1.0 Mental Effects
8.2.0. Emotional effects
8.3.0 Psycho-somatic etfects
8.4.0. Physialagical Effects -

0.0.0 Objectives

1 The efjective of the chapter 1s to study about the nature of stress.

2. Aiter reading this chapter we will also read about the causs that produce stress.

3. We will read about the effects of stress on the individual and discuss the psychological, physiological effects of

stress.

4. You will be able to answer all questions related to stress, its nature, causes and effects.

1.0.0 Introduction

In the previous chapter we read about time management and the various phases of life and the problems related to this.

We also read about the resolution of these problems and the plans to solve these problems.
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In this chapter we will read about stress, and the causes of stress. Besides we will read how stress affects the indi-
vidual. The individual has to be active all his life to make ends meet, for survival. He tries to co-ordinate with him self. his so-
ciety and the other phases of ife. To fulfill his needs he has to mampulate and caleulate. When he cannot fulfill s needs or there
are obstructions in the fulfillment of the same then it creates a stress, and these tensions pressurize the individual to the extent
that his behaviour and activities are affected

2.0.0 The Nature of Stress

As we have already emphasized above when the needs of the individual are not fulfilled and there are obstructions from
time to time then a pressure is built up and this is what we call stress. The individual, in the modern times has to face too many
problems and situations and he has to negotiate his needs within these situations. Adverse situations create a stress in the indi-
vidual. Modemn lifestyle is one of hectic rush and the individual is harassed by problems like employment, rampant corrup-
tion, fierce competitions, conflict, fear of'war, of natural calamities and all this make life very tense and fearsorne. The mod-
ern day litestyle abounds with many scientific and technological developments that have considerably improved our life but
to attain them involves wasting alot of physical and mental energies,

The individual, today, works in a situation of fear, stress and in such a situation he cannot accoraplish his work properly
because he is under tremendous stress. On the other hand the person, who works fearlesshy and without getting tense,
is able to execute his work better

2.1.0 What is Stress?

It is difficult to define stress. Different scholars, psychologists have defined it in many ways. Many consider it ex-
ternal stimulus that produces physical and mental stress. Many think it to be an internal drive that disturbs the equanimity
of'the mdnadual. Some scholars have said it 18 both internal as well as external. Some have detined stress as indnadual
or personal, while others have called it collective, The above-mentigned facts prove that stress is an internal and external
situation for an individual that affects his general behaviour and compels and motivates him to face it. And when he cannot face
it thena situation of stress ocecurs and the individual behaviour isiet mormal. Such a state of tension is stress.

Rosen and Gregory say,” Stress may be defined broadly as the external or internal stimulus conditions, noxious or
depriving, which demand difficult adjustment.” Irwiri( s Sarason and Barbara Sarason in 1998 defined stress as“fesling orre-
action individual has when faced with a stuation that desiands acton from them especially action that may be beyond their capabili-
ties.” Coleman has defined stress as, “any adjustive temand that requires coping behaviour on the part of the individual ™

According to Zimbardo [ 1988], "the pattern of specitfic or non-specific responses an organism makes to stimulus
events that disturb its equilibrium and taxits ability to cope.”

All the above defimtions prove that stress is a stimulus and a response. It disturbs the equilibrium of the individual
and he reacts to return to his state of equilibrium.

3.0.0 Approaches of Stress

Psychologists have laid down three approaches to study and understand stress. These are:

1. Stimulus oriented approach

2. Response orienied interpretation approach

3. Psychodynamic approach

We cam discuss these approaches in brief:

3. 1.0 8timulus Oriented Approach - psychologists feel that this 1s an approach that creates a threatening in the
individual According to Selye, any external incident or internal drive can produce a state of threatening which disturbs
the equilibrium of the individual.

3.2.0 Response Oriented Interpretation Approach - this approach interprets the action or the impact of the
stress on the individual and how it affects him physiologically or mentally, and what are his reactions to stress, what are
the physical, physiclogical and psychological changes in him.

3.3.0 Psychodynamic Approach - Hans Selye has propounded the theory of General Adaptation Syndrome or
G A S under this approach. According to Selve under stress a person goes through these three situations:
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1. Alarm Reaction, 2. Stage of Resistance, 3. State of Exhaustion

3.3.1. Alarm Reaction - in this situation when a person goes through
stress he is alarmed and reacts to regain his equilibrivm. Also there are psy-
chological and physical changes in him like mental stress, excitement in the —
nerves, muscular tension, an adrenalin rush etc. Many timas when the in- <—_ Indrvidual

dividual is not able to face the stress he becomes a victim of various dis- Pryciumtic Clage, Misatal Bz, Wemy,

CASES, I Stimuli Flow of Adrenalin
3.3.2. Stage of Resistance - in this stage the individual resists stressand 2, I
resorts to defense mechanism or defensive reactions and for this he uses all his i
- - - . . ImE
energies. If'the stress still persists he reaches the third stage. , ising Defiase SteaBi
3.3.3. Stage of Exhaustion - in this state a person is tired and ex- ) Maating Energy
hausted because he cannot face or resist the stress anymorz. By this stage e ‘. Erit Down
his resistance is weakened and all his energies are gone and he loses to cir- <;duusbm1 Sage M= Fosing
cumstances. Picture no. 1 will illustrate this: T .= Depression

Stress is determined by the nature of stimulus, the extent to which it disturbs the equifibrium of the individual and
his reactiontoit.

The stimuli that disturb the equanimity are called stimuli reasons and because these produce stress they are called
stressor. There are many external or internal stressor that produce stress, for instance, competitive work is external stres-
sor and the body ache is internal stressor, Many incidents and many typesofilinesses are external and internal stres-
sors respectively.

Difterent kinds of stresses bring the efficiency of'the individual io & minimal level, and produce many illnesses, and
pressures that are beneficial and motivate them to work well. There are many stresses that have zero impact on the in-
dividual.

4.0.0 Kinds of Stresses

I is not necessary that all stesses are bannful Dol there are many that are bepelicial woo. This depends on the ma-
ture, circumstance and incident of the stress.

Hans Selye,[ 1980] believed to be an experton stres's, classifies it into four categories: 1. Distress 2. Eustress 3 .
Hyper stress 4. Hypo stress

These can be described as

4,1.0, Distress- When a stimutus or incident produces a harmful impact then the mdividual loses his balance, be
comes imbalanced, and this is astate of distress. In this state the individual cannot maintain his equilibium. Distress signals
are visible when the individual tries to acquire things beyond his range, like the materialistic gadgets of modemn life to
keep pace with the moder society.

4.2.0. Eustress- A% we have already stated some stresses are beneficial and produce a positive impact on the in-
dividual. This type of stress relates to acquiring a new job, occasions of marriage, learning a new thing. These are ex-
periences that produce a thrill.

4.3.0 Hyper- stress- when there are multiple stresses on the individual related to many incidents and which con-
tinuousry Huilds up and effects his work efficiency, disturbs his equanimity, it is a state of hyper stress. Such a stresseven
crosses appropriate limits and the level of stressis quite high.

4.4.0 Hypo-stress- this is called insufficient stress and this is found in lazy, slothful people. Thev lack adequate stimu-
lus and they use stimulants like drugs to induce excitement but thisis a low level of stress.

The above-mentioned stresses are of different levels in different people. It s not necessary that an individual faces
only one type of stress. The nature of stress might change. Some might be distressing while others might be eustress.
Sometimes the level might increase to hyper stress or sink to hypo stress, Thus stress is determined by the environment,
social conditions and the needs of the individual.
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All the stresses can be explained in picture no.2

Prof Pestonji[ 1990] clarified the nature of stress and
classified it into three categories and these arel | Related to
jobs and the orgamzation 2] Social sector stress 3] Intra-
psychic stress.

1] Job and Organization Oriented Stress - This
stress relates to workplace like job work, the organization
where an individual works, the nature of work, the work at-
mosphere, colleagues, salary, policies of the organization efc.

2] Social Sector Stress - this kind of stress relates to
the social sector and social environment. This relates to re-
ligious fundamentalism, caste, class, language, dress, social
circumstances, social level and socio-economic conditions,

3| Intra-psychic Stress - internal stresses are individual
It relates to the disposition, nature of the individual, his val-
ues, qualities and health. Pestoni has also stressed the lim-
its of tolerating stress. Thisis called Stress Tolerance Limit.

Stress tolerance limit depends on the nature of stress. The
individual can tolerate stress to a particular limit and he even tries
to remove 1t so that his poise 1s mamtained as elaborated m pae-
tureno, 3. But if the stress exceeds tolerance limit then the indi-
vidual has to make an effort to face it and retain his equilibrivm.
On the surface level he might retain his poise but it would defi-
nitely be disturbed when the stress exceeds and if the person
does not make appropriate arrangements to face the same. And
it the stress exceeds further then he will get more disturbed and
his energies will be wasted. Such a situation of stress and dis-
turbance will create certain other situations and tiere will be
behavioural changes n the person. In the first siniation the equi-
librium of the individual is disturbed at the surface level and he
has to make more than an ordinary effcet and his work also gets
affected and his wornes increase. Picture no.4 clarifies this. In

(Excemsive offioe work [oad) )’

{Frmily work boad) : Hyper “—— Many appointments
S psocinl wark load)

High Lewved Strae

{Dieath of family meneher)

(P rometion |

a

Fusresa Heneficial Efiects

[

{Marringe)
[Exciting Waork})
(Tlimess)

Low Level Sinses

(Mo ok

\"-.
Bocingh—£_ T2 Y i Phice)

| Loeslizess)

Picture.no. 2. Four variations of stress
LN

Work Hekded o
Siress

Sormal

Sockl Behaviowr

Riress

L 4
Inaliwializal

v

Picture no.3. Stress Tolerance Limit.

the second stage the level ol'stress and its time period goes up and the individual's equanimity is disturbed at a deeper
level. At this stage alot ofeflort is required . The agitation, worry and restlessness of the individual increases at this stage.
In this stage certain peculiar psycho-somatic symptoms are visible and the individual becomes aggressive as specified

in picture no.5,
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The third stage relates to an excess level of stress and the individual's
equilibrium is totally disturbed. He cannot face situations and thisleadsto .,

Blress

unusual physical, mental states. His personality at this point breaks and he
istired, fatigued, breaks down, loses to circumstances and becomes a vic-
tim of many psychological abnormalities. In this state the individual goes
through many physical and mental changes. The visible psychological [ <.
changes can be listed as e

1] It unsettles the concentration.

2] Tt disturbs the ability to think, comprehend and decide.
3] The individual is besieged with worry, frustration and other such ab- /
normal possibilities. {106)

The physiclogical symptoms are sleeplessness, headache, indigestion, behavioural changes.: Sexual behaviour of
the individual also changes and becomes abnormal and he believes that he is losing his sexual potency. Inthis state of
stress the individual breaks down completely and his personality is deranged. Picture no.6 clarifies this situation

Anper, Flental

Rlrima

5.0.0 Indian Concept of Stress:

Indian culture does not acknowledge stress, but many traditional Indian literatures refer to stress induced activi-
ties. Our literature talks of sorrow, conflict, pride. sex, thirst etc. that in the westem philosophy is referred to as stress
induced. The ayurvedic system and yoga very specifically refers to the relation between body and the mind especially
in yoga where the psycho-somatic relations are stressed a lot.

Rao| 1983] sees conflict and unhappiness as the direct result of moden stress. Conflict isnot a psychological process
but a hindering load which 1s actually a stress. Similarly he has also classified sorrow as a stress. According to Rao,
numerologically, sorrow is a stress and this can be classified into fhree : 1] personal 2] situational 3] environmental

Personal can be further sub-divided into1] psychological - 2] physical

Psychological stresses are temptations, hatred, lust, greed, fear, jealousy etc. Similarly bodily stress is manifested
in wind-bile and phlegm. Circumstantial stress is related to place whereas environmental relates to earthquake, storm,
dramatic rise and fall in temperature, flood etc.

6.0.0 Positive Role of Stress

As we have already stated it is not necessary that stress induces only negative effects, at times it can have a posi-
tive impact too. Such stresses improve the pace of work and the work ability too. According to Kets de Vries [1979)]
everyone requires some kind of atrgss to do a work. Ifthere i3 no stress then the individual would not be able to ac
complish his work well. For insiance, to improve the behaviour of children and to make them more positive it is nec-
essary to exert stress. Similariy in the work place too, stress has to be induced on workers to make them but the stress
should not stretch to the extent that it becomes unbearable and affects the indnadual and his work abilities in a negative
manner, Thus pressure should be exerted at a penipheral level and should be carried out appropriately. A limited and
properly borne stress can be the cause of an individual's progress.

7.0.0 Causes or Factors of Stress:

All ofuis have to face pressures. We are sometimes confronted with incidents that throw us out of gear and upset
our schedule. For instance, when we have to go for some important work and there is a traffic jam which prevents us
from going on and we cannot reach the place of destination it harms our work prospect and increases our stress, Or
while we are working on the computer and if it crashes and our work gets stalled, so the work stress increases, Simi-
larly there are many incidents in our daily life that stress us and wastes a lot of time. There are many other reasons that
increase our stress. To study the causes of stress we can divide it into many categories, Some of the major causes are:

1.Individual / personal 2. Interpersonal 3. Organizational 4. Social and Communal

5. Cultural 6. National 7. Intemational 8 Universal

We will now look at these in greater detail:
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7.1.0 Individual Factors-The primary reason of stress is personal. The individual's beliefs, feelings, thoughts, work
style can become causes of stress. Theunreal hopes, over-confidence or even less confidence are also causes of indi-
vidual stress. Besides, to rate oneself low, not to evaluate oneselt well, not being able to manage time, not being able
to control one's needs are all reasons for stress, It is also induced when we are not able to assess our work abilities or
determine the limits of our needs. When we accept a work that is beyond or capability and are not able to fulfill it in
time also induces stress.

7.2.0 Interpersonal Factors-Interpersonal factors too are major reasons that induce stress on anindividual. When
a person is in touch with another or comes in contact with others then situations arise that lead to stress. For instance,
coming in contact with an excited or aggressive person. Other factors that produce stress are making effortsto fulfill
the needs of others, fulfilling the needs of the family, trying to establish good relations with seniors at workplace. Such
stresses are interpersonal. The stress induced by interaction with others is interpersonal stress. Such a stvess anses when
one does not get the required love and respect from others. or faces humiliation, or fails in love, or canfiot co-ordinate
with colleagues at workplace, due to some alteration with seniors.

7.3.0 Organizational Factors - Organizational stress factors include the interaction with-seniors, colleagues, com-
munication system, management system, values of the organization and its motives. Basically this relates to the struc-
ture of the organization. The organization with which we are associated, its nature and its motives have a direct bear-
ing on the stress level of the individual. The structure of the organization, its functicning has a direct impact on the indi-
vidual. If'the boss uses his powers efficiently then it has a bearing on its workers individually and collectively. Some-
times his favoritism has a huge impact on the individual. Such a boss will promiote sycophants or flatterers, so the worth-
less get promoted which harms the organization and also produces stress on the individual. The behaviour of the col-
leagues, their manner of work also creates stress. Apart fromthis, the comirunication system and the management system
also produce stress. Ifa worker is not able to communicate through the communication system to the boss it puts stress
on the worker. Even the values, principles, and objectives of the grganization also have a particular effect on the worker.
If the organization does not function according to its professed value system, and strays from it then it creates a stress
on the worker

7.4.0 Social and Commumnal Factors - there are mmany social and communal factors that produce stress on the
individual like the social structure, the criminal tendlencies of the people, noise pollution, other forms of pollution, trans-
portation system, lack of basic amenities in the civic life. Because we live in a social framework, within a community,
we cannot escape the pressures exerted by it and this creates a lot of stress.

7.5.0 Cultural Factors - the cultural factors that induce stress are caste, sub castes, religion, gender bias, regula-
tions and impositions, customs and traditions etc,

7.6.0 National Factors - the national factors that create tensions are the policies of the nation, its economic poli-
cles, economic factors, unempioyment, tax laws etc. Apart from this the security system, separatism, terrorism, fear of
war are other factors thatinduce stress.

7.7.0 International Stress - international factors like the policies of country, the refusal to understand or respect
the entity of another ¢country, its politics. And then cross movement, migration, war, destruction are other factors that
cause stress. Environment is another major concern or area of tension especially the damage to it

7.8.0 Uaiversal Factors - among the major universal factors are problems relating to existence like the sense of
insecurity, ambiguity in the spintual bearing, fear of death, a sense of insigmficance in relation to the cosmos.
8.0.0 EfTects of Stresses:

Stress has an impact on the daily activities of the individual, on his personality. It has a fourfold impact of psycho-
logical, emotional, physiological, and physical. The stress an a worker working in an organization affects the function-
ing and efficiency of the organization. We will now discuss the mental, emotional and physical effect of stress.

8.1.0 Mental Effects - the psychological bearing of stress on the individual is huge and it can even lead to disor-
ders and illnesses. The disorders, mainly, are depression, anxiety, frustration etc. Alot of mental stress produces dis-
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order and excess stress can cause anxiety and frustrations. Apart from this stress can lead to mental instability and dis-
interestedness. It also affects the individual's capacity to think.

8.2.0. Emotional effects - the emotional impact produced by stress is irritability, anger, fury. The emotional bal-
ance of the individual 15 disturbed and he 15 generally tense.

8.3.0 Psycho-somatic effects - the psycho-somatic effects of stress are headache, peptic ulcer, hyper tension,
asthma, coetaneous ulcers, stomach upset, body ache and fatigue

8.4.0, Physiological Effects - Stress can also lead to over-weight, under-weight, obesity, diabetes, disorders in
the liver, uro-genital disorder etc. excess of stress can also lead to heart attacks

Thus can also produce lethal damaging effect on the sense organs like eves, ears, tongue etc. We have also wit-
nessed many ill effects of organizational stress. Ifthe employvee in an organization is stressed then it has & negative im-
pact onthe progress, productivity, execution and every other co-ordination of the organization.

Questions
Essay type
1. Explain the nature of stress

k3

Explain the nature of stress as given by Pestonji

T

Explain the types of stress.

Lxplain the causes of stress

e

Discuss the effect of stress.

Short Answer
1. 'Write down the causes of stress

2. Write the Indian concept of stress

Tad

Discuss the positive role of stress

Objective type

Give comrect answer:

| The approaches of stress are: a] two-b] three c] four d]five | |
2. According to Hans Selye canbe divided into

1] 2] 3 4]
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Unit-3  Self- Management & Stress Management
Chapter-12 : Stress Management & the Science of Living

(0.0.0 Objective
1.0.0 Introduction
2.0.0 Methods of Stress-management
2. 1.0 Modifying the Environmental Behaviour
2.1.1. Withdrawal-
2.1.2 Coping with Stress Assertively
2.1.3. Compromising Behaviour --
22,0 Altering Lifestyle -
2.2.1. Developing stress tolerance power-
2.1.3. Compromising Behaviour -
2.2.0 Altering Lifestyle -
2.2.1. Developing stress tolerance power-
2.2.2. Changing Pace of Life -
2.2.3 Control Distressful Thoughts-
2.2.4 Seek Help for Problem Solving Skalls-
2,2.5, Seck Social Support -
2.3.0 Time Management--
3.0.0 By Adopting Some Experiments of Preksha Meditation
1.0 Preksha Meditation : An Introduction
1.1, Relaxation-
.1.2. Perception of Breathing-
.1.3. Perception of Body -
1.4 Internal Trip -
1.5, Perception of Psychic Center

0.0.0 Objective

1. This chapter will tell vou the various ways of reducing stress.
. You will also know the method of changing environmental behaviour to reduce stress.

L

el led Lad Lea Led

. We will also read how we can reduce our stress by changing our life-style.

o L BRI

. We can also reduge stress by a correct time management.

5. Some exercises 0f preksha meditation can also help in reducing stress. we will refer to that as well.
1.0.0 Introduction

Dear Students,

In tiw previous chapter we read about stress, its nature, causes and effects. Inthis chapter we will read how to
manage “iess. We will also read how the science of Tiving, and preksha meditation can help in the management of tension.
In the present age everybody is under stress but the one who handles stress well, minimizing it, and manages is the one
who will be called successful. There are many methods prevalent to handle stress but if the correct method i1s used in
the correct manner then a person can handle stress. Preksha meditation and the science of living are methods through
which a person can minimize his stress and reduce it to a nomininal level,

In the present chapter we will read about the other methods usefil in reducing stress level and also about preksha
meditation and the science of living,
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As we have already stated every body is stressed in the present times and everyone seeks to be free of it because
stress affiects anindividual physically, psychologically and emotionally. Physiologically, the body under stress goes through
a muscular tension, mcreased blood pressure, change in breathing pace, indigestion, body ache etc. at a psychological
level the individual goes through phases of worry, anxiety, frustration etc. and emotionally one is always scared, angry,
furious and disturbed.

2.0.0 Methods of Stress-management

To manage stress the individual adopts many methods. Some of them are forceful and help in minimizing stress,
reducing it to naught while others do not produce the desired effect hence they are unsuccessful. We will now list some
methods that will help vou to handle stress successfully, Sc we can reduce stress levels—-

I. By modifying our environmental behaviour. 2. By modifying his life-style.
3. By modifying time. 4. By moditying the preksha exercises. 5. By adopfing yoga.
2.1.0 Modifying the Environmental Behaviour

In this method we can lessen our stress by modifying environmental behaviour, For instance when we order a
special kind of computer in a shop and when we open it after buying it we realize that it is not the type that we had
ordered. The stress created by such a situation can leads tothree kinds of reactions:

1. As soon as we received the thing, we accepted it and decided that we will net buy anything from
that shop in firture.

2. We will tell the shop owner about the mistake he made and clarifythe situation with him and get
the desired model.

3. Or we would buy some other model available in the shop.

The reactions m the above-given example show the displeasuie, assertiveness and the compromsing attitude. Thus
we can categorize them into three : 1. Withdrawal, 2. Coping with the stress in an assertive way, 3. Compromising
Behaviour.

2.1.1. Withdrawal- this behaviour shows a withdrawal, indifference. When a person cannot face the stress in a
challenging way then he adopts a measure like this 2 he will remain in this indifference or withdrawal till  the stress
disappears or lessens. But this is a temporary sglution. And in this situation the individual is not sorting out the problem
rather he 1s withdrawing and waiting fora favourable moment to face the situation. When a person cannot find an
appropriate solution to his problem then he withdraws.

2.1.2 Coping with Stress Assertively - in this situation when the person is knows that he can handle the stress
and also that he will be successful iin doing that then he assertively adopts some special solutions and movesin a positive
way to face the stress, reduge it or remove it. He decides to face the stress and is also determined that he hasto get nd
of the stress. this is an effective manner of handling stress because he has his assertive power behind him. An assertive
person not only handles stress well but he is also good at navigating situations and people in his favour,

A weak person gan never handle their stresses and when they do they are irritable, unstable, angry and aggressive
and this only ageravates their stress and not lessens it. And others easily take advantage of such people. Such people
harm others while handling their stresses and also create unpleasant situations for others.

Theassertive people, on the other hand, easily face their stressful situation and without harming others do their
work, Sometimes stress is also created by some dual situations. For instance if a person is asked to do two opposing
things at the same time then he 1s into a conthcting situation and this creates a stress i lim. Such stressful situations are
cleverly handled by assertive persons but the weak ones become furious and aggressive. Thus an assertive behaviour
is always beneficial in sorting out matters.

2.1.3.Compromising Behaviour - thisis also very impeortant in handling stresses. By adopting this solution a person
can sort out his stress to a great extent. This solution too can be subdivided into - 1. Favourable Compromise, 2. an
exchangeable compromise, 3. transferning compromise.
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Through all these solutions a person can handle his tensions and stresses. This can be used to resolve different
kind of situations, tensions and stresses. For example if a person is trying to get a particular job but due to some reasons
he cannot get 1t then the person 1s under stress and then to get out of that he resorts to a favourable compromise. He
takes up some other job and lessens his tension.

In the other compromise a person tries to talk into a compromise or strike a deal. Such stressful situations happen
in our daily life. For instance in a dispute between two groups the personal or community pressure that results from the
dispute can only be resolved through talks or compensatory deals. Such a compromise reduces the stress or puts an
end toit.

In the third compromise the person handles the stress by transferring it. For instance if'a student seeks afmission
in an ayurvedic college and makes many attempts but when he does not succeed heis stressed. This prablem can be
solved ifhe tries to seek admission in some other branch of medicine like pharmacy or physiotherapy or take a pre-
medical ayurvedic test. This means that the stress created by not getting admission in a course can be removed by seeking
admission in a similar course.

The ahove-mentioned solutions can help to lessen the stress in the environment by changing the environmental
behaviour, By adopting these measures one can escape the harmful impact of stress and alzo prevent physiological and
psychological losses. We will now discuss those solutions that can come about with.achange in the lifestyle and thus
lessen the harmful impact of stress.

2.2.0 Altering Lifestyle - in adverse situations we tend to control ourselves rather than the situation, which night
be beyond our control. By our behaviour, working, and altering our hifestyle we can make a tremendous change. Altenng
lifestyle does not mean that we become indifferent towards the stressful sfuation and ignore 1t and change our hifestyle
to accommaodate the stress rather this indicates to altering our characteristics and abilities. Apart from this we must also
improve our working, and reduce our weaknesses.

We will concentrate on five points that will deal with aftertng lifestyle. These are

1. Developing stress tolerance power 2 Changing the pace of life.
3. Control over distressful thoughts. 4. If needed seek help for problem solving skills.
5. Seek social support.

We will discuss these solutions in detail now

2.2.1. Developing stress tolerance pewser-many ofus get perturbed and upset by small problems and we become
disorganized. Many are not disturbed even when confronted by major problems and stresses and they are in control
of the situation. The main reason is their stress tolerance power. If we do not have the stress tolerance power then we
will easily get distressed and also become disorganized. Ifwe have a good tolerance power then we can easily handle
stress while those with less teigrance become easily imitable even on insignificant matters and such people cannot handle
criticism either. They are also worried about their stress whereas the tolerant ones are exactly opposite. They are not
uritable and they are not affected by criticism either. They arevery patient and face every situation in a very patient manner.

We can develop the tolerance power. Thisis an art. The individual must through intense self-analysis, increase his
tolerance and evaluate the situations in the right manner and so develop these powers. Apart from this, yvoga also offers
certain solutions like asanas, pranayam, meditation etc and when practiced the power of patience can increase [we will
discuss these shartly]. We can also practice preksha meditation to increase our tolerance power.

2.2, %, Changing Pace of Life -- in our hectic lifestyle we go through a lot of stress and through time management
we try to reduce the stress but the situation remains the same. Actually we must reduce the pace of our hectic life.
Because of this rush the pace of everyone's life differs. Wecan alter our lifestyle to reduce or lessen the stress. we are
giving some measures to do so-

1. Wake up early in the morning and finish a lot of your work to avoid the rush later

2. Eat you breaktast at the right time.

3. Make a list of things and underline the main tasks and expedite them according to prionity.
4 Keep ample of time to reach yvour workplace to avoid the rush.
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5. At least take one meal of a day with your friends, relatives or family.
&, Avoid alcohol and other intoxicants or reduce their consumption.
7. Everyday relax for some time.

8. Go for a walk or cycle for some time every day.

9. Do not undertake a work with which you are not familiar

10. Concentrate on the work in hand.

11.Take time to talk to friends

12.Analyse vour selt regularly.

13.Go for a holiday on the weekend.

14. Try to sleep without your stress.

15. Try to read something or listen to music before you go to sleep.

2.2.3. Control Distressful Thoughts- probably while reading the question paper in the examinatian hall yvou must
have on seeing certain questions mumbled to yourself that you will not pass the exam. This kind of self realization that
interfere with the completion of your work make you weak in the examination.

You can control such disturbing thoughts through theskills given below

First be conscious of your negative, destructive thoughts and distortions. You st have felt that such thoughts
spoil even the most ordinary situations. For instance such thoughts like“what can I'de?, “how did 1 get into this trouble™
etc. now try to be ndif such negative thoughts and cultivate positive thoughts like 1 can do this work well or with my
excellent performance ['will change everything and show that circumstances can be changed. ™ While you say or think
this vou will feel relaxed and be able to take deep breaths. Long, deep higaths. In the end pat yourself for managing
your distressed thoughts and getting over them. Also be grateful to yourself and express it by saving that, 1 have done
this work and | am happy with the progress | have made.' Or in other words congratulate your self, and celebrate by
going to see a film or buy a thing which you badly needed.

2.2.4, Seek Help for Problem Solving Skills- mostof'the colleges and communities organize workshops for
traming, job-oriented skills or stress management. Some neople participate in these workshops and benefil creatively
lronn il wlile sooe aller ratning use il o pul et views Ao display duriog scone panticolar problem, The nonpontance of
such traiming was demonstrated in an expenment in Kentucky University, The researchers chose some students who
were suffering from the usual student's health protlems and also high blood pressure. 32 students voluntanly participated
who on a random basis were included in the intervention group or control group. In the intervention of 90 minutes, 10
group meetings were held for problem solving skills and ceatered on group support. In these meetings the problems of
college life and its pressures and the strategies to face it were discussed and these were useful for the students, The
leaders and the students panticipated very actively in displaying their strategic skill, In the half sessions in the end the
students were enthusiastic inthe extra encouragement the college had given them. The results ofthe experiment showed
that those who had participatet in the training sessions did not merely appreciate the problem solving skills and collective
interaction but there was awisible improvement in their health as well. As compared to the control group they reported
lesser health problems, lesser illnesses and incompetence.

2.2.5. Seek Soeial Support - many studies have shown that we manage stress better, enjoy better health and well-
being when we are in a group, with an intimate friend, or with some supportive group. For instance in a study
Cohen| 1988] found that the pressure exerted by closest relative has a positive impact on our health and morality.
Compared to those with a weak support system, these people are less oppressed by health problems and also are less
likely to die an early, sudden death because they are always supported by their relatives, friends, religious group,
colleagues and other support groups.

Friends and support groups help to channelize excess stress into other fields. First friends allow the person to share
his misery and sorrows with others, something that would have been a burden for the person to bear alone. Secondly,
friends through their love and soulful expressions give emotional support. Third, the understanding and assurance that
friends give us, is something that might be of immense value 1o us in adverse circumstances. Fourth, the associated friends
and support groups give us the right advice and information that might help us solve our problem.
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No doubt, there are people around us who create problems and put us in stressful situations. There are such
officers or colleagues in the workplace but what some create others help to resolve.

In the west the family unit has dissolved very quickly and in many countries the divorce rate is one per minute. In
India too this problem is steadily increasing. Such a situation leaves a heavy toll on the husband, wife, children and other
members of the family but this can be resolved within the society only. We can seek support from others in the society
to lessen our stress.

2.3.0 Time Management—

Time management plays an important role in creating as well as in dissolving stress. if time is not managed properly
and a work is not done in time then it is natural for the person to be stressed and when this stress increases the physiological
and psychological conditions also change. Many people have a tendency to postpone work to another day, to a
tomorrow and every tomorrow adds up to the work and the related tension. And when the work is notdone on time
then the situation gets beyond control and the person is heavily stressed. Time hasits own constraints and limits. Thus
we can avoid the stress by valuing time and managing it well

We spend a lot of time on unnecessary things and there are some reasons which wastétirne. We are listing those
reasons, which we can also call time robbers---

Although we too are responsible for wasting time, there are other reasons too that do so and the three prominent
Ones are-

1. time wasted by the self

2. time wasted by the family members or social causes

3. work related reasons

the main reason for time wastage is the person's mood, his aloth, carelessness, ill-health and his habits. If these
reasons are controlled then the possibility of stress is considerably reduced. An individual in mood swingsis not able
to concentrate on his work and this induces stress. Also laziness contributes to wasting time and again the individual is
stressed. Ifan individual is il then too stress increases and time 1s wasted. Similarly when bad habits prevent work from
being done then time is wasted and again stress is induced because the work does not get done in time,

The familial and social reasons for wasting tinie are the unexpected visitors, useless friends, undisciplined and
unorganized behaviour of friends and all these induce stress. By controlling these factors we can control stress.

The professional reasons include unprochsctive meetings, meaningless conversation on telephone, vague communication,
and mismanagement. If these are organized-well then a person can escape stress. We are giving more such reasons that can
be taken care of and time can be managed well and stress avoided -—

Other time wasting reasarnis

I. television

2. cinema

3. telephone

4. Gossipers-this includes friends, neighbours, family members and colleagues.

5. indiscipling

6. bad transportation

7, wandering

If'a person manages these reasons well then we will escape unnecessary stress
3.0.0 By Adopting Some Experiments of Preksha Meditation

The mad rush of modemization has blinded and misguided the individual. The dazzle of materialism has blinded
him and brought his morality levels to a minimal level. To get the maxamum and also tor novelty he is squeezing everything
out of the available resources but even after all this when the person does not get the desired results then he is stressed.

This kind of stress affects the physical, mental and emotional level of the individual and if the individual is incapable of
handling a situation like this then he becomes subject to many illnesses. Thus it 1s necessary that the stress be managed
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so that the individual can be healthy. To manage stress apart from the other stress busters that we have listed preksha
meditation and its various parts can be useful in doing so.

3.1.0 Preksha Meditation : An Introduction

Preksha meditation is an excellent form of meditation. By practicing it the individual is relieved of physical, mental
and emotional stresses and his personality also develops. Preksha meditation has a positive impact on the physical,
mental and emotional levels

As we have already emphasized there are three levels of stressphysical, mental and emotional and these make a
person imbalanced. To reduce these stresses preksha meditztion is an excellent remedy. We will now talk of the different
exercises of preksha meditation

3.1.1. Relaxation- relaxationis an excellent way oflocsening the body. By a process of loosening we rid ourselves
first of physical stiffness and stress. Any kind of stress manifests first on the body and disturbs our physical and mental
equanimity. Thus to be rid of this we must first practice relaxation. It is a process through whigh the individual first
distnbutes or scatters his physical, mental, and emotional stresses through auto-suggestion method: In this we concentrate
on every part of the body by bringing our consciousness to it and telling it to relax and feel' e gradual loosening of the
body. This process brings immense relief to the body which rejuvenates it. The nerves and every part of the body relaxes,
their functions increase and even the abnormal becomes normal. This process also ineréases the flexability of the body.

Relaxing the body thus is a prelimmary to preksha meditation.

3.1.2. Perception of Breathing-this is of two kindslong breaths and adioming breaths. During the perception of
breathing we balance and harmonize our breathing because an imbalance aflzcts not merely the body but also the mind
and our feelings. Breathing disparity affects not merely our blood pressure, or indigestion or skin resistance but also
our mental activities, our power of thinking and concentration. Stress also affects our breathing process which leads
to the above-mentioned problems and cause adverse effect phyzicaily and mentally.

Thus through an exercise of perceiving the breath we centrol our physical and mental activities which has a direct
and positive relevance to our stress management becauss if'a person is active physically and alert mentally then stress
does not have a negative impact on him and when such @ person is stressed he knows how to manage it.

3.1.3. Perception of Body - this reduces the imbalance created by tensions and stresses, When we bring our
consciousness to different parts of the body then the powers of the brain are centered on that part and this removes
any possible imbalance or stress there, Onee the stress is decentered the body stars feeling light and this increases our
work efficiency.

In the perception of the body the consciousness is brought to focus on each and every part of the body. But in this
process there is no auto-suggestion as in relaxation, rather every part of the body is focused and perceived. Without
any pleasant or unpleasant assogiations to feel every throb, tremble and sensation and perceive it. Through this process
the individual can be rid ofevery bodily stress and tension. During stress and tension the muscles of'the body and the
inner parts and its functions get imbalanced which aggravate the situation. Animbalance of the body affects the brain
and its functions, Thats i we make our body balanced then it has a positive impact on the brain and its functions,

3.1.4. Interual Trip - in case of stress and tension every part of our body becomes imbalanced and this reduces
their efficiency, Consequently even the energy of the body goes down and this has a negative impact on the brain, Thus
the working capacity of the brain 15 affected and the individual gets mentally imbalanced and his behaviour also alters.
Internal {rip is a process of sublimation of consciousness. The channel of the spinal cord is believed to be center of energy
in the body. As long as the energy or power is centered in that place it is inert but through an internal trip we can direct
our consciousness to that end so that the energy or powera scends to the brain and from there it is utilized for various
activities of the body. The ascent of power plays an important role in managing our stress and keeping us free ofit. And
this energises our entire body and in this enhanced situation we can face any challenge, any situation or circumstances
so that we do not face the stress in these situations.

3.1.5, Perception of Psychic Center--There are innumerable psychic centers in our body but the preksha
meditation counts 13 centers as the mam ones. The psychic centers are those points in our body where the rays of
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consciousness are densely present and these rays aftect the different activities of the body. Scientifically the psychic centers
are located at the plexuses. Also its range is connected to the endocrine glands.

As we have already stated earlier that stress or tension affects our bodily functions and abilities. In the process
of percerving the psvchic centers we concentrate on the various points of the body and by doing this we awaken these
centers of consciousness. And this relates to the controlling the flow of the endocrine glands because in a state of pressure
these lows become irregular. This also refuels our energy. The flow of our endocrine glands is regular and controlled
and consequently the other parts of the body also get regularized and we can handle situations of stress.

Questions

Essay type
1. How can we handle stress by changing the environmental behaviour?

2. Explain how a change in the litestyle can be useful in stress management.

s

Explain how we can reduce stress by managing our time well

4. How can preksha meditation and its different parts useful for managing stress. Elavorate
Short Type

1. What do vouunderstand by stress busters ?

2. What is meant by coping with stress assertively”

3. What do we mean by compromising behaviour towards stress?

4. How can we confront stress by changing the pace of life?

Ohjective Type

I. Write down the reasons that waste time
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Unit-4  Expression skills and the Science of living
Chapter-13 : Importance of Expression, Causatives and Pluralism

1.0 Nature of Communication
1.1 Importance of skills of expression
1.2 Meaning of communication
1.3 Elements of communication
1 .4 Functions of communication and characteristics
1.5 Objective of communication
2.0 Communication, Theory & Process
2. 1 Theory of communication
2.2 Process of communication
3.0 Types of Communication and medium
3.1 Types of communication
3.2 Medium of communication

Context

In the present times, the greatest asset is specialization, meaning to attain experfise in any area of knowledge. Along
with specializationif you have the power of expression, 1t gives unhimited powerand benefit. Those who study the science
of iving combine it with voga and preksha meditation can develop immenssly Also ifthey leam the art of communicating
their knowledge to the trainee or the student it can become extremelyimportant

What the student of'the science of living does in his life depends.on the skilful way he establishes a communication
with himself In the present age the significance of life depends on the quality of communication. There are two types
of communicationinternal and external. The happiness in life does not depend onwhat the person goes through but on
the fact that how he interprets this happiness. What is his putlook towards life and its happenings? The happiness and
peace of anindividual depends on the perspective through which the individual defines his life and how he communicates
that within himself. Internal communication caa bedone through introspection or through self-perception which we
discussed in the previous chapters.

External expression is studied very deeplyin management courses and the technical term for that is communication.
In the science of living expression or cammunication is studied in three parts—

1 UInderstanding the general naiure of commumcation, developing commumication skills to grow as a suceessfiil
member of an institute or orgamzation.

2. Developing the communication skills to grow as a successful trainer through rigorous training.

3. To develop expertize in communication for harmonious relationships and work execution.

In this chapter wewill deal with

1. What is the importance of communicative skill?

2. What ig the nature of communication”

3. What s the theory of communication, its process and types?
4 What are the mediums of communication”?

5. What are the causatives in expression?

0,0.0 Introduction

The basis of pluralism is the principle given by Lord Mahavir ,which transcribed, means that he alone can be
successful who, while speaking, knows who he is talking 1o, knows the attitude of the listener and 1s aware that he 1s
speaking to a certain attitude. A traner of the science of iving has to bring pluralism into practice, speak to the other in
an appropriate context and take the other in the right context. Generally we express our views in different ways but the
most difficult one is to put across our views in the most effective way. Generally, while speaking we tend to forget that
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the speaker and the listener are not one but two different people. Their interests, objectives, needs and outlooks are
different. The trainer must keep such things in mind.

Through an effective communication skill the trainer can communicate or express himselt'well and this earns him
triends and supporters. Also by leaming the communication procedures or system in an organization he can be successtul
in his job and he can be successful in his service. Weak expression produce miserable results and failure often leaves a
person alone. Hebecomes confused, depressed and sorrowful, feels neglected and it is difficult to maintain a harmony
in his everyday relations. Hence the student of science of Tving should know the nature of communication, know the
communication technigues of organizations and develop the communicative skall.

1.0.0 The Nature of Communication

1.1.0 Importance of Expression skill— The principle of pluralism is the main base of expressiom skill. Ttis the
key to success, The individual becomes successful in his work area and creates harmony in personal relations only through
communication skill. We can express our views and narrate our experiences and make an impression on others only
through this skill. And we can gain from the experiences and thoughts of others if the other commounicates well.

If a person wants to express his feelings and experiences effectively to others then he has to develop the skill of
symbolical and emotional expression. He must improve on his expression and communieation skill. The difference
between expression and communication skill is the same as that of iving and skilful iiang, We all live but how many of
us lead a meaningful life? Similarly every one talks but how many can actually cornmunicate meaningfully. To express
one self meaningfully is an art that needs to be perfected through effort and single-minded focus. For the student of the
science of Inang the communicative skill should be powerful for mutual harmony and skalful traming.

L.0.0The Nature of Communication

Good expression can be noted in the speeches of good speakers and trainers and these qualities are

* They know what they want to say?

- They are capable of drawing the attention of the audignce.

- They have the ability to establish an intimacy with the students and maintain that.

- They know the likes and interests of the audicncc.

- They carefully choose their topic and their lecture.

- They are skilled in the power of expression.

- They cautiously choose the occasianiand the place where they have to say something.

- They make their expression clear, brief'and favourable.

* They are not merely good speakers but also patient listeners.

* They have the ability to noderstand the thoughts of others and when necessary they justifiy it too.

- They retain their cortgentration.

» They know when gnd how to begin their speech effectively and also how to end it s0.

On the other hand, 4 weak speaker never knows what he has to say, to whom, what are the interests and the needs
of the audience, wheri and where they should say something, Such people are even unaware of the interests of the
andience Theycannot gange the need ofthe andience or they do not pay attention to it

Communicationan individual personality has elements of both the personal and the social in him. The development
of personakity depends on how the selt'is managed, so the personal is the quality of his own selfbut the expressionisto
the society in general. Thus man is a social animal and the thing that binds one man to another is the inter-personal
behaviour. And this mutual relation builds up a society. Inter-personal relationship, harmony, and work execution depends
Lo a great extent on communication or the power of expression.

The place inthe human body assumed to be the nerve center is also the point of communication of the science of
living, preksha meditation, and yoga training. The communication that targets its audience and tells them things that are
of interest and value to them and communicates exactly what the speaker intended to say is called the successful
communication. Such a communication inspires the audience to do the desired thing,
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It is necessary to give a theoretical and practical knowledge of meditation and yoga in the science of living. For
this, communication is an important medium and it inspires and trains a person for practice and meditation. The science
of Ining maimnly trains the trainee and for this the medium of commumcation must be powerful and mature.

1.2.0 The Meaning of Communication
We are explaining the meaning of communication through its definition

1. Commumnication is a process through which thoughts and feelings can be conveyed from one person to the other
and the motive is to make the receiver comprehend-— Brown,

2. Communication is the exchange of thoughts and information to help develop good understanding-American
Society of Traming Directors,

3. Communication is passing the information from one person to another regardless of whether the latieris assured
or not --- Kruger and O'Dowell

4. Communication is the exchange of facts, views, counsel, and feelings between two or mare than two people -
Newman and Summer.

5. Communication is the sum ofall those things that one person says to another to make his meaning clear. This
invalves an ongoing process of saying, listening and comprehending - Allen Lewis A.

The above-given definitions make it clear that---- 1] there must be two sides for comvimunication. 2] After receiving
the information 1t 1s necessary to comprehend, accept, and execute it. 3| If anything is not clear in terms of speaking
and hearing then clanfying it. 4] [f'the message is given through signs and signals then trying to know their meamings. 5]
In the science of living training programme it is the resporsibility of the training to ensure that the message is clearly
understood by the receiver and that he will act accordingly. Thus it can be 824 that communication is the life-giving energy
for the science of living,

Wider Meaning of Communication--

Communication should be considered an important tool of the science of living that trains the trainer. 1]
Communication is, directly or indirectly, the expressionof one's desires, aspirations and feelings and part of a natural
eycle of change. 2] The importance of communicatiof fnereases wiath the prablem of value disimtegration, the issue of
reassertion of values or in voga training because egareriunication can play an important role in this. Individual direction,
group training and inner transformation are notpossible without communication.

1.3.0 Elements of Communication-- Tommunication is an integral part of human life. It affects every aspect of
human life. In the science ofliving lack of communication is lack of training. In the communicative process sending a
message and receiving it requires various medium, On this basis we can say that communication is---- 1] written 2|
vertbal 3] symbolical 4] gestwe 51 facial expression 6] body expressions 7] silence 8] semantics. All those methods
that involve receptivity signify that the communication is complete. But as long as the message communicated is not
understood in its totality then the communication is not considered complete.

Generally communication involves three elements—-1] signs and symbols 2] language 3] semantics.

1. Signs and Symabols - some signs and symbols are pre-determined by the sender and the receiver of the message.
The receiver on receiving the message understands it and works according toit. For instance the bell at 2 p.min an office
signifies the lunch hour or the siren at 5 in the evening indicates the end of the day's work and the siren that goes
mtermittently indicates danger. Sumularly red colour signifies danger and a green flag sigmifies the beginnmg of the work.

2. Language- Written and spoken communication happens through a language. The language communicated
should be understood by the recipient.

3. Semantics - the science of meaning is called semantics which means to use words of different meaning in the
right place in the right meaning is successful communication.

The trainer who listens patiently to the problems of others and communicates the solution or his message to the other
and very skillfully in minimum words can practice the tasksis a successful one. Communication can be called immature
when-—1]1t1s confusing 2] difficult to understand 3] not clear in conveyving its message 4] most of the things are useless.
Besides, unequal communication, extremely brief or ambignous communications are meaningless.
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Causes of Expression - apart from the main causes there are many causes that affect the expression. These
arecordial relations, self-confidence, clarity, grasping power, emotional control, the desire to learn and the desire for
co-operation.

Cordial and supportive relation aids in clear and courageous expression, These relations become evident through
the environment. If'the environment is explosive, aggressive, lifeless and dull then the expression cannot be good but if
the environment is conducive then the expression improves.

A cordial and harmonious climate is created when the trainer

1. Ts eager to listen to and express mutual reactions,

2. Give importance to each other.

3. Respect each other's interest and needs

4. Ready to discuss each other with an open mind, without any hesitation.

5. Trust each other that when the time comes that they will help each other.

6. Everyone respects each other's wish for independent decision.

Everyone knows and accepts that all that they say may not be acceptable to everyons

|

Rules for Cordial Relations— for cordial and supportive relations the following riles are helpful-
1. Pluralistic outlook - Trying to understand the other through his own point of view:

2. Accepting the other as he is, in totality with his personality, thoughts, feelings and accepting with
his weaknesses.

3 No difference in precept and practice the individual does what he preaches, and does not betray.

The community where the majority of people possess the outlook, fsefing, and views similar to the ones we mentioned
above, dialogue and communication are easy. Otherwise there is fio harmony in relationship. Lack of communication
means hesitation and fear. It is true, therefore, that without comrrisucative skill, good relationships do not exist and they
cannot be expressed. Hence both are each other's complirent.

Self- Confidence - another major reason that helps inpower of expression is self-confidence. Our confidence is
determined by the fact that how important do we constder ourselves to be or how significant do we think our thoughts
are. If we do not consider ourselves important orthink our views as valuable we will never be able to express ourselves
wiell,

The person who knows the importance of the self and his utility has self-confidence and self-satisfaction. He feels
that he is safe and secure. Such a persarican in a positive and negative things very fearlessly, face criticisms and the
one who cannot value himself he has no confidence, suffers from low esteem. and is dissatisfied. He feels that others
are not interested in him hence hie is scared of talking to others, plagued by fear of criticism and evaluation

Clarity- this relates to what we want to say, and how we want to say it? A good speaker is quick to gauge the
environment and he s clear about what he has to say to whom. Those who lack communication skill are the ones who
are never clear about what they want to say. They do not know how things should be clarified. They cannot convey
their thoughts cleariy; hence their motives can never be detected from what they say.

Many a tirfies they are under the false impression that the other also understands his speech since they follow
others. Also those poor in expression compel others to draw their own conclusions and this increases lack of
commimication.

Grasping Power— a good speaker must also possess the skill of imbibing well. He must be a good speaker and
a good listener too. By good listener we do not mean simply listening to something but beyond this, to understand the
viewpoint and sentiments of the other, Unfortunately most of us hear but very few devote some thoughts to this or think
deeply over it and try to understand the outlook. 75% of the spoken is forgotten or neglected or overlooked. A good
grasping power is not inherent, rather it is acquired and for this---

- The audience must have a definite utility.

+ The audience must listen to the speaker with concentration.
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- He must be quiet but when he does not understand must ask questions too.
- Let others speak too

+ Avord unnecessary comments.

- Must be able to repeat what the speaker has said.

+ Must be able to repeat in his own words.

+ The audience must try to understand the point of view of the speaker,

Emotional Control - in his life a man faces ups and downs constantly. His feelings are in a whirl. To control his rage
is beyond the common man and he cannot control his speech while he is angry. Thus the individual cannot express him
self correctly.

Generally people suppress their feelings so they really do not know what emotions rules’ dominates them. They do
not even know how feelings should be refined and how to convert them.

To transcribe emotions and to refine them is necessary for harmonious relations and powerful expression. Emotions
should be expressed in such a way that it can be easily transcribed and the transcription can be useful for the self as
well as others. To achieve this---

1. Be comscious of vour emotions. And recognize them correctly.

2. Sit for meditation and then meditate on psychic centers and on colours,

3. Do not deny your emotions, accept them. They are part of your personality.

4. Seek guidance from your teachers. Without refinement of emotions, a good expressive power cannot be
developed.

5. Keep a balance on your feelings, desire and resolutions.

Desire to Learn

When we establish a dialogue with someone or make a speech in a group then there are reactions from two sides.
On one side, from people outside and on the other from within the self. A good speaker modulates his speech,
conversation, its impact, and the needs of the audiencs according to both the reactions. Also such speakers learn from
other orators, learn from their style and other distinetive characteristics and are eager to imbibe from them.

The sense of eloquence is in reality the feeling o imbibing and acquiring a skill and it comes gradually. A good speaker
learns from his failings, experiments regularly; refines and polishes his style. On the other hand a poor speaker scared
of learning is denied valuable things. So heis never able to improve on his powers of expression, or establish a harmonious
relation with others. For an effective expression it is necessary that the individual presents him self'with full testimony
and with ease. Every one of us is rich with various experiences, feelings, thoughts and emotions. And that others should
also benefit from our experiences, it 1s necessary that we share our experiences with others, and desire to support others.
The more we know each othés the greater will be the possibility of a meaningful communion with others.

There are many obstructions in expressing ourselves. Most of us are worried and scared that others may not
appreciate what we sav: that they might laugh and make fun of'us. For a meaningful conversation and expression it is
necessary that féar and worry be replaced with mutual trust and faith. Thas will help the person to express his feelings,
thoughts, and enotions with ease and honesty. Its expression will be effective and powerful.

It is clear that communication or expression must have clarity, brevity, completeness, maturity, grace, support,
continuity, transformation, good faith, good relation and other such elements.

The above-mentioned elements and the communication mediums transmits the desired information and that helps
build better communication, better exchange of feelings, thoughts between two people or two sides. The motive isto
understand the spoken word.

Function of Communication

1. Transmit and receive information.
2. To transform through humanitarian behaviour.
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3. To direct people.
4. Developing the co-operative instinct
5. To mantaim social relations
6. To make good plans and to execute them
7. To make amends
8. To express feelings.
1.4.0 Characteristics-
Communication has the following characteristics
1. Two-way flow
2. Sending and receiving
3. Commaon code of understanding
4 Act according to words.

5. Acontinuous process
6. Feedback.

1.5.0 Objectives of Communication

Communication is a complex process. The trainer warnts that the trainee should hear, understand, and practice all
that he wants to tell him. To teach the traditional yoga systems, its objectives, process, principles the tramer has to use
many methods. Tt is not enough to speak our mind, rather we also have to say =1 what is the objective of the speech?
2] When should action be taken? 3] How to do it? Hence it is not enoughta give theoretical knowledge to the learner
or in other words simply to transmit orally will not be considered sucgesstul communication. The basic problem of
communication is that the thing conveyed be understood and then putirito practice, Some things take time to sink in or
register and in such a situation the trainer should transmit materials tixrough practicals. This involves that the learner should
desire to understand and practice and also must be able to grasp the material. And then the next stage is accepting the
material. The fifth problem is that the learner co-ordinates what he is learning with the goal in his life and pursues it to
put it into practice. The sixth problem is that he imbibes the spoken word in its semantical, literal, figurative and suggestive
sense. But all this depends on the gestures, tacial expression and the manner in which the material is transmitted.
Hayakawa has said,” everything is not understood merely in its literal sense and the meaning of every word is not the
meaning of the dictionary.™ In this context we cai even say that words do not have a meaning, we give meamng to them.
And the meaning is denved from the ability, comprehension, personality, environment, culture and social positioning of
the person. The meaning is also determiier by the extent of faith in the transmitter of the word, the beliefin the message,
belief'in the medium of transmission: and the mood of the transmitter.

It is said that words have ragic and that they can transtform the mind of those who hear, read and imbibe them. It
changes the thinking of the receéiver and compels him to act. changes his conduct and behaviour. Our conduct bears a
permanent impression of the words/messages we hear arourd us and we mould ourselves accordingly, work accordingly
and conduct ourselvesaceordingly in our everyday life. Thus it is clear that communication is multiple and its objectives
are varied. There are many clear objectives of communication

1. To fulfili the basic needs of the individual like recognition, self-esteem and loyalty to an organization
2. To disceurage mythical/ false information,
3. Te prepare for transformation.

4. T'o encourage the learner in the pursuit of his goal.

To be rid of emotional stress.

LN

In the science of living, communication takes place mainly for two reasons

1. To transmit the science of living, the art and mysteries of living to the voung and old.
2_To harmonize inter-personal relations through effective communication.

Effective communication vields good results. It develops work efficiency and the desire to work which develops
community feeling and possibilities of development occurs and a genial atmosphere is established.
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2.0 Communication: Theory and Process
2.1 Principle of Communication

1. Principle of Clarity - through communication one person can convey his meaning to another, so we must use
a clear and easy language. According to Lord Chesterfield a passage should be so clear inits import that even a dull
wit understands it easily and one does not have to read it twice. Terry says,” before sending a commumication the sender
should think and know what he has to send.”

2, Principle of Attention - when the message is transmitted then it should be heard or read very attentively and if
the message comes from various sources then we must be alert to all of them.
3. Principle of Integrity - communication should be made effective for the fulfillment of objectives of the

organization. Joseph Dhuhat says that while transmitting the communication the sender should take care of the needs
of the organization and the expectations of the receptors.

4. Principle of Use - every communication should be useful. False communication wastes time and money and
spoils inter-personal relations. Hence communication should be organized in such a way that itisuseful.

5. Principle of Control - official, formal communication is always regulated and controlfied but even the informal
communications should be controlled. In a group discussion it is necessary to organize who will initiate the discussion,
who will be the first to speak. Ifthe beginning is not begun properly then we can never arrive at a result.

6. Principle of Standardization - some regular codes of conduct are operational in a communication. For instance
the manner of address, the code of taking permission before beginning the cemmunication. Standardization involves
making an effort to bring communication to a umform mode. With thig gozl the training manual, discipline codes are
designed and standardized.

7. Consultancy Principle - before expressing an opinion weiriyist consider it well. Every word should be weighed
carefully because once it is said it cannot be taken back.

8. Principle of Consistency - the message sent and received must be in keeping with the time and atmosphere.
A timely delivered message is very effective.

9. Principle of Feedback - the communication system should be such that the sender gets immediate feedback

about any possible mistake that occurs and also about the inappropriateness of expression so that immediate amends
can be made. Ifthe errors are not corrected immediately then something undesirable can happen.

10. Principle of Leadership - the sender should be a resolute and thinking person. He must be a good listener
too,

2.2 Process of Communication

Communication is a two-way process and a continuous one which should be reviewed according to time and motive.
The process of communication includes

1. The sender/ speaker/ writer/ director, R T

2. Receiver o

3 Message- the motive of the original £
message ang its form. . .

4 Medium '

5. Response of the receiver

6. Feedback of the response, review

7. Improvement in the process of
communication.

i - ;';:M
Recvplor
Renctinn

The sender uses language or symbols or gestures to communicate his message, this is called encoding and the
message can be transmitted orally or in a written form or through telegraph, telephone or some other way.

The following picture llustrates the process of communication
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The other side receives the message. The receptor gives meaning to the words, understands them and puts them
into action. If'the relation between the receptor and the sender is good then he demands to know about the lapses or
any such thing in the message or he alters lis understanding according to the feeling impheit in the message. And then
he puts it into execution. Theunderstanding of the receptor and the execution of the message acts as the feedback . 1f
the execution is not in the spirit of the message it is clear that there is some mistake either in the communication or in its
execution, So efforts must be made to rectify the nustake.

While commurnicating four things must be kept in mund - 1] Message 2] Medium 3] Receptor 4] feedback.
Message : Message refers to information or news. While communicating the import of the message must be kept

in mind, Hence the message must be clear and easy so that the receiver easily understands it, The message shauld have
dual meaning and this must be inthe sender’s mind.

Medium : Medium refers to the means of communication, which means how we will convey the méssage. Mainly
there are three mediums and these are oral, written, and symbolical. While giving the oral message we must be very
careful. Ifthe message is given straight to the receptor then it is received fully but if there are mare than one channel in
transmitting the message then the possibility of the message getting filtered or confusing increéases because when it is
transmitted from one mouth to another there are chances that a lot of things get added or geglost and the original message
loses its form. Hence oral communication should always be direct and not through channels. This can be seen in our
daily life too. When you say something to a person and whenit reaches the third or the fourth person it acquires a different
torm. As far as the wntten commumnication 1s concerned then we must keep in mind that the message must be inan easy
and clear language so that it is understood easily by the receptor and he can act onit. Symbolical message is conveyed
through body parts and in this our gestures contribute a lot. 1f we sav that gestures are the most impaortant thing in
conveying a symbolical message then it would not be an exaggeration. It s believed that gesture contributes to 55% in
the message, When we talk in person then the involvement of the medium can be worked out like thisettect of words-
7%, voice and tone-38% and signs 55%. Hence gestures and signs contribute in a major way to the communication.

Receiver : When we communicate we must keep the receiver in mind, 1s he literate or illiterate, his language. If
we know all this then communication becomes easy and effective. If we do not write a letter in the language that the
recerver uinderstands e wall reguire a translaton and it vl be dilicall fon i o wderstand Uee teal entively, Aad il e
receptor 1s not well read and ifwe write in a simile and easy language then he will understand it easily. Hence the
communication must be such that receiver understands the text in its totality and we must also know the receptor well
so that it is easy for us to communicate to i

Feedback : This is an important element of communication. When a message is sent to someone, it is necessary to

know the response. And until a persorn gets the response he cannot know whether his message has been grasped in its
full import. Hence no communication is complete till we get the feedback. And if there is no feedback then it is necessary

that we contact the receiveragain. It is only after receiving the feedback that the message can be deemed complete. In
short ifwe say that we must keep the main points in mind then the message will be effective and complete.

3.0 Types of Cemununication and Medium

3.1 Types of Communication

The prevalefit types of communication in an organization are as follows

1. Farrnal and informal communication.

2. Cral and written communication

3. Downward, upward, horizontal and crosswise communication.

1. Formal and Informal Communication : In a formal communication there is definite and organized relationship
between the sender and the receiver. This relation is built according to the structure of the administration. In these formal
relationships the relation is direct. Apart from this we also seework relationship, group relationship, personal relationship,
inter-department relationship, and fellowship bonds. So the formal relationships have many direct relations

An effective formal communication can increase the metivation and working capacity of the employee and we must
keep the following things in mind
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1 Nature of Communication- order, counseling, complaint, problem solving etc.

2. The Path of Communication upward, downward. horizontal and crosswise etc and for evervone informative
message, condolence message or a joyful annual meeting.

3 Truth Based Facis- the information given formally should be based on facts and truth otherwise it will become
difficult to proveits veracity and it nught break the faith in the organization.

4. Collecting information when necessary, analyzing them and securing them for future reference.

5. Making proper arrangements for things that are not useful in daily life.

Communication Path- there are definite rules for formal commumication and messages are forwarded onthat basis
and received on the same basis. In the ancient times all the powers of direction were centralized in the manazer hence
he used to be the commumnication center. He listened to all the problems, and the formalities of joining the duty. He used
to direct, amend, allot the work and in all this since he wasthe only medium of communication he vsed to be irmitable
and sometimes even take wrong decisions. This system transmitted communication in the same artificial way as blood
is transfused in the body after surgery.

In the modern times communication is channelized.
o % Every work has anindependent chargeand at various
\ / level the freedom of 1ssuing andfollowing orders,

Manages discussion, development of cornmunication process

and manuals for every kind of information, which help
// \ the employee to kngnw the directions himself.
¥ “  Communication process has been developed in
_ different ways.
£ b ]

Commumicition Processes

A A A A

B EjD EJD E|D E

The above-given communication processes show different kinds of relations. Pictureno. 1 shows 5 members inwhich
Ajs the sender of the message and the other four report their problems to A or the remaining four are responsible for
finishing the wiork allotted by A, So Ais the star because he is the center of all attention

Where the relation and direction are independent, a circular relation develops as illustrated in pictures 2, 3 .4 and
5 where through lines the communication path between different peopleis highlighted. In picture 2, D and E are not
directlyrelated similarly B and C are not directly in communication. In picture 3, D and E are allowed to communicate
but for B and C to communicate to each other Ais the medium. In this way the communication network in picture no. 5
is the maximum. Except D and E everyone else can communicate with each other. B and C are observers of Dand E
but they have the liberty to direct D and E and control C and D. similarly D has the freedom to give his advice, complamt
to B and C. According to Lewitt in a group of 5 there canbe 10 ways of communicating. among 10 there can be 45
ways and among 100 there can be 4950 ways of communicating.

Informal Communication-informal communication is ike a grape vine that creeps into the tree of the organization.
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In this there is no definite order of communication. Any employee can talk, send a message, express an opinion efc to
the emplovee of any other department. There are no rules to regulate this. Sometimes these informal communications
can turn into rumours which have no roots. Every one says that he heard such and such a thing and he adds lus bat into
the text. And this can take a dangerous proportion and harm the organization. Such rumours often are baseless.

Informal communication has no shape. A person can convey his message to 10 or 50 people and seek their advice.
The following pictures illustrate the informal communications and the vine creeper

Characteristics of grape vine

e, B F e
Tt grows in an uncontrolled way but it has a root. - e e ow
I.Ttg trolled way but ith t A @—eC—eDE ?J“‘;‘“\-%F\’%f

2. Such information sometimes is deliberately spreac.
3. Some efforts are made to contain harmful information.

4. The rumour that spreads is not the responsibility of any one e %
in any group.
5. Every one adds his bit te the rumour. Consequently the W

information text takes a distorted form.

6. Many of the information could be wrong too.

7.The sender and the one who forwards the message add
something selfish toit.

8.The grape vine has an informal structure where the message
is conveyed orally and this is never followed well or understood
properly hence the possibility of an error is high but nobody can be
held responsible for the same.

Because of these problems this system is not considered to be -
a reliable and important manner of communication, The cistoried
form of this system is the rumour and the only difference between
rumour and the grape vine is that the former has no root It grows uncontrolled in any way that it pleases and if we try
o [ ils vool we will see that Urere 1s nome, So ey st be controlled well and iCelonts are made Lo control e
when they oniginate thenit ends asit begins. 1t ig actually a false manner of publicizing hence tacts must be presented
so that rumours can be quashed. It is the duty ofthe managers that they must quell them by proving that rumours are
baseless. Faustizer and other writers have proved that rumours grow when the information of the employees are kept
as secret from them and beyond their cénirol. Robert Hersche has given the following reasons as the cause of rumours

Rumyours

1. Lack of effective communication.
2.The place of the employes in the administrative structure.

Rumours often spread i conditions when the emplovee tries to find some information but he cannot have access
to it. In this way among the lower grade of employees it spreais relating to their work, bonus, working conditions, relations
with the observer, security, deployment.

The grape vine s such a system that encourages rumours and facts are distorted. Such conditions create mistrust
in the employees because they expect correct information from the management. 1fthe correct information is available
at the right tinve then the rumours will be quashed and it won't spread further.

Evening gossip 1s another source of informal communication and in these sessions a lot of topics are discussed.

Oral and Written Communication

Communication, whether oral and written, should be according to the situation, motive, and according to the
character. Also we must keep the mood of the receptor inmind. Generally we hear people saying that their mood 1s
not okay and that they will talk later. The truth is that when the mood is not congenial the conversation is not likely to
end ina congenial manner. It is generally said that the useful communication is that which confirms to time, circumstance,
individual and his understanding. There is no point in any kind of expensive communication which cannot be utilized
properly. To make the oral and written communication usefil
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1. The sender and the receiver should know that the message has been sent and received.

2. The information should be sent in small measures so that it is easy to understand and execute it. Ifmany pieces
of information are given at the same time then 1 there are possibilities of repetition 2] might be confusing 3] the priority
order might change 4] there might be mistakes.

3 We should take care of the feedback of information.

4. The information should not be one-sided business; rather it should involve more participation.

Oral Communication

This 1s the oldest and the most powerful manner of communication. This 1s a method which involves the exchange
of messages between people and it also involves deliberztion. Oral messages are transmitted immediately and the
receptor also reads the gesture, body language, mood, fear, irritabality, anger, love, humour, rony apart from the
verbal message.

Advantage oral communication has the following advantages

Message is transmitted immediately.
The message gets an immediate feedback.
. It saves time and money.

_ It clarifies confusions if any:
. There are possibilities of quick decision.

A o fad D —

6. It develops mutual feeling and cooperation.

7. The personality of the sender is visible in the message so it becomes more effective.

8. The audience 1s benetited by communicative skill and efective, prelodious rendenng of the message.
9. 1t shows the seriousness of the conversation.

10, It is a very flexible system.

Il There are constant directions and resolution of the proelem and this gives an indication of managerial skill
Disadvantage

1. This system can only be used in a face to faggsiuation. But these days telephone facility has taken care of this
disadvantage.

2. Since there is no written record of the verbal commurication it is difficult to produce in a court of law as evidence,
Although the availability of tape has taken care of this too, there are still problems as--a] not every conversation can
be taped. B] Thisis expensive. C] 1 ereates doubt in the mind of the participant and he has to be very alert and
Conscious.

3. It does not give adequate ime to think onimportant issues.

4 In case of a mistake the announcer blames the messaze and not himself.

5. Such situations ¢an lead to stress and create mistrust.

6. Some things st be wntten down so this system does not work in such situations.

7 Verhal messages are short-lived and depend on memory

Due to such failings when the matter refers to policy or constitutional matters or some such thing then the verbal
commuriication is inadequate.,

Written Communication-all the messages, information, orders that are sent and received through a written
medium are written communication. Any message whether it is a one-liner or as long as abook and in a written form s
called written communication. Bulletins, magazines, newspaper, gazettes, manual, sugeestion booklets are all various
forms of written communication.

The importance of the written word isincreasing every day because the task of assimilating varied information, using them
and storing them s a daily aftair. Also there are applications, crculars of meetings, decisions and other important things that
are made evervday and which are beyond the human memory, In today's world the distance between the sender and the recetver
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has increased tremendously and today’s market is a market of nternational commodities. Hence the written communication
is animportant part of all this.
Cautions of Written Communication

Written communication alwayvs exists and can always be produced for reference when needed. It must be kept inmind
that it is generally made ready after a lot of deliberation. While preparing the written communication it is necessary to keep
the language. subject matter, presentation and mode of address in mind

Keith Davis says that the following things should be kept in mind in a written communication

1. Clarity and purity of expression.

2. Easy presentation which means avoiding ironical and complex symbolical language.

3 It should be written in a beautiful and attractive hand.

4. Sentences should be small and as far as possible in the everyday, common language.

5. Avoid words with dual meaning,

6. Avoid unnecessary ornamental expressions.

7. Give more importance to the meaning of the words rather than on creative language.

8. The thought expressed must be rational.

9. While preparing the written material all the available knowledge should be used and nothing should be written in
a hurry.

Advantages-Given below are the advantages of written communication

1. Usetul inlong- term planning and policy making,

2. Geographical distance is not an obstruction in communication.

3. It automatically ensures clarity and brevity.

4. Ready reference for future

5. Direct contact is not necessary.

Disadvantages

1. It is more expensive than the verbal commumicasion.

2. Wastes time m wnting the message.

3. An appropriate medium like the postal services, railways, or the person himself are necessary for conveying the
message.

4. Written communication loses its secret value,

5 The feedhack cannot be immediate and sometimes the word might lose its importance after the time is throngh

6. Many times the subordinate employee might delay sending the message.

Downward, Upward, Horizontal and Cross Communication

Communication is four-sided but every message is done with some special motive, The downward communication
are orders, or related to policy matters, upward deal with compliance of order, complaint or motion, sometimes it might
be a suggestion as well. Horizontal
communication is used for
deliberation and general consensus
and cress communication is a l
mixture of all these. These can be l

)

Al c

l'l.'l

Upward

B
L
illustrated through the following c
pictures
b

Dhrwe mward

3.2 Medias of Communication L

S >
F
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The science of living has | E ~—o—o—o——o [}
developed the following media for Cpmard & Domamard A B < b

C{meuﬂi.catiﬂﬂ Communicaiion Hurizental Cammunication Cross Communication
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Notice Board - the notice board must be positioned at such a place where everyone passes through, near the
wall, or canteen or a separate one for every department. This should be used to describe everyday routine,
Standing Crder - the training center makes all information relating to meditation availlable to the trainee, orders
that are operaticnal for a long time when available at one place becomes convenient for the trainee, trainer and
the training center.

Poster Magazines - to make available the varied information these mediums are used. The magazine uses
pictures.

Brochure or Folder - through these from time to time information can be given through attractive pictures,
information, tables, special program.

Through All India Radio and Television special programs are organized on yoga, pranayam, preksha meditation,
Library Reading room - to read literature on training and meditation this is a good medium. A goad library attracts
a good number of learners and the atmosphere 1s conducive to resolution of curiosity.

Traiming Program - through this program while the new learner gains competency in hispursuit of knowledge,
he also gets the opportunity to train. The organization also gets trainer as per need:

Special program-- Yoga organizations through cassettes and video shoe attractive programs on yoga. They
also give counsel on matters of meditation and the programs are specially tafinred according to the needs of
the trainee.

Action Communication or Communication through Behaviour

To transmit his message correctly to the trainee the trainer should do what he expects others to do. A trainer desired
that the trainees should wake up early morning and he made this wish gleas to everyone on public platforms but nobody
paid any heed. He left and was replaced by another trainer. This one“was very particular about time and when the word
got around then everyone understood what he desired, It is clear that message must be practically transmitted.

Ifthe trainer is punctual the trainees will also realize the value of time. The opposite effects can also be seen

*I\J'—

The trainer achieves success in his work through cordial expression in mutual relationship. The difference
between expression and a skill in that is the sahoe as living and living artfully, This should also be learnt with a

certain motive.,

It is necessary to give a theoretical and practical knowledge of meditation and voga in the science of living. The
general meaning of communication 18 presenting your thoughts or expressing them.

There are three elements of commiuncation] signsand symbols 2. language, 3. understanding

Apart from this there are other elements that affect communicationgood relation, self confidence, clanty, the
power of grasping, emational control, the desire tc learn and the desire to support.

In the science of livitig communication is done mainly for two reasons
To reach the science of living to the trainee, learnerand to train him.
To make thedmer-personal relations cordial through communication skill.
The main prmciple of commumication isclarity, meditation, integnity, utility, control, advice,
appropriateness, feedback, and leadership
Communication involves the following thingssender, receiver, message, medium, the reaction of the receptor,
his knowledge and improvement in the message.
the trainer must keep four things in mindmessage, medium, receptor, and feedback.

the communication in an orgamzation can be divided into the following parts1] formal and informal communication
2] verbal and written communication 3 ] upward, downward, cross, horizontal communication.

The trainer should be a good listener. The more the power, the more he will have to listen, And to develop this
he must try to understand the feeling of others. He cannot be a specialist psychologist but he canbe a good
listener,

for yoga and the science of living the following mediums have been developed for communication] notice board
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2] standing order 3| poster magazines 4] folder or pamphlet 5] television relay 6] library, reading room 7|
training program 8] special program, literature.

¥ Toconvey the truc import of the message the trainer must do exactly what he wanta his trainer to do, Otherwisc
it might have an adverse impact.

Questions

1 Essay type

| Explain the elements of communication in detail.

Short answer

1
2

What is the objective of communication?
What are the mediums developed in the science of living for communication?

Objective type

frd P} =

What is the meaning of communication?

For the learner of science of iving why 1s commumication important?
What are the rules to develop cordial relationship?

Give two functions of communication.

Give two characteristics of communication.

Give two prnciples of communication.

What are the main elements of the communication process?

Into how many parts can you divide communication?

What is the difference between grape vine and rumour?

10, What 15 creative communication?
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Unit-4  Expression Skills and the Science of Living

Chapter-14 : Expression Skill and Obstructions, Hearing skill and Bodily
expression, Learning Ability and Public Speech, Eloquence and Oratory

Outline
1.0 Skills of Expression
1.1 Expression- skill : Types
1.2 Stages of Expression
2 0 Hindrances to Expression
3.0 Effective Hearing Ability
3.1 Qualifications of Hearing Ability
3.2 Respect and Honor for the Speaker
3.3 Encouragement of the Speaker
3.4 Silence
3.5 Understanding and expression
4 0 Body Postures in Public Speaking
5.0 Effective Learning Ability
5.1 Choice of the Learning Matenal
5.2 Utility of Learning
5.3 Reading Pace
5.4 Learning Skills
6.0 Public Speaking
6.1 Preparing for the Speech
6.2 Knowing the Audience
6.3 Organizing the Material
6.4 Interest
6.5 Presentation.

Context

Our education system teaches vadous subjects but therz 1s no emphasis on the development of character. The main
objective of the science of living isto infuse morality in each and every one. At the post-graduate level the aim is also
to elevate the moral level of thie learner and to make him an expert in practical process, preksha meditation and yoga.
Hence it 1s necessary thatthe learner of the science of lving be a good speaker and tramer. This will help lum to serve
the society.

Hence the motive of this chapter is to

1. Tobecome familiar with the various abilities of exprassion.
. Tobecome familiar with various obstacles of expression.
. Tobecome tamiliar with the hearing skall.
. To become conscious of various bodily postures.
. To elaborate on the possible learning abilities.
. To highlight the main points of the art of public speaking,

I

N e ek D

=]

Introduction :

Ewvery trainer has to go through varnious occasions during the training hence he must be faniliar with different ways
of expression. Various expression abilities are necessary for a powertul expression. During expression many obstacles
pop up and the trainer must be conscious of that too. A speaker must also be a good listener so that he can hear others
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and put his opinion before others in the right context. He must be learmed too because learning improves the speaking
skill. He must fuse the latest learning methodology into his knowledge system and learning. He must give special emphasis
to certam things to develop an effective and powerful manner of speech and must practice those things to be skilled in
public speaking,

It is expected of the trainer that he must be a good speaker apart from being a scholar. He must be good in mutual
conversation, dialogue, direction and public speaking. Thiswill help him to gain success in his profession and there will
be peace and harmony in his life. He wall serve the society and the nation in the most desirable way.

1.0 Expression Abilities—

Aperson must have a clear motive while speaking. Also he might have other smaller goals. And the speaker tries
to achieve these while speaking.

To attain special purposes different types of expression abilities are required. Before that the speaker should be
clear in his mind what he wants before he speaks.

1.1 Expression Ability: Types
There can be many objectives behind an expression. For the trainer and a good spaalker these abilities must be
developed to attain his motives.

1.1.1 Directional Expression : This communication is done through direction. This helps the personto help himself.
Through direction the individual tries to guide the process of attaining the goal, particular behaviour or particular value,
It is not necessary that the other will execute it in the same manner. The otheris{ree to executeit the way he likes to or
simply not do anything at all though he might have to bear the consequences ofthe same too.

This kind of communication includes order, suggestion, motian, and counsel and involves an evaluation and
refinement. The person is made aware of'a sense of responsibility and the available time-frame.

The direction can be framed in the language of an orderor tfie other can be consulted too before the order is issued.
Order as a form of communication should be used only if' the ather is incapable of doing a work. The freedom of others
should be respected.

1.1.2 Informative Communication : Throughinformation we increase our knowledge and also become capable
of independent thinking. There are some dangersinthis expression and these should be avoided for example, undesired,
vague, indefinite, and unreal information, Werrust also avoid orthodox viewpoints. To be successful in informative
communication we must first be clear about

1. The information we want to send

2. Choose the right time and place.

3. Decide on the type of information- whether it is rational, interpretative, and analytical or simply a
teedback.

4. To what extent and to what level should the information be sent?

5. How is the infoirmnation to be sentthrough person, in writing or through telephone etc?

1.1.3 Challenging Communication : Such an expression is made to transform the negative outlook and behaviour
of the individual but we must be sure whether we are doing it for the benefit of others or for our interest. Are we going
to bring out the truth or hush up everything to please and appease others? Truth, evenif said, very sweetly hurts and
inconveniences others. Hence they might need help. For this kind of expression the following things are important

I It should make others aware of their faults.

2. Thoughts should be expressed through questioning.

3, Toraise the goodness level and throw a challenge at the other,

4. Courageously discuss the consequences ol evil.

Creative Communicationthis type of'a communication is a stress buster, the individual is relieved of his tensions.
He can express his feelings and emotions in the right manner. The speaker should use such methods that will motivate
others. And they might use them with confidence.
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1. Tell others the way to relieve stress and of refinement.

2. Encourage others to utilize the solutions.

3. Co-operate with others to seek jobs of their mterest.

Motivational Communication this kind of communication familiarizes the individual with others. 1t teaches them
to construct the self. And it teaches how the other can be inspired to work and not make him a cripple him by doing his
work. And it also tells us how to utilize the capabilities of others.

1. To inspire others through praise.

2 Develop anunderstanding for the work.

3. To bring attention to the original work through questions and curiosity.

4 To help to understand the capabilities of the self.

Supportive Communication in this communication the speaker should patiently hear and undergtand others and
not impose his decisions on others

1. Encourage the others, praise them, evaluate, and support them.

2. Welcome their thoughts, feelings, values, and behaviour.

3. Express his opinions honestly.

4, Shower love and affection.

5. Make others know your distinctions and failings.

6. Make efforts for the progress of others.

Directional, informative and challenging communicetion shows that thetrainer is speaking in the capacity of an
expert. The other three does not give this feeling, For a good communication all these abilities are necessary. According
to the varying situation and use we must carefully use different kinds ef ecommunication.

1.2 Stages of Communication

It is better to consider all the stages of communication whenitis done with a special purpose. There are eight stages
of communication. All the speakers may not have the same need but the eight given stages can help the speaker in one
way or the other,

1. Preparing tor the speech. 2. Preparation of the self.

3. Keepingintouch 4. Preparing the receiver for the message
5. Giving the message 6 Clarifying the curiosity

7. Ending the communication 8. Followingitup.

1. Preparing for the Speech thete are many who speak without knowing what they have to say. If such people
want to make their speech more refuli-oriented then they must consider that through their expression

1. What they are doing” 2. What isthe central message”

3. Who is the message for? 4. What isthe result sought?

5. Howis the message to be conveyed? 6. Which isthe nght time?

7. What is the right place? 8. What are the clear main points?
9. Isthere any vagueness? [0, Are the facts correct?

11. Isthe expected information included?

2. Prepraring the Self prepare vourself physically, mentally and emotionally. Our gestures say a lot ofthings that we
do not koow of. It is necessary to have self-confidence, be composed and possess good language skill for success.

3. Establishing a Contact before beginning the speech t is necessary to draw the attention of the audience and for
this, many methods can be used]1. by asking questions 2] beginning with an interesting thing 3] crack jokes 4]
establishing an eye contact 5| through modulation of the veice 6] through gestures and address.

4. Preparing the Receiver it is necessary to prepare the audience if the content of the text happens to be shocking,
hurting or intolerable otherwise we may never succeed in cur motive. For this certain methods can be used--

1. Clanfying the purpose 2. Making others aware of the benefits
3 Making them aware of the risks. 4 Creating awareness through questions.
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5. Giving the Message-- while giving the message the aim should be clear in view and an easy language should
beused. Unnecessary details should be avoided and the main points should be stressed. While deliveringthe voice should
be clear, should be well-modulated, vague things should be clanfied, we must wait for the answers to the questions,
summarize the text, not accuse, if necessary change our methods.

6. Clarifying the Curiosity listen to the curiosity of the audience carefully. Give short answers and block all thoughts
at that time. Put vour thoughts impartially and not in keeping with others.

7. Ending the Conversation the conversation many a times can become boring, harmful and indecisive or its utility
might be lost. Hence there is a lot of preparation required for the conclusion as well. While concluding we must

Demand necessary action

Give suggestions for some work.

Summarise the achievements.

Decide to continue with the talks and indicate another meeting
Give indications for finishing the talk.

(iive a vote of thanks to conclude the talk.

8. Follow-up of the talksfor the success, execution and for continuity in relationships it1s necessary that there be a
tollow-up.

2.0 Obstructing Behaviour in Expression

During mutual talks, expressing a thing or during communication there miglt be many obstacles. In these obstacles
the main problem between the speaker and the audience is ncomprehension, lack of understanding. This obstacle can
be removed if'the individual is aware that such obstacles arehindering the conversation and expression. There are many
other obstacles and the individual must be aware of them,

2.1 Obstructions in Expression : Absence the person present in a dialogue might actually be lost somewhere or
sitting there against his will. Ifhe is unwilling then there is a lack of seriousness in both the sides.

Outlook-- Is there a sense of respect, approval, sympathy, or understanding between the two sides? Ifthere1s a
sense of neglect or aggression then it clearly shows a semous problem m mutual relations.

Motive or Goal do the participants know the#tility of the talk? What do they want out of the talk? Are both the
sides familiar with the motives? Deceit, secret mctives, vagueness or dual messages can make the talk unsuccessful and
spoil the trust between the two parties. Ability the biggest obstacle in communication is lack of ability. How to put our
views? What kind of language should beused”? What are the strategies to make the talk successful? It 1s not easy to
say what must be said in a very effective manner and the one who has to hear also becomes difficult

Faith or Complete Concepta generally we make assumptions about others without knowing what behaviour is
expected of them? To what extent do they know? What do they understand ete, etc. When our expectations of others
are not fulfilled then there are problems of mutual conversation or expression.

Doubt or Fear thersis none who can talk very openly to others. There is always a fear in the individual that the other
might take advantage of his weaknesses or that the other might not take kindly to his talk. Generally on such occasions
the individual iz worried about his security or he wants to make an impression on others. The indrvidual can be aware
of his own metive and improve his powers of expression,

2.2 Obstructing Behaviour : Sometimes the behaviour of the audience can be a hindrance. We must be aware
of'this azd be cautious and deal with it cleverly

Some people are very talkative. They keep chattering and never allow others to speak

Some people never hear others. They cut short others and start talking

Some people, to draw attention to them, talk of unnecessary and useless things. They can never
focus on the main text.

Some people raise questions and then answer them and they start laughing.

Some people refer to their achievements all the time. Their talk of 'me' and 'mine' become the
central text. They always seek praise from others and do not like to hear anything else.
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3.0 Effective Hearing A bility-

Communication is a two-way process. While one talks the other listens and according to the situation the speaker
and the listener change. The science of living conveys its viewpoint through experimental trainers the theory and practical
knowledge. These trainers listen to the viewpoint, difficulties, complaints, and suggestions of the people. The tramer
must be a good listener too. The greater the working area of the trainer the more he will listen to people.

Good thinkers brood over things for a long time. Consiructing a solid hearing system is one way of understanding
the feeling of others. 1f a hard worker is assured that he will be heard fully and that and that he will not be responsible
or accountable for every syllable that he utters then he will speak his mind fearlessly. The trainer cannot be a psychoanalyst
for everyone, He does not have the time to listen to everyone but he must have the quality to listen quietly to others

An effective hearing ability does not mean a mechanical process of hearing. It also means that everyword heard
must be understood inits right context, grasping its meaning, ridding it ofits doubtful connotations and understanding
the outlook of the speaker

Generally people are not good at hearing others because

They do not know the art of hearing,

They do not pay attention to others,

While hearing their attention wanders.

They will comment while they hear others.

They will cut others short.

While the speaker 15 speaking they are preparing their responses.
They make no efforts to understand the meaning of the speaken
They wall hunt for their own desired text and not listen to the speaker.

e BESANIC L o

w

3.1 Qualifications of the Hearing art : Four qualities are included in the art of hearinginvitation, encouragement,
silence, and an expression of comprehension.

3.2 Respect for the Speaker : All the abilities are based on cordial strong relations, interest in the subject, respect
for the speaker__ and Openness in the attitude. Our respect for the S[:IEEREI" can be expressed Ihr:}ugh these lhiﬂgﬂ
1. Giving prionty to the needs of the speaker
2. On disagreement listening patiently to-the views of the speaker
3. Inclining the body towards the speaker
4. Keeping an eve contact
5. Allowing the speaker to speak
. Responding to his viewsat the right time
7. Being aware of the gestures of the self and the speaker
8. Staying concentrated, avoiding distraction and caprciousness.

=

3.3 Encouraging the speaker : A good audience lets the speaker speak his thoughts and encourages him.
Encouragement and compliance include the following things

* referring tothe qualities of others

* invitirig the speaker to express his opinions.

* Letting others speak by being silent.

* participating through gesture and posture.

* using affirmative expressions like 'ves', 'that's right' to encourage.

* Repeating the brief points.

3.4 Silence : When the audience is quiet then the speaker gets the time to speak, think and organize his thoughts
carefully. This is the most important aspect of good hearing, By being silent the audience gets the opportunity to hear
the speaker carefully, reflect on it and understand it.

Silence helps the speaker to answer all the open questions and also increases the knowledge of the audience. This
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allows the speaker to express his feelings, view point and perception. For instance, questions like 'what happened' or
'how do you feel' help express his thoughts. On the other hand questions that require a simple 'yes' or 'no’ as a response
does not say much. Like-"are you unhappy? or s the work done? simply require 'ves' or 'no' as a response. So the
speaker cannot speak his mind and concentrates on some other issue.

3.5 Understanding and Expression : Inviting the spezker to speak, encouraging him and being silent are important
part of hearing art. Apart from this, the speaker also wants to know whether the audience can understand what he says,
meaning thereby, that the speaker wishes that what he says must be comprehensible to the audience. The listener can
express the speaker's speech in four ways

1. Listening to the whole thing and summarizing it.

2. Expressing the feeling of the speaker. Like you are sorry for the mishap etc.

3. Repeating the problem and its solution in the words of the speaker. For instance you------ — feel
because----------,

4. Summarizing and repeating the main points of the speaker

The above-mentioned abilities not merely the hearing capacity but also improve on comprehension. This helps
develop strong expressive power.

Salient Features of Emphatic Hearing : Psychiatry and clinical psychology tells us to some feature that we can
borrow from them for emphatic heaning

1. Do not talk and let the speaker talk. Even when you know that he iz not¢alking sense, listen to him and give the
inpression that you are very carefully hearing what he says. You can respoend with an afirmative 'ves or 'l see’.

2. Watch the feelings, gestures and countenance of the speaker. IThe has a problem expressing himself. help him
ot

3. Try to sum up the speaker's thoughts in vour own werda 56 that you can see whether you have really understood
the speaker. Offer comments so that it assures the speaker but do not impose your thoughts on him.

4. Keep your conversation free from the rules and regulations of the organization. Do not let nights seep into your
conversation and encourage free thoughts and expression.

5. Do not use expressions like' please wait' ot "piease pay a little attention to the figures' or ‘can you prove this' that
cause the conversation to pause

6. Where the person has given little information and you want him to elaborate then just repeat the thing so that he
is able to speak more on it.

7. Bring the focus to those points that have been left our.

&. Ifthe visitor wants to kngsvyour viewpoint then express your self but if you simply want to be part of the audience
then keep your statements hirrited.

9. Donot get carried away while listening to others.

At any given timia to be part of the audience requires alot of sense. We cannot understand the feeling of the other
until we hear himand to hear him we must respect his personality and also understand that everyone has a distinct
personality.

As an gudience the trainer must have the following qualities

1. {sive adequate time [according to the nature of the problem]

2. Recognizing the distinctions and distinctive qualities of the speaker.

3. Dusciplining the personalitygenerally people get carried away by feelings and then express their feelings in an
inappropriate way.

4. Adopting an attitude of indifference.

To contain the conversation it is good to just hum and ha but the success of leadership depends on the fact that he
hears everyone cordially.
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The individual, with certain reservations, can increase his comprehension capacity

By not letting his interpretation colour everything and dominate the proceedings.
Trying to curb his feelings while listening to the speaker and trying to understand what he says
Modulating his voice and tone according to that of the speaker.
While listening to the speaker avoid frivolous talks and being serious.

Mot answering the questions of the speaker rather trying to

understand the inherent feeling behind that thought.
Mot talking to the speaker with that ironical inflexion that you know him and his types too well.

4.0 Body Posture during Public Speaking

When there is a variation between what the speaker practices and preaches then the andience relies more on his
gestures and body language.

At that point of time the body language is more decisive. It is the clear signal of the variation between the speaker's
words and his gestures. The speaker’s posture, countenance and his gestures give constant signal, Thus it is rightly said
that even it we want to hide something our face gives us away. When his gestures coordinate with hus speech then it
acquires a reinforced vigour and trust otherwise what he says will be viewed with suspicion. Thus effective speakers
also concentrate on their gestures and countenance to make their art of speaking poweriul.

We can escape the difference between what we say and do by concentrating on some special points. Thus during
expression we must pay attention to the body and the figure-

We must pay attention to our body and figure
Posturebe ina position of rest.

Handsmake it the medium of effective sign.
Facealways be cheerful.

Evyes- always maintain eye contact.

Clothes- wear ordinary clothes.

Situation- while standing incline towards thefronit.

4.1 Posture| gesture] : Stand in a balanced manner with your feet apart keeping a distance of two feet and keep
one feet a little ahead. And when you are asked to speak, walk towards the stage in a steady manner and then stand
very naturally and wait for the applause to die down. Look at the audience and allow them to look at vou. During your
speech vou can move your feet a hit bt a lot of movement will distract them.

4.2 Greeting : Every speaker must begin with a proper greeting, Generally it goes like this, respected president, ladies
and gentlernen’. Although this sreeting consists of three words but the speaker with his expression and manner can make a
lot of difference and createmeanings. A clearly said, respected president [with pause 1,2] and ladies and gentlemen[with
pausel,2] begins the speech in an effective manner,

When a valued person comes, while greeting he must be addressed with his name [and if the person has comein a certain
designation | then we must take s name, designation 1t heis present as the representative ot the government or some
organization j then the address will go like thisrespected sir, Mr. x [ifin a private capacity ], ladies and gentlemen or president,
mry] if présent in an official capacity ] ladies and gentlemen.

4.3 Hands : The arms and the hands in a natural position, hang by the side. So keep the hands out of your pockets.
If the hands are in their natural position it is easy to use them. Do not play with coins, keys etc. This disrupts the
concentration of the audience, Other distracting featuresare hitting with the hands, scratching the head, taking offthe
spectacles and wearing them, scanning through the notes. Gestures are of two types :

1. For clarification the physical aspects like size, number, place, are expressed through gestures, for
instance there was a hill on one side and a lake below. In all my life | have never seen anything as
beautiful.
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2. Toemphasize this will express your sensitivity towards words. Your feelings can be expressed through opening
and closing the fist
4.4 Eye Contact : Look at the audience and talk to them. Do not look at the shoes of someone in the audience
or at the roof, do not look outside the window, do not stare at one person, and include everyone in your speech. Try
to smile sometimes so that you do not look ill or sorrowfil.

4.5 Clothes : Do not wear distracting clothes. If vou wear neat clothes and your hair is well combed then it helps
maintain balance and confidence. Do not let your pen or pencil peep outside the pocket of your shirt. Do not carry lengthy
notes, nor keep your pockets full of them.

4.6 Modulating Your Voice : As a public speaker your voice is your most powerful tool. And if you donot use it
effectively then it can cause an adverse effect. Modulate your voice in such a way that even the one sitting on the last
bench can hear you. Also bring in a cadence in your voice and use this cadence to emphasize on something

4.7 Siress on Giving Emphasis-We can make our speech impressive by giving it due stress and thus communicate
the main points to the audience. Try to read the following sentences with due stress o the underlined words and see the
difference:

1. We have to do this worknot others. 2 We have to do this workthis is necessary

¥

3. We have to do this workothers may not. 4 We have to do this warknot any other.
Practise the prose sentences and note the punctuations and how the impact on the audience increases:

She is dead. No sleep is as beautiful, and as peaceful as this; freed from ageny and pain, so delicate to watch. Yes,
sheis dead. Important Points in the Preparation of Speech

While preparing the speech concentrate on these points:

1. Note down fully all the points relating to the subject

2. Senalize them.

3. Donotmugitup.

4. Practice it by speaking loudly.

5. You can note down the main points on a 3x 5 card and carry it with you.
6. Keep an eye contact with the audience.

7. Begin and end the speech with mildness.
5.0 Effective Learning Capacity

Effective expression depends mainty on the individual's learning capacity. Learning is a complex process and this
includes many fine methods like reg¢oznizing the words, deriving their meaning, connotation. All this means that what
we read has to be linked with-pur acquired knowledge of the past and retaining what is necessary in our memory cells.
All these procedures have to be adopted at the time of reading so that it can be recollected and communicated and used
whenever necessary.

5.1 Choosing 1Yz Study Material : Very busy people are loaded with study material. Every day/ week they are
heaped with studymaterials. To deal with this problem they have to strictly discipline themselves. One method isto
classify the written material as very important, important, not soimportant and useless. Assoon as we acquire the material
it should be classified, and regularly studied should be removed. Students can adopt other methods too and that is
classification of the material as easy, difficult, very difficult, aralytical and choosing the remembered places etc. the difficult
materiais must be read very carefully and much time should not be wasted on easy materials. It is not difficult to sort
out the easy ones as they are easily perceptible.

5.2 Utility of Reading : Apart from classification we must pay attention to another important issue and that is the
utility of studying. Generally people read a lot of material without any usefullness and the result is that their reading has
no special value. To grasp the essence of any reading material, imbibe it and to memorize it one must be eager and
mentally prepared for it. Mental eagerness awakens an interest and curiosity which s satisfied when we read. The basic
issue is that we are seeking answers while we read.
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5.3 Reading Pace : Anindividual might be a good student but his reading pace might be slow. To quicken the pace
of reading we must:

1. First clarify the utility.

2. Concentrate on the main points.

3. Reflect over the central and focal words.

Apart from this, write regularly for 15 minutes everyday. Begin with an easy exercise like creative writing, writing
fiction and move on to something more complex.

1. Do not concentrate on one word but focus on word clusters.
2. While reading use your pencil. Gradually increase the pace of the pencil and the pace of the reading,
3. Ina 15 minute exercise focus on the entire line gracdually and improve on your understanding and grasp.

5.4 Reading Abilities - There are various methods ofreading. What is to be read from the availghle material can
be determined by overtly looking at the material. The easy part can easily and quickly be learnt. Thedifficult and technical
material requires special attention and also it 1s necessary to concentrate on terms. It is not necessary to leam everything.
Only that which is useful must be read. Experts have developed a system of studying which iz tiseful and beneficial

Looking at the entire material- ook at the entire material, the title, the beginningz and the conclusion. Look at
its theme.

Look at the title, index. subtitle, graphs etc.

Decide on the readability.

Preview

Read the summary and conclusion of the book.

Read the summary,

Read the preface, introduction and the conclusion.

Grasp the main and focal points.

Close View

Read the unread and unimportant things.

Leave the difficult parts.

Prepare for note-taking. Mark the dificult, important and very important parts with a pencil.
Review

Review the important parts.

Make notes.

Read the remaining paris carefully

While reading the notes try to check with your understending.

Generally people begin reading the book from the first page to the last. This method allows very little to sink in the
mind. By the many methods discussed above, it will be easy to grasp, understand, imbibe and memorize the material.
The individual has to choose what he wants to memorize. Reading is not an inherent ability, rather it is an acquired one
and it can be perfected with practice.

6.0 Art of Public Speaking

There can be many ways of putting vour thoughts across to people like speech, debate, lecture etc. every speech
has its own technique but some basic facts govern all of them. Speech canbe used in different ways like entertainment,
for instance, or to familiarize our views, execute our program.

6.1 Preparing for the Speech : Generally there is a major utility for the speech and some smaller benefits too.
Speech can be made with early preparation and sometimes immediately. Only that speechis useful which has an impact
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over others, retains the interest of others and pays attentionto the expectation of others. The following points are usefil
for preparing a good speech-

- Choosing the subject according to the audience and the place.

Keeping the speech imited to one utility which 1s related to your knowledge and expenience.
Searching for facts related to the topic to fortify it

Preparing an outline of the topic which can be a summary as well.

Orgamzing the collected material effectively.

Finalizing the speech focusing on the main point.

The final stage 1s presenting it in front of the audience in an effective and easily perceptible way.

6.2 Recognizing the Audience : It is necessary to recognize the audience, What do they want? Do they want
information or recreation? What do they know? What are their assumptions, beliefs? All this must be known to the
speaker and if'he does then he can communicate very well 1o the audience.

6.3 Organizing the Material : Effective speech is easily recognizable for the audience. Hence it 1s necessary to
organize the material and present it. Generally the speech begins with an introduction of the topic; the middle covers
the basic points and ends with the summary. Apart from this there are many ways of orgarizing the material

|. topic wise 2. historically or Chronologically
3. place-wise 4. According to the argument

5. With an aggressive attitude 6. Solution-based

7. onemotional grounds 8. Humanitarian base.

|- Topicwise - It is necessary to organize the matenial topic-wise if the speech covers many topics/ themes. In such
a speech every topic is linked to the other.

2. Chronologically - when we have to present a speech of g historical nature then we must arrange incidents
chronologically. Such speeches are very useful during training,

3. According to place - in museums lectures are given according to the place. The geographical location determines
the organizaton of the material.

4 According to the Causatives - when the speech has to be based on argument then it must be presented with
solid evidence and every point is presented e, Such a speech is based on arguments.

6.4 Interest : When the speech is fused with humanitarian aspects it becomes more effective. Humanitarianism
means to present your views with citations, examples, verified with facts, present it with lively experiences. There are
other methods to fortify vour views;

1. Presenting evidences afier researching 2. Presennng facts and figures.

3. Using pictures. 4. Including the statements of great people.

5. Linking it with comments of experts. 6. Comparing

7. Using audio-yisual mediums.

To draw the attention of people it 15 necessary to mtroduce the topic. This introduces the theme and prepares the
context. For thisthe speaker can take up a debatable point and challenge the faith of the audience, or narrate some
powerful incidents from the life of great people or relate a joke and draw people's attention.

6.5 Fresentation : Presenting a thing that 1s written makes it dull and boring. Speech should be lively and animated.
Generally the concentration span of the audience is very low. They can remember only the beginning and the ending of
the speech. Hence we must try to incorporate the theme, essence or summary of the speech in the beginning and in the
conclusion but we must not repeat ourselves,

To give pace to the speech the speaker can keep notes or note down parts ofit. He must, however modulate his
voice, tone and pace so that the audience stays alert. Generally people forget what they hear so we must rely more on
visual aids so that the possibility of retaining increases,

It is useful to pause, to lower the voice, make gestures cr reduce the pace to stress on the main points. Ifthe speaker
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wants to make his speech memorable then he must distribute a written document of either the entire speech or parts of
it to the audience. For a good speech it is necessary that the speaker must be clear and ask himself what he wants; what
15 the central message, the sentences that underhne the message, what does he want to achieve and why 1s he saying all
this, Brief Points of an Effective Presentation
1. Wear clean clothes, walk in a relaxed manner to the stage and stand straight. Let your eyes and manner reflect
your confidence.
Begin wath anintimate, friendly smile.
Talk to all in the audience. Do not look upward, outside the window, on the microphone or exclusively at one
person.
4, Speakinavoice audible to all.
Bring vanationin vour voice and modulate it well.
6. Do not mug your speech. In case vou forget what will you do? Understand the outline and get used toit. If
you lose the central point, nobody will know

w1

L]

7. Do not read from the paper. You might read part of vour speech or some example youcited but not the entire
text.
8. Inconversation, borrow thoughts, not expressions.

9. Do not be frightened of the stage. This is normal though, if vou believe that vou are going to say something
important then it will circulate confidence in you. Choose and speak on a topic that is close to the audience.
And remember that the actual expenence of stage fnight 1s worse than we imagine.

10 Appear to be eager, and he happy Have confidence and speak énthusiastically.

Donts for a Good Speech:

1. Loose confidence 9, Read the spaech

2. Muggmg the Speech 10, Stray fromi the topic.

3. Repeat the points 11. Waste the time of the audience.

4. Use unnecessary facts. 12, Creare a stir.

2, show excess emotions, 13, Miake your voice unclear or unpleasant,
6. Exaggerate your matter. 14: Be dull or slow

7. Use Improper and satirical language. 15, Doubt

8. Scared of the stage.
Summary

1. Aclear motive is the first step of powerful expression. It might have many other motives as well. For exampleit
might have many objectives liketo guide, to inform, change outlook or behaviour, de-stress someone, familiarize others
with your resources, co-operate etc. for this the tramer must be good at directional, informative, challenging, emotional
and motivational commumacation.

There are many stages of successful communication. We must pay attention to them and attain our purpose like
preparing the speech, preparing the self, preparing the audience, giving the message, solving the curiosity of the audience,
ending the messaze and follow up.

2. The main hindrance to a good expression is lack of understanding between the audience and the speaker. Apart
from this the indifference, negative outlook, lack of motive, bias, fears also hinders a good speech. Sometimes the
behaviour of the audience also acts as an obstacle, A good trainer must be aware of all this and be prepared for all this.

3. The trainer must also be a good listener. The greater the range of the trainer the more he has to develop his hearing
ability. There are 4 qualifications of hearing artinviting the speaker with respect, encouraging him, being silent, and
repeating in brief'what he has said.

4. Agood trainer must be conscious of bodily expression tooeasy and cheerful manner, decent dress, enthusiasm,
eye-contact etc,

5. By continuous study we can increase our knowledze which is the life-support of good expression. We canuse
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our study material to the maximum by powerful reading style. This means choosing the study material, determining its
utility, improving the reading pace, using and acquiring the reading ability

Whether in a huge andience or in a smaller group we must give emphasis to the following points. For
instancepreparing the speech, recognizing the audience, organizing the matenal, making it interesting, and effective
presentation.

Questions
Essay type
1. Bring out the main points of public speaking skill
Short type
1. What qualities should the trainer develop for expression”?
2. What do we mean by effective hearing ability? Why are most of the people inept in the art of hearmg?
Objective type
What are the stages of expression?
What types of communication helps to de-stress the ndividual?
How to prepare the audience before giving a controversial, intolerable messags?
What are the main obstacles of expression?
What is the role of silence in heanng art?
What is the impact on the audience if the gesture and the speech ofthe speaker co-ordinate?

What skills should we use to develop reading ability?

L

What must we do to increase our reading pace?

9. What dress should the speaker wear during a speech?

10, What is the impact of reading a speech to the audience?
Reference Books:

John Mulligan[ed] Personal Management. Sphire book Lid, London.
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Unit-4 Expression SKill and the Science of Living
Chapter-15 : Decision and Execution, Charting the Course

Introduction
Outline

1.0 The Journey from thought to execution
1.1 Execution plan
1.2 Evaluation
2.0 Charting the course
2.1 Usingthe Imagination
2.2 Future course
2.3 Example of charting the course
2.4 Standard
3.0 Support seeking outlook and behaviour
3.1 Aggressive outlook and fiery temperament
3.2 Moderate outlook and hesitant behaviour
3.3 Implied outlook and conduct
4.0 Clear outlook and assertive behaviour
4.1 Respect forindividual rights.
4 2 Body posture,
5.0 Mobilizing people assertively
5.1 Continuity
5.2 Expressing approval
5.3 Structural critical appraisal
5.4 Strong conduct and expected work.
Introduction

The science of living famiharizes us with the talents within and emphasizes onits total expression and utility. The first,
second, and three units fulfill these motives. The third chapter of the fourth unit anms that the students, for success, in
their work place should

Be familiar with the course of converting thought into decision and decision into execution.
Determining the course o action.

Know the most usefil cutlook and conduct seeking support

Adopt the skills of's clear, transparent and assertive conduct,

In case of nan-hielp not let the relations be strained.

o b

Context : Our thoughts are the base of our success and failure. The way bricks are important to lay the foundation
of'a house similarfy our thoughts are important in our personality. For attaining success in life it is necessary that we retain
goad thoughts, noble assumptions, think positive and follow the examples of great men. We cannot be successful simply
by retaining noble thoughts, it is necessary that we translate those thoughts into action. All our good thoughts, desire,
motives and aspirations are futile if we do not execute them. To put these thoughts into action it is necessary that we
have a definite course and in a planned way with necessary resources and the conveniences that we can gather, do the
needful. After executing the things in time we must also evaluate how successful we have been. If we do not measure
up to the expectations we had of ourselves it is desirable that we assess the results comparatively, in terms of figures
and then see what efforts are needed to fulfill our goal. By doing this we will be able to draw a comparative statement
between the necessary work and the work accomplished. Fmishit. Do not lose hope. Also try to learn the art of gamenng
necessary support from others. This promotes community feeling and a sense of responsibility.
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1.0 From Conception to Execution :

To accomplish any task effectively and achieve satisfactory rasults we must move from conception to execution. Moving
towards this direction means utilizing the available sources, retaining the forces within and preserving the inner motivation
till the work 1s done. To execute every work we need well concerved thoughts and the necessary action. To convert
thoughts into action we need individual ability. And a bigger tact is to acquire the ability to get support from others. Itis
expected that we develop skills of mutual dependence, communal connection/ links, leadership qualities. Thus we can
conclude that to put any work into action we need to activate all those positive forces that help us to attain goals and
we also have to see that the obstructing powers be reduced. This strategy would be very effective in executing the work.

To put the plan into action the other workers must alsobe organized in their roles. For instance, for leadetship, the
leader and for financial management, the treasurer etc. Just as order and organization are important for the wirld outside,
the world inside also demands that we channelize our inner abilities in a direction.

To organize the inner abilities we require different psychological powers as
1. Imagination-this helps in formulating a vision and a clear goal.

2. Store ol Information- this ability helps us o store the inlonmation W attain our goal.
3. Analytical skillwith this ability it becomes easy to attain the goal.

Planningthis ability helps us to determine what work should be given to whom so that they can do the work
allocated to them.

5. Evaluationthis ability helps us to evaluate the work and link necessary suggestions to action.

Ll

Let us reconsider those points that help to put our thoughts into actioh. First we must get out of' a web of thoughts
and reach a decision. It is not enough to think, we have to move ahead and gather necessary information and use this
information in our plan. Our imagination filters our foresight and helps us reach a decision and clanfy what we want.
After this to plan we need the following types of information

What are the resources we need?

What are the available resources?

Who do we need for help?

Whose help are we getting at present?

What are the options or possibilities?

What are the challenges or dangers attached to every option?

Lo bbb —

&

After this it is necessary to decide what the original form of the work is. In this phase the main goal should be
subdivided into smaller attainable geals: After this we must consider what work is to be done first.

1.1 Plan of Action : The plan of action must be crystal clear. 1t must be very clear whois to do what and when. The
work of planning should not be considered worthless or futile, We generally hear people making new plans on the new
year but for want of orgasized planning all this crumbles. Hence to put any plan into action and take it to its conclusion
we need an organized planning, After executing the plan, the next step is to evaluateit. Through evaluation we canuse
our experiences, increase our work capacity and also determine which inner capability 1s developed and which has to
be developed.

After making the plan we move towards execution and during execution we decide what work is to be allocated
to whom and when and how the work has to be done. Beforetaking the final decision and allocating the work to others
we must use our imagination and check ifthere is a co-ordinanon between our imagimation and planning, Ifwe are satishied
with our planning and imagination then we must consider implementing it and hand the work over to others. If we are
dissatisfied with our planning then we must reassess our plan and co-ordinate with our imagination.

1.2 Evaluation : Assessment means to review and tc see which side is strong, powerful, impressive and result
yielding. What works are being done very easily without any obstruction. It 1s also necessary to check the weaker sides
that need to be strengthened. Evaluation helps us to do the work in the best possible manner and strive for better results.
In short, evaluation includes the following points
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1. At first sight to check the results that we have achieved so far. Are the results the same that we expected?
2. To highlight those facts that have given us special success and also to emboss the reasons of success,

.

3. Toadentify those areas that give us a lot of problems and make plans for removing the problems and striving
to remove them,

The power of evaluation is more usefiil than the other powers but this can also pave the wrong paths and it 15 necessary
to stop this development. For instance we generally assumethat we know what we are doing and so want to escape this
kind of evaluation. Generally we are soblind to success that we hunt reasons to cover up our failure. There are some who
see only their fulures and are filled with frustration and also depress others. Such people are incapable of seeing their
gooadness, or evaluating the success of the work and taking a positive decision for future. Many a times while evaluating,
the individual talks of principles, future imagination, discusses general things but ignores what in reality had happened and
what areits results. The work of evaluation is to assess in detail all that is happening and find out the true resnlts.

2.0 Course Direction

To execute his work it is absolutely necessary that the individual be clear from the beginning what he has to do. In other
words it can be said that the individual rmuost determine his goal, his motive and direction. And £e bring this into the realistic
framework it is beneficial to use the imagination. Generally people do not think much of using the imagination. They cannot
organize the time and energy required for this.

There must be co-ordination between the karmic powers and the imaginative powers. The excess of one and the
lessening of another the expected results cannot be achieved. Sometimes very disappointing situation arises. Ifa person
wants to materialize success and self-management then he has to balance the karmic powers and the imaginative powers,
To minimize one and maximize the other will not yield the desired results,

2.1 Utilizing the Imaginative Power : By using our imaginative power we can get important support from three
points of view for the completion of our work or we can say thatimaginative power contributes in three ways to finish
the work. Within ourselves it becomes clear what we want and what we expect from the future. Generally the individual,
not in touch with himself or unaware of the powers withinhimself cannot give it a language, direction and form. Our
imagination has the capahility to give a language, direttion to our thoughts, aims, motives and aspirations. It can use all
our powers to attain a goal. The imagination is also aware of what will give satistaction to the individual according to
his values, and what will inspire him and what will give a positive import to him. The imagination can present our unfulfilled
thoughts in an attractive, complete and conversant scene. It can present our hopes, aspirations in its original form. It
also tells us what kand of achievement wall take us to what level of success. What will be the measure of success that
will help us to attain our motive.

2.2 Future Direction : Where am [ heading for” This resolution can be made through the imaginative power very

clearly. For its best use ask eertain questions to yourself. Before you begin any work be clear and ask the following
questions to use your imaginakive power

1. For the Clarity of purpose
Why am I doing this work?
For whontam I doing this work?
What benefit will 1 or others get from this”
2. Forthe Clarity of Execution
What do T want to achieve?
What will be the result of this work?
What 1s my picture of the future?
What have I achieved in these days?
3. Standards
How will 1 know that the final result is satisfactory?
What will be the standard that will decide that | ammoving towards the direction of my goal?
What is the quality or the quantity of my results?
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2.3 Examples of Course Direction

To see how our imagination works we give a special example. For instance we choose post-graduate studies as
an example.

Work M_Ain the Science of Living
Ohjectives

1. Letusconsider the objective of why am I doing this work?
To know about voga and practice it.
To become a yoga trainer

For the development of my hife.

Foraliving
2. Why am [ doing this work?

For the development of the self'and the society.
3, What will T get from this?

Development of my powers.
A sense of peace within the self and the happiness of knowing that | am the eanise of their happiness.
The quest for truth and moving towards that direction.
4, A summing up.
What do we want to achieve?
What is our future imagination?
I eam my living by becoming a good trainer or lecturer,
I obtain the ability to take the art of living to a certain destmation
With my medical knowledge, practice and skill T treat peaple's physical, mental and emotional illnesses.
From all that T have learned till date what have I gained in life and to make a living?
By what time do [ want to achieve this?
Within two vears [ want to achieve distinctiorrin my studies.
After my studies | want to leave an impression as asuccessful trainer or a renowned scholar.
To reach my knowledge to others [ want to be a sought after lecturer.

2.4 Standards
How will I know that the final resultis satistactory?
Ifin the beginning of academics your interest in voga, and towards the selfincreases.
If vou feel fine physically-and mentally.
Ifyou can increase yvour powers of control and the knowledge ofa subject.
If at the end of the yearyou get good marks and good practice.
If'after two years vou find yourselfadept in meditation and yoga practice. and laced with theoretical and practical
know-how, and dislisict in communicative skill and successiul in exams.
In this way a person can move towards the fulfillment of his plans by visualizing them through his imagination.

3.0 Support seeking outlook and behaviour

To dispense the work effectively and ably you need the support of friends and others. Also you have to yoke all
the powers within. There are different perceptions about gaining supports. Each of these outlooks has its own
characteristics and faillings. It is for the individual to adopt the best of them as the circumstance or time demands. We
can classify these outlooks into 4 parts: 1. Clear and strong, 2. Aggressive, 3. Mild, 4. Hidden

Your inchination will depend on your state of mind and the circumstances outside. Weak-willed people cannot adopt
a clear and assertive method. They resort to aggression and indirection. We must remember that we must have the
support of others, the entire team and this depends on our relationship with others. A cordial relation with others clubbed
with a clear and assertive outlook is effective in getting support from others and this helps in the long term as well. The
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other three methods also work but in the long run they are not beneficial. The individual might feel that these methods
help in fultilling the work but it can affect relationships in an adverse manner.

3.1 Aggressive Outlook and Sharp Temperament : When a person adopts an aggressive posture he ignores
the prionties of others and tries to impose his will onothers. In that moment he suppresses the feelings of others and
rides on them with his orders and instructions. When a work can be accomplished without giving orders and making a
simple request the same should be done. In an aggressive outlook the individual stresses that the work must be done
as he wishes it to be done, he does not give the other the liberty to do the work on the other's terms. He does not
encourage the other. Sometimes he criticizes hum more than ever. He not only criticizes but also reacts sharply and even
stoops to accusation. And some even go to the extent of taking advantage of the failings of others.

Result ; If'a person adopts an aggressive outlook then the result can be short-lived. The individual can get his done
because the employee or the other would not generally protest.

But in the long run the feeling of support and co-operation decreases because the people are not imotivated enough
or are under too much of stress and strain. The result is that they try to hinder the work indirectly.

The work sometimes goes wrong and gets stalled. After some time the protest of the ermpiovee becomes more vocal
and direct. And then even when the emplover shouts orders he is not heard or complied, Everyone avoids such people.

3.2 A Soft Outlook and Hesitant Disposition : When the disposition of the employer is diffident then he is not
able to convey his feelings to others. He avoids leadership. He assumes that the employee knows what he has to do
so there is no need for guidance etc. Such a person does not encourage good work nor will he comment on the failings
of others. They will not even express an opinion in the beginning of the worls or on its completion,

And since there are no clear opinions or consent about the work the employee interprets the work as he wants to.
Some even assume silence as assent or they are incapable of understanding the vision or the feeling of the leader. The
work does not get the shape it deserves at the right time.

Result : A diffident behaviour leads the employee to believe that the leadership is very co-operative.

The others start giving less prominence to the leader. They assume that the leader is not necessary and even his
counsel is dispensalile,

The soft attitude of the leader gives an extra load of work, even responsibilities and duties that are not his. The result
is that his original work and responsibility suffizrs because thereis lack of time and resources.
The softness, flexibility and diffidence ofthe leader allow the others to dominate him

3.3 Hidden Outlook and Conduct : With a stand like this the individual resorts to other devious means like falsely
praising others, or scoring the othet indirectly, taking advamtage of the emotional failings of others, or deriding the other,
A leader uses all these tact and tiies to sweep support in his favour, He impresses others to such an extent that the other
feels that hisleader is working for him and supports his work, thought and policy

He feeds the ezo of ethers but gets his own work done. They resort to methods that are painful like making fun of
others and undermining their confidence, using satirical language, giving signals of indifference like yvawning to ignore
the others or keeping silent when they are expected to speak or lifting the shoulders or retaining a stemlook. They send
sensitive messages through others to offend and humiliate both the sender and the receiver because the deliverer of the
message hasto bear the reaction of the receiver.

Result—if a leader resorts to these means he gains immediate success but itis short-lived.

After some time people wake up to realize that they are used. As a result they grow suspicious of him, they react
aggressively in a hidden manner and try to avoid himin future.

4.0 Clear, Transparent Outlook and Conduct

To be direct and clear is the most effective way of attaining success, the officer/ employer clearly states his priorities
according to the situation and he also tries to understand the feelings and priorities of others.

And when the officer puts his words clearty they gain weight. This also shows that the work isimportant. But despite
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saying if the work is not done and the supporting statf does not respond favourably, then very patiently he must repeat
his stand. What he says has weight and becomes important because it is real and true and it gives him confidence. When
a person s stressed then he loses the inner halance and there are possibilities that he wall resort to other things. He becomes
very aggressive or extremely humble and resort to hidden means.

Result - To gain support trom others a clear outlook and an assertive stand is effective, It raises possibilities of
gaining support from others. The primary reason is that clarity and ease of' the leader creates a feeling of respect for
him in others. He too respects others and this gives rise to mutual support and dependence. Success does not meanto
expect the desired result in very circumstance. It also means to move ahead to the desired destination with others, to
preserve the self-esteem of the self'and others and to keep the doors of possibilities open.

4.1 Respect for Individual Rights : When the leader clearly asserts himself he must be aware of the rights of
others and respect them. He must realize that every one has the same right as for example

*  every person hasthe nght of expression and can use it till they abuse the right by suppressing or
crushing the rights of others,

Every person must be seen in a humanitarian light. Nobody must be considered superioror
inferior. All are equal and deserves respect.

*  Ewveryone has the right to decide on his priority and needs even if it others expea semething else
from him.

Everyone has the right to agree or disagree with others, support or not support others.

Along with own rights, everyone has some other rights. That relatesto his work, area and they are:
To express his principles, values,

To express one's teelings at the right time, night place

To know about the desires of others.

To support some work or refuse it.

To change opinions.

Whether the self has to be included in the resolution of a problem etc.

o =

=

4.2 Body Posture : When a person speaks his raind. then he must give special emphasis to the bodv language.
The body says a lot of things otherwise unsaid. Whesiyou want to speak your mind clearly, the body must be held straght,
stress free and be relaxed. You must also know where the body is likely to be strained when you are aggressive or soft.
Your forehead, brow, eves, neck, shoulder, hands, fingers etc must be stress free. We can achieve this relaxation through
loosening the body. Suggest relaxation ta those parts that are strained and feel them relax. Loosening helps achieve inner
balance and happiness.

We muist keep three things in prine for a clear outlook:

The body posture must be stress free, relaxed and straight.

We must be aware of ourdghts and respect the rights of others.

We must be clear about the goal of our work, mode of work and its results. Even in case of non-acceptance we
must be patient and make efforts again,

5.0 Mobilizing People Assertively

To mobilize people assertively and to be successful we must use some verbal rules apart from using symbolical
language. Far this two things must be included. First step isto draw the attention of athers towards yourselfand to retain
their atterition. And second is to clearly say what vou want to. We will first have to decide what we want others to do.
It appears easy many a times and we must also know what others should not do. This is a prohibitory and negative
method and does not leave the desired impact. We must have the ability to express what we want to say in very positive
words. In short for verbal assertiveness think on these poinis:

1. Decide onwhat we want otherstodo. 2. Draw attention,

3. Sayitclearly and assertively. 4 Listento others as well.
5. Repeat our self patienthy. 6. Todiscuss the results.
7. Drawing their assent. 8. Thanking others for their co-operation.
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To speak in an assertive way, use the following expressions:

Begin with I and speak briefly and directly.

Do not mix facts and assent or consent, keep them separate and distingt.
Avoid phrases like” you have to do this™ even when you meanit.

Make a structural evaluation and avoid accusations.

Know the opinion of others.

Also think of alternate solutions.

R

After we decide what is to be done, the next step s to draw the attention of others towards ourself. When the
attention is diverted elsewhere it i1s pointless to say anything, Before directing others, think of these points.

1. The environment, atmosphere. How many people are around you, is it too noisy, can people hearyeu etc.

2. How far are others from you? Will they hear your voice or not?
Are others concentrating elsewhere” Before beginning the speech, make clear to them that you want to say
something to them and address them by name or cenvey your thoughts through touch,

ad

4. After drawing attention of others very clearly say what you want them to do. Userplivases like 1 expect this
from you.” Speak very assertively and also state the priority of the work. But if ot dist all the work as important
then the other will not pay attention to what you say.

Pause after yvou speak. Know the opinion of others. Establish a dialogue withi other set ofinfomation and when
there is an assent between the two then the work must be decided . Prepare a written assent. This makes
everything very clear and increases mutual understanding, Ifany fact is not clear then it also gets clanfied. [tis
easy Lo keep a walch on the work ad [ollow itup.

L |

5.1 Continuity : If you do not achieve satisfactory result with assertive speech then take up the matter again and
repeat yourselfvery patiently. We can resort to two solutions for fhis

The fist solution is to make requests again and again. Thisis useful when the emplover or colleague ignores you,
While repeating a thing be careful to have a steady voice and do not raise your voice or be angry or disappointed.

The second is that we summarize the responses of the boss or colleague or answer the related questions and repeat our
request assertively. Present facts in such a way that what we szy appears important,

Ifboth the solutions are not successful then we must talk of the results, Clarify that if the work is done what are the
benefits etc. and if the matter is not accepted then recount the disadvantages in detail.

5.2 Showing Assent : The boss hasto comment on the work done. And the response would be favourable if the
work is done satisfactorily and the reaction would be adverse if the work is not done satisfactorily. The objective isto
develop the work ability of the emplovee.

But the boss must strike a balance between response and reaction. [fthe response is always favourable and you praise
the employee excessively hé becomes doubtful and he might begin to ignore too. And on the other hand if the reaction is adverse
then it breaks his confidence and he can become stubbom and obstinate,

Expressing your Gratitude
When the officer accepts your request we must expressour gratitude. When the response to the work 1s favourable

and it is praised then we must refer to the work. But if the response is seen with suspicion then we must strongly assert
ourselves.

5.3 Structural Critical Appraisal : Many a times it happens that when a work is to be done in a particular way
and is not done like that, there is a scope for improvement then it is necessary to critically evaluate it. When we take a
critical review then we must assess the main work, related behaviour and not the entire personality. How will the conduct
aftect the desired result? What do we want as an option? And allow others to speak too and listen to others too. And
ifimprovement is desired then we must improve them for re-assessment

5.4 Assertive Behaviour and Expected Work : If you feel that the desired result is not achieved even after an
assertive behaviour then focus on the following points:
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Was the matter really put up assertively” Was there assertiveness in your outlook, speech ad behaviour and the
situation and the place demanded? If not then the matter can be put up again.

If something else was said or something wrong was said then accept it easily and ask for forgiveness,

[fthe entire thing is not acceptable then is there scope for some compromise?

Ifthere is no scope for anything any compromise then youmust also consider postponing the whole thing,

We must focus on who we have to seek support from and then determine our priority.

For exampleif the process of drawing support 1s to be a long drawn one and there 1s no support in a particular area
then there should be no breach in the relationship and all roads are blocked. We must respect the rights of others. This
outlook opens up bright possibilities for the future.

Summary

1. Using all the powers to move beyond conception to execution, retaining the resources, preserying our
inner motivation till the work is done. Also we must have the skill to seek support from others, We must use
our inner capabilities and make an organized plan and evaluate it with openness,

2. Todecide the goal. motive and direction of the work. Imagination plays an important role in this. This helps to
decide the direction and we can visualize the work and also make clear the standards of success.

3. Ttis necessary to seek the support of others to fulfill the work. To seek suppert different people might have
different outlook and this can be divided into four:
|. Aggressive outlook and behaviour
2. Soft outlook and hesitant disposition
3. Hidden outlook
4. Clear outlook and assertive behaviour

4. Anassertive outlook is the best and the most effective. For some time we might feel that it takes timer but it is
very beneticial in the long run. This will create a respectin the mind of others.

5. With an assertive outlook if the work is not done iminediately then the person must not be disappointed or angry,
rather he must very patiently repeat the matter. Andbe aware of the results, Express gratitude when the matter
is accepted. And if'it is not accepted then do notlat the cordiality of a relationship be affected. the doors of the
firture must not be closed.

Quesiions
Essay type
1. What is the role of a clear and asserfive outlook and conduct in getting support from others? Describe.

Short Answer
I. What is the role of imagination il the completion of a work?
2. How does an aggressive conduct manifest itself and what are its results?

UIJ jective type

What is necessary io accomplish a work?

Which mental powers are utilized to organize the qualities within us?
What is themieaning of appraisal?

What questions set the standards of evaluation?

On what factor is seeking support from others dependent?

Nanie the different outlooks adopted to seek support from others?
What is the result of a soft and hesitant disposition?

What do we mean by hidden outlook and conduct?

Before beginning the work we must ---——-=--n=mex clarify.

10. While the employer expresses favourable and adverse reactions he must-=s==s====ee=emm-m .

R e
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Unit-4 : Communication Skill and the Science of Living

Chapter-16 Motivating Companions and Completing the Work

Introduction
Outline
1.0 Motivation

1.1 The Meaning of Motivation

1.2 The process of motivation

1.3 Ideal motivation system
2.0 Complex people

2.1 impossible people

2.2 Intricate people?

2.3 Self-analysis

2.4 Complex behaviour

2.5 Types of complex behaviours
3.0 Meaning of complex behaviour

3.1 Mental strength and complex behaviour

3.2 Importance of options

1.3 Response to hehavioural complexities

3.4 Choosing behaviour
4.0 Strategy of handling complexities in behaviour

4.1 Senal solutions

4.2 Useful solutions

4.3 Mutual dialogue
3.0 Suategy lin dealing with peculian belzviow

5.1 Humiliating behaviour

5.2 Work shirking attitude and behaviour

5.3 Aggressive behaviour
Introduction

One of the primary motives of the science of living 1s that the individual establishes a cordial and sweet relation with
his companions while being siiccessful in his profession. This is a challenging task in the struggle of life because the
dispositions of our companicns vary, their behaviour patterns are different and they behave according to the situation
or time. And why others, éven our own behaviour pattern isnot constant. Hence it is a challenge to be cool and collected
and to get others withvarying disposition to work for us, motivate them and to handle people with complexities. But

this challenge hasto be taken on by evervone. And to help us deal with this challenge successtully is the motive of this
chapter. So thischapter will handle issues like

1. Mglivation, its process and what we mean by ideal motivation,

2.~ Complex behaviour in people

3. “Thetypesof complex behaviour and their effect.
4. The strategy for dealing with such difficult people.
5. How to deal with peculiar behaviours?

Context : We make efforts to achieve contentment, peace and happiness in life. Thus it is necessary to know what
elements make our life contented.

It is said that well begunis half done. Ttis the primary duty of the authority to recognize and make available all those
things that inspire the associates so that the work reaches a progression. The motivating forces are considered successful
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only when associates are happy and contented and for this the official must be clever and insightful. The official develops
the insight into his associates’ behaviour through a daily interaction with them. To motivate the associates and to take
the work to a completion level 1s a skall. There are many wheo will discourage or shurk work and being skalled in handling
them helps to achieve mental balance and work efficiency. This gives satisfaction and happiness.

Meaning of Motivation and its Types

According to management experts motivation is a selfish activity. The manager uses this to maximize work and to
zet it done efficiently. The motivated work force is persuaded 1o produce more, give the desired results and show keener
interest in work. This proves their commitment to their work.

The term has evolved from inspiration and inspiration means desire, need, inspirational elements and inner energy.
Inspiration is persuasion of the active or dormant goals andit is the driving force for any work.

There are many types of motivation and these include the internal and external forces. The external motivational forces
are- pension plans, medical insurance, pay leave etc. the internal motivational force manifests during work. Success in
work, recognition, responsibility and participation instills pride and self-respect in the associates. They derive self-
satisfaction fromall this. The real driving foree is the internal motivation. And scholars believe that it is forceful only when
it is integrated into one's system. The external motivations achieve the aims and goals of thie organization but the inner
motivation changes the feelings, interests and the commutment of the work force.

Man goes through many andety elements meaning amaety and inner contlhict because many incidents and happenings
in life awaken and excite them.

The following elements create anxiety problems and raise turbulence i the conscious mind 1| uninteresting work
2] firings by official 3]isolated from colleagues. 4] indifference towards work 5] disinterest in achievements 6] constant
worry 7] no rest at home 8] fear of some unexpected happening 9}individual difficulties like a] worry of humiliation
on not fulfilling social responsibility b] worred over not dispensing well towards children and elders ¢ some shameful
incident lurking in the unconscious d] fear of family discord eic.

Similarly many conflicting situations make human life 1userable. And the individual becomes scared and he takes
no interest in work, His mind is always loaded and he jginmo condition to do anything, In these conflicting situations he
is disappointed with life, and filled with hatred towards his wite, feeling ofinfieriority, the azony of not doing his duty
towards the children, disinterest in the work imposed on him, misery on not getting the desired sympathy ete.

The inner motivation helps removes the conflict between the conscious and the anxieties ofthe sub-conscious, The
employee is made to realize in a cordial atrmosphere and with examples that no body on earth is perfect and fully satistied.
This helps reduce the conflict and tusinetl inside him and he gradually develops interest in his work.

The following solutions can be called inner inspirational forces

Effort to make uninspiring work more interesting.
Encouraging creative thinking.

Effort to be sid of'inferiority complex
Removing the actual and imagined fears
Freedom from indecisiveness.

Reducing the excessive sentimentality levels.

A B e

Acentding to Gulermann motivation refers to inspiration to self-action through mner knowledge. And this drives the
individual ahead.

Motivation process-it is easy to understand the meaning of motivation but difficult to understand the process. Our
needs are incessant and we all try to fulfill them and that is the motivating force. Our satisfied needs do not inspire us,
rather it is the unfulfilled ones that motivate us. The question now is who will motivate us to fulfill these unfulfilled cravings
and in the list of the infinite desires only some can be fulfilled anyway. The rest remain unrealized and it 1s difficult to dispense
them. Despite all this the motivational process can be explained through this model
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Needs : Needs areimmense. Some of these are felt at the conscious level and the rest is deposited at the unconscious
level. And according to the circumstance, time and place they surface at the conscious level. Among these the ones that
at the primary level achieves the imitial position becomes the drving force.

Work instinet - When we give priority to a need we are stating its importance. We also reafize the satisfaction we
would get on fulfilling the priority and the misery ifitis not fulfilled. And to attain this happiness and avoid misery we
work. The involvement in work also depends on three other things-— 1] theimportance of wiork 2] possibility of success
3] the bonus/ incentive that we might get. If'the work is immense and the possibility ¢f success is guaranteed and even
if there is no incentive, we are inspired to do the work

Effort and Qualification : The vigour of man depends on his ability, qualification and interest. When the associates
are made responsible for a work they try to fulfill it whole heartedly or halfheartedly or as dispensing off with a formality.
Ifthe individual is interested in the work then he will complete it with hiseffort and qualification.

Completion : Effort and ability combine to complete the work arid in this there are dual motivations. With strong
efforts and efficiency the work is done successfully. And successfil completion increases the work efficiency and makes
him eager to work harder. In this process the individual realizes the importance of work and his work instinct improves
and the ability to take decisions increase and so do the nsk taking factors.

Incentive . The prize money and amount act asan incentive to the cmplovees. This i3 an external motivation and
it inspires the employee and also raises an interest fowards work.

Satisfaction : Aneed based work instinct regularly inspires the worker to finish his work and gives him a satisfaction.
When the need is fulfilled then he is not inspired to work. And then he begins to devise new needs, new motives and
new plans.

Stages of Motivation : Keith Dins has classified the process of motivation into the following stages. This has listed
the efforts of the manager

1. determining the goal

2. studying the sentiment of the emplovees
3. communicaiion

4, co-ordinating the benefits

5. creatingthe supportive situations.

6. team spirit [communal consciousness)

Aceording to this plan the manager first determines the motive. Then he studies the sentiment of those with whom
he has to work. He creates awareness towards the sentiment and puts his thoughts across. When a compromise is
achieved through communication then there is a union of the benefits of the management and the employees. As we have
already stated in the beginning that motivation is selfish, the manager and the emplovees complete the work for their
selfish interests, To complete the work supporting situations are created. And in coordinating the benefits and with the
availability of supportive conditions prizes, praise, promotion, recognition all act as the motivating forces. In this success
in the efforts and such motivations are included. This helps in the effort and the goals are fulfilled. This order is followed
in every plan
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A Model Motivation System

A model motivation system includes the following things
1. The motivation system should be permanent and drawn over a long period so that no changes are made from
time to tume.
It should confirm to the goals, policies and ideals of the organization. Abig incentive for a small work and
vice-versa will be harmful.
Motivation should confirm to the efforts.
The motivation should encourage productivity.
A justifiable motivation can be only be successful.
The motivation system should be easy and comprehensive
The nature of motivation is competitive.
The motivation should have a minimal financial burden on the organization.
The motivation system should be flexible.
1 l!.'I' It should increase the prestize of the organization.
11. We should evaluate and assess the motivational system.
12. The motivational system should increase the interests of the employee.

[

Cad

R

2.0 Complex People

Every organization, community or family comes across some person ofa complex nature. For such people vour
well wishers are likely to caution you that you must be careful because it is impossible to handle such people and that it
is very difficult to get them to work, Thus others are very cautious about dealing with such people and always prepared
to face their devious behaviour. Ifwe try to analyze why it is difficult to get these people to work then others will give
us a detailed account of their sentiments, reactions, decisions and perturbing behaviour. And when we get to know such
people we realize that some of the information we gathered are correct while others are not.

2.1 Reasons of Complex Behaviour : The truth is that nobody is complex. Generally it is not the individual who
is complex but certain hehaviours in him that is problematic and not his entire personality Normally the problem arises
when there s no dialogue or communication between two people on some 1ssues or there is a lack of cooperation. And
in such conditions some people react unfavourably or take steps without thinking. Sometimes bias also determines the
behaviour of the individual Generally the complexities arise because of the obstinacy and stubbornness of the individual.
It is easy to separate the problematic outlook, desires and conduct of such people from their personality and confront

them and this helps us to deal and handle such people. And this also helps the problematic individual to be free of his
hehavionr

2.2 Who is a complex person? : Think and reflect onwho is a complex person. Who do vou consider complex?
Probably you define those who o not cooperate, unnecessarily criticize, are difficult and manipulating, biased etc. Apart
from this you might also eategonize those who look at your duties and responsibilities in a condescending way, are jealous,
speak a dual language and have dual parameters, If'this is true then you are concentrating more on the demerits of others
rather than vours,

Mow visualize a situation when you have to handle suchimpossible people. Concentrate on the expressions, voice
and outlogk of such people. And now focus on your reaction to such people. Try to analyze the feelings arising within
you, and the thoughts that come to you and also our behaviour towards him. For some time think ofthe new situations
and new people. Do you feel something inside you?

The first recollection will bring those things to vour mind that you were thinking about those people who are difficult
to manage. But the reactions to those behaviours might vary from person to person. There will be variations because
everyone's definition of devious behaviour varies. When we confront difficult people then the metheds of handling them
also varies. Some people become aggressive, some avoid them, while others have a sympathetic outlook towards them
and some are supportive. We all might have problems with some body or the other depending on the situation,
circumstance but it is also possible that the same situation might not be very problematic.

YOGA & SOL/P VI/152



2.3 Self-analysis

It is important and useful to make a list of difficult people and classify them. This will help vou to be unaffected by
them. Also this will be useful to make a strategy to handle their behaviour.

Sit in the posture of meditation. Recall those who appear difficult to you and make a special table of their names
and their conduct. Now again recall each one of them and think of their intricate behaviour, examine the circumstances
around them, and their outlooks and their expressions

Mow look inwards and relate how their conduct affects vou, What are the feelings you expenience? What is your
perception about them? What is your outlook towards them? What is your behaviour?

Examine your feelings, outlook, and conduct towards each of them. Do vou want to escape most of the time? Or
are you aggressive? Or are you satirical? Or do you worry too much?

Do you see any similarities in your behaviour? Or do you see any common pattern in the behavionraf these difficult
people? Are your responses to al of them uniform or varied? Does this exercise give you any imporiant awareness or
insight?

In this exercise introspect with the perspective of the other who appears impossible angd difficult to you. Which of
your behaviour, perspectives and feelings does he consider intolerable? How do all these things affect him? And how
does he handle them?

Now consider is it easy to rate others as impossible? Or vourself? Are our parameters of difficulty the same for us
and for others?

2.4 Types of Complexities

Certain behaviours are described so that it becomes easy to classify and understand complex behaviour. These are
generally used as defense and compensation. The need is to look for the reason behind the individual's behaviour. As
we gradually begin to understand others so we understand ouir own conduct too. To understand and sympathize with
behaviour is the first step towards handling complexities i behaviour. This helps to construct personality in the right
direction.

This classification helps to understand behavieu: pattems but it is not possible to see all these characteristics in one
person. Itis possible to see some reflection of our selfin the others. The way we behave with a person ina particular
situation and circumstance is entirely differert from the way we would in a different context. Hence our behaviour is
not uniform all the time. It keeps changing according to the circumstance and time.

There are 5 types of complex behaviour apart from what we call, an easy and clear manner which gives a positive
perspective to the individual and makes him see things in the right context. Such people are blunt. They cannot speak
in a roundabout, ambiguousmanner and they cannot cut others short or suppress others. They will always talk to the
person-in-charge and speak without mincing words. They do what they say and even their manner of rendering things
1s uniform.

1. There are many among officers or employees who when they are asked to support vent out a spate of
complaints and grudges. They won't cooperate but begin comparing themselves to others and in this they will always
locate themselves unfavourably. For their selfish interest they will shirk from work and accuse others.

2. There are some who believe they are worthless. They need constant support from others and they will display
their helpiessness and powerlessness and weakness. In their fears and insecurity they will nod yes to everyone and
everything, They have no importance of their own. They will even display that they are skilled in coordinating everything
and sorting out differences. But when it comes to duty and responsibility they back out.

3. Some people are extremely rational. They will weigh everything on the scales of reason, talk of figures, and revel
in interpreting things their way, They will always project themselves as model rational beings but they are unbearably
dull, boring and lonely. They will generally talk for long hours and they will always justify and clarify themselves. But
deep inside they are loners and feel worthless.
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4. Some people are excessively restless and eager. They will say unconnected things, pay less attention to the basic
matter. They will be into too many things at the same time. They will even be childish and petty sometimes and make
others unstable and confuse people. If yvoulook deeply such people hunger for love, cooperation and affection. For
them life has no motive. They feel that they have nobody in the world.

5. Some people have a procrastinating nature and they will always wander though they will pretend that they are
too innocent and that they do not know anything When they are asked about anything they will make excuses or pretend
they forgot or they will sideways. These people think they are very big and important people but they prove to be very
weak and inefficient. They are scared of the world outside and they desire to be constantly pampered and supported
in their work.

Other classification: there are other ways of classifiying behaviour

A method that was in vogue earlier was to broadly classify people into fouraggressive, soft and hesi. tant, sharp and
clever, transparent and easy.

The aggressive ones ignore the nghts of others and achieve their purpose. They have no quaklms about harming and
humiliating others.

The moderate and hesitant people are never able to use their rights and others take unnecessary benefits of them.

The third category of people is too clever and sharp and takes advantage of the sveaknesses of others. Those who
live with them always feel used and disposed off’

The strong and assertive people are responsible for ther work, protect their rights and respect the rights of others.
They are easy, transparent and honest.

Practice

Sit in a meditative posture and draw a picture of all these peapie in vour mind and includetheirbody  language,
style of speaking, their outlook etc

Also see if you know any of these closely and see them particularly in yvour meditative state. Do a character sketch
and compare with vour character.

Now look around you and observe those arcaind you. Do they match any of these character peculiarities and
compare their outlook and conduct. While doing this what thoughts and feelings come to your mind? This exercise will
enable you to know these people and their poiits of view and their feelings.

3.0 Impact of Complex Behaviour

In our daily life when the behavicurof our associates 1s devious and unhelpful then the employer is deeply distressed.
His feelings are hurt and it disturbs him profoundly and he is likely to be furious and despondent. And if such situations
arise often then the employer suspects conspiracy and plotting and even if he is not able to analyse things he is troubled
and confused.

3.1 Inner Strength and Complex Behaviour - The dubious and uncooperative behaviour ofhis associates affects
the inner strength of the emplover and he is faced with disappointing situations. He cannot point to any definite reason
tor this disappeintment but this deadlocking situation can be broken. Just as we are affected by the behaviour of others,
s0 others are also affected by ours. When we deal with such tangled and complicated people many situations might be
adverse and we do not get the support we seek. You might find vourselt helpless and isolated in your efforts but if you
believe 1n yourselfthen options will be available and it will be easy to handle such people.

Apart from this if you are committed to your goal then the work becomes much easier. We do navigate through a
crowded street and manage our cars out because his direction and destination are clearly etched in his mind.

Depression and despondency do not arise out of a single expenience. It comes when one repeatedly taces such
situations and when we are bogged down by failures. But this situation can be changed

This is also an opportunity when we take the reins of our lite into our hands and face the positive results of our work,
This brings astounding changes in a sad and desperate situation,
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3.2 Importance of Options : Right from our infancy &ll our decisions are taken by others. We are told what to do
and how todo it, what we should learn, what should be our behaviour. It is not abnormal to feel that we are run by others,
that we are examined by others and that we are not responsible for our behaviour. As we grow we realize that we are
free to make choices and decide independently. But there ere many who do not realize this opportunity and convert it
to advantage

We should not feel powerless but powerful. And the first requirement for all this is to awaken faith in one self- that
we are forceful, I can make choices and take decisions.

Self~control means that the person should feel that he s not controlled by others but by himself and that others cannot
make him happy or sad. The key to self-control is not with others but lies with me. Those who feel like this---

- Take responsibility for their behaviour

They hold others responsible for their behaviour

They analyse the events around them.

They do not get entangled in worries.

They do not misuse their powers.

They believe more in hard work, vigour rather than destiny.
They display self~control in their behaviour.

3.3 Your attitude towards complex behaviour. Apart from classifying the comiplex behaviours it is also necessary
that we analyse our own behaviour. Inreaction to the undesirable and complicated behaviour ofthe associates, the
individual too behaves variedly. But if we quickly analyze these then we will realize our own reactions.

While handling such complicated people do we comenearer to each other or are we distanced? In this situation
ask yourselfthis

1. Is the other trying to attack me or control me physicelly o mentally?

2. Does he want to remove me or escape from work?

3. Am I assured of my work or do we still have to talk?

It we teel that the other 15 becoming aggressive again and again then we might be tempted to withdraw. Ifthey are
trying to throw me out then it is better that we negotiate and reach a compromise. All these efforts will be very useful
as long term strategy.

The best way to deal with complicated people is mutual dialogue. This means that we talk to each other with an
open mind respecting each other's feelings, sentiments and expectations. So we must keep our sentiments openly and
listen to each other patiently. And thew reach an agreeable way that does not disappoint either side and removes conflict.

An assertive expressionnecessitates clanity of thoughts, choice of correct expressions and a voice that matches
these. While evaluating and ¢riticizing the actions should be under scrutiny and not the person. And once guilty for

something particular thea pardon must be sought for the same thing. This makes the perspective constructive rather than
destructive. Negotiations are done not to defeat the other but to reach a satisfactory conclusion.

3.4 Choosing thie Right Behaviour : We generally choose people and circumstance that we can comfortably
handle. And we escape those situations and people that we cannot handle but sometimes willingly or unwillingly we are
drawn inte-situations when we have to encounter and handle such people. In such circumstances we must not think that
we have no options and what must we do now? There might be many options.

We are considering many options. Their utility depends on who is it we deal with and what the circumstances are.
To choose the right option on the basis of the available information we decide the process. We must remember that
complexity cannot be handled by a single solution. There could be many solutions that can be useful for the individual
or the specific time. To choose the right solution is a matter of quest like

Ignore the complex behaviour
Or we must accept.
Assertively clanfy your limitations and situation.
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Let things happen as they do.

Tolerate

Coordinate

Pressunzing the other to transform,

Deciding on his tenure and post

Hiding your reaction, leaving the situation open.
Dialogue between the two sides

Helping friends and associates.

4.0 Strategy for handling complex behaviour

People generally are reluctant to handle complex behaviours. They feel that the matters might get worse. When we
have to handle such behaviours then we must chronologically consider the various solutions. This might involve some
problems in the beginning but we must not be deterred and we must use all the available solutions. Like all the abilities
this also comes with practice. After practice the ability also comes very naturally and easily to us.

4.1 Serialised solutions

L]

#

#

E

Without displaying any reaction recognize and accept complex behaviour.
for some time evaluate the behaviour and do not react immediately. Do not do anything harmful due
to external pressure and inner confusion.

do not assume that the other is knowingly being difficult. Try to believe that he is doing this out of
ignorance or due tolack of ability:

keep a control on yourself, Do not lose self= control

keep your goals, values, and motives very clear. What dowwewant in the given circumstances? How
important is all this for us?

classify the behaviour of the other and decide on the best available option.

Put your solution into action,

4.2 Useful Solutions

There are many solutions that are useful for seeting out complex behaviour

1.
2,
3

e A

9,

Assert briefly your objectives, thoughts, expectation and belief.

Praise what the other has said and reiterate your motives and expectations. Begin like this, you are right but-—
Also make it clear how his behaviour is going to effect you and convey vour feelings. Say, I am sorry to say
this but Twant to tell you thar this will give rise to the following problems.

After asserting your expectations be ready for a compromise.

[fthe conduct of the other infuriates or scares you, then pacify yourself

Focus on something else as well

Also try toask yourselfif you follow what he is trying to tell.

dig inte his feelings and vou might say something like' maybe you don't want to say this, but you are tired of me.
try to assimilate that he might want to hear you.

10, ifthereis a conflict then bring it up. First put forward your expectations and then look for suitable solutions.
4.3 Mutual dialogue

When people come together to sort out their complexities, they imagine that the strife and controversy might increase
but in reality nothing of the sort happens. Very few, in fact possess the skill to sort out their complexities. Most of the
people avoid such situations and escape them and this doesnot produce any fruitful dialogue. Mutual dialogue aims to
bring the realities in a cordial way as they say, speak the truth, say pleasant things, but do not say even the unpleasant
and bitter truth. This can lead to two results. One is that what we say might be accepted or the other might learn
something new from us.
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To achieve one's goal be assertive and clear and tell the other something likehe lives the meeting halt-way through.
After this also speak plainly what the impact of that behaviour on you isl feel humiliated by this and 1 am angry
with you,

Then refer to some recent incident like' last night yvou walked away while we were in the midst of an important
conversation.”

Plainly state the expected behaviour like' what 1s past 15 past but in future please be presentaslonga s t h e
meeting is onor till it lasts.'

Communication and help to refine complicated behaviour

To refine the complicated behaviour we can step-wise work out the following things

Ask the person concemed it he would like to know your opinion about him,

Then talk of the main issue, say that vou want to discuss the impact the behaviour of other is ereating,

Discuss the problem clearly, humbly and sweetly and tell him that his ironical inflexions bother you as well as

others and also that this creates bad blood.

4. Discuss the result of all this like, if he will continue like this people will be cut off fromhim and that he will be
isolated or people will leave him. This will harm everyone.

5. Now let the other also speak his mind and listen to him patiently.

Remember that a polished and refined speech even when said very sweetly disturbs the other. Hence he must be
given time to improve and support himin this. He must also be heard very patiently. For this we must have extra patience

like

fad I =

Choose a ime when he is inclined to listen to you.
Choose a place where there will be no intrusions
Ifthere i1s no improvement despite all efforts then leave thematter. Later when the opportunity comes the matter
can be taken up again,
Raise only one issue once, Do not raise too marny issues and create confusions. Keep a control on yourself.
5.0 Solutions for handling complicated behaviour

We have to resort to many solutions to handie complicated behaviour. Generally we must be skilled in working a
strategy to deal with the kind of complications that surface often. Such behaviours and circumstances come too often.
The more skilled we are in dealing with such situations the more successful we will be in dealing with the world.

The most commonly encountered iroblems are
Tendency to shirk worl,
Humiliating behavicur
Aggressive behavinur

5.1 Humiliating helaviour : Most of us have faced situations of humiliation from others. It is difficult to deal with
such situations because the insults might be subtle and 1t 1s said n a very indirect manner. When we try to sort out this
situation there- mighit always be the fear that we might be exaggerating the situation by reacting. And if we do not react
at all then toowe feel lawtul that the other has offended us so much and there was nothing we did. However if we are
contented and satisfied then we won't be affected too much by all this.

Wk

Hardling humiliating comments

[f the insult and offense are direct then we must speak plainly that the comments of the other has hurt and pained
us a lot. And ask the other what he means and what is he trving to say etc. if the other says that he was simply joking
then you can clearly say that it might be a joke for him but you are offended. If the comment is vague and indirect then
suggest that his comments are affecting your firiendship, 1s it not so? [ meaning that you are responsible for this] a negative
question can be very helpful when you know that it is not true like, do you think Tam no longer useful? This strategy
brings out the true criticism or exposes the futility of the matter and it becomes easy to answer such question.
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Gienerally in such situations the reaction should not be fear, emotional outburst, rage or confuision. At this time you
can feel the self-glory and self-respect re-surface and you can accept the challenge.

It must be remembered that humiliating things should be directly handled. You can demand clarification and also
state the expected behaviour in future. People forget this and they have to face the undesirable conduct again and again,
5.2 Tendency to shirk work

To handle those who shirk work you must resort to the following methods
State clearly that you expect the work to be completed
Say that you want him to do the work by next week as he had promised
He might make some excuse like his computer is not working and he does not know how long it willtake.
In response tell him that it might be difficult for him (o work without his computer but he must
complete the work as he had promised.
A plain and assertive reminder works wonders. Do not try to highlight his weaknesses and create an
emotional situation unless and until yvou are forced to do so. If' the other is clear and assertive in his behaviour then a
concession can be made.
5.3 Aggressive behaviour

We all have experienced aggressive behaviour . Many resort to accusation; abuses, and even threats and such
pettiness. They are also like those who humiliate but they are more direct
To deal with such situations it is necessary that the aggressive situatioramust be converted immediately into a clear
and strong dialogue.
When vou first confront this situation, stop, don't react imméediately and keep a control over
yourself
Seck a clanfication then and express your understanding of the situation and confirm it. Ask him
what he means by that . what else does he know? Remand to know at once.
When we listen to him patiently his mercury will drop immediately
This gives us time to think as well and we gei the opportunity to understand the problem intimately.

Accept what he says sympathetically and ¢xpress your feelings assertively and clearlylsvthko:a djat s s- I respect
your feelings but I strongly believe that----

Ifthe aggression still persists then you have two optionsexpress your situation politely and clearly and if there is any
musunderstanding clanfy it.

But if he is still aggressive then tell him very plainly about the harms that could come on you and also the problems
that might arise in future like teli him that if he will keep shouting at you uselessly then you too will be angry with him.
And if this continues then ! have no option but to report to the officer and I don't want that situation to come.

The last aption istorreport to the report to the high official.

If none of the strategy works then he can be pressurized by someone influential and also try to discover the basic
problem of aggression.

Summary

1. Every work begins with motivation. Amotivated group works with interest and take the work to completion.
Internal inspiration meansto motivate for the work through self-knowledge. It helps the individual to work hard. It is
the unfulfilled desire and the priority that acts as intense motivation and the individual is inspired to work according to
his ability and effort.

2 "For the officer to make people with complex personalities work is a major problem. If effort 1s made to separate
their complexities from their selves then we can handle them. People react differently to complex persons. Some are
aggeressive, some avoid them, some are sympathetic to them and to their weaknesses.
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3. Generally people resort to complexities as a defense mechanism. To understand the behaviour we must
understand the basic forces in operation. This gives the right direction to people. Such people want to avoid work. Some
people avord work by adopting aggressive stance, while some nod yes to others, some use arguments and some by
their restlessness and some by their procrastinating nature shirk work,

4. The officer's confidence is affected by the non co-operation of the associates. But beliefin the self and other
options like clarity of purpose makes it easy to handle such situations. The best option is mutual dialogue. There are
other useful options too.

5. Most of the people avoid dealing with such people because they fizel confrontation will worsen the situation. The
most important thing is to control the self'and work out a layered situation. Dialogue also aims to bring realities witticontrol
to the front.

6. Some complexities are peculiar likecloaked insults, shirking work, and aggressive behaviour, Thisis generally
what we face in life. For completion of the work and success in life we must have the skill to make strategies.

(Questions
Essay type
1. Discussthe role of motivation in the fulfillment of a work and also discuss the process of motivation.
Short answer
1. List the main points of model motivation system.
2. What is the impact of the complicated behaviour of associates' arthe officer and how can this be handled?
3. What methods can be termed as inner motivation?
Ohbjective questions

1. What is the meaning of motivation?

S

What are the different stages of motivation?

ted

Generally complex behaviour is the result gf the individual's S -

NN

What are the different methods of handling complex behaviour?

L

Why should we separate the individual and his complex behaviour?
6. What are the main characteristics of an easy and clear speaker?

7. What is the first requirement fa¢ assertiveness?

8. What is the best method {o deal with complicated behaviour?

9 Why do people generally avoid dealing with complex persons?

10. In our practical lifewwhich are the complexities that surfacea lot?

Reference hooks

1. JohnMulligan[ed] Personal Management - sphere book Itd.. London.
2. Orgamzation: Theory and Practice
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Unit-5: Support System and Managing Groups
Chapter-17 :Supportive Nature, Feelings it Evokes & Supportive Relations

0.0.0 Objectives-
1.0.0 Introduction
2.0.0 Nature of Support
2.1.0 What is Support?
2.2.0 Sentiment or Outlook Towards Support
2.3.0 Determine your attitude
2.4.0 Spportive Relationship
2.5.0 Current Relationship
3.0.0 Types of Support
3. 1.0 Nurturing Support
3.2.0 Energizing Support-
3.3.0 Relaxing Support
4.0.0 Needs and Support
5.0.0 Support and Behaviour
5.1.0 Non-cooperative relation
5.2.0 New Relationships for Support
6.0.0 Different fields of support

0.0.0 Objectives-

1. Inthis chapter you will learn what we mean by support?

2. The chapter will also help you to determine your sestiment or outlook towards support and also

interpret supportive relations.

3. Youwill also read about the types of suppott, inter-relation between support and needs.

This chapter wall also tell you about suppart and behaviour, unsupportive relations, and how new
relations are made for support.

5. After you will be able to answer all questions related to the topic
1.0.0 Introduction

Dear students,

In the previous chapter we falked of communication. We also read about how we can prepare ourselves and others
for commumnication and how we can achieve an ideal communication. In this chapter we will deal with support. Every
one seeks support forhis development and for fulfillment of goals, What is the nature of support? What should be our
outlook and sentiment towards it? We will read about thisin the following chapter. Also we will determine our attitude
towards suppord, supportive behaviour, types of support, needs and support, supportive behaviour, making new
relations forsupport etc.,

2,0.0 Matare of Support

2.1.0 What is Support?

Man isa social animal and he makes constant effort to progress in life and to fulfill his goals. He wants to move ahead,
become something and improve the quality of his life. To attain all this every human needs some kind of support in his
life. The individual needs support from his family members, from the society, from his friends and associates. To protect
his values and beliefs, his rights he expects support from others. He also needs support to fulfill the needs of his life.

The aid,that we get from the self, from others to preserve our faith, beliefs, standards, courage and patience, is called
support. We progress when we get support from others and it also helps us fulfill our goals. It helps us to develop and
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progress. We get support not merely from the living world but also from the non-living world, like car, house, television,
computer, radio, magazines, books and electrical appliances etc

Apart from man the animal world also supports us in cur development like cow, car, horse, goat, elephant, donkey,
fish etc. The above-mentioned things and beings help us in our development. Picture no. 1 and 2 will illustrate ths.

Piclure no. 1 Piciure no.2

2.2.0 Sentiment or Qutlook Towards Support

To progress in life every person takes or gives support. Thete might be many questions related to support system,
which we must know and seek. While forming a perspectiveabout support we must know from where, fiom whom
and how we can take or render it to whom, where and how. We must also know if we are using the support system
effectively. Do we believe in taking or giving suppors? ¥What are our needs? And how do we use our support systems
to fulfill our needs

To leam about the support system, inthe egniext of its development and its use and in keeping with our needs every
person can assume responsibility for one's stipport. The feeling of sentiment. cutlook, or assumption helps the individual
face challenges and enthuse him.

When the individual for his development and to fulfill his work seeks or gives support without any temptation he is
successful. From whom do weneed support or to whom do we give support? If we decide who the people are or what
are the things that we need togesk support then we can effectively use our support system. Where do we need support?
On what path of ife do we need 1t7 In what area of life? It would be beneficial if the individual decides on that. How
do we have to seek support? If we decide on the plan of action then the support system can be utilized well. We can
strengthen our suppert system if we decide from where we have to draw support, and then where and when do we
have to seek it

2.3.0 Determine your attitude

Gepetally thereis a contradiction in taking or lending support to people, fiends, family or the society at large. Some
people believe that they can face realities only when they seek support. On their own they cannot do so. Many, on the
other hand feel that seeking support 1s admitting vour weakness. Many are hesitant to seek support while others for
their selfish motives lend it. Thus to brood over our attitude in seeking or lending support we can do the companionship
exercise, We can do this alone or with friends or associates. For this we need to add certain expressions relating to types
of help. Make ahist of words that we associate with help. Let the mind or consciousness wander around these expressions
and let there be free association. This will help our conscious and unconscious mind to formulate an attitude. After
reflecting like this we can also look at the positive and negative expressions there, The positive attitude can help to
increase our enthusiasm and the negative one diffuses it. Choose some of the expressions relating to both the outlooks.
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The ones that are useful associate with them freely. For instance the positive word like base has associations like strong
foundation, resistance power etc, while a negative expression like refuge can mean weak, powerless, not strong etc.
When we do this exercise we fix our attention to our sentiments, recollections, and images.

The negative supports are the family problems, social problems, illnesses, personal relations, problems of the
children, problems of friends and work load etc. similarly bank work hassle, some undesirable program on the television,
car breakage or opposition from friends etc. all this isillustrated in pictures no.3 and 4. the positive supports rake the
individual ahead while the negative ones bog lim down.

I-':,=r_;|-. FT‘H‘]'L'TI'I& TOURMECATIVE SUMFGRRT MAF

Picture No. 3 Picture No. 4
2.4.0 Spportive Relationship

We need many people to fulfill our various peeds, At different points, stops and circumstances we need different
people to help us out. We cannot fulfill our nesds with the help of a single person rather we need many to help us out
and it is a challenge to keep a relationshipwith so many people who might be of help to us. Those people are very
important forus and this includes our associates, companions, colleagues, school friends, family members, social contacts
and we have to maintain a cordial, amicable and respectful relationship with all of them. To fulfill our needs we need
supportive relationship from otbers and this depends on the way we relate to them at present and we must think and
analyze the help that we aretaking from them. Are they eager to help us or are they denying help? We need to analyze
to what extent can they help us and where can they help us.

2.5.0 Current Refationship

We must makealist of the kind of help we require from others drawing on the support map as in picture no. 1 & 2.
and write down the names of people, animals and things and say how these can help us in our present situation. Then
reflect onthese points

1. The kind of help that people, creatures and things that we listed can give us. For instance what help can our family
members like our parents, siblings give us. We can extend the chart to include friends, classmates or colleagues or extend
further to pets, birds and animals, or means like vehicle, machine, tools etc. how do they help us? This must be thought
OWVET,

2. Ifthe supportive system ceases to exist then what will happen and how will we do the work? This too must be
given serious thought. If'these supportive systems are not available or disap pear then how will we do our work? We
must give it a senious thought. Intheir absence how will we manage the work is an important question and we must have
an alternate work plan

YOGA & SOL/P VI/162



3. Thethird point of reflection is that how do we returnthe support to the ones who support us, or who can support
us. What things or support can we give them? That is we must be clear about what type of support do we seek” Are
we capable of returming the support that we seek from others? Another pomnt 1s how do we compensate them? To what
extent do we help them now and what is the help we will getin future.,

4. The next point to brood 1s that how can we support them and how many types of support are there” It 1s necessary
to ruminate on that as well.

5. We must also consider the harm or the benefits that can be caused. We must think over this as well. If the
supportive system harm us then to what extent does it affec:? If the supportive system benefits us then we must analyze
how it and to what extent it can benefit us? It is necessary to think over this

6. We must also think that what are the reasons why people who do not support us are like that and-ifwe can be
rid of these reasons.

3.0.0 Types of Support

An individual seeks different kind of support from a lot of areas- for progress, to remove the obstacles, to fulfill
his needs, to co-operate with others, to boost one's strength, to rise from his problems, to foréfy his cconomic condition
and to make himselfinvincible in politics ete. we can classify these supports into three

3.1.0 Nurturing Support : This support is the kind that encourages us to work téavards something. They raise our
spirit, on failure, for patience and other types of help and encouragement. This typeof support inspires usto work. These
are noble and acceptable supports,

3.2.0 Energizing Support : To face a crisis or a challenge we need special energy and support and the support
we get at this time is called the energizing support. For instance if a person in a conflict falls down or his spirit sinks or
due to illness he cannot work or his bodily strength fails hint then the sapport he needs 1san energizing one.

3.3.0 Relaxing Support : This kind of support relaxes thetired person and rejuvenates him to work again. With
this kind of support the person finishes his work and relaxesto regain his energy sap and on gaining the inner energy he
is engrossed again in his work. For instance when one has fe drive a long distance the co-driver takes onthe wheels to
relax and rest the main driver. Similarly in factores tocest the main machine operator the co-operator helps in running
the machine.

4.0.0 Needs and Support

Betore we seek support we must assess what our needs are. To decide upon our needs we must make a list of the
necessary things. We must also decideon the needs and make a priority list. The ones that are most important must
figure on the top. Similarly we must also decide on the types of needs and then note the support system against that.
We also have to note which suppott system will support us, when it will do so and why. After that we must get in touch
with them and seek support, In allthis we must also see that what is not necessary or unimportant should not figure in
the list. Ifwe require machinesor tools then we must pay attention to their availability that is check where, how and when
these things would be available to us. Are they well-maintained? It is living beings that we feel we again have to check
on their availability. Forinstance if we need vehicles then we must see toit that the vehicleis in a running condition, it is
well maintained, that the driver is a safe driver and he drives well etc. keeping all these things in mind we must planto
fulfill our needs.

5.0.0 Suppert and Behaviour

Ourcenduct determines the possibility of attaining support from others, The behavioural action of getting support
from others and giving support to others is important. If' we really have to seek support from someone we must examine
what our behaviour towards that person has been in the past, how it is in the present and what it might be in the future.
Generally people behave in four particular ways

1 Behaviour that pleases only the self and makes others miserable.

2. Behaviour that pleases the self as well as others.

3. Behaviour that may cause inconvenience to the sellbut makes others happy.
4. Behaviour that displeases the self as well as others.
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Many in order to get their work done become very humble and easy and after their work is over their behaviour
changes and they behave in such a way as if they will never need the support of others, Such abehaviour creates suspicion
and mustrust in the mind of the support group and they might become very cautious in future and have a negative approach
towards them

There are some who are very humble when they seek support and remain so even after the work is done. Such
people always get help from their support system and the behaviour of the support system towards these peopleis very
positive and exemplary.

Some are very humble when they seek support from the support group and they remain so even after the work 1s
done and they feel obliged and grateful to the support systam and when the time comes they give total support to the
aroup.

Generally it is observed that the individual stretches his needs unnecessarily and to fulfill that he seekssupport from
his support system. And if his support group does not helphim then he becomes angry and furious and might even be
aggressive towards them. In the present times the patience levels have really decreased and everyone wants to attain
their needs as soon as possible and they will make fair or untair demands of the support system And if their needs are
not fulfilled then they become aggressive and offensive and they might even resort to petey tights. Such people are
frustrated and tense

Some even react furiously and vent their anger on non-iving things like if a person is going somewhere and his car
breaks then he will kick and thrash the car.

While seeking support we must check on the behaviour of the supportsystem. Are they helping us for their selfish
mterests or are they helping us to get somethmg out of us? Will they heis us now and blackmail or explont us later? In
this situation thus the seeker must cut down on his needs and not sesk help from such people

5.1.0 Non-cooperative relation

We have to make multiple relationships in our work area and within the social circle in which we move. But if we
evaluate all these relationships in detail we will find that manytimes many of those who are close to us do not really help
us. There are many who, directhy or indirectly, create ohstacles in our path. Many out of sheer jealousy create obstacles
for us and such people keep plotting and we must kegpsuch conspirators from the list of friends. We must, very graciously
and politely, keep them out of the circle of our fiends. Non-co-operation is part of their disposition and it is not likely
that they would transtorm
5.2.0 New Relationships for Support

To fulfill our needs and to achieve sur goals we need to form new relations. We can adopt the following strategies
to seek support from our new associations
1. We must first be clearwhat the new association expects of us. What needs do we have to fulfill and what are
the goals we wani to attain? Also decide which of cur needs are unimportant.
2. We must also fhink on the parts of the support system that will help us. Choose the right person or medium
among theos:

Talk tovthe chosen associate, meet them, clanfy yoor needs and motives and deliberate on them

bed

4. Ifthe chosen person is not able to help you out then move ahead atter expressing your gratitude and choose
attother associate.
5. -Alsotry to find what the other from whom vou areseeking support wants. What are his needs?
». That you and the one who promised support are alert and conscious of the commitments.
7. The supportive systemn should clearly say what he expects in return from you. Ifhe expects any monetary benefit
from you or desires some other kind of service or wants something in kind then talk very clearly to each other
and reach a compromise.

8. Keep your manner free and easy before you get the support, when you get the support and even after you get
the support
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9,
10

11.

12.

Always remember that you must not ignore the support system after vou get the support.

. Ifthe supportive system wants to keep a long lasting relationship be prepared to do so and keep in touch with

him and be help in his needs,

If some support systemn could not help vou ,do not criticize him unnecessarily rather accept the reality and
understand his situation.

After getting the support, thank others and be grateful.

6.0.0 Different fields of support

We need support in every area, whether it is the home, or outside, within a social circle or in an area of distinction.
A single man needs support in every field, even if it is spirituality to move ahead. We are mentioning some fields where

we need support

1. Inthe field of education.

2. Health and medicine.

3. Scientific and technological

4, Commercial

5. Sports

6. Social work

7. Industrial

In short we can conclude that every being, especially man, needs support. In every field that a man works he needs
support.

Questions

1. Explain the nature and attitude of support

2. How do we determine the attitude towards support?

3. Explain the types of support

4. Comment on the new relations to attain support.

Reference books

Personal management [handbook] Mulhgan, 1.
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Unit-5 Supportive Groups and Group Management

Chapter-18 : Supportive Groups, Self-Support and Times for Support

1.0.0 Objectives
1.0.0 Introduction
2.0.0 Supportive Groups, Self-support and Times for Support
3.0.0 Forming a Group
3.1.0Managing the group
3.2.0 Providing the Feedback
4.0.0 Self-support
5.0.0 Ecological Support
.0.0 Time for Support
0.0.0 Objectives
1. The chapter aims to tell you about supportive groups and how we can establisha group.
2. How the groups can be managed will also be dealt in this chapter.
3. We will also read how to reinvest support of the group members
4. Inthis chapter you will read about the role of time in self- management.
5 Thechapter also aims to focus on ecological support opportunities,
6, Afterreading this chapter vou will be able to answer questions dbsout issues raised in this chapter.
1.0.0 Introduction
Dear Students,

In the previous chapter you read about the nature of support, attitude towards it and studied supportive relations.
In this chapter vou will read about supportive groups, self-support and times for support. How to make supportive
groups and what are the matters we must keepin nund will be dealt in this chapter. We will also study about group
management and reinvestment. We will also logk at self-support, its parts and time management in self support. Apart
from this you will also read about opportunities ofecological support.
2.,0.0 Supportive Groups, Self-suppart and Times for Support

We all come in contact with others. And we are impressed by the presence of the other and impress the other
likewise. The closer we get the morewe try to impress each other. Nobody can do without help from others. Everyone
seeks someone to be together and when we live with somecne, with people, we form relationships and then we support
each other, Like this we begorme members of a group and agroup 1s built.

Some people make groups for some special use. Different groups have different utility and motives. For instance,
management group mizkes special efforts to run an organizetion competently.

Social growps tunction for social causes, to handle the problems of a society, for its development and to construct
better living Conditions. In the same way, in the sports arez we make player groups for various games. To investigate
an incident# committee of experts is formed.

Similarty some people make a group for a special purpose, to achieve a motive. The objective of such groupsisto
lend emotional and practical support. The group can be formed as supportive agents or as supportive group that helps
do some special task. While forming groups we must keep nmind for what aspect and what work do we need support
groups. And to what extent can this support group help us.

Ifwe do not have such supportive groups to carry out our work then we can easily form one. For this we must select
from people around us those with similar motives and make a group. For instance if we need a woman to manage our
work then we can choose one from people around us, from our colleagues, our classmates, from our friends.
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3.0.0 Forming a Group

When we want to resituate a group we must give emphasis to the following points

1.
2.

Lt

- o

9,

We must be clear in our minds what we want from people we wish 1o associate with us.

The work that is important to you must also figurein the prionty of the group. Ifthe other feels that the task is
difficult then make a polite compromise. Only contact those vou want to include in vour group. Also make clear
your commitments, time frames, availability of finances, and other resources.

Be very specific about yvour needs and vour objectves.

Meet the group and i the initial meeting discuss your needs and objectives and also discuss how vou can fulfill
each other's needs.

It isa normal thing that when you discuss your needs and objectives and their fulfillment then the group members
must also talk of their objectives and needs. It is also necessary to know the demands of the group members.
Keep regular meetings and discuss how the group can be effective and also if it can function i future.

If you need more people in the group do so. It helps achieve goals

Ifthe people are committed permanently to the group then it is a good indication, it sirengthens the faith in the
group and we get good support as well.

There might be people in the group with a negative approach. They can create ohstacles, so such people should
be removed.

3.1.0 Managing the group

When a group of the right- minded is formed then to manage it we might need the tollowing guidelines so that the
group 15 run effectively and support can be sought from the members.

1.

%Ok

9,

10,
11.

12

15,

14

You must be polite and civil in your behaviour, Your conduct should be balanced and humble. This will increase
the faith of members in you.

Every member of the group must be given equal time te: put his thoughts across, to give his view point.

Allow the group members to express their views. Do not interrupt them in between.

Inguire for every member and keep informed aaout his state.

Give equal respect to every member and behave insuch a way that the members do not feel humihated.

In the group meetings hear every member patiently and do not interrupt him.

See that the members do not wastg unmecessary time by talking to each other.

Make a work list according to the needs and the nature of support of each member and allocate work
accordingly

Maintamn the secrecy of the group members and do not criticize them unnecessarly.

Evaluate the work done and also the time frame in which the work is done.

Also consider from time to time if the group fulfills all the needs of the members

If the members have a problem dispensing the waork then discuss it openly and also discuss how this can be
sorted out

Get the feedback to everyone's work.

Every mrernber might face problems attaining the goal prescribed fon them: These challengzes must be considered
during feedback sessions and for this the feedback system must be avail able n the group.

3.2.0 Providing the Feedback

As we have already stated above the group members might face challenges doing particular work. These
challenges can be called helpful challenges. Every challenge can be fed back in a positive or a negative way. Hence for
a feedback the group must have a unanimous consent. For this we must pay attention to the following points

1.

B

Every member must evaluate himself, the work done and for this adequate time must be given.
Every member must evaluate his strengths and weaknesses after the work is completed.

In the meeting every member must present his work evaluation,

He must give a feedback as well.
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5. Asper the feedback and his own assessment every member must prepare an outline for the future as well.
4.0.0 Self-support

To attain our goals and to conclude the work ifan individual supports himself thenit is a very important thing. Self-
support means to prepare vour selfin every possible way to attain vour goals, when the individual helps himself physically
and mentally, recognizes his values and abilities. Self~support is a great way to maintain physical health and mental well-
being. When the individual is fit and fine, psycho somatically, that is physically and mentally, then he does his work at
the given time through self-support. There are many who inthe grip of worries, frustrations always criticize their selves
and others as well. So they never fulfill their goals nor let others fulfill their goals. Similarly many fall ill deliberately and
do not do their work or attain their goals. This is a kind of negative self-support

Maost of us are not aware of our own potential so we do not use them at the right time. Many of us cannet determine
our values and so can not be successful in our work area. For self-support, four factors are very impottant 1, physical
health. 2. mental well-being 3. recognizing the abilities 4. one's values.

To increase self-support these four factors must be strong. For physical well-being we must do voga asana,
pranayam, preksha meditation and transcendental meditation. This helps rid the body of its Impurities and rgjuvenates
the body. This increases the vital power of the body and also the capacity to work. Henge e becomez self-supportive
to complete our work and to attain our goals. Foe mental well-being too, yoga asang, firanayam, preksha meditation,
transcendental meditation are very useful. Apart from this our behaviour, condugt aiso plays an important role. If you
maintain a cordial, sympathetic, joyful relation with your friends then it insures mental well-being.

Generally people do not recognize their abilities and potential, they de.not know their skills and talents. To know
this we must know ourselves, We must love ourselt first and analyze the Seff and evaluate the self,

For self-support values are very vital. We must have the nght valiies in our life and know our values. We must also
see if, for some reason or other, our values are not in danger If we keep all these things in mind then we will attain self-
support and we can be a source of self-support. Many of us waste a lot of time in self-criticism and become victims of
inferiority. Once we are like this we become the greatest obstacles to our own work, We must keep in mind that every
one of us has some special quality. We can become set supportive by recognizing our abilities, our distinct qualities
and getting nd of inferiority.

4.1.0 Managing Time

Self- support stresses on using the resources within in a powerful way, We canuse the time effectively and achieve
our aims. For this it is very necessary that we assess how we use our time [in our chapter on time-management we
discussed thisin detail] to draw a usefidl assessment of time we must analyze how we organize our day, week, month.
We must also keep an account of the iime we wasted without any purpose. For supportive system we must pay attention
to the following points of time management. These points are very vital in time-management

1. Make a list of those things, work, or factors that are important for self-support

2. Mark the time apent on these things every week, every month, Make a list of those things that
spoil your plan or cteate obstructions inimplementing your plans. Because these create obstacles so they must be done
away with.

3. Alsa noie down how your support system has resisted the harms that might have possibly happened to you.
5.0.0 Ecolagical Support

We et ample of support from our environment, our home, office, country and the world. They are all part of a bigger
support system. They all co-operate withus, and they are part of'a mutual supportive system. For instance when we
preserve and take care of nature, it nurtures us in returnbut when we pollute our environment then we have to bear the
wrath of nature. When we cut down our jungles we are deprived of fresh air, good rains. Thus we are a mutual supporting
system. Man at present is neglecting and abusing nature. We are responsible for all the pollution in the environment and
50 We are giving a negative support to the environment. Asa result we get a negative support from nature as well. The
pollution in metropolitan and cosmopolitan citiesis due to the abuse of nature and the absence of mutual support. If we
take a small instance when we go for a walk in the morning and if we go to the garden in a vehicle then it is a negative
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support towards the self' and nature. We go for a walk to stay healthy which is an act of self-support but it we goin a
vehicle then we are contributing to the pollution in the moming and this is a kind of negative support. As time goes by
nature also does the same to us. The same parallel situation can be applied to our famuly. Our selfishness has seen a
gradual disintegration of joint family system and the members of the family are getting distanced from each other. The
same situation applies to society as well. People from different walks oflife disagree over futile matters. People from
different sects or communities are converting mutual support into a negative support, The same situation applies to the
affairs at the state level, national level and intemnational level. A similar story prevails at the family unit and the social level.
The joint tamilies are breaking down because of our selfishness and the family members lack mutual support. In our
society people with varying interests are dividing the society and instead of mutual support there 15 negative support.
The same negativity is seen at the state level, national and infernational levels.,

6.0.0 Time for Support

Our life is not easy but we can make the journey of life zasy by managing it well. There are many ups and downs in
life. And how the self manages these ups and downs is a skill. We learn a lot of things at the development level,
transformation level. If we understand and accept life and its ups and downs then life can hecome easy. In the journey
of life we tace many happy and sad moments. We are happy at times and sad at other times. When we are in a phase
of descent we become sad and miserable and when are in an ascending phase we become happy. Those who live life
at a different plane are unaffected by the sad and unhappy instances of life. They focts on their karmas and carry on.
Failures disturb one and makes him miserable, If failures are a long drawn phenomienon then the individual goes through
negative changes and he distances himself from the positive aspects of life. In sich a situation he can neither seek help
from the supportive groups nor get mutual support. On the other hand those who accept success and faillure with
equanimity become ascetic in temperament. Bhagwad Geeta also stressis that those who adopt a personality like this
are not affected by failure and they live life without any attachment. But there are very few who can attain this level of
detachment.

A falled man, to cover his failures, displays false reahtics and gradually removes his life from realities and every act
of his is masked. But the detached man will never do so, They will always be planted to the realities of life.

Malure also comducts life and ils toutines ina rhylone way. For instance Uhe seasons chamge inan order and o a
rhythmic manner. Winter 15 followed by spring, spring by summer, and summer is followed by monsoon, so all the seasons
change in anorder. Those who manage life correctly also know that changes in life also come about ina rhythmic way.
If'we see the phases oflife then they also ge through a similar phase of changes. We movwe from infancy to youth, from
youth to middle-age and thence to old age. That s how the cycle of ife works. In all these phases we need some kind
of support. In all these phases the individual manages his life, Ininfancy he gets the support of his parents, gets their love,
I his adolesvence he gets the supportolhis Gaily and the sociely, mostly Gom bis Gends and associales. Inhis youthapart
from the above-mentioned sgarces he also gets the support fiom his associates and colleagues and in his old age he derives
support from his family and from the society: Inall these phases of life he gets self-support and mutual support.

Questions
Explain what vois mean by group?
What are the things we ought to keep in mind while forming a group?
How canthe group be managed for support”
Whatis self-support? How is it managed?
What is ecological support?
Explain the times of support.

Ll

[

Reference Books

Dale Carnegie: Public Behaviour

Campbell Smith Career Control Billing are sans, London.
Personal Management, Mulligan J [handbook
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Unit-5 : Supportive System and Group Management
Chapter- 19 : Nature of Group and Its Functioning

0.0.0 Objectives
1.0.0 Introduction
2..0.0 What is Group?
3.0.0 Group Norms
3.1.0 Functions of the group norms
4.0.0 Group Mind
4 1.0 Group Mind as Collective Conscious
4.2.0 The theory that recognizes people with similar mentalities
4.3.0 The theory that sees group mind as brain of human society--
5.0.0 Classification of Groups
5.1.0 Classification of Groups by Bogards
5.2.0 Classification by Kurle
5.2.1. Primary Group
5.2.2 Secondary Group
5.2.2 Secondary Group -
6.0.0 Some Features of Collective Life
7.0.0 Functioning of the Group
0.0.0 Objectives
. This chapter will tell you about the objective of group.
2. This chapter will also tell vou about group norms.
3. We will also tall about the different types of groupand their classification
4. After going through this chapter you will bedble tc answer all questions related to the topic
1.0.0 Introduction

Dear Students,

In this chapter we will talk about supportive groups, sel-support and times of support. In this chapter we will talk
about the nature of group and its farshionmg. We will also talk about the nature of group, the group norms, And we wall
deal with the group norms, graup nature, types of group, and the classification of group.

2..0.0 What is Group?

Group is the basic context of people. Every one of'usis a member of many groups like the family, school, social
unit, work group eis, The individual has some position or place in a group like at some place he might be a child, at
another a parent, a student at some level and a teacher at another and a friend. These positions and relations determine
the behavious, beliefs and expressions of the individual and in a group the individual has a role to play.

Growp s a class of people which co-ordinates people, binds them and makes them inter-dependent. Inter-
dependence does not mean that there 1s interaction between people in the group but also that they have similar ideals
relating to selected behaviour, expressions and beliefs. Inthe group every member has some expectation about his
behaviour with others and the expectations that others have of him. One of the chief charactenstic of group s that it has
a group structure. This structure evaluates the roles and role relations of the group members. The structures of groups
vary. Avery organized group has a high quality of group structure. In an organized group the role and the work of every
member of the group are clearly defined.

The second important aspect of group s its relations. Thisis the result of the collective force of the members which
keeps the group together. The closer the group is bound the safer it 1s in diverse circumstances. For instance- a family
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can be bound closely if there is love and respect between husband and wite and mutual respect and love between parents
and children. Such a family will work like a well-organized zroup and it will be balanced even in diverse circumstances.
Like illness, accident or some conflict or some such thing which creates tough situations for the fanuly and in these
circumstances the family stands together. On the other hand if there is no love and respect between parents, the children
will have no love or respect for each other and such a family stays together simply to save their face, There will be conflict
and indiscipline in the family and they cannot function as a group.

There can be many binding factors in a group like achieving a collective goal, need for bonding, to attain prestige
and power etc. These motivational factors can act both asa bonding and also as a destructive force that destroys the
success of the group. For instance in a joint family to maintain the prestige and power of the family, the aspirations of
the parents and the love and affection of the family members can bond the family closer. But on the other hand, to attain
prestige and power the aspirations of the son and daughter-in-law might be crushed and this can be the cause ot the
disintegration of the family. Many psychologists and sociologists have defined group in different wavs. Sharma and
Sharma have interpreted the definition of Edward Spear in the following words, “any group constituted by the fact that
there is some interest which holds its members together, ™ This definition makes it clear that the group members have a
common interest and objective which binds them together. Sharma and Sharma also interpreted Mclver's definition of
agroup as,” ... by groupwe mean any collection of social being who enter into distinctive relation with one another.™

The above mentioned definitions make it clear that the members of the group have common interests, which means
that the members of the group to protect their interests or objectives construct a grotup. Generally a group is constituted
due to the following reasons

1. When some people have similar conditions

2. When people have similar faith.

3. When people have similar objectives and desires to fulfill their goals.
4. When they have similar interests

This means that the group is constituted when the interacion involves similar conditions of being. beliefs, and mode
of conduct. Among these conditions of being and faith are predetermined. They form opinions and everyone expresses
liis views. Thus sumilar conditions, siilar nlerests and belels steengthen (e bonding aond wnity of the group and that is
the reason the members are instantly activated for any collective activity, This bonding increases the feeling of mutual
support because their objectives and purposes are the same. The attraction of any group is based on the interaction of
its members. One member on interacting with the other is benefited. Similarly other members oninteraction are contented
and benefited. Every member is attracted to the group because its activities benefit everyone.

3.0.0 Group Norms

The group norms prevail aslong as the members of the group regularly maintain their conditions ofbeing. The group
norms regularize the social events and social interaction. These can be formal and informal. These norms prescribe a
situation or special circumistance which has regularity. Group insists on uniform regularity as a norm which is applicable
on special circumstaness, and on distinct people. The group norm can be accepted as regularity or acceptance of rules.
The prevalence of cartain rules in a group is a clear indication that the conduct of the members is based on a set of
sanctions or rulezs. These sanctions can be positive or negative. Any conduct that is approved is a positive sanction
whereas a conduct that goes against the set rules and 1s liable to be punished 1s negative. If'the norms of the group are
acceptable o all then it is expected that it would be acceptable to all and that there would be no need for any external
coerciorior intervention. All the participant members have the same norm. The decision of every member of the group
affects the others and mutual decisions attect everyone. Inthis way the group has a norm. It has a direct recognizable
norm, Apart from this there are social and vahie-loaded norms. Among the group norms the practical norms have a special
place. This gives stability and good organization to the group.

3.1.0 Functions of the group norms : The existence of any group depends on the fact that the norms are beneficial
tor the self and others in the group. The primary function of the group norm is to provide stability and excellent
organization to the group. [fthere is no norm every member will behave whichever way and the existence of the group
and the members of the group will be topsy-turvy and unexpected. In such conditions the members will not be able to
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cooperate with each other. The second norm of'the groupis to provide a platform for interaction. Interaction can be
possible only with the sharing of the experiences of the other members. For this it is necessary to have some conscious
and directly recognizable norms. Among the norms it 1s necessary to have some methods of common approval to draw
on the experiences of the world around and to have a common value system towards the incidents around.

4.0.0 Group Mind

Group mind refers to the mind set that develops due to the interaction of the members or springs out of the collective
expeniences and thisis different and better from the individual mind and it governs and controls individual conduct.
Generally the individual functions as an individual mind but in a group situation his individual mind is suppressed and the
mteraction between the different members take over and his individual mind gets converted into something higher and
in a group situation the individual i1s governed by this mind and behaves accordingly. The state of this mind i a group
situation that governs the conduct of the individual is called group mind. Group mind is not the sum of the individual mind
and is a better state of mind than the individual mind. Just as the brick is a unit in the house and in & distinct form it is
called a brick but when it combimes with other bricks it loses its distinct identity and it becomes part 6f the house and 1t
is not called a brick then. Similarly the group mind is not the mind of one person but it is a collegtive consciousness or a
collective mind. To define the collective mind vanous scholars have used different theones O the basis of these theones
they have defined the group mind. To understand this three types of theories are used and these are;

1. The theory that recognizes the group mind as collective consciousness.

2. The theory that regards the individuals as people with similar mentalities.

3. The theory that sees it as the mind of'the organized human society.

All the theories are discussed in detail now:

4.1.0 Group Mind as Collective Conscious

The scholars who endorse the collective consciousness are Lambon, Espina, and Durkeim. Lambon had talked
of group mind in 1992 and he defined it in his book and he has said, “when the thoughts and emotions of the mob flow
in a single direction and his conscious mind ceases, a group rrind 18 constructed. This undoubtedly is unstable and presents
clear difficulties.” According to Lambon when a man igina group his individual mind, its thoughts, experiences and
function ceases and another mind works and that is calied group mind. Espina has talked of collective unconscious. In
this he imagines man in a collective situation, remnved from his individuality who assumes a collective consciousness
and in this way the consciousnesses of different people construct a collective consciousness. According to him in social
situations the individual leaves his individualconsciousness and assumes a collective consciousness and this is called
collective consciousness. Durkeim has defined group mind as collective consciousness. He does not recognize the
existence of mental element or soul ‘According to him the mind is a stream of consciousness and a step towards
development of the consciousness. He says that at first at the conscious mind emotions are produced and as a result
stimuli flow through the senses to the brain. This produces certain processes in the cells of the brain and these combine
or in a joint manner develop serisations in the mind. These sensations produce certain images in the mind and these images
assimilate thoughts, The stages of consciousness, the individual's thoughts, language and through other indications are
expressed to others. Ina group the thoughts are exchanged and this process is called social consciousness or group
mind. Because itisa complex process the process of collective consciousness is defined by various people again and
again. |'his processis similar to the chemical process where chemical elements are mixed and after the nuxture the
individual elements cannot be separated and the qualities of the mixture are different from its elements. Durkheim has
defined group mind as collective consciousness and has stressed that it originates from sentiments, mental image,
exchange of thoughts and through social consciousness.

4.2.0 The theory that recognizes people with similar mentalities

Thus theory substantiates the theories of George Simmel and Marx Webber. George Simmel talked of the collective
mind as the collective form of people and not as the individual mind. According to him although people undergo
transformation, there is still uniformity in them. This umiformity is seen in the thoughts and expression of feelings which
are made n a sumilar language. While discussing the group mind he gave three charactenstics. These arel. Unity n society
2. Unitormity in the expression of feelings 3. Structural uniformity and stability of the group.
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Marx Webber did not give a different theory from what Simmel had done. He elaborated on Simmel's theory and
aave two types of groups, These are: 1. Primary Groups 2. Secondary groups

1. Primary Groups : The unifonmnity that Simimel spoke of'is the basis of Webber's classification. Such groups are
closely connected and related and their unity 15 based on individual consciousness. This group includes the family unit
and the neighbours or the immediate surroundings.

2. Secondary Groups : The secondary group lacks thecloseness or connections of the primary group. Thus people
are not really aware of each other's realities. This group stays together because of the ideological uniformity though they
lack closeness. This group includes political parties, national and international forums.

4.3.0 The theory that sees group mind as brain of human society--

The previous theories of Lambon, Espina and Durkeim regard the group mind as collective unconscious but
MacDougall rejected these theories. He accepts collective consciousness. He defines mind as the, ™ ag the interpretation
of mental or purposeful forces. ' he further interprets the definition and says that the human being endeavors to fulfill has
purposes and the singulanty of purpose and the organized force that tries to attain it 1s called the mind. Similarly he also
defined the group mind. According to him, society is the arrangement of organized force which has its own life, its own
instincts, and component individual that has the force and ability to change and to organize him in a system but changes
oceur gradually in all this. MacDougall has not regarded the group mind as the sum total of people's mind. According
to him the individual mind has its own distinct quality, its own existence and it has aniirpact on the individual minds. This
is the reason that as members of a group the individual's mind, experience and fimctioning changes. He defines group
mind as the organization that fulfills the purposes of the group or society and certain forces that compel the individual
to spend his life accordingly and as every person has certain values in relation to others in the society and these values
bind one to the other and that is how a group or society 1s bom.

5.0.0 Classification of Groups

The group is constructed according to the needs ofthe people. The group can be of many types. They are
constructed to attain a special motive and it can be built in the wanous fields of work. Many scholars have classified group
according to its functions, fields and stability. In the family oo groups are made for specific work and goals. These are
primary groups. Similarly players group, in the field of medicine managers for administering group therapy ete. Another
case is the gender groups, of men or women. And then people from the same caste form their own group or people of
the same age form their group. All these are made with the ntention of fulfilling their goals or purposes. Hence groups
can be classified on many grounds.

5.1.0 Classification of Groups by Bogards : The well-known psychologist has classified groups into 6 main
aroups

1. formal, informal and bureavcratic 2. primary and secondary 3. involuntary and voluntary

4. genetic and congregate 5 overlapping and disjunctive 6. social and antisocial

5.2.0 Classification by Kurle

Kurle has classified group into two parts

5.2.1. Primary Group - in this group the interaction between the members of the group is facing each other, The
relation betwieen the members is very close and they co-operate with each other. And such groups include family, players,
students, managers, doctors, scientists etc,

5.2.2.Secondary Group - this group is not closely bonded to each other and they do not have personal relations.
We can put the political parties or the organization of workers under this group.

Summpner has divided the group into two parts

{A) Inner Group— the members of the group have similar goals. Their interests and benefits are the same and they
have a strong us-feeling, The members of this group consicer people from their group as their own while the outsiders
are the other. We can cite religious groups, race group, or family group as examples. Apart from this people with the
same economic interest also bond closely nto a group.
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(B) Outer Group - this type of group consists of people with fundamentalist attitude and they consider every one
else as outsiders. For instance for Muslims, all non-Muslims are outsiders and they criticize the others and call them
mfidels. Even the terronsts constitute this kand of a group.

We will now consider some teatures of collective life.

6.0.0 Some Features of Collective Life

The members of any group will have some particular feature which is the characteristic ofthe group. When a person
gets associated with a group, becomes its members then he has to abide by the rules and regulations ofthat group. It
means that some functions of his life are regulated by the group and that becomes the public life of the individual . We
are giving you some features of public life

1. Thereis amutual relation between the members of the group.

2. Thereis a feeling of unity between the members of the group.

3. Thereisa feeling of mutual co-operation between the members of the group.

4 Thereis uniformity in the behaviour of the members.

5. They also have a uniform purpose, interest, origin, and ideals.

6, The group controls the activities of its members.

7. The members of the group have a feeling of mutual responsibility.

8. They also have mutual expectations to attain a goal

7.0.0 Functioning of the Group

For a healthy group it is extremely impaortant to have a healthy fungtioning system As we have said every group
has a definite motive and the interests of the members are uniform. To fiilfill the purpose of any work it is necessary that
the functioning of the group must be carmied out well. We must pay dattention to the following points to manage the
functioning of a group

1. For a healthy group the members must have a general, uniform and direct purpose.

The means to fulfill the purpose must be correct and effective,

Every one in the group must have the same aceeptance ond recognition.

Each and every member of the group musi kriow that he is animportant member.

The members must have the ability to esainibute tothe development of the group

To maintain the stability and unity of'the group the members must contribute responsibly to the group.
The members of the group must have love, affection and renunciation.

To keep the group alive the mterests of the group must be the most important.

Questions
Explain what we mezah by a group.
Explain the normadf'the group.
What is groupmind? Elaborate.
Explain the tlassification given by Bogards
Explain grimary and secondary groups
6. Explain the functioning of the group.
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Unit-5 : Supportive System and Group Management

Chapter-20 : Group Dynamics, Participation and Effectiveness

0.0.0 Objectives
1.0.0 Introduction
2.0.0 Group Dynamics
3.0.0 Group Participation
4.0.0 Understanding and Working with the Group
5.0.0 Formation of a Group
5.1.0 Importance of Group Construction
6.0.0 Group Effectiveness
6.1.0 Structure of Group -
6.2 0 Style of Leadership -

0.0.0 Objectives
1. The objective of this chapter is to give detailed information about group dynarics.
2. What is group participation? We will read in this chapter.
3. How do the members of the group function in a group” We will read about this in this chapter.
4. Wewill also read about how the group is constituted and about the importance of the construction  of  the
group.
5. What is group effectiveness? What are its determiners? We will also talk about this in the chapter.
6. Youwill be able to answer all questions related to thetepic in this chapter.
1.0.0 Introduction
Dear Students,
In the previous chapter vou read about the rature of group and its functioning. In this chapter we will talk about
group dynamics, participation and effectiveness,
2.0.0 Group Dynamics

Everyone in the world comes in cantact with others. He is impressed by the presence of the other and impresses
others with his presence and condut. The closer a person is to other the more he is impressed by the other. Nobody
spends his life in isolation. We allhave to seek support from others and have to live with others. The ones we stay with
and connects to are the oneswith whom we form a group. This means a group is constituted for the individual A social
and psychological group iz made of two or more than two members, Every member in such a group feels that heisa
unit and interacts to attaia a goal. The members of the group might be each other's confidant or motivation or could be
supportive of each other to fulfill the needs of the group or of each other. Group dynamics works for the development
of the group and to know the mutual relations of the group.

Group dynamics is an area that is studied with a special purpose, The motive is to know the nature of every group,
the rules forits development and the mutual relations betwesn the members of the group and also the relation with other
groups, its study is based on expenimental research. Whether the individual is inside or outside, in school or in the office
or in the management he works in small groups. It might bea group of five or ten people or it could be a group of fifteen
to twenty people. Group dynamics studies the social and psychological forces that operate in the relation between the
groups. The word gained coinage atter the Second World War. The experimental research on its relation to collective
life began in the 1930s where it was studied how groups are formed, how they function. The opinions on this were
basically derved on insight and inferences.

Group dynamics does not confine its study to the charactenistics of the group or to incidents related to the group
rather it studies the theones of group life and collective activities. It also reads into the problems of the group. Some of
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the problems that are studied relate to the transformations in the group which happens when the individuals in the group
personally do not change, For instance if a person leaves a group, then the one who takes up the job and what changes
are possible m the group becomes a problematic 1ssue m group dynamics. Sinlarly the appointment of a new authonty
in an oftice brings its own set of changes. Another example that we can quote is that of a change of power in the
government. When a new party comes inte power there are changes in the government set -up which might affect the
productivity in the industries. When the relations in the group changes that 1s when the inter-relativity increases or
decreases the functioning of the group is affected.

The basic problems that we handle in group dynamics is change, nature of change, pressures of the members,
pressures from outside, internal pressures and the structure of the group. These relate to the social and psychological
forces that affect the group. The practical utility of these studies is very important. Every member is committed o increasing
the functions of the group and provides satisfaction to the other members. For this many professionalstalce training in
this and study human resources management, community health, education, marriage counseling, social group expertise
elc.

Kurt Levin [1890-1947] first talked of group dynamics and popularized the term. He corgributed in a major way
to its theory and research. Levin and his associates did somemajor research in this area. Theytried to find out the impact
of group decision on the state of transformation and concluded that group pressure heliz i the state of transformation
and support.

Leavitt and White] 1943 ] studied group dynanmics in some children's clubs and tried to find out the impact of difterent
social situations on collective life and individual behaviour. In their experiment they created three types of social situation-
1. democratic 2. authoritarian 3 laissez-faire. In the authoritarian group all the policy matters were decided by the leader
and the leader gave his orders in parts and parcels so the members werne always in a fix because they did not know the
next step or stage. It was the leader who decided onthe workers and the work to be allotted to them. He evaluated
the work of each member and the evaluation was generally colcired by personal preferences and he kept himself away
from active communal functions. The leader ofthe democratic group left policy matters to the group and decisions were
taken after commumnity participation and collective discussion. The group decided on the different stages of work and
the members had the freedom to choose their associates. The leader adopted an objective stance and emotionally he
would be like any other member in the group, Irithe third group every member had the freedom to work and the
participation of the leader was minimal. He simgplymade the means available and if necessary made information available
to the members. He did not have the responsibiility to evaluate his work and organize it. In this experiment every six weeks
the leaders were changed and every leader, according to the atmosphere in the new group in which he was re-located,
would change his working style. All the groups gathered at one place and with equal amount of things participated in
the same type of activities.

The results ot the experiment showed that the laissez-farre group in comparison to the democratic group was less
organized, less capable and definitely less satisfied. On the other hand the democratic group in comparison to the
authoritarian group was mere capable. The members of the democratic group attained their work goals and social goals
whereas the authoritarian group only attained their social gogls. This experiment also proved that authoritarianism created
a feeling of aggressien and animosity in the members and discontent and dependence on others. Also it lacked a definite
personality. On the other hand the democratic situation created a feeling of'collectivity and cordiality.

Group dynamics has some basic assumptions. According to Kurt Wright and Jaand [ 1968 the basic assumptions
of mostofthe experts were the following

1. Groupis necessary. Even the most aggeressive of us according to his personal ideals forms a group.

2. The group can manage such powertul forces that have animportant impact on the individual. The personal feeling
of the member is translated by the group with which he has a deep relation and the group moulds his aspirations
and self-respect.

3. Theimpact of the group can be good as well as bad and they can have a constructive or destructive impact
on the members.

4. Trispossible to focus onthe creative forces of the group only through group dynamics
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Broderick [1956] has defined three convertibles related to group dynamics-

. The nature of group organization.

. Part of Management

. Importance of area management

. The number of management areas and its extension.

Ld D =

e

Some psychologists feel that those who are inducted as members or associates in the group have a similarity with
the present condition of the group. When the relations between the members become close and attractive then the group
is likely to last long. Group dynamics affects the behaviour and functions of the group.

Brendon in 1972 wrote about group dynamics,” According to internal and external conditions the group is either
an instrument for misure to gratify individual for social demands or else an admirable means to develop and maintain
mature individual in beneficial interaction with society. Group dynamics is the essence of all problem solving interaction
processes which are developed by individual conscious of relatively stable structures i.e norms, role, attitudes, habits
and relatively changing forces [ e g identified goals, cooperative actions, realization of drives and motives which may
be subjective or standardized by society, the goal is to active continuous integrative developmient and the differentiation
of social relationship.

3.0.0 Group Participation

When the members of a group participate then they have to discharge different types of work and fulfill motives.
Every person who is the member of a group has to participate in the objectives and functions of the group. The member
of the group has to function in such a way so that his ideals are preserved and the ideals of the group too are preserved
and the desired functions and motives of the group too arefultilled. We need some skill to participate wath the group.
For this we must pay special attention to the following points

1. Define your role in the group, determine its meaning imbibeit and demarcate it which means that
one must have the skill to define one's role, in the group and determine its meaning and demarcate it.

We must have the skill to develop the cooperation of other members.

We must support in the choice of leadership and mother finctions.

During cooperation the members must clarify their views, motives of functions, immediate goals.

They must know their limitations and abalizes.

They must have the skill to deternsne the ability and interest of the group.

They must have the skill to conteod their feelings towards the group and express their feelings
politely

8. They must have the skill 1o study the new situations of the group.

9, They must have the skill to express their negative and positive feelings towards the group.

10. The skill to naviggie collective thinking so that interests and necessities are expressed.

11. The skill to develop such programs through which the necessities and motives of the group are
fulfilled

12. The skill 1o analyze the collective and inter-group conflicts
13 Theskill to contextualize the special services and needs of those members who cannot fulfill their
needs within the group and who require special services.

= oW

14 The skill to infonm the members about those meansthat wall be useful to attamn their goals
15. The skill to analyze the development process and to note it down
16. The skill to get his work affirmed by the group and establish a positive commercial relation
17. The skill to attain their goals and to help to accept each other.

4.0.0 Understanding and Working with the Group

A member of the group works with the group and he has to achieve a goal so he must know the working process
of the group and its parts. A group has two or more than two members and they interact with each other, they are

YOGA & SOL/P-VITT



interrelated and are part of'the group. Any member will know his group well only when he is familiar with its parts.

5.1

Because the individual is a social animal and it is his disposition to live with other creatures hence he fulfills this need
when he becomes a member of'a group. By living with a group the individual from different situation, condition and age
et varying expeniences and tulfills their needs and attains their goals, There are reasons for becoming part ofa group
or acquiring its membership. By being part of'a group he works according to his needs. There are some main reasons
aiven below-

1.

Lt 2

9,
10
11.

The human disposition compels the individual to live with others in a social context so he becomes part of a
group.

For security and a domestic life he becomes part of'a group.

The individual wants to fulfill all his needs but he cannot do this on his own and he has to seek the support of
others so he becomes part of'a group and fulfills his needs.

Everyone wants to move ahead in life. For this he has to horn his skills but he cannot do this on his own. For
this he needs the help and support of others and to attain this he becomes part of a group and becomes his
member. We see that many to fulfill their motives want to develop their skill and o this they become part of a
aroup that will develop their skills. Once they are skilled then they use their skill tg aitain their goals.

The individual wants to be part of'a group so that he gets the approval of others but for this he has to discharge
certain responsibilities.

Every ndividual wants to move ahead in life and become powerful. He seeks more prestige from the society
and so he becomes part ofa group.

Sometimes he becomes part of a group to be free of parental ¢entrol and dominance and to increase his
knowledge.

For his ndividual development and to be free of parental dependence and authonty he wants the help of other
members, and to seek this help he becomes part of a gzrowp

He becomes part of a group because he wants to beg aparticipant of some community

To fulfill his motives and goals he becomes part of a group

It is human nature to seek to live a life of happiness, entertainment, leisure and fulfilling one's hobbies and these
needs can be fulfilled only through some group.

5.0.0 Formation of a Group

Some parts function to constructa group. And this isbuilt by some special people due to the three given powers
1. Being inspired by one's will
2. Inspired by the desire 1o be social
3. Inspired by the feelings of community.

1.

B =D W

Our wills might be self<inspired or it might be inspired for others. For building a group certain initial things must
be done and the four things given below are important. The inner and outer inspiration of the one who builds
must be concentrated psychosomatically.

To develpp a commonly acceptable rule and to get all members bound to it.

To decide on future membership, to consider who might be included in the group n future.

Ta determine the form and nature of the group.

Iriportance of Group Construction

Through the group the personality of the members improves,

It is useful to attain goals and fulfill purposes in an organized way.

The members of a group through the group can extend their services and be benefited.

The possibilities of the members being benefited are greater because of a varied membership and
individual varations in a group.
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6.0.0 Group Effectiveness

As we have already stated in the past we get associated with the group due to various reasons. Apart from this the
members of a group fulfill different needs and objectives. Group effectiveness refers to the effective way in which the
group functions and how effectively its members fulfill its motives, How satisfied are the members of the group are all
part of group effectiveness. Group effectiveness might be member satisfaction or it might be to attain a special purpose.
The collective production of an industrial or commercial organization or a professional area is also part of group effec-
tiveness. Créche and his associates [ 1962] had given two stages as the determiners of group effectiveness.

6.1.0 Structure of Group - this determiner includes that context in which the group functions. Apart from
this,determiners relating to functions, variables etc. The structure also deals with the size of the group, the goals of the
members etc.

6.2.0 Style of Leadership - this determiner deals with the participation of the members, their inspiration, their
strengths, and other variables. Apart from this other things relating to productivity like the amount of imaterial used, and
what type, that is matters relating to amount and quality are dependent variables. The structure of the groupis inde-
pendent variables and the style ofleadership is dependent variables that affect productivity. Generally smaller groups
are better connected than bigger groups. The study on theinterconnectivity of some indusines has told us that that a
group of five to twenty members works better than bigger groups. These studies havealso proved that the connectiv-
ity of the group is also related to absence at some level. It means that if members gre absent then the connectivity will
sink and dip but if the absences are prominent and large then not only the connectiity gets aftected there 1s dissatis-
faction too. Some other studies have shown that that when the size of the grieup increases then collective discussions
are not possible and this gives rise to discontent among the workers and atfiects their work efficiency too. It is also dis-
covered about the individual characteristics that the efficiency of the memers, their insight and cooperationis related to the
productive functioning of the group. On the other hand exclusivity and aggressive behaviour reduces the connectivity of the
group and also affects the cordiality. Their spirit also sinks. Tt is alsa seen that the similarity in the personal distinctions and
work efficiency also gives satisfaction to the members and increases their spirits. Another big reason for the efficiency
of a group is the uniformity in the inter-personal relationships of the people. Some studies have shown that a uniform
group works better than a dissimilar one and there is & bettar coordination among its members. Another major reason
for the effectiveness of the group is its leadership qualities. The leader plays an important role inthe directing and in com-
pleting the work. For an effective organizationan effective leader is required. An effective leader inspires the members,
with satisfactory discussions enthuses the members. For democratic groups participatory leadership is considered better.
Such aleader gives liberty to the members to reach a decision, gives suggestions in important things and plays an ac-
tive rolein all this. The work efficiency of the leader affects the satistactory quotient and productivity of the group. The
effectiveness of a group also depehds on the commitment of the members towards the goals fixed by the group, the
spirit of the members. If the members lack task motivation then the productivity also goes down. The environment of
cooperation in the group and ts decisiveness also goes down.

Questions

What 1s group dynamics? Explain.

What do vauunderstand by eroup participation?
How is the group constructed? Explain.

Give reasons for group effectiveness.
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