
 

 
 
 

 
 

To Successfully Achieve      
Professional Grow th 

 Determine What Must Be Done 

Work Through Difficulties 

Overcome Obstacles 

Create Learning Strategies 

Follow Through on Tasks 

Persist Until Complete 

 
 
 

Organizational ly, self-managing       
individuals control themselves         
and thei r own work.  Through          

self-management, they develop    
methods , s trategies  and skills to      

direct their own behaviors toward    
the achievement of objectives. 

Adjusting to Change 
 
Be Flexible 
There is always more than one way to do something. 
 
Daydream 
Consider all the potential benefits of the proposed change. 
 
Be Alert 
Observe how others respond. 
 
Avoid Denial/Rejection 
Others will invite you to join the resistance, but unless the  change 
is illegal o r immoral, don’t join. 
 

Connect to Past Experience 
Draw mental connections from lessons learned and apply them. 
 
Impact Change 
Look for potential barriers and take steps to overcome them. 
 
Be Clear About the Intended Result 
Focus on the activities that matter most. 
 

Exhibit Self Control & Reliability 
Listen more than you talk until you have  examined the issues. 
 
Get Quality Information 
Make sure that information is accurate during times of flux and 
focus on those things in your immediate control. 
 
Pick  Your Battles 
Understand which changes are worthy of acceptance and which 
should be resisted.  
 
Be Upbeat & Positive 
Let humor lighten the mood and release the tension that change 
creates. 
 

Commit to Doing Your Best 
Make a total commitment to do ing your best in whatever situation 
you find yourself. 
 
Talk About a Sure Thing 
When asked to communicate about the change, only talk about 
those things you know for sure. 
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The only thing you 
control is how you 

react to change 
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Scientific and technical competence 
alone is insuffi cient.  Today’s 

environment calls  for the ability to 
build relationships and avoid 

counterproducti ve work behaviors . 
 
One must apply: 

f Social Skills  

f Personality Characteris tics 
f Teamwork Knowledge 

f Total Commi tment 
f Effective Work Practices  
f Social Capital 
f Action Orientation 
f Contextual Meaning 

Bellewether is proud to introduce this breakthrough approach to
enhancing effective professional social skills. This comprehensive,
research-based training enables employees at every level of the
organization to better connect business needs to their own
personal behavior and actions.

Social capital is built through well-honed interpersonal skills that
enable one to be liked, well-respected and trusted. More than
mere manners and etiquette, this training teaches one to move
fluidly among cultures, to gather and use information, leave a
positive impression, make strategic connections, enhance
productivity through the division of labor, and make social,
political and economic gains.

The 250-page Facilitator Handbook, 9 Participant Topic Books
and 9 Job Aids, including Business Foundations, cover 8 core
dimensions and 32 competencies of interpersonal effectiveness.

Facilitated by a member of our staff or yours, Effective
Professional Social Skills enables and empowers employees to
make good business decisions and act as diplomats for your
organization, building the requisite social capital that drives
increased revenue, profitability and customer loyalty.

Use in conjunction with the Human Asset Imaging® Inventory, an
online assessment, to better understand workforce topic strengths
and gaps.

Effective Professional Social Skills

v.816.554.9400
f.816.554.9410
tf.800.585.0318

catch us on the web @
www.bellewether.com

We are making business better.

Business
Foundations

Introduction: Interpersonal Behavior
Essential Business Knowledge

Workplace Culture
Adding Value in the Workplace

Personal Likeability

8 Core Dimensions include:

Participant Workbook and job aid for
�  �  �  �  �  Communication

�  �  �  �  �  Decision Making and Problem Solving

�  �  �  �  �  Ethical Behavior

�  �  �  �  �  Interpersonal Behavior

�  �  �  �  �  Multiculturalism

�  �  �  �  �  Professionalism

�  �  �  �  �  Self Management

�  �  �  �  �  Social Behavior

Examples of Job Aids for
Ongoing Workplace Reference

 

 
 
 

Receiving Direction 
f Accept guidance and put forth e ffort 

f Notice any improvement 

f Understand that you  are being asked to try a 
potentially more effective way 

f Be worthy of the well-intended guidance by 
demonstrating progress 

f Unplug from all distractions 

f Demonstrate, through  practice, a willingness to 
learn 

f Ask questions for clarification 

f Prepare to step out of your comfort zone 

f Be open to suggestion and willing to perform 
 

Receiving Feedback 
f Open yourself up for improvement 

f Accept the feedback with an “I can do better” 
attitude 

f Consider the source and the intention of those 
offering the  feedback 

f Listen  for the behaviors that need adjusting and 
ask questions for clarification 

f Try making the adjustment 

f Aside from practice and conceptualization, try 
research 

f Check with others within your professional   
network for a broader perspective  

f Keep your “self-talk” upbeat and focused  
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Decision-Making & Problem-Solving 
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Step 1 
 

Identify 
the 

Problem 

Step 4 
 

Implement 
the 

Solution 

Step 5 
 

Evaluate 
the 

Solution 

Step 2 
 

Explore 
Alternatives

Step 3 
 

Select an 
Alternative 

Effective Problem 
Solving Process 

Decision-Making 
A mechanism for making choices at each step of the problem 
solving process.  It is the process of reaching a dec ision; of 
deciding among or between various options.  Decision  making 
is part of problem solving, and it occurs at every step of the 
problem-solving process as a means by which to  decide,    
determine, settle, ru le, c onclude or resolve. 

 
Problem-Solving 

A set of activities designed to systematically analyze a    
situation and generate, implement, and evaluate solutions.  
This higher-level cognitive process occurs when the path or 
method to proceed toward a desire goal or end result is    
unknown. 

Building a Successful 
Support Network 

 
Below are a few things to  keep in mind as 
you build  your support network: 
 
f The relationship is reciprocal.  You 

c annot just take without providing 
value as well. 

f The relationship is voluntary.  The 
extent of help you get depends on the 
o ther person’s  willingness to  give it. 

f The o ther person has to recognize 
that you are making progress by    
actually following their gu idance. 

f Your level of authenticity and desire 
to learn maintains and encourages 
another’s interest in  helping you   
further. 

 
Prioritizing 

Model 

 

  

 

 

 

What is 
Valued 

What is 
Needed 

Prioritization 
Factors 

Time 
Available 

Existing 
Resources 

Level of 
Importance 

& Need 


