§{ow Do You Score on the Big Five Personality Factors'*’

ersonai Awareness and Growth Exercise

3ways of measuring personality, as 2 quick Interet searchwill tives, reflecting your personality. Add the three circled num- P

"teveaL While the Big Five model is not universally accepted  bers for each Big Fwe dimension to obtain subscores. ! :

e way of understandin rsonality, it is well estab- :

&‘DbJCCtWCS ;i:;d :;S; is Zocgmpamcd by fbﬁzdant research. Nofe: "I‘hc '

F—”:—’:’ % 1. To learn more about yourself. . Big Five personality profile presented here is for instructional ) 1
%2, To learn more about the Big Five personality dimensions, purposes only; it has not been validated and. should not be used £ i

as introduced in this chapter. for personnel selection or evaluation purposes. : ‘
Antroduction Instructions i
'i’ersonality is an extrerely complex subject. There are many Please circle one number on the scale for each pair of adjec- 1
|
{

i
~ Personality Profile® !
‘ |
Introversion-Extraversion i
Quiet —2—3 45 ¢ —7—sf 910  Talkative
Shy l—2— 34 5@ 6 —7—8"9—I0 Outgoing !
Refiring —2 3 4 5 6 7—8—9£10 Sociable |
Subscore = -
Agreeableness E
Critical —2—3 4f 5 & —7Z8—9—I0 Trusting |
Aggressive 23 4 5 ¢ 78 910 Amiable |
Cold —2 3 4 5 ¢ 784910 Affectionate
Subscore = ;
. Conscientiousness , }
Careless 23 4 sf 18910 Organized |
:  Negligent l > 4 5 ¢ 7 8L 9 10 Self-disciplined |
| _ Inconsistent —2—3—4—5—6—T—-8—93F~—10 - Reliable
Subscore =
Neuroticism—Emotional Stability :
Anxious —2—3 5—6—7—//-48—f9 o Calm |
Insecure 3 45 &F7ZL8 910 Self-reliant |
Temperamental —2—3—A4—5—6—7 9—I0 Poised
Subscore = ‘
Openness to Experience i
Narrow interests l——2——3———4———5——6——-7ﬁz9-——10 Wide interests
Unimaginative ! 2———3——4——5——6——7 10 Imaginative
Imperceptive —2— 34§ 4 —T7—8—9+10 Insightful
Subscore =
Scoring . ' 2. What important aspects of personality are overlooked in
this particular profile?

There are no right or wrong answers on this personality test. . . ’
There is only an infinite variety of individual differences. You 3 Xh;t Oti? ad"?cnvf p@ngs could you use for each of !
Toay want to take two passes through this profile. The first in- SANECICOSIGHE |

dicating how you are now and the second plotting how you 4. Why do you have your particular personality traits? Na- |

would Tike to be. Any gaps would represent self-improvement ture (genetics)? Nurture (family traditions, culture,

challenges. Alternatively, if you have the courage, rate yout- schooling, etc.)? Some combination of nature and nurture .

self and then have a close acquaintance rate you, for compari- (in what proportion)?

son puzposes (and probably lively discussion). ) 5. Why is it supposedly so difficult to alter an mdwxdual S
personality?

Questions for Discussion

L {. Any surprises? Explain. pf{y
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ndencies?

OB Exercise [

Instructions .
In an honest self~appraisal '
* scoring key.

- lguess I put on a show to impress or entertain others.

!
2 ina group of people | am rarely the center of attention,
- In different situations and with diffe

3
4. I'would not chan
favor.

I'have considered being an entertainer.

Ata party | let others keep the jokes and stories going.

I' may deceive people by being friendly when | really dislike them.
Scoring Key
Score one point for each of the following answers: -
LT, LF 3.T;: 4.F, 5T; 6.F; 7.F; 8.F, 9.;I'; 10.T
S;éore: . ’
. 1-3 = Low self-monitoring
4-5 = Moderately low self-monitoring

€= Moderately high self-monitoring »

8-10 = High self-monitoring ’

Ieel a bit awkward in public and do not show up quite as well as [ should.
I can look anyone in the eye and tell a lie with a straight face (if for a right end).

What Are Your Se:lf-Moniton'ng '

, and then consult the

rent people, | often act like very different persons.
g€ My opinions (or the way | do things) in order to please someone or win their

| have trouble changing my behavior to suit different people and different situations.

SOURCE: Excerpted and adapted from M Snyder and S Gangestad,
Validity,” Journal of Personality and Sodial Psychology, July 1986,p 137.

“On thie Nature of Self-Monitoring: Matters of Assessment, Matters of
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Ofganizétional Identification: A Social Aspect
of Self-Concept with Ethical Implications

The dividing line between self and others is not a neat and precise one. A certain amount of
blurring occurs, for example, when an employee comes to define him- or herself with a spe-
cific organization—a psychological process called organizational identification. According
to an expert on this emerging OB topic, “organizational identification occurs when one
comes o integrate beliefs about one’s organization into one’s identity. Organizational
identification goes to the heart of organizational culture and socialization (recall our dis-
cussion in Chapter 3).

Organizational
identification
Organizational
values or beliefs
become part of
one’s self-identity.

Ry
AR

Ty
Lt

AT P e )

R

7a
e LA
T L T3




- ey
K

Need Hlerarch y Exerclse

First, check each of.the follong statements mdlcatmg whether it represents a baS1c neiec;5 o: :

an enriched want. Then indicate the need or want level each represents: P="P hys1ca T

Emotional, I= Inte]lectual A = Altruistic, . '

B Neéd :Want J -Level(s)_ . r .

. 'Pullmg your hand-back from a hot stove A

’ Wantlng tobe recogmzed asa good person :

- Helping a failing student with homework

. Planmng a vacatlon

3 .lemg to charity

- Giving up heavy smokmg . -

. ‘Feeling good when you've done somethmg well B

Bemg kind to someone you don’t hke | ) } .‘ B

9. Lookmg for mental shmulauon and challenge . .
.Bemgthlrsty _ P g :

Regyingdiscards . T N

. Wanting to have a home and family you can count o on '

. Feeling that' someone has cared about you

: .Followmg safety tules in dnvmg :

.. Learning a.niew skill to expend yqur thrhking- S

. Helping peo.ple'resolve eonﬂictsﬁ -

& Solvmg math probIems

0. \1.0\.&.!1 B N L

- = e el
Q.S\A,m.mmNH

o=y
(o]

- Realizing your full potenhal to contnbute to the betterment of -.
the world

19. Wanting to be taken care of w_hen you’ré‘seﬁously il
20. Having abest friend - ‘
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ST
DI;‘:::E—; DISAGREE  SLIGHTLY  NEUTRAL  SLIGHTLY AGREE
DISAGREE AGREE

1. Money represents one's achievement,
2. Money is a Symbol of success. |
3. Money is the most important goal in my life.
4. Money can buy everything.
5. Money makes people respect you in the community.
6. Money will help you express your competénce and abilities.
7.Money can bring you many friends.
8. Money is honorable.
9. Money gives you autonomy and freedom.
10. Money can give you the opportunity to be what you want to be.
1. Money in the bank is a sign of security.

12. Money means power.

STRONGLY
AGREE

P

SCORING
Money as Achievefnent: Sum up items 1-4.
Money as:Respect: Sum up items 5-8. % ;.= - - -
Money as Fre€dom: Sum up iterns 9—12:

Z

INTERRRETATION S
Money as:Achievement: Higlt = 13-or above. Loy
Mogey as Respect: High =15.6r abo -
Money a5 Freedom: -High; ab 3

If you séored Inghonall three dimensioH: YOU view money 4

noneconomic meariings. This result means that m(méyls Iikely a7
you. . - 0 5 . - . 55N

Source: Adapted from T.L. 'fmg, *The Meaning of Money Rmmlcd," Journal of Orgapizatival Behavior 13
(1982), pp. 197-202. ' ' e -
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Handout 12.2 The Emotional Competen

]

ce Framework

Personal Competence

These competencies determine how we man-
age ourselves.

Self-awareness .
Knowing one’s internal states, preferences,
resources, and intuitions

e Emotional awareness: Recognizing one’s
emotions and their effects

e Accurate self-assessment: Knowing one’s
strengths and limits

e Self-confidence: A strong sense of one’s
self-worth and capabilities

Self-regulation

. Managing one’s internal states, impulses, and

resources

e Self-control: Keeping disruptive emotions
and impulses in check

e Trustworthiness: Maintaining standards of
honesty and integrity

e Conscientiousness: Taking responsibility
for personal performance ’

e Adaptability: Flexibility in handling
change

« Innovation: Being comfortable with novel
ideas, approaches, and new information

Motivation
Emotional tendencies that guide or facilitate

reaching goals

e Achievement drive: Striving to improve or
meet a standard of excellence

e Commitment: Aligning with the goals of
the group or organization

« Initiative: Readiness to act on opportuni-
ties o

« Optimism: Persistence in pursuing goals*
despite obstacles and setbacks

" e Influence: Wielding effective tactics for

Social Competence

These competencies determine how we han-

dle relationships.

Empathy
Awareness of others’ feelings, needs, and con-

cerns

 Understanding others: Sensing others’
feelings and perspectives, and taking an
active interest in their concerns

 Developing others: Sensing others’ devel-
opment needs and bolstering their abilities

o Service orientation: Anticipating, recog-
nizing, and meeting customers’ needs

e Leveraging diversity: Cultivating opportu-
pities through different kinds of people

e Political awareness: Reading a group’s.
emotional currents and power relationships

Social skills
Adeptness at inducing desirable responses in
others

persuasion :

e Communication: Listening openly and
sending convincing messages

e Conflict fnanagemeni: Negotiating and
resolving disagreements

e Leadership: Inspiring and guiding individ-
uals and groups

e Change catalyst: Initiating or managing
change

¢ Building bonds: Nurturing instrumental
relationships '

« Collaboration and cooperation: Working
with others toward shared goals

« Team capabilities: Creating group synergy
in pursuing collective goals

“12.14




heightened interpersonal trust. Customers need to be able to
trust organizations producing the goods and services they buy,
managers need to trust nonmanagers to carry out the organiza-
tion’s mission, and team members need to trust each other in
order to get the job done. As with any other interpersonal skill,
we need to be able to measure and improve our ability to trust
others. This exercise is a step in that direction.

Strongly Disagree

Instructions®”

Think of a specific individual who currently plays an impor-
tant role in your life (e.g., current or future spouse, friend; su-
pervisor, co-worker, team member, etc.), and rate his or her
trustworthiness for each statement according to the following
scale. Total your responses, and compare your score with the
arbitrary norms provided.

Strongly Agree

j—2—3—4—5——6—7—8—9—I0

Overall Trust

1. | can expect this person to play fair.

2. 1 can confide in this person and know she/he desires to listen.

3. | can expect this person to tell me the truth.

4. This person takes time to listen to my problems and wories.

Emotional Trust

5. This person would never intentionally misrepresent my point of view to other people.
6. 1 can confide in this person and know that he/she will not discuss it with others.

7. This person responds constructively and caringly to my problems.

Reliableness

8. If this person promised to do me a favor, she/he would carry out that promise.
9. If | had an appointment with this person, | could count on him/her showing up.
10. | could lend this person money and count on getting it back as soon as possible. -

11. 1 do not need a backup plan because | know this person will come through for me.:

a

ol i & pplof

Total score =

Trustworthiness Scale

77-110 = high (Trust is a precious thing.)
45— 76 = moderate (Be careful; get a rearview MIITor.}

11— 44 = low (Lock up your valuables!)

Questions for Discussion
1. Which particular items in this trust questionnaire are most
central to your idea of trust? Why?

2. Does your score accurately depict the degree to which
you trust (or distrust) the target person?
3. Why do you trust (or distrust) this individual?

366

4. If you trust this person to a high degree, how hard was it
to build that trust? Explain. What would destroy that
trust?

5. Based on your responses to this questionnaire, how would
you rate your propensity to trust? Low? Moderate? High?

6. What are the managerial implications of your propensity
to trust?




Team Piayer Quiz

1.

Ftcar most projects, | prefer to rely on my own skills and abilities rather than work with
others. .

o Strongly Agree -1 point
\9/ Agree — 2 points
© Neither Agree nor D
o Disagree — 4 points

o Strongly Disagree — 5 points
While | am focused on

My personal career success, | do truly support my team members
and want the team to succeed. ’

o Strongly Agree — 5 points
Agree — 4 points
o Neither Agree nor Disagree -- 3 points
o Disagree--2 points
o Strongly Disagree - 1 point

For the most part, 1 belieye that my team members do notwork as hard as | do.
o Strongly Agree — 1 point )

o, Agree — 2 points
g Neither Agree nor Disagree - 3 points
o Disagree — 4 points
© Strongly Disagree - 5 points
1 seek out ways to learn to get along better w
collaborating, to be a better team member.
o Strongly Agree -- 5 points
\/ Agree — 4 points
© Neither Agree nor Disagree - 3 points
o Disagree - 2 points .
o Strongly Disagree — 1 point i
1 tend to come up with the best solutions to the problems my team faces, yet | usually
receive very little of the credit.
‘o . Strongly Agree — 1 point
‘\9/ Agree -- 2 points
o Neither Agree nor Disagree -- 3 points
o Disagree -- 4 points
o  Strongly Disagree -- 5 points
People generally enjoy working with me on a team.
o Strongly Agree —5 points
Agree - 4 points
o Neither Agree nor Disagree — 3 points
o Disagree -- 2 points
o Strongly Disagree - 1 point
I understand that the value of teamwork is the emer
solutions as well as the sharing of the workload.
o_ Strongly Agree — 5 points
V{ Agree - 4 points
o Neither Agree nor Disagree — 3 points
o Disagree - 2 points
o Strongly Disagree — 1 point _ _ o
The reality of the workplace requires me to work in teams — even if 1 do not like it.
o, Strongly Agree -- 1 point
Agree -- 2 points )
o Neither Agree nor Disagree -- 3 points
o Disagree -- 4 points
‘o Strongly Disagree - 5 points _ ‘
| always end Spycarryi%g my team and it's disappointing that | do not receive more credit
for doing so.

o Strongly Agree -- 1 point

isagree — 3 points

ith people and to do a better job of

gence of new ideas and creative

From CareerBuilders.com ‘ '
http://www.quintcareers.coni/team _player_qu1z_sconng.hhn1




Team Player Quiz

o Agree -2 points
Neither Agree nor Disagree — 3 points
o Disagree - 4 points
o Strongly Disagree — 5 points ,
10. 1.am very flexible and can quickly adjust to new situations and changing demands of the
team apd team leader. .
\? Strongly Agree — 5 points
o Agree — 4 points )
o Neither Agree nor Disagree -- 3 points
o Disagree -2 points
o Strongly Disagree — 1 point

Results:

Add up your points. If you scored... %%__

 40-50: You're a great team player! You understand the value and importance of collaboration.
?0:0-%%1?3:‘22l;rc:c?dal:::;fﬁ;yer. You recognize the value and importance of teamwork, but
!:a\ég-ggt: cY“g:e'r: j?xsstte;e:&b::;g:rfs:;:m;%aégr Sp'g{lt:nce that most organizations place on
tOealjrr‘\sd'eyr(;uo?ﬁugz:;?dv(\l)%ﬁ:::ar?na;::;‘gg zou either have to invest a lot of time and effort to learn
how to be a better team player - or go into business for yourself.

CareerBuilders.com _ '
anfgp?/www.quintcareers.com/team _player_qmz_sconng.html
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Teams and me_nwork

ANALYZING IN-CLASS PROJECT TEAMS

For each 01:' the following statements about in-class task groups, indicate how strongly you agree or
disagree, using the scale below. There are no right or wrong answers, just preferences.

Strongly Agree = 5; Agree = 4; Neutral = 3; Disagree = 2; Strongly Disagree = 1 oo

L MYPﬂmarYgoalmatmmprOJectxstogetanA,and1mﬂworkashardaslneedtomorderto
make that happen. qg

2. While this project is lmportant, I have a lot of other classes and responsibilities. L]

3. Tlike to have projects completed in a timely fashion, rather than finishing things at the last minute. L{
4. How a project looks is just as important as what it says. 5

5. It's important to me that everyone in the group does their share. 5

6. Iprefer clearly defined areas of responsibilities rather than joint efforts. Just tell me what to do, and I ’
will go do it. 6

7. 1 like groups where everyone gets together and spends time discussing the project and possible
solutions. This is an important part of the learning process to me. {

8. I want our group meetings to be as few and as short as possible. I'm more interested in getting the
job done than getting to know people in my group. Lct's just keep to the task at hand. %

9. Networking 1s an 1mportant part of class group activities. I've met some of my best friends through
in-class groups. U|

10. If I disagree with my group's approach, I will speak up. After all, my name will also be on the project. 5/

SCORING: Compare the numerical differences between your score for each question and the scores of
other members of your group. For example, if you scored a question a 2, and someone else in your group
scored it a 5, the difference would be 3. The size of the difference will help you determine whether the
members of your group have similar approaches to in—class group activities. Y 7>

DISCUSSION QUESTIONS -
1. Have you ever used any of these factors to help develop an in-class task team? Which ones and
why? Are there any other factors that you think need to be considered when developing an in-

class task team?

2. Looking back on conflict issues that arose in previous team experiences, did any of them come
from differences in response to the issues presented here?

3. Would compatibility on these issues create a more productive team? Why or why not?
4. In analyzing what makes a team productive for you, which issues are the most important?

5.. Would you want a team made up of people who match you on all dimensions? Why or why
not?
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What I Want from My Job
Determine what you want from 2 job by circling the level of importance of each of the f_o.llowing job rewards.
Very ‘ Very
{mportant Important Indifferent Unimportant  Unimportant
1. Advancement
opportunities 5 ‘(:1 3 2 1
2. Appropriate company
policies @ 1
3. Authority 5 4 ) 2
4. Autonomy and freedom
onthejob - 5 » @ 3 2 1
5. Challenging work 5 @ 3 2 1
6. Company reputation 5 @ 3 2 1
~ 7. Fringe benefits 5 @ 3 2 1
8. Geographic location 5 @ 3 2 1
9. Good co-workers 5 @ 3 2 1
"10. Good supervision 5 &) 8 2 1
11. Job security 5 4 ©® 2 1
12. Money ® 4 3 2 1
.| 13. Opportunity for
self-development 5 (a) 3 2 1
14. Pleasant office and working '
conditions 5 @ 3 1
15. Performance feedback 5 4 @ ' 1
16. Prestigious job title 1)) 3 2
17. Recognition for doing a y
good job 5 YD) 3 2 1
18.. Responsibility 5 4 3 2 1
19. Sense of achievement 5 @ 3 2 1
20. Training programs 5 4 @ 2 1
21. Type of work 5 4 (@ 2 1
22. Working with people 5 @) 3 2 1
Tk
gl
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. | Measuring Perceived Fair
OB Exercise Interpersonal Treatment

Instructions
Indicate the extent to which you agree or disagree with each of the foll
organization is like most of the time.Then compare your overall score wi

owing statements by considering what your
th the arbitrary norms that are presented.

Strongly
Agree  Agree

Strongly
Disagree Disagree - Neither
I. Employees are praised for good work. ! 2 3
2. Supervisors do not yell at employees. 1 2 ®
3. Employees are trusted. ] 2 3
4. Employees’ complaints are dealt with effectively. I 2 3
5. Employees are wreated with respect. | 2 3
6. Employees’ questions and problems are responded to quickly. | 2 C3)
7. Employees are treated fairly. | 2 3
8. Employees’ hard work is appreciated. | &
9. Employees’ suggest}on-s are used. | 2
10. Employees are told the truth. ! 2 3
A Total score = < (5

A.b..n.u.n.:..:.@,b_@)
mmmmm@@mmm

Arbitrary Norms
Very fair organization = 38-50
Moderately fair organization = 24-37 ‘
Unfair organization = 10-23

SOURCE: Adapted in part from MA Donovan,
rment and Validation of a Measure of Interpersonal

a

F Drasgow, and L J Munson, “The Perceptions of Fair Interpersonal Treatment Scale: Develop-
Treaument in the Workplace,” Journal of Applied Psychology, October 1998, pp 683-92

Motivation, according to Vroom, boils down to the decision of how much effort to ex-
ertin a specific task situation. This choice is based on a two-stage sequence of expectations
(effort—performance and performance—outcome). First, motivation is affected by an in-
dividual’s expectation that a certain Jevel of effort will produce the intended performance
goal. For example, if you do not believe increasing the amount of time you spend studying
will significantly raise your grade on an exam, you probably will not study any harder than
usual. Motivation also is influenced by the employee’s perceived chances of getting vari-
ous outcomes as a result of accomplishing his or her performance goal. Finally, individu-
als are motivated to the extent that they value the outcorhes received. '

Vroom used a mathematical equation to integrate the above concepts into a predictive
model of motivational force or strength. For our purposes however, it is sufficient to define
and explain the three key concepts within Vroom’s model—expectancy, instrumentality,

and valence.

Expectancy

An expectancy, according to Vroom’s terminology, represents an individual’s belief that a
particular degree of effort will be followed by a particular level of performance. In other
words, it is an effort—performance expectation. Expectancies take the form of subjective

'

Expectancy

Belief that effort

leads to a specific

jevel of performance.
247
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%lf-Assessment 12.1: Assessing Your Intri

| |

INSTRUCTIONS: The following survey was designed
to assess your intrinsic and extrinsic motivation.

There are no right or wrong answers to the staterqents.
Circle your answer by using the rating scale provided.
After evaluating each of the survey statements, complete
the scoring guide.

10.

Copyright © 2016 McGraw-Hill Education. All rig
Education.

- I'enjoy trying to solve complex problems...............c........

. The more difficult the problem, the more I enjoy trying
O SOIVe b oo

I'want my work to provide me with opportunities for

increasing my knowledge and skills.........................

Itis important for me to have an outlet for self-expression........

I'am strongly motivated by the grades I can earn
I'am keenly aware of the GPA goals I have for myself.

I'am strongly motivated by the recognition I can earn from

Other PEOpE...........ovveieieeeeee

I'want other people to find out how good I really can be at
my work

<

ic/Extrinsic Motiv

Strongly disagree

ol

ation

o
o
S
0
v
2
)
c
o
-
L
n

Neither agree nor disagree

()
w

@ Agree
W

Disagree

[\
BN
W

[\
W
N
W

N N
w @
I NN
@ v




Intrinsic Motivation (add items 1 to 6)

Extrinsic Motivation (add items 7 to 12) N

Comparative Norms:
i/tlltrtDSlc M(?tiv.ation: Total score of 6 - 12 = Low Intrinsic Motivation; Total score of 13-24 =
edium Intrinsic Motivation; Total score of 25 - 30 = High Intrinsic Motivation

Extrinsic Motivation: Total score of 6 — 12 =Low Extrinsic Motivation; Total score of 13 —24
sic Motivation

= Medium Extrinsic Motivation; Total score of 25 — 30 = High Extrin

A. Hennessey, and Elizabeth M.

d Extrinsic Motivational
p- 950-967

Source: Adapted from Teresa M. Amabile, Karl G. Hill, Beth

Tighe, The Work Preference Inventory: Assessing Intrinsic an
Orientations,” Journal of Personality and Social Psychology, May, 1994, p

/\_/"—"‘x— ww/——-——
Questions

1) True o? Paige enjoys trying to solve com

to continue offering her opportunities that will increase
e would score highly on extrinsic motivation.

plex problems at work. She wants her employer
her knowledge and skills. Based on the

self-assessment, Paig
Answer: False. Paige would score highly on intrinsic motivation pursuant to survey items 1 and 3.
m, success means doing better than other people. He is
e can earn from other people, and is concerned about

assessment, Matt would score highly on which

2) - Mattis very competitive at work. To hi

strongly motivated by the recognition h

how people react to his ideas. Based on the self-

dimension of motivation:
a. Intrinsic.

54

n. All rights reserved. No reproduction or distribution without the prior written consent of McGraw-Hill

Copyright © 2016 McGraw-Hill Educatio
Education.




Instructions: The following survey was designed to assess
your acquired needs within your current organization. If you are not
currently working, consider a previous job when completing the

u
. p
survey. There are no right or WIong answers to the statements. Circle b
your answer by using the rating scale provided. A fter evaluating each 3
of the survey Statements, complete the scoring guide. -
=
[o]
Achievement &
1. I'do my best work when my job assignments are fairly difficult.......... 1
2. Ttry very hard to Improve on my past performance at work............... 1
3. I'take moderate risks and stick my neck out to get ahead at work.... . ]
4. Ido not avoid any added responsibilities on my job............. .. 1
5. Ttry to perform better than my co-workers........................... 1
Affiliation
6. When I have a choice I try to work in a group instead of by myself...... 1
‘ 7. Ipay a good deal of attention to the feelings of others at work........ 1
8. Iprefer to work with others rather than alone......... ... 1
9. Ido not express my disagreements with others openly..................... 1
! 10. I find myself talking to those around me about non-business related
‘ FABTERIS: i 5 11 5 505 5 5508 s « e s S50 S50 e + s s €, ]
“ Power
: 11. I seek an active role in the leadership of a grOUD. ..o 1
12. I'try to influence those around me to see things my way................. . 1
13. I find myself organizing and directing the activities of others. ... 1
' 14. I strive to gain more control over the events around me at work......... 1

30

Education.

Self-Assessment 5-1: What Is the Status of My Acquired Needs?

w Neither Agree nor Disagree

to Disagree

N
©
S

2‘3/&‘5
2 3 (3
2(3) 4
2(3 4

WL Strongly Agree

W W

(9]

J Copyright © 2016 McGraw-Hill Education. All rights reserved. No reproduction or distribution without the prior written consent of McGraw-Hill
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| Exercise What Is Your Business Etiquette?

tructions
Business etiquette i
- the following questions.
£ nswers listed in note 1
;.finterpret your results.

s etiquette by answering
by reviewing the correct
at the end of the test to

mpetence. Test your busines
item, calculate your score
k.'? Next, use the norms

s one component of communication €0
Afcer circling your response for each
9 in the Endnotes section of the boo

m

oss, I'd like you to meet our client, Mr Smith”

PR
TRy

"I. The following is an example of a proper introduction:“Ms B

. Tue False
; 7. If someone forgets to introduce you, you shouldn’t intraduce yourself; you should just let the conversation
. continue. :
True False
3. If you forget someone’s name, you should keep talking and hope no one will notice.This way you don’t
3 embarrass yourself or the person you are talking to.
True False
£ 4. When shaking hands, a man should wait for a woman to extend her hand.
" True False
£ 5. Who goes through a revolving door first?
a. Host  b. Visitor

phone in office bathrooms,

"6. It is all right to hold private conversations, either in person or on2 cell

elevators, and other public spaces.

True False
- 7. When two US businesspeople are talking to one another, the space between them should be approximately
E o 15feet b 3feet ¢ 7 feet
i_. 8. Business casual attire requires socks for men and hose for women.
: True False
¥ ‘ 9. To signal that you do not wanta glass of wine, you should turn your wine glass upside down.
3 True False
10. If a call is disconnected, it's the caller’s responsibility to redial.
3 True False
' I1. When using a speakerphone, you should tell the caller if there is anyone else in the room.
True False
—
12. You should change your voicemail message if you are going O be out of the office.
E True False '
- Arbitrary Norms L .
(] correct): Consider buying an etiquette book or hiring a coach to help you polish

Low business etiquette
your professional image-

Moderate business etiquette (58 correct): Look for a role mi
improve your business etiquette.

odel or mentor, and look for ways you can

High business etiquette (9-12 correct): Good for you.You should continue to practice good etiquette and look

for ways to maintain your professional image.

SOURCE: This test was adapted from material contained in M Brody,“TestYour Etiquette;” Training & Development, February 2002, pp 64-66.
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1. During conversations I often use eye contact

[\
(%]
BN
o

Toften initiate new topics during conversations.......... N 1 2 3 4 @

3. During conversations I do not feel the

need to interrupt the person
speaking

.......................................................... ool 2

>
N
(9,
o™

I'try to regulate the speed of my speech based on the audience..] 2 @ 45

While speakmg I rarely fidget or play with things (e.g., pencil,

rings, hair, ete).........ooooiooioiee 1 2 @ 4 5 Q)
6. While speaking I avoid pauses, silences, “uh,” etc................. ] 2 @ 4 5
7. While speaking try to exude vocal confidence; I am not too

tense or nervous sounding. ... 1 2 @ 4 5 %
8. During conversations I ask follow-up questions.................... 1 2 @ 4 5

9. Itry to encourage the people I am speaking with to join in the
topic of conversation

10. T try to include the use of humor or stories in my conversations...] 2 @ 4 5

11. During conversations I try to not talk too much about
EOYSBLE: corss s 5608 1mms a5 s g 2 3 4 O

12. I try to control the volume at which I speak (neither too loud nor ' k V
too soft)

.................................................................... 1 2 3 4 @
Scoring: ' '

Compute the total of all items U l'_\"

44
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porsonal Awareness and Growth Exercise

7
2

BODjectives

F1. Toassess your listening skills.

: 7. To develop a personal development plan aimed al in-
B creasing your listening skills.

¥ ntroduction

Listening is a critical component of effective communication-
B nfortunately, research and case studies suggest that many of
R \s are not very good at actively listening. This is particularly
8 bad in light of the fact that managers spend more time listen-
; jng than they do speaking or writing. This exercise provides

g Listening Skills Survey
| = strongly disagree

"2 = disagree

3 = neither agree nor disagree
-4 = zgree )

= strongly agree

is saying-

g 5. lwneout dry speakers.
: 6. have a hard time paying actention to boring people.

X 7. lcan tell whether someone has anything useful to say befor

2 message.

8. 1 quit fistening to 2 speaker when | thifnk he or she has nothing interesting to say.
9. | get emotional or upset when speakers make jokes about issues or things thatare

important to me.

I3. 1 get distracted when fistening to others.

14. | deny or ignore inforrmation and comments that go against
15. 1 do not seek opportunides to challenge my listening skills.
16. 1 do not pay attention to the visual aids used during lectures.
17. 1 do not wke notes on handouts when they are provided.

Toual score = ﬁ(g

Assessing Your Listening Skills

E 1. 1daydream or dhink about other things when listening to others.
& 2 1do not mentally summarize the ideas being communicated by 2 speaker.
3. 1do not use a speaker’s body language or tone of voice to

4. llisten more for facts than overall ideas during classroom lectures.

10. | get angry or distracted when speakers use offensive words.
I1. 1 do not expend a lot of energy when fistening to others.
12 | pretend to pay attention to others even when I'm not really listening-

you the opportunity to assess your listening skills and develop
a plan for improvement.

Instructions

The following statements reflect various habits we use when
Jistening to others. For cach statement, indicate the extent to
which you agree or disagree with it by selecting one number
from the scale provided. Circle your responsc for each state-
ment. Remember, there are no right or wrong answers. After
completing the survey, add up your total score for the 17 items,
and record it in the space provided. 3

| —D—3—4—5
|—2—3—4—5

| —3—3—4—5
| —2—3—@-5
| —2—3—4—5
| —2—3—%-5

help interpret what he or she

e he or she finishes communicating

§ o3 35
) —2— 325
1—2—3)—4—>5
| —2—@—4—5
my thoughts and feelings. TR, (N R
}—2—3—#45
1—2—G3>4—5
1—2—3 5

Preparing a Personal Development Plan
I. Use the following norms to evaluate your listening skills:

17-34 = good listening skills
r\) 35-53 = moderately good listening skills

Fa 0 _ o Vrranina chille

How would you evaluate your Listening skills?

2. Doyou agrce'with the assessment of your listening skills?
Why or why not?

3. The 17-item listening skills survey was developed to as-
sess the extent to which you use the keys to effective lis-
tening presented in Table 14-2. Use Table 14-2 and the

A FVTESSRNTA
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At 0 e syt e, .

- ). To assess your readiness for the Jeadership role.

Personal Awareness and Growth Exercise

How Ready Are You to Assume the Leadership Role?

Objectives Instructions

For cach statement, indicate the cxtent to which you agrec or
disagree with it by sclecting onc numbér from the scale pro-

2. To coasider the implications of the gap between your ca- vided. Circle your response for cach statement. Remembex,

reer goals and your readiness to lead.
Introduction
i space prov:ded.
Leaders assume multiple roles. Roles represent the expecta- j = disagree
tions that others have of occupants of a position. It is impor- fom 5"“’"3'7

tant for potential leaders to consider whether they are ready for
the Jeadership role because mismatches in expectations or
skills can derail a leader’s effectivencss. This exercisc assesses
your readiness to assume the leadership role.”*

4 = agree
5 = strongly agree

l. kis m[oyzﬂehzvhgpeoplecmmonmforidwznd'wggesﬁom
2. j would be accurate to say that | have inspired other people.

g R ksagoodpncbcetozskpeoplepmvoouvequesoonsaboutd’reirwork

4. It’s easy for me to compliment others.
S I&emd»eerpeopleupevmwbennyownspm:redm

6. Whatmytwnacmmpisbatsmrewomntﬂnnnypersonalgloq

7. Many people imitate my ideas.

8. Building team spirit is important to me.

9. I'would-enjoy coaching other members of the team. -

10. ltlslnportznttometomcogmzeodmrsfor(harzccompﬁshmenm

il lwodden,oymteﬂzmgvmtorswmyﬁmeveni’nmtederedwvdlmy
completing a report.

12, kwmﬂdbefunformetorepmszmmytamatgzdvmngsoumdeourdep:mnenc.

13. Tbeproblenuofmytammateszremyproblermtpo.

I4. Resolving conflict is an activity | enjoy.

i5. lwouldcoopmtemdlanod)erwmd)eorx:mnuoneveniﬂdingmedmdndre
position taken by its members.

16. 1am an idea generator on the job.

17, ksﬁmformewbargamwbetwlhzvetheowornnq

18. Team members Jisten to me when | speak.

19. Peop!ehveas!edmewzsmmed)eleaders}upofmaqusevenlwnesmmyﬁfe.

20. I've always been a convinding person.
Total score:

Norms for Interpreting the Total Score™

90-100 = high readiness for the leadership role
60-89 = moderate readiness for the leadership role
40-59 = some uneasiness with the leadership role
39 or less = low readiness for the leadership role

(hmectinng for Dicengsion

3 = neither agree nor disagrec

- there are no right or wrong answers. After completing thic sur-
vey, addyounoulsoomfor!hc?.ﬂ:tems,andrwordnm the

|l—2—3—3—5
|—2—¢)—4—S5
1—2—(3—4—S5
—E—3——F
l—2—3— g
l—2=0—4—5
l—2—3—(3 5
I—Z—-®—_4ﬁ5
l—2—3—{3) 5
—2—Q—4__ 5
l—2—3_ @
—2—3 3
'——2—3%:5‘
l—2—3-—Q 5
I ——2-——(5——4“5
—2—3——s
| —2—03—4—35

l—2—3 Qs
—2—3 (45

ments Camf““)’—PamGllaﬂy lhosc wnh low responses—
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The MBTI®instrument reports your preferences on four dichotomies.
There are two opposite preferences on each dichotomy, as shown below.

E~l Dichotomy

Where you focus
your attention

E Extraversion
People who prefer Extraversion tend to focus their attention
on the outer world of people and things.

I Introversion
People who prefer Introversion tend to focus their attention
on the inner world of ideas and impressions.

S$—N Dichotomy

The way you take
in information

S Sensing
People who prefer Sensing tend to take in information
through the five senses and focus on the here and now.

N Intuition
People who prefer Intuition tend to take in information from
patterns and the big picture and focus on future possibilities.

T-F Dichotomy

The way you make
decisions

T Thinking
People who prefer Thinking tend to make decisions based
primarily on logic and on objective analysis of cause and effect.

F Feeling

Peaple who prefer Feeling tend to make decisions based
primarily on values and on subjective evaluation of person-
centered concerns.

J-P Dichotomy

How you deal with
the outer world

) Judging

People who prefer Judging tend to like a planned and organized

P Perceiving
People who prefer Perceiving tend to like a flexible and spon-

taneous approach to life and prefer to keep their options open.

approach to life and prefer to have things settled.

YOUR REPORTED TYPE AND PREFERENCE CLARITY CATEGORY

Your reported type comprises four letters representing
the four preferences you chose. Your preference clarity

the greater number of points, and record that letter
and number in the “Your Reported Type” column.

category (pcc) shows how consistently you chose one 2. For each dichotomy, circle in the chart below the range

preference over the other. High points indicate a clear

that includes the number next to your preference.

reference; note, however, that the pcc does not measure . , T e
P p 3. Identify the preference clarity category (“slight,

abilities or development. To determine your pcc, follow

these steps:

1. Refer to the “Points” chart on page two of the answer
sheet. For each dichotomy, identify the preference with

YOUR
REPORTED TYPE

G
2/
—
vil

“moderate,” etc.) shown above each circled range and
record it below. If you did not answer all of the items,
your points may be lower than the lowest range of
numbers on the chart. If so, use “slight” as your pcc.

PREFERENCE CLARITY CATEGORY

Raw Points Ranges
Slight  Moderate  Clear  Very Clear

YOUR PREFERENCE CLARITY CATEGORY

> 1 [ =13 - » E

g E-l |/ 11-13 ) '_4 16 17-19 20-21

£ SN ["Tis | (16204 2124 | 25-26

I A - 1 ' 19- ik

5 T-F 1214 | (is-18_f 1922 23-24

o jp " 11-13 14-16 17-20 20-22
N—

Each type, or combination of preferences, tends to be
characterized by its own interests, values, and unique gifts.
On the back of this page is a brief description of each of
the sixteen types. Find your reported type and see whether
the description fits you. If not, the person who adminis-
tered the MBTI® instrument to you can help you identify

OROK(
cpp 1055 Joaquin Road, 2nd Floor * Mountain View, California 94043 + 800-624-1765

a better-fitting type. Whatever your preferences, you may

preferences. For a more complete discussion of the sixteen
types and applications, see Introduction to Type®, 6th ed.

with Myers, P. B., 1995, Davies-Black® Publishing).

still use some behaviors that are characteristic of contrasting

(Myers, 1. B., 1998, CPP, Inc.) or Gifts Differing (Myers, 1. B.,

*  WWW.Cpp.com 6134
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CHARACTERISTICS FREQUENTLY ASSOCIATED WITH EACH TYPE

Sensing Types Intuitive Types

ISTJ

Quiet, serious, earn success by
thoroughness and dependability.
Practical, matter-of-fact, realistic,
and responsible. Decide logically
what should be done and work
toward it steadily, regardless of
distractions. Take pleasure in
making everything orderly and
organized—their work, their
home, their life. Value traditions

and loyalty.

ISFJ

Quiet, friendly, responsible, and
conscientious. Committed and
steady in meeting their obliga-
tions. Thorough, painstaking,
and accurate. Loyal, considerate,
notice and remember specifics
about people who are important
to them, concerned with how
others feel. Strive to create an
orderly and harmonious envi-
ronment at work and at home.

INFJ

Seek meaning and connection

in ideas and relationships, and
material possessions. Want

to understand what motivates
people and are insightful about
others. Conscientious and
committed to their firm values.
Develop a clear vision about how
best to serve the common good.
Organized and decisive in im-
plementing their vision.

INTJ

Have original minds and great
drive for implementing their
ideas and achieving their goals.
Quickly see patterns in external
events and develop long-range
explanatory perspectives. When
committed, organize a job and
carry it through. Skeptical and
independent, have high standards
of competence and performance
—for themselves and others.

ISTP

Tolerant and flexible, quiet ob-
servers until a problem appears,
then act quickly to find workable
solutions. Analyze what makes
things work and readily get
through large amounts of data
to isolate the core of practical
problems. Interested in cause
and effect, organize facts using
logical principles, value
efficiency.

ISFP

Quiet, friendly, sensitive, and
kind. Enjoy the present moment,
what's going on around them.
Like to have their own space and
to work within their own time
frame. Loyal and committed to
their values and to people who
are important to them. Dislike
disagreements and conflicts, do
not force their opinions or values
on others.

INFP

Idealistic, loyal to their values and
to people who are important to
them. Want an external life that

is congruent with their values.
Curious, quick to see possibilities,
can be catalysts for implementing
ideas. Seek to understand people
and to help them fulfill their po-
tential. Adaptable, flexible, and
accepting unless a value is
threatened.

INTP

Seek to develop logical explana-
tions for everything that interests
them. Theoretical and abstract,
interested more in ideas than in
social interaction. Quiet, con-
tained, flexible, and adaptable.
Have unusual ability to focus in
depth to solve problems in their
area of interest. Skeptical, some-
times critical, always analytical.

ESTP

Flexible and tolerant, they take a
pragmatic approach focused on
immediate results. Theories and
conceptual explanations bore
them—they want to act energet-
ically to solve the problem. Focus
on the here and now, sponta-
neous, enjoy each moment that
they can be active with others.
Enjoy material comforts and
style. Learn best through doing.

ESFP

Outgoing, friendly, and accepting.
Exuberant lovers of life, people,
and material comforts. Enjoy
working with others to make
things happen. Bring common
sense and a realistic approach to
work, and make work fun. Flexi-
ble and spontaneous, adapt
readily to new people and envi-
ronments. Learn best by trying a
new skill with other people.

ENFP

Warmly enthusiastic and imagina-
tive. See life as full of possibilities.
Make connections between events
and information very quickly, and
confidently proceed based on the
patterns they see. Want a lot of
affirmation from others and
readily give appreciation and sup-
port. Spontaneous and flexible,
often rely on their ability to im-
provise and their verbal fluency.

ENTP

Quick, ingenious, stimulating,
alert, and outspoken. Resourceful
in solving new and challenging
problems. Adept at generating
conceptual possibilities and then
analyzing them strategically.
Good at reading other people.
Bored by routine, will seldom do
the same thing the same way, apt
to turn to one new interest after

ESTJ

Practical, realistic, matter-of-
fact. Decisive, quickly move to
implement decisions. Organize
projects and people to get things
done, focus on getting results in
the most efficient way possible.
Take care of routine details. Have
a clear set of logical standards,
systematically follow them and
want others to also. Forceful in
implementing their plans.

ESFJ

Warmhearted, conscientious, and
cooperative. Want harmony in their
environment, work with determina-
tion to establish it. Like to work with
others to complete tasks accurately
and on time. Loyal, follow through
even in small matters. Notice what
others need in their day-to-day
lives and try to provide it. Want to
be appreciated for who they are
and for what they contribute.

ENFJ

Warm, empathetic, responsive,
and responsible. Highly attuned
to the emotions, needs, and moti-
vations of others. Find potential

in everyone, want to help others
fulfill their potential. May act as
catalysts for individual and group
growth. Loyal, responsive to praise
and criticism. Sociable, facilitate
others in a group, and provide
inspiring leadership.

another.
Frank, decisive, assume leader-

ENTJ
ship readily. Quickly see illogical
and inefficient procedures and
i policies, develop and implement
| comprehensive systems to solve
i organizational problems. Enjoy
+ long-term planning and goal set-
. ting. Usually well-informed, well-
*read, enjoy expanding their knowl-
iedge and passing it on to others.
‘forceful in presenting their ideas.

\S

MBTP Form M Report Form Copyright 1998 by Peter B. Myers and Katharine D. Myers. All rights reserved. No portion of this publication may be
reproduced, stored in a retrieval system, or transmitted in any form or media or by any means, electronic, mechanical, photocopying, recording,
or otherwise, without the prior written permission of CPP.

Myers-Briggs Type Indicator, MBTI, the MBTI logo, and Introduction to Type are trademarks or registered trademarks of the Myers-Briggs Type
Indicator Trust in the United States and other countries. Davies-Black and the CPP logo are registered trademarks of CPP, Inc.

11 10 09 08 07 20 19 I8 (7 16 I5 14




