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KNOW THYSELF / UNDERSTANDING SELF 

      Self discovery stems from the concept ‘Know Thyself’ Know Thyself’ is a term coined by 

Socrates, the great Greek philosopher meaning ‘Know Yourself’ Humans tends to put on 

multiple personalities for different people at different times. To get rid of one’s own false self – 

images, one should be able to have a through self – knowledge. 

     To know one self is to know one’s true identity. In addition, to know oneself is being true to 

oneself and living for one’s purpose. It is impossible to understand others unless a person has 

understood himself. Corporate life has become complex. One needs to work with people of 

different regions, languages and cultures. What others perceive one to be and how best he copes 

with it by eliminating his weaknesses relate to a fundamental issue of self discovery.  

INTRODUCTION TO SOFT SKILL 

     Soft sill are a combination of people skills, social, skills, communication skills, character or 

personality traits, attitudes, career attributes, social intelligence and emotional intelligence 

quotients, among others, that enable people to navigate their environment, work well with others, 

perform well, and achieve their goals with complementing hard skills.  

DEFINITION 

             The Collins English Dictionary defines the term’ Soft Skills’ as “Desirable qualities for 

certain of employment that do not depend on acquired knowledge: they include common sense, 

the ability to deal with people, and a positive flexible attitude. 

      Soft Skills is a term often associated with a person’s ‘EQ’ (Emotional Intelligence Quotient), 

the cluster of personality traits, social graces, communication, language, personal habits, 

friendliness, and optimism that characterize relationship with other people. Soft skills 

complement hard skills which are the occupational requirements of a job and many other 

activities. 

WHAT ARE SOFT SKILLS? 

     Soft Skills are important for everybody to learn, for both their personal and professional life. 

They refer to a set of attributes that every working person needs to career. They are different 

from ‘Hard Skills’, which refer to trade skills and subject matter expertise- like programming, 

accounting, financial analysis or chemical engineering- any special knowledge or skill you 

would need to perform your job. Soft Skills includes leadership, interpersonal skills, critical 

thinking, problem solving, and many more. They play a huge role in your career development, so 

it is important to learn and progress in as many as possible. We have assembled a few of the 

most important. 

 



LIST OF SOFT SKILLS ON YOUR RESUME OR COVER LETTER 

1. Effective communication skills 

2. Team work 

3. Dependability 

4. Adaptability 

5. Conflict resolution 

6. Flexibility 

7. Leadership 

8. Problem solving 

9. Research 

10. Creativity 

11. Work ethics 

12. Integrity. 

IMPORTANCE OF SOFT SKILLS 

       Soft Skills play an important role in resume writing, interviewing, and finding success in 

communicating with people at work and in other areas of life. For example, as you look for jobs, 

you may find that many employers list specific soft skills on their job posts required or desired 

sections. A job posting for a unman Resource associate may list Attention on detail as a desired 

trait, while a job for a Marketing Specialist could list Leadership and Great communication 

skills. 

1. COMMUNICATION 

            Effective communication skills with be helpful through the interview Process and  in 

your career overall. The ability to communicate involves knowing how you should speak to 

others in different situations or settings. For example, when working with a team on a project, 

you may need to communicate when you believe an idea or process ineffective. Finding a way to 

tactfully and skill disagree with that employers value related communication skills are, 

1. Active listening 

2. Confidence 

3. Conflict Resolution 

4. Organization. 

 

 

 



2. PROBLEM SOLVING 

          Employers highly value people who can resolve issues quickly and effectively. That may 

involve calling on industry knowledge to fix an issue immediately as it occurs, long term 

solution, related problem solving skills, 

1. Creativity 

2. Research 

3. Risk Management 

4. Team work 

3. CREATIVITY 

      Creativity is a broad ability incorporating many different skills sets including other soft skills 

and technical skills. Employees with creativity can find new ways to perform tasks, improve 

processes or even develop new and exciting avenues for the3 business to explore. Creativity can 

be used in any role at any level. Related creativity skills, 

1. Curiosity 

2. Learning from others 

3. Open mindedness 

 4. Taking calculated risks. 

4. ADAPTABILITY 

      How easily do you adapt to change? If you are working in a technology driven field or 

startup, adaptability is especially important. Changes in processes, tools or clients you work with 

can happen quickly. Employees who are capable of adapting to new situations and ways of 

working are valuable in many jobs and industries. Related adaptability skills, 

1. Consistency 

2. Organization 

3. Optimism 

4. Flexibility 

 

 



5. WORK ETHIC  

          Work ethic is the ability to follow through on tasks and duties in a timely, quality manner. 

A strong work ethics will help ensure you to develop a positive relationship with your employer 

and colleagues, even when you are still developing technical skills in a new job. Many 

employers would rather work with someone who has a strong work ethic and is eager to learn 

than a skilled worker who seems unmotivated. Related work ethic skills, 

1. Attention to detail 

2. Integrity 

3. Persistence 

4. Time management. 

6. SELF DISCOVERY 

     Self Discovery and Awareness means understanding one’s thoughts, feelings, value and 

background and how they impact the success of the interaction and relationship, or how they 

may influence one’s work. It is recognizing one’s own biases by tracing them to their origins, 

through reflection and by noticing one’s own behavior- and then intentionally seeking a way 

forward that positively impacts the interaction and relationship. It means maintaining new ways 

of thinking and acting when situations become difficult in times of urgency. 

7. PERSONALITY 

         Personality comes from the Latin word persona meaning mask. Personality is made up of 

the characteristics patterns of thought, feelings, and behaviors that make a person unique. 

Personality arises from within the individual and remains fairly consistent through life. 

Personality is all about the most essential psychological aspects of a person’s life our thoughts, 

feelings, motives, skills and behaviors. Personality is what distinguishes one from the other. 

CHARACTERISTICS OF PERSONALITY 

     Unique personality is unique and specific for every person; they have their own pattern of 

behavior for every situation. Even identical twins have their own unique personality. 

 A person’s character and identity is built up by the patterns of thoughts, feelings, and 

behavior physiological personality is influenced by the environmental factors. 

 Personality is the result and product of social and cultural forces of the environment.  

 Personality includes all behavior patterns – cognitive, effective and psychomotor skill. 

 Dynamic personality is a continuously evolving and often modifies itself depending on 

the social integration that an individual undergoes. 



KINDS OF SELF 

          Each of us has different kinds of self based on the level of self discovery by the self and 

others. There are basically three types of self. Perceived self is the set is the self perceived by 

others- formed on the basis of the opinions and impressions others had about a person. 

This opinion may or may not be true. Perceived self is often linked to a person’s appearance. 

Perceived self is underpinned bt four perception features: identities, traits competencies and 

value. Idea self is the person who wants to be. The ideal self is an idealizes version of yourself 

created out of what you have learned from life role models. It defines the kind of person one 

would like to be. 

     Real self is actual self a package of our belief, value, emotional and behavioral and skills 

evolving and developing. Self awareness is the ability to see ourselves with our own eyes. We 

must be aware of them to become effective and happy in life. 

IMPOERANCE 

         “Who are you representing? Where are you from? Acknowledge your past. Reflect on what 

has happened to bring us to where we are and where we want to go .Our history since 

colonization has been quite dark and in many cases in order to go forward, we all have to 

acknowledge and reflect upon what happened, to heal. Then we can go forward. All of us have to 

start changing personality, for ourselves, in order for things around us to change. Self awareness 

shows respect, and you often the gift of your own awareness of your thoughts and feelings; your 

background. This connects us” 

     Values taking the time to define your interests and values can help you with the personal 

development process, as well as help you answer questions such as “What do I want to do with 

my life”? 

IDENTIFY YOUR VALUES 

      1. Looking back on my life, when was I the happiest? 

          (A) What was I doing?  (B) Who was I with?  

          (C) What other factors influenced feeling happy? 

    2.  Looking back on my life, when was I the most proud? 

         (A) What was I proud of? (B) Did others share in my pride? 

         (C) What others factors influenced feeling good? 



      Based on how you answered the above questions, take some time to determine your top 

values – Why was each situation important and memorable? Use the list below as a reference to 

get you started.  

 

LIST OF PERSONAL VALUES 

Accountability Freedom Security 

Belonging Goodness Selflessness 

Commitment Happiness Serenity 

Community Hard work Stability 

Cooperation Honor Strength 

Discipline Loyalty Thankfulness 

Diversity Merit Thoroughness 

Efficiency Order Timeliness 

Empathy Originality Tolerance 

Equality Perfection Trustworthiness 

Expressiveness Professionalism Unity 

fairness Reliability Usefulness 

Faith Resourcefulness Vision 

 

1. STRONG WORK ETHIC 

                   Showing integrity and having discipline are two signs an employee has a strong work 

ethic. Employees who care about their work and who are focused on completing their tasks and 

reaching their goals show dedication and strong work ethic. 

2. POSITIVITY 

    Being positive and having a can do attitude can go a long way in the workplace. Positive 

thinking often leads to an overall positive attitude which can help foster new creative ideas as 

well as be an asset in work environments that may foster negativity. 

3. STRONG COMMUNICATION SKILLS 

      Including writing, verbal and presentation, employments value good communicators. Being 

an effective communicator is a valuable skill. Employees witg good communication skills often 

get along with colleagues, listen and understand instructions, as well as put their point across 

without appearing aggressive. 

 

 



4.  TIME MANAGEMENT 

           When dealing with deadliness, Projects and day to day tasks, good time management 

skills can help employees prioritize, getting the work done efficiently. Managing your time 

resourcefully often requires less supervision from employers, which can result in increased 

responsibilities and new opportunities. 

5. PROBLEM SOLVING 

         Employers would much rather have a problem – solver on their team instead of someone 

who creates them. Being able to identify a problem and come up with a solution, or solutions, is 

highly valued by employers. 

6. BEING A TEAM PLAYER 

       Being able to work well with others goes a long way in a work environment. Working with a 

group to achieve desired goals and being able to offer and receive constructive suggestions 

shows an employment is not just concerned about themselves. 

7. SELF CONFIDENCE         

Do you believe that you have the ability to get the done? Being confident in yourself and your 

ability to get the job done gives employer’s reason to be confident in you too. Companies benefit 

from confident workers as they are often positive contributors, more productive, and are great 

role models for other staff. 

8. ACCEPTING & LEARNING FROM FEEDBACK 

     Accepting constructive criticism in a profession.nal manner can be tough, but is a key part of 

any job. Being able to learn from the feedback provided and move forward shows employers you 

are working towards improvement. 

9. FLEXIBILITY 

     Today’s work environment is busy and continually changing. Being able to adapt willingly 

and easily is something employers look for Companies look for employees who are able to step 

outside of your comfort zone with a ‘can-do’ attitude. 

10. SELF-MOTIVATED 

     Some who is self motivated is driven and focused to achieve something that needs to be done 

because of one’s own interest, without having to be persuaded to do so. Those who have self 

motivation rarely give up or leave a challenging task incomplete. 

 



11. EAGER TO LARN 

     Learning is an ongoing process and doesn’t stop once you have landed a job, showing an 

interest, without having to be persuaded to do so. Those who have self-motivation rarely give up 

or leave a challenging task incomplete. 

12. TAKES RESPONSIBILITY 

     Employers respect employees who can be confident in taking responsibility in their work and 

not let others take the fall for them when something does not go a planned. Everyone makes 

mistakes. It is how employees learn from these mistakes that count. 

13. LEADERSHIP  

     Being able to lead by example, motivate oneself and strive for improvement are all skills 

employers value. An employee doesn’t have to have management experience to show leadership 

qualities, showing initiative and working on self- improvement go a long way. 

ASSESSING ONE’S OWN STRENGTHS AND WEAKNESSES 

     To summaries, if one knows himself or herself, then he/she will be able to know his/her own 

strengths and weaknesses. By removing the weak portions, one becomes useful to himself/herself 

and others. A journey into one’s own self leads to the following benefits: 

1. EMOTIONAL BALANCE 

         Knowing oneself protects one against unwanted responses in the workplace. Responses are 

triggered by emotions. When one is in an emotional state, a wise decision is not sure to come 

out. Self analysis helps in controlling emotions and maintains a balanced emotional state, Which 

is an imperative for corporate life. 

2. GOAL ACCOMPLISHMENT 

     Goals are the end result of one’s career. Being aware of goals and knowing how best to reach 

they are the better part of self analysis. Thus, personal fulfillment and happiness are resultant. 

from self discovery. 

3. GOOD DECISION MAKING 

     Not even a single day passes without decision making. But good decision making always 

depends upon ‘Knowing yourself’. That is, the more aware you are of your own faults, the less is 

the danger of false decisions. Hence ‘Knowing yourself’ leads to sound decisions and in turn 

sound decisions commit scarce resources into fruitful channels. 

 



4. IMPROVING RELATIONSHIP 

         Developing good relationship is the skill of successful people.  Identifying one’s 

relationship needs and to schedule time for building those relationships is an important 

component of ‘knowing yourself’. 

5. TOPPING FULL POTENTIAL 

    Every human is gifted with so many hidden capabilities. A work place being an association of 

multiple humans has a diverse range of potentials. Tapping the full potential of diversity calls for 

both (1) know thyself / self awareness and (2) Interpersonal introspection. 

6. CONTENTION AND INNER HAPPINESS 

     Aristotle has insisted that all human beings desire to be happy and highest good is happiness. 

However, happiness is related to contention which differs with individuals. When a person 

reaches his goal, he turns out to be a happy person. 

DEVELOPING POSITIVE ATTITUDE 

     Attitude may be positive or neutral views of an object. They refer to one’s feelings  either  

favorable or unfavorable towards person or events. It is how one feels about somebody or 

something. 

DEFINITION 

      Attitude is a learned pre disposition towards aspects our environment’ Man lives in an 

environment in which his feelings, behavior, perception and reflexes are shaped by the 

conditions prevailing there. Hence, a man’s behavior is the product of his environmental 

influences. 

MAKE YOURSELF HAPPY 

1. Listen to your internal dialogue. 

2. Interact within positive environments and with positive people. 

3. Volunteer. 

4. Get pleasure out of simple things in life. 

5. Permit yourself to be loved. Every deserves to be loved. Everyone is loved. 

 

 



FORMATION OF ATTITUDES 

    The formation of an attitude is not a simple process-not a linear development. Many factors 

act on a person’s mind to form an attitude.  

1. Psychological factors 

2. Family 

3. Society 

4. Political Factors 

5. Economical Factor 

CHANGE OF ATTITUDES 

1. Identify and understanding what one wants to change. 

2. Looking for role model 

3. Thinking about how the attitude change will affect life. 

4. Choosing the rig  

ht company. 

5. Believing that one is able change. 

PERCEPTION 

Perception is a process of seeing, receiving, selecting, organizing and giving meaning to 

the environment. We see people, things, places and events and understand the meaning of each. 

This is perception. 

DEFINITION 

     Perception is a process by which people regard, analyze, retrieve and reat to any kind of 

information from the environment. For example some people feel happy about earning money 

while others feel happy about spending money. 

 

 



PROCESS OF PERCEPTION 

1. RECEPTION 

2. SELECTION 

3 EXTERNAL FACTORS 

4. INTERNAL FACTORS  

5. ORGANIZATION 

6. GROUPING 

7. PROXIMITY 

8. CLOSURE 

9. INTERPRETATION 

10. PRIMACY/ REGENCY EFFECT 

11. STREOTYPING 

12. HELO EFFECT 

13. PROJECTION 

14. SELECTIVE PERCEPTION 

15. EXPECTANCY EFFECT 

THE STEPS IN THE PROCESS 

1. The Environment Stimulus 

2. The Attended stimuli 

3. The image on the Retina 

4. Transduction 

5. Neural Processing 

6. Perception 



7. Recognition 

8. Action. 

VALUES DEFFINITION 

                   The word “value” (“values”) has been defined as follows: 

 Values are general beliefs about what is right and what is wrong. 

 Values refer to a specific mode of conduct preferable to another mode 

 

            Generally, individuals are guided by a moral system comprising codes, practices, beliefs, 

principles and ethics. These aspects help them decide what to do and what not do in their day 

today life. 

CHARACTERISTICS OF VALUES 

              Values have the following characteristics, 

 A value is chosen freely, according to one’s own judgement. If children go to church 

because of parents’ compulsion, church going is not a value. 

 Values are chosen from among several things. “Eating” is not a value, because there is no 

choice. But behaving in a particular way or treating others in a way is a value. 

 A value is beneficial to us. 

VALUES RELATING TO EDUCATION 

The following are values relating to education. 

 Students must accept the importance of knowledge and the importance of 

learning. 

 Authorities should reward achievements by students and teachers. 

 Educationists must encourage the questioning attitude of students. 

 All must realize that home, school and society from one integral unit. 



VALUES RELATING TO SELF AND ORDERS 

 One must realize one’s worth and must have self-esteem. 

 One should co-operate with others to build a better organization and a better 

society. 

 One must be honest when dealing with others. 

 One must accept and respect the view points of others. One should be duty-

conscious and sincere.  

VALUES RELATING TO CIVIC RESPONSIBILITIES 

 You should have faith in democratic values.  

 You must be a dutiful son (or daughter) and later a devoted husband, (or wife) and 

care for the family. 

 You should be a respectable member of society. 

 You should pay the taxes and respect& obey government authority. 

SOCIAL & CULTURE VALUES   

Every society has its own traditions, conventions, ceremonies, form of worship, religious 

beliefs etc. every individual should respect these. The following are social & culture values. 

 Universal love. We should consider all people as our brothers & sisters. 

 Sharing our happiness, sorrows & problems with others will bring in an 

atmosphere of brotherhood. 

 We should participate in social and culture activities. 

 Helping tendency and team spirit are also important accepts of social life. 

 

 

 



FORMATION OF VALUES 

              Generally, individuals are guided by a moral system comprising codes, practices, 

beliefs, principles and ethics. These aspects help them decide what do and and what not do in 

their day to day life. Morals further give a sense of right and wrong, good and bad, acceptable 

and unacceptable. This ethics concept is otherwise known as values, Individually as well as 

organizationally, values offered a framework for a particular course of action. 

SIMILARITIES BETWEEN ATTITUDE AND VALUES 

 Both attitudes and values are learned – not inherited, not in born or innate.  

 The same sources like family, friends, society influence attitudes and values. 

 Both affect the behavior and character of people. 

 Attitudes and values do not change easily.   

 

DIFFERENCE BETWEEN ATTITUDES AND VALUES 

   Attitudes are one’s personal beliefs. Values are common to many people and they are property 

of a whole society. 

IMPORTANCE OF VALUES 

 Values shape an individual’s behavior and character. Self- respect, ambition to 

achieve the goal, co-operation with others – all these are the result of values. 

 If all individual workers have good values, the organization will grow and society 

will prosper. 

 Values refer to moral principles. if people respect personal and social values, society 

will earn a good name. 

 

 

        



      

 

 

      

  

 

 

 

      

 

 

 


