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How do you think speaking 
with confidence can change
the way people perceive 
your ideas or opinions? 

Reflecting on the reframes 
from the infographic, how 
could you use them to 
sound more confident in 
your own conversations or 
presentations?



Looking at the infographic about 
what not to say in a job interview,
what’s one thing you think might 
be a common mistake people 
make when interviewing for a 
job? 

How could you avoid making that
mistake when you're ready to 
start applying for jobs?



Looking at the 6 proven 
techniques to increase 
productivity from the 
infographic, which one do 
you think would be most 
helpful for you in managing
school work or 
extracurricular activities? 

How might you apply it to 
improve your daily routine?



The moment you feel defensive is the 
moment you need to pause.

Conversations built on logic, not 
emotion, lead to solutions.

Staying in control of yourself keeps 
the discussion on track.

Your words should reflect your 
goals, not your frustration.

How you handle tough moments is 
how people will remember you.



Reflect

Can you think of a time when 
being direct helped you 
communicate more clearly with 
someone? How did you make sure 
it wasn't perceived as rude?"



Reflect
What are some strategies 
you think could help you 
change negative thinking 
patterns, and how might 
these strategies improve 
your mindset and overall 
well-being?



Think critically

How do you think emotional 
intelligence can impact your 
interactions in a business 
setting, and can you share a 
situation where understanding 
emotions helped you 
communicate more effectively?



Every email is a chance to show clarity and respect.Before you hit send, ask 
yourself: will this email help or add to the noise? Because good communication 
saves time— and makes everyone’s work easier.

Do's:
● Use a Professional Email Address: Ensure your email address reflects your 

name or your company's name. Avoid using unprofessional or personal 
addresses for work-related correspondence.

● Be Concise and Direct: Clearly state your purpose at the beginning of the 
email. Use short paragraphs and bullet points to convey your message 
efficiently.

● Use a Professional Sign-Off and Signature: Conclude your email with an 
appropriate sign-off, such as "Best regards" or "Sincerely," followed by 
your full name and contact information.

● Respond Promptly: Aim to reply to emails within 24 hours. Timely 
responses demonstrate respect and reliability.

● Be Mindful of Tone: Without vocal cues, emails can be misinterpreted. 
Read your message aloud to ensure it conveys the intended tone.

Don'ts:
● Don’t Use Informal Language: Avoid slang, abbreviations, or overly casual

language. Maintain professionalism in all workplace communications.
● Don’t Neglect the Subject Line: Leaving the subject line blank or vague 

can lead to your email being overlooked. Always include a clear and 
relevant subject.

● Don’t Overlook Attachments: If you're including attachments, mention 
them in the body of the email and ensure they are properly attached 
before sending.

● Don’t Discuss Sensitive Information: Email is not always secure.
● Avoid sharing confidential or sensitive information that could be 

compromised.
● Don’t Overuse Formatting: Excessive use of bold, italics, or different fonts 

can make your email hard to read and appear unprofessional. Use 
formatting sparingly to highlight key points.

● Don’t Reply When Emotional. Sending an email in frustration can damage 
relationships. Pause, rethink, and respond with clarity and professionalism.



The Ultimate Boundary Setting Cheat Sheet
Eisenhower Matrix (Urgent vs. Important)
● "Can you think of a time when you said yes to something 

that was urgent but not important? How did it impact your 
time or stress levels?"

● "How do you usually decide what tasks are urgent versus 
important in your life? How could you use that to decide 
when to say no?"

The 80/20 Rule (Focusing on the Most Impactful Tasks)
● "How do you identify the 20% of tasks that have the 

biggest impact on your goals? What might happen if you 
said no to the other 80%?"

● "Can you think of something that took up a lot of your time
but didn’t lead to much progress? How would you handle a
similar situation differently next time?"

The 2-Minute Rule (Quick Decision-Making)
● "Have you ever felt overwhelmed by small tasks piling up? 

How might the 2-minute rule help you say no or deal with 
those tasks more efficiently?"

● "What are some small tasks you can say no to or delegate 
in under two minutes to free up time for more important 
things?"

Warren Buffett’s 25/5 Rule (Prioritization)
● "Buffett says we should focus on the top 5 things we want 

to achieve, and avoid everything else. What are your top 5 
goals, and how do you make sure to stay focused on 
them?"

● "What’s something you’ve been spending time on that isn’t
aligned with your long-term goals? How could you start 
saying no to it?"



How can focusing on habits that 
require zero talent, such as being 
punctual, having a positive attitude, 
and being coachable, shape your 
success and relationships both now 
and in the future?



Authentic Leadership
Honesty: Think of a time when being honest was 
difficult for you. What made it hard, and how did being
truthful impact the situation?
Self-Awareness: In what areas of your life do you feel 
the most self-aware? How does understanding your 
strengths and weaknesses help you grow as a person?
Genuineness: What does it mean to you to be genuine 
with others? How do you feel when someone is being 
authentic with you?
Consistency: Can you think of someone you admire 
who is consistent in their actions and behavior? How 
does their consistency make you trust them more?
Purpose-Driven: What do you believe is your personal 
purpose or passion? How does having a sense of 
purpose influence the way you make decisions and 
approach challenges?
Emotionally Intelligent: How do you recognize and 
manage your own emotions in difficult situations? 
What strategies could help you better understand the 
emotions of others?
Ethical: Have you ever faced a situation where you 
had to make an ethical decision? How did your values 
guide you in that moment?
Humble: What does humility look like in a leader? How 
can someone demonstrate humility while still being 
confident in their abilities?



7 Simple Steps to Master 
Your SWOT Analysis

Define Your Objective:
● Clearly state what you want to achieve with this analysis.
● Whether it's improving your career prospects, launching a new project, or 

increasing personal habits, a well-defined goal will guide your analysis and make 
it more relevant.

Gather Relevant Information:
● Collect data and insights pertinent to your objective.
● This could include performance reviews, market research, or personal reflections. 

The more accurate and comprehensive your information, the more effective your 
analysis will be.

Identify Internal Factors:
● List your strengths and weaknesses.
● Strengths might include skills, resources, or experiences that give you an 

advantage.
● Weaknesses could be areas where you lack expertise or resources.

Analyze External Factors:
● Examine opportunities and threats in your environment.
● Opportunities could be emerging trends, market gaps, or new technologies.
● Threats might include economic downturns, increased competition, or changing 

regulations.
Prioritize Your Findings:

● Not all factors are equally important.
● Rank your strengths, weaknesses, opportunities, and threats based on their 

potential impact on your objective.
● This helps in focusing your efforts on areas that will drive the most significant 

results.
Develop Actionable Strategies:

● For each prioritized factor, create a specific action plan.
● For example, if a weakness is limited technical skills, an action step could be 

enrolling in a relevant online course.
● Specific plans make it easier to track progress and stay motivated.

Review and Adjust Regularly:
● Set aside time weekly or monthly to assess your progress.
● This allows you to make necessary adjustments to your action plans and stay 

aligned with your objectives.



Openness isn’t a weakness — 
it's leadership strength. 

Some leaders avoid transparency thinking it might:
●  Cause confusion
●  Slow things down
●  Make them look weak

What transparency actually does:
● Clarity reduces fear.
● Openness builds trust.
● Sharing ideas moves things forward.
● Transparent leaders don’t just manage change –they inspire it.

Final Thoughts:
Transparency is the foundation of trust. When leaders openly share 
the 'why,' they build a bridge between intention and action.

Clarity in communication removes doubts and prevents 
misunderstandings before they start.

Consistency in words and actions reassures teams that leadership is 
aligned and dependable.

When leaders share openly, fear is replaced by trust.

When your team knows the why, they’ll find the how.



Read and reflect on the infographic 
“Understanding Algorithms” 

Question:

In what ways can you actively alter your 
social media algorithm to ensure that the
content you see is more positive and 
uplifting? Reflect about your social 
media habits, such as unfollowing 
negative accounts, following positive 
influencers, or engaging with uplifting 
content.

Provide at least three specific actions 
you can take to achieve this.



6 Real-Life Ways to Put 
Empathy into Action

Sympathy and empathy aren't the same.

Here's the difference: empathy is often 
misunderstood.

It’s not just listening, it’s really 
understanding someone.

Empathy isn’t about solving problems, it’s
about showing up for someone.

When people feel understood, they feel 
valued.

Today we are going to help leaders 
master this by using the:

‘True Empathy: Understanding Beyond 
Words'.

https://docs.google.com/document/d/1TnDnFSRYuAETVoW98EOgfZyTCGx1XAVAEO5E5qaCxxk/edit?usp=sharing
https://docs.google.com/document/d/1TnDnFSRYuAETVoW98EOgfZyTCGx1XAVAEO5E5qaCxxk/edit?usp=sharing


How Important is Reputation?

What are some small habits or actions 
you've witnessed (or experienced) that 
seemed insignificant at the time but had a 
big impact on someone's reputation? How 
can you avoid these habits to protect and 
build your own reputation?

After reviewing the 8 steps to fix reputation-
killing habits, which one do you think would 
be most challenging for you (or someone 
you know) to apply, and why? How can you 
make that step more effective in your own 
life?
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Gen Z is Getting Fired

1. They come unprepared for the 
job

2. Generally not wanting to do 
the work

3. Unprofessional and poor 
communication skills

What are your thoughts?



Navigating ambiguity 

University cancels all 
classes after noon. 
Your class starts at 
11:45. 

Would you show up?
What is the lesson to 
be learned?



Subconscious Power of Your Cell Phone

What does your cell phone use 
communicate to other people?

Do you have your phone out while 
you are talking to other people?

Do you have your phone out at 
dinner?



The Power of Rejection

It's a superpower to move through rejection and 
failure.

What is in your control is the ability to move through 
failure. 

Resilience is about getting back up, recalibrating, and 
continuing to pursue our goals with even more 
determination.

Question: "How can effective communication help you 
overcome rejection or failure in a business setting, and
what strategies would you use to bounce back after 
experiencing a setback?"


