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' may seem that there’s nothing you can do about stress. The bills won’t stop coming, there wlnever

be more hours in the day, and your career and family responsibilities will always be demanding.But you
have more control than you might think. In fact, the simple realization that you’re in control of pur life
s the foundation of stress management. Managing stress is all about taking charge: of your thosghts,
emotions, schedule, and the way you deal with problems

Identify the sources of stress in your life

Learn about hidden sources of stress

Watch 3-min. video: Roadblocks to awareness

.

Stress management starts with identifying the sources of stress in your life. This isn’t as easy as
It sounds. Your true sources of stress aren’t always obvious, and it’s all too easy to overlook your
own stress-inducing thoughts, feelings, and behaviors. Sure, you may know that you’re

constantly worried about work dcadlines. But maybe it’s your procrastination, rather thanthe
actual job demands, that leads to deadline stress. |

To identify your true sources of stress, look closely at your habits, attitude, and excuses: -

Do you explain away stress as temporary (“l just have a million things going on right noﬂ"] even
though you can't remember the last time you took a breather?

e Do you define stress as an integral part of your work or home life (“Things are always craay

around here”) or zs a part of your personality (“I have a lot of nervous energy, that’s all”}

e - Do yo'u blame your stress on other people or outside events, or view it as entirely norm _
unexceptional?

Look at how you currently cope with stress

Think about the ways you currently manage and cope with stress in vour life.
‘can help you identify them. Are your coping strategies healthy or unhealth
unproductive? Unfortunately, many people cope with stress in ways that c

- Lasaidlits S
H.-:II '
] i [E] ]

. e | ] i

&8

& L o= =
w s hoad
- 3 -ﬁ"'

.- x
i

Nz e,



e Smoking

e Drinking too much
 Overeating or undereating

 Zoning out for hours in front of the TV ar
computer

e Withdrawing from friends, family, and
activities

Learning healthier ways to manage stress

If your methods of coping with stress aren’t contnibuting to your e =~ cmx jonzl and #acnl
health, it’s time to find healthier ones. There are many healthy " .ays ™ -~ : .a9c and cope wath
stress. but they all require change. You can either change the «. wetion . - change vour reafion.
When deciding which option to choose, it’s helpful to thir « o0 ¢ = 7 As svosd. siter, alapt. or
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* Take control of your environment - If the evening news makes you aﬂm
traffic’s got you tense, take a longer but less-traveled route. If going to the mm llﬁ
unpleasant chore, do your grocery shopping online.

* Avoid hot-button topics — If you get upset over religion or politics, cross them off your
conversation list. If you repeatedly argue about the same subject with the same peoplestop
bringing it up or excuse yourself when it’s the topic of discussion.

« Pare down your to-do list — Analyze your schedule, responsibilities, and daily tasks. If ysu’ve got
too much on your plate, distinguish between the “shoulds” and the “musts.” Drop tasksthat

aren’t truly necessary to the bottom of the list or eliminate them entirely.

Stress management strategy #2: Alter the situation

If you can’t avoid a stressful situation, try to alter it. Figure out what you can do to change things
so the problem doesn’t present itself in the future. Often, this involves changing the wayyou
communicate and operate in your daily life.

« Express your feelings instead of bottling them up. If something or someone s bothering you,
communicate your concerns in an open and respectful way If yvou don’t voice your feeMS
resentment will build and the situation will likely remain the same.

 Be willing to compromise. When you ask someone to change their behavior, be willingto do the
same. If you both are willing to bend at leift a little, you’ll have a good chance of finding a
happy middle ground.

« Be more assertive. Don’t take a backseat in vour own life. Deal with problems head on,doing

your best to anticipate and prevent them. If you've got an exam to study for and your chatty

roommate just got home, say up front that you only have five minutes to talk.

Manage your time better. Poor time management can cause a lot of stress. When you're

stretched too thin and running behind, it's hard to stay calm and focused. But if you plar ahead

and make sure you don’t overextend yourself, you can alter the amount of stress you'reunder.

Stress management strategy #3: Adapt to the stressor

It you can’t change the siressor. change yourself. You can adapt to stressful situations and Degaln
your sense of control by changing your expectations and attitude.

« Reframe problems. Try to view stressful situations from a more positive perspective. Rather

than fuming about a traffic jam, look at it as an opportunity to pause and regroup, listento your
favorite radio station, or enjoy some alone time.

« Look at the big picture. Take perspective of the stressful situation. Ask yourself how important

it will be in the long run. Will it matter in a month? A year? Is it really worth getting upset over?
If the answer is no, focus your time and energy elsewhere.

« Adjust your standards. Perfectionism is a major source of avoidable stress. Stop setting yourself

up for failure by demanding perfection. Set reasonable standards for yourself and and
learn to be okay with “good enough.” '

 Focus on the positive. When stress is getting you down, take a moment to m I

things you appreciate in your life, including your own positive qualmw . ;
strategy can help you keep things in perspective. y




Adjusting Your Attitude
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How you think can have a profound effect on your emotional and "’M

you think a negative thought about yourself, your body reacts as if it were in W thmn
tension-filled situation. If you see good things about yourself, you are more likely 1o fecgrnd,
the reverse is also true. Eliminate words such as "always,” "never,” "should,” and "miust . These

are telltale marks of self-defeating thoughts.

Stress management strategy #4: Accept the things you an’t
change

Some sources of stress are unavoidable. You can’t prevent or change stressors such as thedeath
of a loved one, a serious illness, or a national recession. In such cases, e best way 1o cop with
stress is to accept things as they are. Acceptance may be difficult, bui 1 the long run, it seasier
than railing against a situation you can’t change.

« Don’t try to control the uncontrollable. Many things in 11fs e Loyend our control - pecularly
the behavior of other people. Rather than stressing out aver th,cra, focus on the things g can
control such as the way you choose to react to probiei s

« Look for the upside. As the saying goes, “What dogsr’'t kill 13 makes us stronger.” Whestacing
major challenges, try to look at them as oppoituniiics for personal growth, If your own peor
choices contributed to a stressful situation, reflect o tnem and learn from your mistake

e Share your feelings. Talk to a trust«d friend or mak an appointment with a therapist,

Expressing what you're going thiough ¢z be very cathartic, even if there’s nothing youan do

to alter the stressful situation. |

Learn to forgive. Accept the fact that v live in an imperfect world and that people make

mistakes. Let go of anger ai d resentments, Free yourself from negative energy by forgiveg and

moving on.

Stress managemeint strategy #5: Make time for fun and
relaxation

Beyond a take-charge approach and a positive attitude, you can reduce stress in your life by

nurturing yourself. If you regularly make time for fun and relaxation, you'll be in a better place
to handle life’s sl:ressors when they inevitably come.

Healthy ways to relax and recharge | RS
o Go for a walk. Savor a warm cup of coffee or tea,
e Spend time in nature. Play with a pet. A
« (Call agood friend. Work in your garden, i w
& 14

¢ Sweat out tension with a good workout.
e Write in your journal.
e Take along bath.

¢« Light scented candles.

Get a massage.




*  (onnect with others. Spend time with POsiive people who sobuncs s s 4 smngiPont

item will buffer you from the negative effects of stress

Do something you enjoy every day. Moke time 1or emure sctimtins that wng s gy @F0ar

1 be stargaring, playing the plano, or wirking on your bike

* Keep your sense of humor. This includes the sbility 10 laugh of pourse®® The s of gl
helps vour body fight stress in 3 numbe’ of ways

Stress management strategy #6: Adopt a he i lifestyk
YOu can increase your resistance (0 stress by strengthening yor 5. . < © i

*  bxercise regularly. Physical activity plavs s key role 10 . \ 0 preventing T slaBef
stress Make time for at least 30 minut®t of exercise. S <1 T gt mves thorrenyg wild

* Eat 2 healthy digt. Well-nourished bodis ace b 117 prc rad 16 cope with sress. w0 Seeindig
of what you eat. Start your day right v abne W, * &
Reduce caffeine and sugar. The temp. %, “highs CHflevw orcl vager priredm Mas ol o
3 crash in mood and energy. By reduci™® |« amount of coffes, soft drinks, Dhanmtete. ol g
snacks in your diet, you'll feel more reldheg .nd you'll sheep better

« Avold alcohol, cigarettes, mdtunM-ﬁ“ddd.-m

escape from stress, L.t thy - Yef Is . W temporary. DO 1 avind o mash e cue o wElk el
with problems hez 1on . "dwh. ~ jes mind
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day




1. What IS Conflict?

Interpersonal conflict is a process that occurs when one person, grou

subunit Mustrates the goal attamnment of another. In itschﬁlc form, conﬂtct ften Inve
antagoni~iic attitudes and behaviours such as name calling, sabotage, or even physntl

aH"’] oSS O

1L Caus® of Organizational Conflict

111 possidle 1o 1solate a number of factors that contribute to organizational conflict.

L Grovp ldentification and Intergroup Bias

his s 1€ tendency of people to develop a more positive view of thetr ow” ‘w-group” aad a less
positive View of "out-groups” of which they are not a member.

Mhis tendency appears to develop even when group membership is essci tially arbitrary. The best
prognos'™ s that people who identify with some groups will tend 0 be leery of out-group

memben

@l-wﬁ"‘mm ;

When ind'viduals or subunits are mutually ‘epcuaciit ox each other to accoMplish their own
goals, the botential for conflict exists. The pucntial for the abuse of power I such relationships

and the O™ going need for coordination are both [ otential problem areas.

»

C Differ®uces in Power, <tatus, «ud C ulture Conflict can erupt when p2rties differ _
significa®tly in power, <tatus, or culture.  ° i)

Power. I Qepende” . - i< not 1. tual, but one-way, an imbalance in power can arise and the
m‘fwmﬂn noreasc.s.

Swatus. S™®us differences (L.ave the greatest potential for mﬂh%amdwi,
roles occVts: that is, when a high status person like an executive, ﬁndsthaﬂselmbom

oducated On computer usage by their administrative assistant. Some executiVes are defen
about th'® reversal of roles.

Culture- whmtwoormevadeﬂu'Htwhmdcvelwmanmlm%ﬁ
beliefs ™ values can result in overt conflict.

D Ambi®uity ?

MMWM&«WMmMmmw
wﬁtmwwmwmcmmmm

M“mmﬂm Ambm.pchm
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Differences in mn“‘h“ﬂ.ﬂhm ipply. Res
also act as MHmnmmM*MMmﬂmﬂ
Scarcity has a way of turning latent or disguised conflict into overt conflict.

I11. Types of Conflict

Relationship conflict concerns interpersonal tensions among individuals that have to dowith
their relationship per se, not the task at hand. So-called “personality clashes” are example of
relationship conflicts. Task conflict concerns disagreements about the nature of the workto be
done.

Differences of opinion about goals or technical matters are examples of = sk conflict. Presess
conflict involves disagreements about how work should be organize . ai. | .. ~complished.
Disagreements about responsibility, authority, resource allocai. n, .:nd ~hc s.ould do wist all
constitute process conflict. In the context of work groups and *=.1%. [ <k elationship, asd
process conflict tend 10 be detnimental to member satisfaction and te: ™ performance.

IV. Conflict Dvnamics
Anumbaofmmwimmmm*‘wh ¢z ses ot conflict takes effect. As a casflict
begins, “winning” becomes very importa” , the | arti. ~ =~ uceal information from each other, each
group becomes more cohesive, contact « th th- ~~<ite party is discouraged, negative

stereotypes of the opposite party develop, «.- Anweludashlledaenm-dhd
may emerge. Based on these inte aal dynamin theelmtsofmnspmccssm'kw&

achievement of a peaceful solvtioa .- d the conflict continues to cycle "on its own steam.”

-




@.‘om peting
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Competing is a conflict management style that maximizes assenivene§s fm: your own position
and minimizes cooperative responses. The conflict tends to be framed in strict win-lose terms.

D. Compromise

Compromise is a conflict management style that combines intermediate levels of assertiveness

and cooperation. This tends to be a satisficing approach — neither true competition nor true
accommodation. Compromise does not always result in the most creative response {0 conflict.

E. Collaborating

Collaborating is a conflict management style that maximizes both assertrveness and

cooperation. Collaboration works as a problem-solving approach wheic ihe chject 1S to ‘
determine a win-win solution to the conflict that fully satisfies the intcresis of both parties. Itis

assumed that the solution to the conflict can leave both partics in a bettei condition. Effective
collaboration frequently enhances productivity and achievement. Collaboration betwe§n
organizational departments is particularly important for providing good customer service.

VIIL Is All Conflict Bad? Y &

Traditionally, there has been an emphasis on the negative, dysfunctional aspects of coPﬂi?t.
Recently, though, there has been growing awarcness of the potential benefits of organizational

conflict. Some experts feel that conflict creates necessary organizational change which is
necessary for adaptation and survival: '

CONFLICT --> CHANGE --> ADAPTATION --> SURVIVAL

For organizations to survive, they must adapt to their environment. This requires changes in
strategy that may be stimulated through conflict. This suggest that there are times when
managers might use a stratcgy of conflict stimulation. Conflict stimulation is a strategy of
increasing conflict in order to motivate change. This can occur when peaceful relationships take
precedence over organizational goals or when differences are suppressed or down played. |
Scarcity and ambiguity can be manipulated by managers to stimulate conflict and change.
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team leaders or team members,

disconnection from colleagues.
affected; the impact

* Problems in recruiting staff
« Damage to the reputation of the organisation

[f a dispute culminates in a tribunal hearing, not only ire ihz-> £ zancial Costs, m ey dicgal
fees and time spent preparing the case (for orgzniati vs, the majority of this is directonyand
stress of gomng throegh Segrocess

4
i

senior managers’ time), individuals also have to deal with the
and their anxieties about the outcome.

Workplace mediators can help by working With [




Conflict has a bad reputation. Most often, conflict is associated with rassed voices, heatd
debates, and high frustration. While these associations are sometimes sccurate, it is imgstant o
consider the benefit of conflict: creativity. The famous adage. “two hea s are better thasene™ 18
precisely about the advantages of conflict, for it assumes that two mind; will have sepanié
perspectives, experiences, and ideas. Diversity and communication are hallmarks of a pst tcam,
and the occasional root of clashes in the office. Conflict is a good thing  it's our responsthat
makes conflict either a creative or destructive process. Here are a few common causes d
conflict in the workplace. and some suggestions of how o navigate the ccovonal storme

1. Personality Differences
The workplace brings together a wade armay of persomaliies. I Senm v of L Terent
% cuhum.mltnddldwhdr&.thm a ouny 2ss oppormitics

lEhcacmu communication. Whethe e .« ... olves an oflmsc 10
core values or simply the imtation of pet pecves, it is Impo~ = ‘0 esi3 . sh boundanes

immediately. Too often, people avoid difficult comversat’ as ». . - it a problem willust go

e, B

away, which of course it rarcly does. a2 pn:\..pdy it improves the dances

for a peaceful resolution and common Br 4 ~*- put on the back bumer, amotions
may surface when anger levels are high. an’ 2 e ch mofnuproﬁtuvg”
volume blowout.

Z.N.-Cw'lli Rules and Polio -

Whether you are pestered by anc her's disrega. * for company policy, or are rebelling agamst a
mkmnlf.momplmuu ‘mmhoﬂicccmﬂm Rules are usually m place

reached between diffen. ~ pa. QU;AWJMHM)&agOOdMGIIOM".
helpful mediator 10 resoiw. “4e 1. . Just remember 10 keep the focus on the issue, not the

person.
3. Misunderstanding»
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