
UNIT II 

General principles of Time Management 

Time management is the process of planning and exercising conscious control of 

time spent on specific activities, especially to increase effectiveness, efficiency, 

and productivity. It involves a juggling act of various demands upon a person 

relating to work, social life, family, hobbies, personal interests and commitments 

with the finiteness of time. Using time effectively gives the person “choice” on 

spending/managing activities at their own time and expediency. Time 

management may be aided by a range of skills, tools, and techniques used to 

manage time when accomplishing specific tasks, projects, and goals complying 

with a due date. Initially, time management referred to just business or work 

activities, but eventually the term broadened to include personal activities as 

well. A time management system is a designed combination of processes, tools, 

techniques, and methods. Time management is usually a necessity in any project 

development as it determines the project completion time and scope. It is also 

important to understand that both technical and structural differences in time 

management exist due to variations in cultural concepts of time. 

The major themes arising from the literature on time management include the 

following: 

 Creating an environment conducive to effectiveness 

 Setting of priorities 

 The related process of reduction of time spent on non-priorities 

 Implementation of goals 

Time management is related to different concepts such as: 

 Project management: Time management can be considered to be a 

project management subset and is more commonly known as project 

planning and project scheduling. Time management has also been 

identified as one of the core functions identified in project management. 

 Attention management relates to the management of cognitive 

resources, and in particular the time that humans allocate their mind (and 

organize the minds of their employees) to conduct some activities. 



Organizational time management is the science of identifying, valuing and 

reducing time cost wastage within organizations. It identifies, reports and 

financially values sustainable time, wasted time and effective time within an 

organization and develops the business case to convert wasted time into 

productive time through the funding of products, services, projects or initiatives 

at a positive return on investment. 

 

 

Analysis 

ABCD analysis 

A technique that has been used in business management for a long time is the 

categorization of large data into groups. These groups are often marked A, B, and 

C—hence the name. Activities are ranked by these general criteria: 

A – Tasks that are perceived as being urgent and important, 

B – Tasks that are urgent but not important, 

C – Tasks that are important but not urgent, 

D – Tasks that are neither important nor urgent. 

Each group is then rank-ordered by priority. To further refine the prioritization, 

some individuals choose to then force-rank all “B” items as either “A” or “C”. ABC 

analysis can incorporate more than three groups. 

ABC analysis is frequently combined with Pareto analysis. 

Pareto analysis 

The Pareto Principle is the idea that 80% of tasks can be completed in 20% of the 

given time, and the remaining 20% of tasks will take up 80% of the time. This 

principle is used to sort tasks into two parts. According to this form of Pareto 

analysis it is recommended that tasks that fall into the first category be assigned 

a higher priority 

The 80-20-rule can also be applied to increase productivity: it is assumed that 

80% of the productivity can be achieved by doing 20% of the tasks. Similarly, 80% 



of results can be attributed to 20% of activity. If productivity is the aim of time 

management, then these tasks should be prioritized higher. 

The 7 Principles of Time Management 

1. Have a clear vision 

 Ask yourself “What am I actually trying to achieve?” 

 The clearer you are about your vision, the more likely you are to achieve 

it. 

 It’s as much about what you’re not going to to do as it is about what you 

are, you are establishing limits. For example, “I will process my emails for 

no more than 20 minutes.” 

2. Do one thing at a time 

 Successful people don’t take on too much. They concentrate on doing and 

finishing one thing at a time as far as possible. 

 Little and often: The human mind works best when we apply this principle. 

3. Define your limits 

 The best way to be creative is not to try to think without limits, but to 

carefully define what those limits should be. Limitations actually 

encourage creativity. 

 If you feel you can’t get going or you’re getting nowhere, it’s probably due 

to poorly defined limits. For instance, if you have a limited amount of time 

you will be able to concentrate your efforts better than if you have 

unlimited time. 

 In the early stages of high resistance tasks, try short limited time bursts 

for overcoming procrastination. 

4. Use closed lists 

 Any list that has a line drawn at the end of it can’t be added to. This 

enables you to deal with all the items on it without the distraction of new 

work being added. 

 Once defined, it can only stay the same or get smaller. 

https://www.time-management-success.com/overcoming-procrastination.html


 It doesn’t matter which order you do things, provided you are going to 

clear the whole list. 

 If you have a backlog of work to deal with, use the closed list principle. 

5. Isolate your backlog don’t add to it 

 Get the system for new stuff right. You need to be able to process a day’s 

work. 

 Get rid of the backlog if you’ve got steps 1 and 2 right you can chip away 

at the backlog. It will only get smaller, until it disappears altogether. 

6. Reduced random factors 

 These are things that stop us from completing our planned actions and 

can never be eliminated. Your day starts to run you rather than you 

running it. 

 We tend to react to random elements; that is, we use the reactive part of 

our brain to react to who, or whatever, makes the most ‘noise’. 

 We tend to prioritize by this noise. 

7. Commitment v Interest 

 Compare ‘I’m interested in writing’ to ‘I’m committed to getting a regular 

column into the local newspaper’. Nothing is likely to come of it unless 

interest is turned into commitment. 

 What are you prepared to commit to? Commitments are limited. Knowing 

your commitments is an essential part of making decisions and therefore 

one of the key principles of time management that can be called effective. 

They are what make the real difference in your life and work. 

 Often, our rational and reactive minds pull in opposite directions. For 

example, “I want to be slim, but I also want some cake”. The question to 

ask is “How will you feel when you’ve done it?” This is where commitment 

counts. 

 If you’re considering a commitment, ask yourself three questions:  

 (1) What would I need to start doing in order to commit myself fully to 

this?  



 (2) What would I need to stop doing in order to commit myself fully to 

this?  

 (3) Would I be prepared to pay the price for full commitment to this? 

Approaches to Time Management 

To get ahead in your career, deliver your projects successfully and to get a 

promotion or a pay rise, you must learn to consistently focus on the activities 

that add the most benefit to your projects and your clients. The better you are 

at maintaining focus and managing your time, the more you will achieve, and 

the easier it will be for you to leave the office on time. Not only do effective time 

management skills allow you to get better results at work, but it also help you 

withstand stress and live a more fulfilling life outside of work. 

The following strategies will help you get the right things done in less time. 

1. Start your day with a clear focus. 

The first work-related activity of your day should be to determine what you want 

to achieve that day and what you absolutely must accomplish. Come clear on 

this purpose before you check your email and start responding to queries and 

resolve issues. Setting a clear focus for your day might require as little as five 

minutes, but can save you several hours of wasted time and effort. 

2. Have a dynamic task list. 

Capture the tasks and activities you must do on a list and update it regularly 

during the day. Revisit this list frequently and add new items as soon as they 

appear. Make sure your list gives you a quick overview of everything that’s 

urgent and important, and remember to include strategic and relationship-

building activities as well as operational tasks. 

3. Focus on high-value activities. 

Before you start something new, identify the activity that would have the most 

positive effect on your project, your team, and your client if you were to deal 

with it right now. Resist the temptation to clear smaller, unimportant items first. 

Start with what is most important. 

 To help you assess which activities to focus on first, ask the following: 

 What does my client or my team need most from me right now? 



 What will cause the most trouble if it doesn’t get done? 

 What is the biggest contribution I can make right now? 

 Which strategic tasks do I need to deal with today to help us work smarter 

tomorrow? 

4. Minimize interruptions. 

The more uninterrupted time you get during the day to work on important tasks, 

the more effective you’ll be. Identify the activities that tend to disrupt your work, 

and find a solution. Basically, one of the most essential time management skills 

is to not get distracted. For example, avoid checking emails and answering the 

phone when you’re in the middle of something important. Once you have broken 

your flow, it can be difficult to reestablish it. Instead, discipline yourself to work 

on a task single-mindedly until it’s complete. 

5. Stop procrastinating. 

If you have difficulties staying focused or tend to procrastinate, you may benefit 

from creating an external commitment for (deadline) yourself. For instance, 

schedule a meeting in two days’ time where you’ll be presenting your work and 

by which time your actions will have to be completed. It’s also very effective to 

complete the most unpleasant tasks early in the day and to allow yourself small 

rewards once you’ve completed them. 

6. Limit multi-tasking. 

Many of us multi-task and believe we’re effective when we do so, but evidence 

suggests that we can’t effectively focus on more than one thing at a time. In 

order to stop multi-tasking, try these tips: Plan your day in blocks and set specific 

time aside for meetings, returning calls and for doing detailed planning and 

analysis work at your desk. Whenever you find yourself multitasking, stop and 

sit quietly for a minute. 

7. Review your day. 

Spend 5-10 minutes reviewing your task list every day before you leave the 

office. Give yourself a pat on the back if you achieved what you wanted. If you 

think your day’s effort fell short, decide what you’ll do differently tomorrow in 

order to accomplish what you need to. Leave the office in high spirits determined 

to pick up the thread the next day. 

8. Say “no” and delegate 



Everybody has their limits. We simply cannot do everything people want us to. 

It will lead to burnout and work anxiety. That’s why it’s so important to be 

assertive and say “no” when people want to assign you additional tasks. 

Remember, there is nothing wrong with refusing to do things you’re not able to 

do. As well as with delegating tasks. Especially if there is someone, who can do 

the work better than you. 

9. Focus and block distractions 

Notifications, pop up messages, e-mails, colleagues constantly talking to you. It 

all pulls your attention away from work. 

There are many ways to stay focused. You can put your phone away, turn off 

social media notifications or block distracting websites. But the best way is 

to concentrate and do what you have to do. It’s worth to limit your presence in 

social media to the minimum because it takes a lot of your time and doesn’t 

bring much value into your life. 

10. Goals 

Set goals and you will exactly know which direction you’re heading to. Goals are 

part of the organization process but they are extremely important in time 

management. 

11.Stop multitasking 

Often see job offers which set multitasking as one of the key skills of the 

candidate. But it’s better to throw such offer right to the bin. The truth is, 

multitasking damages our brain. 

It seems that juggling several tasks at one is a great time management technique. 

In fact, it dramatically decreases productivity. The study conducted at Stanford 

University has shown that “When they’re [multitaskers] in situations where 

there are multiple sources of information coming from the external world or 

emerging out of memory, they’re not able to filter out what’s not relevant to 

their current goal. That failure to filter means they’re slowed down by that 

irrelevant information.” 

12.Allocate your time 

Do you know how much time you spend on particular tasks? Gotcha! You’re 

probably among the majority of people who have no idea how their daily work 

looks like in terms of work hours. 



13.Create a morning routine 

What’s the first thing you do when you wake up? If it’s making a bed, you’re on 

the right track. But if it’s checking social media, you’re doing it wrong. 

Having your own morning routine will unquestionably power you up for the rest 

of the day. It’s the first thing you do in the morning that determines the 

outcomes you will achieve during the day. Try from making your bed, then have 

a healthy breakfast, and leave social media for the end of the day. 

 
THE TOP 7 TIME MANAGEMENT THEORIES 

 
1. The Pomodoro Technique 
Developed by consultant Francesco Cirillo, the Pomodoro Technique is a time 
management tool that breaks work into 25-minute sessions to help you stay 
focused and get more done. 
 

 
 

Here’s how it works: 

Step 1 Choose a task 

Step 2 Set a timer for 25 minutes 

Step 3 Work on the task until the timer goes off 

https://francescocirillo.com/pages/pomodoro-technique


 

Using the Pomodoro Technique felt helpful, but rigid at times. I found myself 
hesitant to start work at all if I knew I wouldn’t be able to go 25 minutes without 
breaking away from the work. I also found a 5-minute break between 
Pomodoros was way too short and restrictive, so I didn’t time the breaks, but I 
probably went 10 to 15 minutes on short ones. For the longer breaks, I took 
about an hour. 
 

 
2. The Pickle Jar Theory 
The Pickle Jar Theory uses a metaphor to illustrate an essential point of time 
management: You must do the most important tasks first; otherwise, you’ll 
never get around to them. 

 
Here’s the metaphor: Imagine that on a table before you, you have an empty 
pickle jar, some rocks, some pebbles, and some sand. 

 The jar represents your time. 

 The rocks represent the important tasks. 

 The pebbles are less important tasks. 

 The grains of sand are the unimportant tasks that pop up throughout your 

day, such as sending a text message, checking your email, or answering a 

phone call. 

Step 4 Once the timer goes off. Check off the item on a piece of paper 

Step 5 Take a short break 

Step 6 Every four Pomodoros, take a longer break 

https://www.toolshero.com/personal-development/pickle-jar-theory/


Now, knowing that your time is limited to what can fit inside the pickle jar, which 
items do you place in it first? If you pour all the sand in, add the pebbles, and 
then try to squeeze in the rocks last—you won’t have enough space for the rocks. 
But if you add the biggest items first (the rocks), then add the pebbles, and then 
pour the sand in, you’ll find that you had just enough space for the essential 
items. 
So for the Pickle Jar Theory, you plan your day by deciding which tasks are your 
rocks, pebbles, and sand, and then you finish the rocks before moving on to 
anything else. 
 
The Pickle Jar Theory helped me gain a lot of progress on my most important 
tasks. While I was very tempted to move on to other projects that I had defined 
as pebbles, because I knew I had to complete the rocks first (so I wouldn’t run 
out of time to finish them), I didn’t stray from the major tasks at hand. Without 
that, I probably would’ve gone to work on other projects I deemed more fun 
than the rocks. 
 
3. Parkinson’s Law 
Parkinson’s Law, created by British naval historian and author Cyril Northcote 
Parkinson, states that “work expands so as to fill the time available for its 
completion.” And there’s plenty of proof that’s true. For example, at Microsoft 
Japan, cutting back to a four-day workweek and limiting meetings to 30 
minutes boosted productivity by 40%. 
 

 
 

If Parkinson’s Law holds true, I should, theoretically, be able to write an article 
in less time than the previous article of the same length and kind. 
 

https://www.developgoodhabits.com/parkinsons-law/
https://www.businessinsider.com/microsoft-4-day-work-week-boosts-productivity-2019-11


I had crazy productive today! Though I typically work in sessions of 25 to 30 
minutes, for the Parkinson’s Law experiment, I cut that down to 20 minutes to 
see how much faster I could write when my time was limited. 
Amazingly, I was able to write more words in 20 minutes than I did in 30 minutes. 
I think it’s because I knew I was trying to beat the clock. On top of that, I wrote 
an article in record time for one client; an article that typically takes me 
anywhere from three and a half to five hours took me only one hour and forty 
minutes by applying Parkinson’s Law. 
It’s worth noting that both of these articles were due today, so there was extra 
time pressure to get them done faster than usual. I’m a big believer in 
Parkinson’s Law now. 
 
4. The ALPEN Method 
Developed by German economist Lothar J. Seiwert, the ALPEN method’s name 
is an acronym for German words, but here’s how it works: 

Step 1 Create a to-do list before you begin the day 

Step 2 Estimate how long each item will take you 

Step 3 Allow 40% as “buffer time” – Things such as 

breaks & little tasks 

Step 4 Prioritize each task and delegate where you 

can 

Step 5 Take notes during the day & check off items 

as they’re completed 

Move any uncompleted items to 

the next day 
 

 

I liked the ALPEN method! I was surprised by how accurate the work-buffer time 

split ended up being. I underestimated how long the first task would take me; it 

took me three times longer than I predicted. But in the end, I still checked off all 

the items on my list that were essential, and I didn’t even need as much buffer 

time as I had expected. 

 

Overall, the best parts of the ALPEN Method were: 

 You estimate the amount of time a task will take.  

https://farenda.com/productivity/alpen-method/


 You account for distractions.  

 

5. The ABC Method 

The ABC Method was developed by Alan Lakein, the author of the popular 

book How to Get Control of Your Time and Your Life. It’s a way of prioritizing 

the items on your to-do list. While most of us dump our tasks onto a list without 

much thought to the weight of each item, the ABC Method makes you categorize 

tasks as A, B, or C: 

 

You must start with A and refrain from moving on to B until you finish all of 

your A tasks. You can also use sub-categories within box A, such as A1, A2, A3, 

etc. 

 

The ABC Method was my least favorite, but it might have been because I didn’t 

have much energy this day. Instead of following it to a tee, I ended up skipping 

down to a C task before I completed my A tasks. Because this method dictates 

that you shouldn’t move to a C task until you finish all of your A and B tasks, it 

feels inflexible. 

 

6. Time Management Matrix 

The following Time Management Matrix is reportedly based on ideas from 

President Dwight D. Eisenhower and made popular by author Stephen Covey, 

who wrote about it in his New York Times bestseller, The 7 Habits of Highly 

Effective People. 

To use this time management method, you create a matrix and place your tasks 

for the day in one of the four quadrants: 

 

The goal is to spend most of your time in quadrant II (important, but not urgent), 

as these tasks affect your long-term goals. Quadrant IV is to be avoided whenever 

possible. 

 

I had a hard time with the Time Management Matrix because I was bombarded 

with so many urgent things on this day. What I liked about it, though, is that it 

made me realize I am spending the vast majority of my time in quadrants I and 

IV when I should be spending most of my time in Quadrant II. This shows that I 

am still being reactive instead of proactive, which is not indicative of someone 

who has mastered time management. 

 

7. The Pareto Principle (80/20 Rule) 

The Pareto Principle stems from the economics world and was created by 

economist Vilfredo Pareto. But it’s applicable in almost any area. So for time 

management, the Pareto Principle would assert that 20% of the activities you do 



each day generate 80% of the results. Or, by decreasing distractions by 20%, you 

can increase productivity by 80%. 

 

 

EISENHOWER MATRIX 

 

The Eisenhower Matrix: How to prioritize your to-do list 

Summary 

 The Eisenhower Matrix is a task management tool that helps you organize 

and prioritize tasks by urgency and importance. Using the tool, you’ll 

divide your tasks into four boxes based on the tasks you’ll do first, the tasks 

you’ll schedule for later, the tasks you’ll delegate, and the tasks you’ll 

delete. In this piece, we’ll explain how to set up an Eisenhower Matrix and 

provide tips for task prioritization. 

 Making a to-do list is the first step toward getting work done. But how do 

you determine what to tackle first when you don’t have enough time to 

do everything in one day? With effective prioritization, you can increase 

your productivity and ensure that your most urgent tasks get immediate 

attention. 

 The Eisenhower Matrix is a task management tool that helps you 

distinguish between urgent and important tasks so you can establish an 

efficient workflow. In this article, we’ll explain how to set up an 

Eisenhower Matrix and provide tips for task prioritization. 

What is the Eisenhower Matrix? 



The Eisenhower Matrix is a way to organize tasks by urgency and importance, 

so you can effectively prioritize your most important work. 

Dwight D. Eisenhower—the 34th President of the United States and a five-

star general during World War II—presented the idea that would later lead to 

the Eisenhower Matrix. In a 1954 speech, Eisenhower quoted an unnamed 

university president when he said, “I have two kinds of problems, the urgent 

and the important. The urgent are not important, and the important are 

never urgent.” 

The Eisenhower Matrix is also known as the time management matrix, the 

Eisenhower Box, and the urgent-important matrix. This tool helps you divide 

your tasks into four categories: the tasks you’ll do first, the tasks you’ll 

schedule for later, the tasks you’ll delegate, and the tasks you’ll delete. 

The four quadrants of the Eisenhower Matrix 

Quadrant 1: Do 

Quadrant one is the “do” quadrant, and this is where you’ll place any tasks 

that are both urgent and important. When you see a task on your to-do list 

that must be done now, has clear consequences, and affects your long-term 

goals, place it in this quadrant. 

There should be no question about which tasks fall into this quadrant, 

because these are the tasks that are at the front of your mind and are likely 

stressing you out the most. 

Quadrant 2: Schedule 

Quadrant two is the “schedule” quadrant, and this is where you’ll place any 

tasks that are not urgent but are still important. Because these tasks affect 

your long-term goals but don’t need to be done right away, you can schedule 

these tasks for later. 

You’ll tackle these tasks right after you tackle the tasks in quadrant one. You 

can use various time management tips to help you accomplish the tasks in 

this quadrant. Some helpful strategies may include the Pareto principle or 

the Pomodoro method. 

Quadrant 3: Delegate 



Quadrant three is the “delegate” quadrant, and this is where you’ll place any 

tasks that are urgent but not important. These tasks must be completed now, 

but they don’t affect your long-term goals. 

Because you don’t have a personal attachment to these tasks and they likely 

don’t require your specific skill set to complete, you can delegate these tasks 

to other members of your team. Delegating tasks is one of the most efficient 

ways to manage your workload and give your team the opportunity to 

expand their skill set. 

Quadrant 4: Delete 

Once you’ve gone through your to-do list and added tasks to the first three 

quadrants, you’ll notice that a handful of tasks are left over. The tasks left 

over are tasks that weren’t urgent or important. 

These unimportant, non-urgent distractions are simply getting in the way of 

you accomplishing your goals. Place these remaining items on your to-do list 

in the fourth quadrant, which is the “delete” quadrant. 

 

“EAT THAT FROG” 

The “Eat That Frog” concept is a popular time management technique 

introduced by Brian Tracy in his book Eat That Frog! The idea is based on 

a metaphor attributed to Mark Twain: “If it’s your job to eat a frog, it’s best 

to do it first thing in the morning. And if it’s your job to eat two frogs, it’s 

best to eat the biggest one first.” 

In practical terms, this means tackling your most challenging or important 

task first thing in the morning. Here are the key points: 

1. Identify Your Frog: Determine the task that is most significant, 

challenging, or likely to be procrastinated on. 

2. Prioritize: Focus on this task before anything else. Completing it early 

sets a positive tone for the rest of the day. 

3. Reduce Procrastination: By addressing the most daunting task first, 

you reduce the tendency to procrastinate. 

4. Boost Productivity: Completing a major task early can increase your 

confidence and momentum for the rest of the day. 

https://productivitypatrol.com/eat-the-frog/
https://productivitypatrol.com/eat-the-frog/


 

“2-MINUTE RULE” 

The 2-minute rule is a productivity principle that revolves around the idea 

of addressing and completing tasks that can be accomplished within a 2-

minute timeframe immediately, without delay. This approach aims to 

prevent the accumulation of small, manageable tasks and emphasizes the 

significance of prompt action. By swiftly attending to tasks that require 

minimal effort and time, individuals can declutter their to-do lists, cultivate 

a sense of accomplishment, and allocate more time and energy to more 

complex or time-consuming endeavors. 

The rule essentially serves as a cognitive tool, prompting individuals to 

discern between tasks that merit immediate attention and those that can 

be postponed. Rooted in the premises of efficiency and time optimization, 

the 2-minute rule aligns with the fundamental principles of task 

management and productivity enhancement. 

Pros and Cons of the 2-Minute Rule 

Pros 

 Effective Time Utilization: The 2-minute rule promotes efficient 

utilization of time by swiftly addressing quick tasks, thereby 

preventing procrastination and minimizing task accumulation. 

 Task Prioritization: It facilitates the prioritization of tasks, ensuring 

that minor, time-sensitive activities are promptly handled without 

disrupting the workflow. 

 Sense of Achievement: By promptly completing numerous small 

tasks, individuals experience a sense of achievement and progress, 

fostering motivation and momentum. 

 Reduced Mental Load: Addressing minor tasks promptly alleviates 

mental clutter and stress, creating room for focused attention on 

more significant responsibilities. 

 Enhanced Productivity: Through consistent application, the 2-

minute rule bolsters overall productivity and time management 

capabilities. 

Cons 



 Potential Overwhelm: Over time, a continual influx of 2-minute 

tasks could lead to a sense of overwhelm, especially if not managed 

effectively. 

 Subjective Task Assessment: Determining whether a task can be 

completed within 2 minutes may vary from person to person, 

potentially leading to ambiguity. 

 Risk of Distraction: While addressing quick tasks, there is a risk of 

diverting attention from more critical or substantial endeavors. 

 

STRESS MANAGEMENT 

Definition, Models, Process, Benefits 

Stress Management encompasses techniques and strategies aimed at coping 

with and reducing the adverse effects of stress on physical, mental, and 

emotional well-being. It involves identifying stressors, implementing proactive 

measures to minimize their impact, and developing resilience to navigate 

challenging situations effectively. Stress management techniques may include 

relaxation exercises, mindfulness practices, time management strategies, and 

seeking social support. By fostering self-awareness and adopting healthy coping 

mechanisms, individuals can enhance their ability to manage stressors, improve 

their overall quality of life, and mitigate the risk of stress-related health 

problems. 

Models of Stress Management: 

1. Transactional Model of Stress and Coping: 

Proposed by Richard Lazarus and Susan Folkman, this model views stress as a 

transactional process involving the interaction between individuals and their 

environment. Stress occurs when individuals perceive environmental demands 

(stressors) as exceeding their resources to cope with them. Coping strategies are 

classified into problem-focused coping (addressing the stressor directly) and 

emotion-focused coping (regulating emotional responses). Effective stress 

management involves assessing the situation, appraising the stressor and coping 

resources, and employing appropriate coping strategies to reduce stress. 

2. Biopsychosocial Model of Stress: 



This model acknowledges the interconnectedness of biological, psychological, 

and social factors in shaping stress responses. It emphasizes the influence of 

individual differences, such as genetic predispositions and personality traits, on 

stress vulnerability and resilience. Stress management interventions based on 

this model target multiple domains, including lifestyle modifications (e.g., diet, 

exercise), cognitive-behavioral techniques (e.g., relaxation training, cognitive 

restructuring), and social support networks to address the complex interplay of 

biological, psychological, and social factors contributing to stress. 

3. Transactional Model of Burnout: 

While primarily focused on workplace stress, this model, proposed by Christina 

Maslach and Susan E. Jackson, offers insights into the development and 

prevention of burnout—a state of emotional, physical, and mental exhaustion 

resulting from chronic workplace stress. The model identifies three components 

of burnout: emotional exhaustion, depersonalization, and reduced personal 

accomplishment. Stress management approaches for burnout prevention 

include organizational interventions (e.g., workload management, supportive 

leadership), individual coping strategies (e.g., boundary setting, self-care 

practices), and systemic changes to promote a healthier work environment. 

Process of Stress Management: 

1. Assessment and Identification: 

 Identify Stressors: Recognize and identify sources of stress in various 

domains of life, including work, relationships, and health. 

 Evaluate Stress Levels: Assess the severity and impact of stressors on 

physical, mental, and emotional well-being through self-reflection, 

assessments, or professional evaluations. 

 Recognize Triggers: Identify specific situations, events, or thoughts that 

trigger stress reactions, such as deadlines, conflicts, or negative self-talk. 

2. Understanding Stress Responses: 

 Educate Yourself: Learn about the physiological, psychological, and 

behavioral responses to stress, including the fight-or-flight response, 

cognitive distortions, and maladaptive coping mechanisms. 



 Recognize Symptoms: Become aware of physical, emotional, and 

behavioral symptoms of stress, such as muscle tension, irritability, anxiety, 

or changes in appetite and sleep patterns. 

3. Developing Coping Strategies: 

 Mindfulness and Relaxation Techniques: Practice mindfulness 

meditation, deep breathing exercises, progressive muscle relaxation, or 

guided imagery to promote relaxation and stress reduction. 

 Cognitive Restructuring: Challenge negative thoughts and beliefs that 

contribute to stress by reframing them in a more realistic and positive 

light. 

 Problem-Solving Skills: Develop problem-solving skills to address 

stressors effectively, breaking tasks into manageable steps and seeking 

support or resources as needed. 

 Time Management: Prioritize tasks, set realistic goals, and manage time 

effectively to reduce feelings of overwhelm and increase productivity. 

 Social Support: Seek support from friends, family, or support groups to 

share feelings, gain perspective, and receive encouragement during 

challenging times. 

 Physical Activity: Engage in regular exercise or physical activity to reduce 

tension, improve mood, and promote overall well-being. 

4. Implementing Stress Reduction Strategies: 

 Create a Stress Management Plan: Develop a personalized stress 

management plan outlining specific techniques and strategies to address 

stressors effectively. 

 Set Boundaries: Establish boundaries to protect personal time, energy, 

and resources from excessive demands or obligations. 

 Practice Self-Care: Prioritize self-care activities, such as adequate sleep, 

healthy nutrition, hobbies, and leisure pursuits, to recharge and 

rejuvenate. 

 Seek Professional Help: If stressors become overwhelming or 

unmanageable, seek support from mental health professionals, 

counselors, or healthcare providers for guidance and assistance. 



5. Monitoring and Adjusting Strategies: 

 Regular Evaluation: Monitor stress levels and the effectiveness of coping 

strategies regularly, adjusting interventions as needed based on changing 

circumstances or feedback. 

 Flexibility and Adaptation: Remain flexible and open to trying new stress 

management techniques or refining existing strategies to optimize their 

effectiveness over time. 

6. Integration and Maintenance: 

 Integrate Stress Management into Daily Routine: Incorporate stress 

management techniques into daily habits and routines to promote 

consistency and long-term resilience. 

 Lifestyle Changes: Make sustainable lifestyle changes, such as adopting 

healthy habits, setting realistic goals, and nurturing supportive 

relationships, to minimize stress and enhance overall well-being. 

 Cultivate Resilience: Build resilience by learning from setbacks, practicing 

self-compassion, and cultivating a positive mindset to navigate future 

challenges with greater ease. 

Benefits of Stress Management: 

 Improved Physical Health: 

Chronic stress can contribute to a range of physical health problems, including 

hypertension, cardiovascular disease, and weakened immune function. By 

managing stress effectively, individuals can reduce the physiological toll of stress 

on their bodies, promoting overall health and well-being. 

 Enhanced Mental Health: 

Stress management techniques such as mindfulness, relaxation exercises, and 

cognitive-behavioral therapy can help individuals cope with anxiety, depression, 

and other mental health issues. By fostering resilience and emotional regulation, 

stress management promotes psychological well-being and reduces the risk of 

mental health disorders. 

 Better Coping Skills: 



Learning to manage stress effectively equips individuals with adaptive coping 

strategies to navigate life’s challenges more resiliently. By developing problem-

solving skills, assertiveness, and emotional regulation techniques, individuals 

can respond to stressors in a constructive manner, reducing their impact on 

mental and emotional health. 

 Increased Productivity: 

Chronic stress can impair cognitive function, concentration, and decision-making 

abilities, leading to reduced productivity and performance at work or school. 

Effective stress management enables individuals to maintain focus, clarity, and 

efficiency, enhancing their productivity and effectiveness in various domains of 

life. 

 Enhanced Relationships: 

Stress can strain interpersonal relationships, leading to conflict, communication 

breakdowns, and social withdrawal. By managing stress effectively, individuals 

can improve their communication skills, empathy, and conflict resolution 

abilities, fostering healthier and more fulfilling relationships with family, friends, 

and colleagues. 

 Improved Sleep Quality: 

Stress can disrupt sleep patterns, leading to insomnia, sleep disturbances, and 

fatigue. Stress management techniques such as relaxation exercises and stress-

reduction practices promote relaxation and facilitate better sleep quality, helping 

individuals to feel more rested and rejuvenated. 

 Reduced Risk of Burnout: 

Chronic stress can contribute to burnout—a state of emotional, physical, and 

mental exhaustion resulting from prolonged exposure to stressors, particularly 

in the workplace. By implementing effective stress management strategies, 

individuals can mitigate the risk of burnout, maintain a healthy work-life balance, 

and sustain long-term career satisfaction and engagement. 

 Enhanced Quality of Life: 

Ultimately, effective stress management contributes to a higher quality of life by 

promoting physical health, mental well-being, and overall resilience. By reducing 

the negative impact of stress on various aspects of life, individuals can enjoy 



greater satisfaction, fulfillment, and happiness in their personal and professional 

endeavors. 

Stress Management Techniques 

5 Stress management techniques: 

 

1. Get Rid of Unnecessary Stress 

Stress is something that is going to come for each of us at different times and in 

different forms. While it is impossible to completely avoid it, there are a few 

things you can do to eliminate the amount of stress you are dealing with. 

Don’t be afraid to say no: Often times we feel like we have to always be available 

to help other people out. While it is important to be available for our loved ones, 

we have to remember to take care of ourselves, too. Saying no doesn’t mean you 

are a bad person; you just have to keep yourself from having too much on your 

plate at one time. 

Surround yourself with positive people: Negativity is contagious and if you are 

around people who are bringing you down, then it is time to find some new 

friends to spend your time with. 

Be in control: Remembering that you are the one in control of your life and your 

decisions will help your whole perspective on the situation. 

Don’t overbook your life: Keep your schedule open for downtime. When children 

are small, they need naps to recharge during the day. Adults also need 

designated time during the day to relax and do what they want to do. Keep your 

schedule open for this to be a possibility for you. 

Change the Situation 

Sometimes we are faced with situations where we cannot control the amount of 

stress that is being thrown at us. There are, however, ways for us to alter the 

situation to make it easier for us to bear. 

Don’t bottle it up: Bottling up your emotions only leads to an explosion later on 

that could have been avoided if you had just spoken your mind and let your 

feelings be known. Voicing your opinion and emotions will allow other people to 

help you conquer the stress you are dealing with. 



Manage your time better: If you are running late on deadlines, you are going to 

be stressed out. Keep a planner and stay on top of your obligations and life will 

be much easier. 

Be strong: If something is being done that you do not agree with or feel to be 

wrong, be assertive and strong and stand up for yourself. 

Change Yourself 

If you cannot change the situation, consider trying to change your mindset and 

position on the matter at hand. Once you change your mindset, you will be better 

able to navigate through the stressful situations you find yourself in. 

Stay positive: When you are feeling stressed out, think about all of the positive 

things happening in your life. This will make the stress seem small and your 

blessings seem much bigger. 

Consider the bigger picture: Having a better perspective on the whole situation 

is important as you are dealing with various things. If you won’t remember this 

current situation a week or a year from now, then it is not worth your time to be 

overly stressed out. 

Lower your expectations: We often have very high expectations for people in our 

lives, and when they can’t live up to them, we get disappointed and down. Don’t 

lower them too much, but also try not to hold people to expectations you can’t 

live up to yourself. Remember everyone is human and we all make mistakes from 

time to time. 

Accept Your Life 

When dealing with situations such as the loss of a loved one or an unforeseen 

illness that strikes your household, there is no way to avoid the stress that comes 

along with it. Instead, the best way to move past it is to just accept the situation. 

You can’t control the uncontrollable Knowing there are things in life that we 

cannot avoid is imperative to living a stress-free life. 

Have Fun and Love Your Life 

A great way to handle stress is to increase your resistance to it. Making your life 

as happy and healthy as possible will leave little to no room for stress to creep 

in. 



 Sleep, sleep, sleep: When you are losing sleep, your whole life can be 

thrown out of its normal routine. Maintain a good sleep schedule so you 

can keep anxiety, stress, and sadness to a minimum. 

 Exercise daily: Getting your endorphins running and your body healthy will 

help you to feel more confident and more in control of your life. 

 Be with others: Surround yourself with those whom you love and can be 

yourself around. These people are your rock and will help you when life 

gets hard. 

Stress Management: Stress is obvious and employees have to adapt to stress in 

such a way that they are no longer aware of it. Companies can effectively manage 

stresses by removing the stressors that cause needless tension and job burnout. 

Other stress management strategies may keep employees “stress-fit,” but they 

don’t solve the fundamental causes of stress. Organizations manage stress by 

investigating the main causes of stress in their workplace. Another suggestion is 

to change the corporate culture and reward systems so they support a work-life 

balance and no longer reinforce dysfunctional workaholism. More generally, the 

most effective ways to remove workplace stressors is to empower employees so 

that they have more control over their work and work environment. Role-related 

stressors can be lessened by selecting and assigning employees to positions that 

match their capabilities. Noise and safety risks are stressful, so improving these 

conditions would minimize stress in the workplace. Workplace bullying can be 

minimized through clear guidelines of behaviour and feedback for those who 

infringe those standards. 



 

Figure: Stress management strategies: 

Mangers have important contribution in the identification and intervention of 

constant workplace stress. Lazarus (1991) has recognized three main strategies 

for reducing work-related stress. In the first strategy, managers can help their 

employees to cope up with workplace stress is changing the working conditions 

so that they are more favourable to effective coping. When barriers are removed 

such as work overload, environmental annoyances, isolation, and lack of 

autonomy, an environment is created in which an employee can perform better. 

The second strategy to reduce work-related stress is to facilitate the employee 

to improve his or her transaction with the environment. Managers should 

provide the worker with services such as an employee assistance program or 

links to stress management resources to help them work through the issues that 

hamper adequate appraisal of the situation. Moreover, such programs will teach 

the employee how to utilize behavioural skills such as implementing a new diet, 

meditation techniques, and relaxation techniques in order to relieve the physical 

and psychological effects of stress. Usually, these programs will involve cognitive 

behavioural interventions (Long, 1988). The third strategy is to assist the 

employee recognizes the stressful relationship between the individual or group 

and the work setting (Lazarus, 1991) and developing a strategy to help reduce 

the tension in that affiliation. 



To summarize, Stress is an adaptive reaction to a threatening situation that is 

perceived by person in work setting or in his life. Stressors are the causes of 

stress and include any environmental conditions that place a physical or 

emotional demand on the person. Stressors are found in the physical work 

environment, the employee’s various life roles, interpersonal relations, and 

organizational activities and conditions. Conflicts between work and non-work 

obligations are a common source of worker stress. Workplace stress has 

dangerous consequences on the health of employees such as it can cause 

significant psychological and physiological problems. Workplace stress has been 

associated with the aetiology of physical disorders such as heart disease, 

hypoadrenia, immunosuppression, and chronic pain. Additionally, the 

psychological impact of workplace stress includes depression, persistent anxiety, 

pessimism, and resentment. 

The impact of these symptoms on organizations is significant as these symptoms 

lead to antagonism in the workplace, low morale, interpersonal conflict, 

increased benefit expenses, decreased productivity, and increased absenteeism. 

To cope up with stressful situation, experts provide various stress management 

strategies. By providing the foundation for employees to prosper while also 

allowing employees to take responsibility for their stress related symptoms, 

organizations will find considerable improvement in productivity and an 

improved workplace dynamism. Some tactics directly remove superfluous 

stressors or remove employees from the stressful environment. Other strategies 

facilitate employees to modify their interpretation of the environment so that it 

is not viewed as a severe stressor. Wellness programs promote employees to 

develop better physical defences against stress experiences. Social support 

provides emotional, informational, and material resource support to safeguard 

the stress experience. 

Detach Involvement Detachment is distancing oneself in order to gain 

perspective and to expand the context. 

The degree of detachment or involvement which is most appropriate will vary 

during the coaching relationship. It will be for the coach to choose what is most 

appropriate. 

Involvement is the ability to be both mentally and emotionally involved. 

Mentally, to ascertain and clarify the facts presented by the client. 



Emotionally, being aware of the client’s feelings, which enables empathy, but 

also to be in touch with his or her own feelings. 

Together, they give the coach a fuller grasp of the client’s and their own reality. 

A) The inter-personal relationship: 

Detached involvement is an indispensable skill of in-depth coaching. It is a skill 

which can be learned and developed, both by the coach and the client. 

Detached involvement ensures that the coach will be present to the client in the 

most effective way. 

It facilitates non-attachment to outcome, which can be a challenging goal for 

many coaches. 

When detached involvement is lacking, the coach’s tendency will be to become 

over-involved with the client’s story, perhaps lapse into mentoring, offering 

advice and strategies, and taking too much responsibility for the outcome. 

B) The intra-personal relationship: 

Who will be making this choice when you are the coach in question? 

Where in your personality is your locus of decision-making, of making choices 

when you are coaching? Which part of you decides? 

It is most likely to be the part or parts of you that normally run your life, known 

as your Primary Selves. Hal and Sidra Stone identified some of the selves in their 

book, “Embracing your Selves” (1988): the Pleaser, the Perfectionist, the Inner 

Critic and the Controller. We might add the Hard Worker and the Helper and the 

Victim to this list. 

These sub-selves or sub-personalities sometimes act like the dominant members 

of a board of directors, who come to meetings with their own agenda and set of 

priorities based on their point of view. In such cases, the authority of the CEO 

may be absent or just ignored. 

Another analogy would be a kingdom in which the rightful ruler is absent, and 

the kingdom is actually ruled by the barons. I call this situation the Empty 

Throne. 

C) The inter-functional relationship: 



To what extent is detached involvement applicable in the external coach’s 

relationship with the organisation which has engaged him? 

Over-involvement might lead the coach to major on pleasing the coachee’s 

employer at the coachee’s expense and at the expense of the coach’s integrity. 

Over-detachment might lead to the coach following their own agenda at the 

expense of their relationship with the corporate client. 

So, which part of you will be making these choices? 

Our sub-personalities come with their own perspectives, their own priorities and 

make their choices accordingly. 

In order to practice detached involvement successfully, you will need to 

consciously rise above the level of your sub-personalities and attain your centre, 

your Conscious Self. If your sub-personalities are the musicians in the orchestra, 

your Conscious Self is the conductor of the orchestra. 

In the previous three scenarios, the coach will need to discern from a clear and 

stable place. 

So, what can we do to arrive at our centre, our Conscious Self? 

The applied psychology of Psychosynthesis offers us a technique called the Dis-

identifying and Identifying Exercise which helps us to disidentify from the 

contents of our personality and connect with our deeper centre of identity, our 

Conscious Self, also known as our “I”. 

How do we know when we have attained our “I”? 

We typically experience a greater calm, a degree of serenity and balance beyond 

the daily norm. 

A place where clarity and sureness of choice is more available to us. 

It is from this place that we can discern most clearly and choose the appropriate 

levels of detachment and involvement in all the interventions in our coaching 

practice. 

When you practice detached involvement, you’re both a participant and an 

observer of your life at the same time. You see all experiences as part of life’s 

journey without judging them as being good or bad. You simply experience them 

and are in control of your responses to them. You’re fully involved, but detached 

from the allure of outcomes. 



So, how do you learn to practice detached involvement? 

 Take nothing personally 

 Make no assumptions 

 Make as few judgments as possible 

 Let go of the need to be right 

 Let go of the need to control 

 Be passionate about all of life’s experiences, even the painful ones 

 Give all you have, your true gifts, to whatever you’re doing 

 Detach from future potential results 

 

FIGHT OR FLIGHT 

The fight-or-flight response, also known as the acute stress response, 

refers to the physiological reaction that occurs when in the presence of 

something mentally or physically terrifying. This response is triggered 

by the release of hormones that prepare your body to either stay and 

deal with a threat or to run away to safety. 

The three stages of fight-or-flight are: 

 The alarm stage: During this stage, the central nervous system is 

ramped up, preparing your body to fight or flee. 

 The resistance stage: This is the stage in which the body attempts 

to normalize and recover from the initial elevated fight-or-flight 

response. 

 The exhaustion stage: If the first two stages occur repeatedly over 

time, such as when under chronic stress, this can cause the body to 

feel exhausted and begin to break down. 

 

Physical Signs of a Fight-or-Flight Response 

Physical signs that can indicate that your fight-or-flight response has 

kicked in include: 

 



Dilated pupils: In times of danger, the body prepares itself to become 

more aware of its surroundings. Dilation of the pupils allows more light 

into the eyes, resulting in better vision of your surrounding area. 

Pale or flushed skin: During fight-or-flight, blood flow to the surface 

areas of the body is reduced while flow to the muscles, brain, legs, and 

arms is increased. Paleness or alternating between a pale and flushed 

face as blood rushes to the head and brain is common. The body's blood 

clotting ability also increases to prevent excess blood loss in the event of 

injury. 

Rapid heart rate and breathing: Heartbeat and respiration rate increase 

to provide the body with the energy and oxygen needed to fuel a rapid 

response to danger. 

Trembling: The muscles tense and become primed for action, which can 

cause trembling or shaking. 

 

Goal Setting Theory 

Goal setting involves the development of an action plan designed in order to 

motivate and guide a person or group toward a goal. Goals are more deliberate 

than desires and momentary intentions. 

Goal-setting theory is a theory based on the idea that setting specific and 

measurable goals is more effective than setting unclear goals. 

Therefore, setting goals means that a person has committed thought, emotion, 

and behavior towards attaining the goal. In doing so, the goal setter has 

established a desired future state which differs from their current state thus 

creating a mismatch which in turn spurs future actions. Goal setting can be 

guided by goal-setting criteria (or rules) such as SMART criteria. Goal setting is a 

major component of personal-development and management literature. Studies 

by Edwin A. Locke and his colleagues, most notably Gary Latham, have shown 

that more specific and ambitious goals lead to more performance improvement 

than easy or general goals. The goals should be specific, time constrained and 

difficult. Vague goals reduce limited attention resources; goals require realistic 

time restrictions, illogically short time limits, intensify the difficulty of the goal 

outside the intentional level and, disproportionate time limits are not 

encouraging.[4] Difficult goals should be set ideally at the 90th percentile of 



performance assuming that motivation and not ability is limiting attainment of 

that level of performance. As long as the person accepts the goal, has the ability 

to attain it, and does not have conflicting goals, there is a positive linear 

relationship between goal difficulty and task performance. 

The theory of Locke and colleagues states that the simplest most direct 

motivational explanation of why some people perform better than others is 

because they have different performance goals. The essence of the theory is: 

 Difficult specific goals lead to significantly higher performance than easy 

goals, no goals, or even the setting of an abstract goal such as urging 

people to do their best. 

 Holding ability constant, and given that there is goal commitment, the 

higher the goal the higher the performance. 

 Variables such as praise, feedback, or the participation of people in 

decision-making about the goal only influence behavior to the extent that 

they lead to the setting of and subsequent commitment to a specific 

difficult goal. 

Principles of the Goal-setting theory 

According to Locke’s goal-setting theory, there are five main principles of setting 

effective goals: 

Challenge: Goals should be sufficiently challenging to keep employees engaged 

and focused while performing the tasks needed to reach each goal. Goals that 

are too tedious or easy have a demotivating effect and will, therefore, result in 

less achievement satisfaction. 

Clarity: Goals must be clear and specific. When employees understand project 

objectives and deadlines, there is much less risk for misunderstandings. 

Commitment: Employees need to understand and support the goal they are 

being assigned from the beginning. If employees don’t feel committed to the 

goal, they are less likely to enjoy the process and ultimately achieve the goal. 

Task Complexity: Goals should be broken down into smaller goals. Once each 

smaller goal is reached, a review should be performed to update the employee 

on the overall progress towards the larger goal. 



Feedback: Feedback is an important component of the goal-setting theory. 

Regular feedback should be provided throughout the goal-achieving process to 

ensure tasks stay on track to reach the goal. 

Advantages of Goal Setting Theory 

 Goal setting leads to better performance by increasing motivation and 

efforts, but also through increasing and improving the feedback quality. 

 Goal setting theory is a technique used to raise incentives for employees 

to complete work quickly and effectively. 

Limitations of Goal Setting Theory 

 Very difficult and complex goals stimulate riskier behaviour. 

 At times, the organizational goals are in conflict with the managerial goals. 

Goal conflict has a detrimental effect on the performance if it motivates 

incompatible action drift. 

 If the employee lacks skills and competencies to perform actions essential 

for goal, then the goal-setting can fail and lead to undermining of 

performance. 

 There is no evidence to prove that goal-setting improves job satisfaction. 

Importance of Goal Setting 

Goal setting does not have to be boring. There are many benefits and advantages 

to having a set of goals to work towards. 

Setting goals helps trigger new behaviors, helps guides your focus and helps you 

sustain that momentum in life. 

Goals also help align your focus and promote a sense of self-mastery. In the end, 

you can’t manage what you don’t measure and you can’t improve upon 

something that you don’t properly manage. Setting goals can help you do all of 

that and more. 

The Importance and Value of Goal Setting 

Up until 2001, goals were divided into three types or groups (Elliot and McGregor 

(2001): 

1. Mastery goals 



2. Performance-approach goals 

3. Performance-avoidance goals 

A mastery goal is a goal someone sets to accomplish or master something such 

as “I will score higher in this event next time.” 

A performance-approach goal is a goal where someone tries to do better than 

his or her peers. This type of goal could be a goal to look better by losing 5 

pounds or getting a better performance review. 

A performance-avoidance goal is a goal where someone tries to avoid doing 

worse that there peers such as a goal to avoid negative feedback. 

Research done by Elliot and McGregor in 2001 changed these assumptions. Until 

this study was published, it was assumed that mastery goals were the best and 

performance-approach goals were at times good, and other times bad. 

Performance-avoidance goals were deemed the worst, and, in fact, bad. 

The implied assumption, as a result of this, was that there were no bad mastery 

goals or mastery-avoidance goals. 

Elliot and McGregor’s study challenged those assumptions by proving that 

master-avoidance goals do exist and proving that each type of goal can, in fact, 

be useful depending on the circumstances. 

Elliot and McGregor’s research utilized a 2 x 2 achievement goal framework 

comprised of: 

1. Mastery-approach 

2. Mastery-avoidance 

3. Performance-approach 

4. Performance-avoidance 

These variables were tested in 3 studies. In experiments one and two, 

explanatory factor analysis was used to break down 12 goal-setting questions 

into 4 factors, as seen in the diagram below. 

Confirmatory factor analysis was used at a later date to show that mastery-

avoidance and mastery-approach fit the data better than mastery alone. 

Why Set Goals in Life? 



The truth is that some goals are achieved while others are not and it’s important 

to understand why. 

A HARD goal is an achieved goal, according to Murphy. Murphy tells us to put 

our present cost into the future and our future benefit into the present. 

What this really means is don’t put off until tomorrow what you could do today. 

We tend to value things in the present moment much more than we value things 

in the future. 

Setting goals is a process that changes over time. The goals you set in your 

twenties will most likely be very different from the goals you set in your forties. 

 

Benefits of Goal Setting 

Edward Locke and Gary Latham (1990) are leaders in goal-setting theory. 

According to their research, goals not only affect behavior as well as job 

performance, but they also help mobilize energy which leads to a higher effort 

overall. Higher effort leads to an increase in persistent effort. 

Goals help motivate us to develop strategies that will enable us to perform at 

the required goal level. 

Accomplishing the goal can either lead to satisfaction and further motivation or 

frustration and lower motivation if the goal is not accomplished. 

Goal setting can be a very powerful technique, under the right conditions 

according to the research. (Locke and Latham). 

According to Lunenburg (2011), the motivational impact of goals may, in fact, be 

affected by moderators such as self-efficacy and ability as well. 

5 Proven Ways Goal Setting is Effective 

Locke and Latham’s research have shown us that goal setting is indeed very 

effective. 

Locke reviewed over a decade of research of laboratory and field studies on the 

effects of goal setting and performance. Locke found that over 90% of the time, 

goals that were specific and challenging, but not overly challenging, led to higher 

performance when compared to easy goals or goals that were too generic such 

as a goal to do your best. 



Locke and Latham also stated that there are five goal-setting principles that can 

help improve your chances of success. 

1. Clarity 

2. Challenge 

3. Commitment 

4. Feedback 

5. Task Complexity 

Clarity is important when it comes to goals. Setting goals that are clear and 

specific eliminate the confusion that occurs when a goal is set in a more generic 

manner. 

Challenging goals stretch your mind and cause you to think bigger. This helps 

you accomplish more. Each success you achieve helps you build a winning 

mindset. 

Commitment is also important. If you don’t commit to your goal with everything 

you have it is less likely you will achieve it. 

Feedback helps you know what you are doing right and how you are doing. This 

allows you to adjust your expectations and your plan of action going forward. 

Task Complexity is the final factor. It’s important to set goals that are aligned with 

the goal’s complexity. 

Goal Setting Improve Performance 

Goal setting and task performance were studied by Locke & Latham, (1991). Goal 

setting theory is based upon the simplest of introspective observations, 

specifically, that conscious human behavior is purposeful. 

This behavior is regulated by one’s goals. The directedness of those goals 

characterizes the actions of all living organisms including things like plants. 

Goal-setting theory, according to the research, states that the simplest and most 

direct motivational explanation on why some people perform better than others 

is because they have different performance goals. 

Two attributes have been studied in relation to performance: 

1. Content 



2. Intensity 

In regard to content, the two aspects that have been focused on include 

specificity and difficulty. Goal content can range from vague to very specific as 

well as difficult or not as difficult. 

Difficulty depends upon the relationship someone has to the task. The same task 

or goal can be easy for one person, and more challenging for the next, so it’s all 

relative. 

On average though the higher the absolute level is of a goal, the more difficult it 

is to achieve. According to research, there have been more than 400 studies that 

have examined the relationship of goal attributes to task performance. 

According to Locke & Latham, (1991), it has been consistently found that 

performance is a linear function of a goal’s difficulty. 

Given an adequate level of ability and commitment, the harder a goal, the higher 

the performance. 

What the researchers discovered was that people normally adjust their level of 

effort to the difficulty of the goal. As a result, they try harder for difficult goals 

when compared to easier goals. 

The principle of goal-directed action is not restricted to conscious action, 

according to the research. 

Goal-directed action is defined by three attributes, according to Lock & Latham. 

1. Self-generation 

2. Value-significance 

3. Goal-causation 

Self-generation refers to the source of energy integral to the organism. Value-

significance refers to the idea that the actions not only make it possible but 

necessary to the organism’s survival. Goal-causation means the resulting action 

is caused by a goal. 

While we can see that all living organisms experience some kind of goal-related 

action, humans are the only organisms that possess a higher form of 

consciousness, at least according to what we know at this point in time. 

When humans take purposeful action, they set goals in order to achieve them. 



Non-ethnocentricism 

Ethnocentrism in social science and anthropology as well as in colloquial English 

discourse means to apply one’s own culture or ethnicity as a frame of reference 

to judge other cultures, practices, behaviors, beliefs, and people, instead of using 

the standards of the particular culture involved. Since this judgment is often 

negative, some people also use the term to refer to the belief that one’s culture 

is superior to, or more correct or normal than, all others especially regarding the 

distinctions that define each ethnicity’s cultural identity, such as language, 

behavior, customs, and religion. In common usage, it can also simply mean any 

culturally biased judgment. For example, ethnocentrism can be seen in the 

common portrayals of the Global South and the Global North. 

Ethnocentrism is sometimes related to racism, stereotyping, discrimination, or 

xenophobia. However, the term “ethnocentrism” does not necessarily involve a 

negative view of the others’ race or indicate a negative connotation. The 

opposite of ethnocentrism is cultural relativism, which means to understand a 

different culture in its own terms without subjective judgments. 
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