
PART-A
EMPLOYABILITY SKILLS

UNIT-2: Self-Management Skills



INTRODUCTION:
Self-Management Skills Self-management, which is also referred to as ‘self control’ or ‘self-regulation’, is the ability to 
regulate one’s emotions, thoughts, and behavior effectively in different situations. 

This includes motivating oneself, and setting and working towards personal and academic goals.

Self-management involves understanding yourself, understanding what your interests and abilities are, having a positive 
attitude and grooming yourself in order to develop self-confidence.

Self-management can also help in: 
• developing good habits 
• overcoming bad habits 
• reaching your goals 
• overcoming challenges and difficulties

Being able to manage yourself helps you to avoid stress and provides opportunities 
to get involved in fun activities. 

Who Am I?



Self-management skills include the following:



STRENGTH AND WEAKNESS ANALYSIS:

Knowing what you do well or not so well, will help you in converting your weaknesses into strengths and strengths into an 
exceptional performance. The strength and weakness analysis helps you in this process. Strength and weakness analysis 
begins with knowing yourself first.

KNOWING YOURSELF : 
It means understanding who you are, what you like, what you do not like, 
what are your beliefs, what are your opinions, what is your background, what 
you do well and what you do not do well? 





IDENTIFYING STRENGTHS 
• Take time off to think about what you do well
• Think of anything that you are always good at 
• Think about what others appreciate about you

IDENTIFYING WEAKNESSES 
• Point out the areas where you struggle and what you find difficult to do 
• Look at the feedback you receive from others 
• Be open to feedback and accept your weaknesses without feeling small about it. Look at it as an area of improvement.

DIFFERENCE BETWEEN INTERESTS AND ABILITIES
Interests are the things that we enjoy doing. Interests may include:
• Activities you like to do at school and in your free time that make you happy.
• Activities you are curious about or would do even if no one asked you to do it. 
• Activities you want to learn or would like to do in the future. 

Ability, on the other hand, is an acquired or natural capacity that enables an individual to perform a particular job or 
task with considerable proficiency. 



SELF-CONFIDENCE

Self-confidence is a sense of trusting own’s abilities and self. If you are an intelligent, hardworking and talented person, but
lack confidence, and avoid taking initiative, then it may be difficult for others to recognise your talent. Self-confidence can 
be developed through changes in attitude and practice.

Examples of confidence and lack of confidence

Self-confidence is a quality we build when we believe in our strength to succeed in anything we do in life. People who are 
confident believe that they can do anything given to them in any situation



QUALITIES OF SELF-CONFIDENT PEOPLE



BUILDING SELF-CONFIDENCE:

The three steps to building self-confidence are as follows:



FACTORS THAT DECREASE SELF CONFIDENCE:

(a) When we think we cannot do a particular work. 
(b) When we keep thinking of our past mistakes and feel bad about it, instead of learning from them. 
(c) When we expect to be successful at the first attempt itself and do not try again. 
(d) When we are surrounded by people who have a negative attitude, which is reflected in their speech.

POSTIVE THINKING 

A person’s attitude can be considered either ‘positive’ or ‘negative’. Positive thinking requires a person to look at the good in 
things, observe, understand and patiently work towards improving them rather than worrying and/or looking for the bad in 
things. 

Positive thinking leads to good results for you like 
• overcoming challenges, 
• making you do well or making you an energetic individual, 
• helping you get better at work, and 
• making you and people around you happy.



How to keep your thinking positive? There are few simple steps to cultivate a positive attitude in life. Let us understand this 
with the help of the abbreviation ‘SMILE’

SMILE MODEL



PERSONAL HYGIENE

It is the habit or practice of keeping ourselves clean. Cleanliness helps us to maintain our health and well-being. Being 
healthy allows you to be regular at school, college or work.

Personal hygiene is important because, it helps us 
• stay healthy. 
• create a good image of ourselves. 
• avoid feeling ashamed in public due to our bad breadth, body odor, etc.





GROOMING

Grooming and its Importance Dressing is the action of putting on clothes. Grooming is the process of making yourself 
look neat, tidy and smart. The way you dress, and groom can either send the message that you are confident, smart and 
sincere or possess opposite qualities. 

Dressing and grooming are important because they help us 
• look smart 
• feel confident about ourselves 
• make a good impression of ourselves 


