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What is motivation 
 

Motivation is what drives your behaviour to achieve a specific goal.  It is a psychological 

factor that stimulates your actions to achieve your 

perceived needs and wants. 

 

People’s motivation can be stirred by both internal and 

external factors. 

 

Internal and external motivation factors 
 

While internal factors are usually controlled by the 

individual, external factors are controlled by others.  

Consider the following example: 

 

 

Workplace factors that stir employees’ motivation are also both internal and external.  

 They can be related to the employee’s own needs and wants, for example, money 

or success. 

 They can be related to the strategies employed by the management to encourage 

employees to improve their performance, for example, recognition schemes or 

bonus payments. 

 

  

Samer wants to become a doctor 

Internal motivation factor He loves to help people. 

External motivation factor His parents will be so proud of him. 

Image 1: Motivation icon 
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The following are examples of employees’ internal motivation factors: 

 

     

 

   

   

 

 

The following are examples of employees’ external motivation factors: 

 

 

     

 

Motivator versus Demotivator 
 

While there are factors that encourage an employee to perform to the best of his/her 

abilities (motivators), there are other factors that might make an employee less eager to 

work (demotivators).  In general: 

 

 A ‘motivator’ is something that makes you enthusiastic to do something. 

 A ‘demotivator’ is something that you indifferent about whether a task is 

completed or not. 

 

 

 

Motivator  Demotivator 

 

Success Beliefs  Curiosity 

Power 

Skills development 

Status 

Incentive Promotion Status 

Prize 

Recognition Praise Bonus 
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In the following, you will find two examples of workplace motivators and two examples of 

workplace demotivators:  

 

Motivators 

 

 To recognise employees’ effort and thank them in a timely way for 

doing a good job (either in writing or in person) 

 To empower employees by involving them in decision-making 

especially in matters that affect them. 

 

Demotivators 

 

 To respond negatively to employees’ efforts, ideas or suggestions. 
An employee who receives a discouraging response like ‘This is not 
achievable’ or ‘We can’t consider that’ will stop them proposing any 
other ideas. 

 Not to provide clear expectations – An employee who is not aware 
of what is expected of him to do will not be motivated to perform 
well. 

 

Other examples of work demotivators could be; long working hours, inflexible work 

environment, too much work with no enough time to complete it. 

Given the significant value a motivated workforce can add to a business; it is worth 

considering the following question: 

How can a business motivate its workforce? 
 

A critical function of business management is to create a positive environment where 

employees are motivated and willing to give their best.  How can this be achieved?   

The following offers some ideas: 

 

 Involve employees with decision-making – employees are always more motivated 

when they have a chance to provide their input.  It is highly motivating to feel 

empowered and have a say in what you are doing. 
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 Trust – it is motivating for employees to feel that they are trusted and that they 

have an honest trustworthy leadership.  Management must never promise 

something they cannot do. 

 Recognise employees work and reward them – this could be done by either 

thanking them orally, in writing or by providing incentives (promotion 

opportunities based on their performance, bonus, paid day off) to show 

recognition and appreciation. 

 Give them feedback on their jobs – it is motivating for an individual to know that 

their work and efforts will be followed with a constructive feedback.  This will 

encourage employees to do their best. 

  Set clear goals and expectations – employees who are aware of what is expected 

of them will do their best to meet these expectations. 

 Give employees opportunities to grow – it is motivating for employees to know 

that they are not only using the skills they have, but also learning and developing 

new skills that would benefit them on the long term. 

 
The impact of a motivated workforce on a business 
 

A motivated workforce affects almost every aspect of the business. 

Motivated employees: 

 work harder, produce a high-quality work and get things done faster. T his, in turn, 

decreases labour costs and increases 

productivity. 

 are more creative.  They know that 

their suggestions are considered so 

they have more ideas and accordingly 

help the business to flourish. 

 are busy completing their tasks to meet 

what is expected of them and achieve Image 2: Motivated Workforce 
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their team’s goals.  Accordingly, they have no time for disputes or to get involved 

in conflict. 

 create a work atmosphere that is characterised by positivity, friendliness, a sense 

of belonging and effective communication. 

 attract more customers as they come across as more honest and trustworthy.  

This, in turn, increases the revenue and the overall organisation effectiveness. 

 
The following diagram summarises the impact a motivated workforce has on a business:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Happy/satisfied workers – motivated employees create a positive friendly 
atmosphere. 

 

Good teamwork – team members working in a positive atmosphere 
cooperate effectively. 

Increased productivity – effective cooperation gets things done efficiently.  

Increase in revenue – increased productivity maximize profit. 

Image 3: Motivated team members 
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The impact of a de-motivated workforce on a business 
 

A demotivated workforce can affect almost every aspect of the business.  Most 

importantly, demotivated employees: 

 

 perform less well and often produce work of a lower quality.  This, in turn, slows 

down the work, decreases productivity and costs the business more labour. 

 are not willing to contribute their ideas as they do not trust their managers and 

they believe that their suggestions will not be taken seriously and will not change 

anything.  

 are not fully aware of what is expected of them to do.  Accordingly, they waste 

valuable time and get involved in conflicts with colleagues.  

 create a work atmosphere characterised by 

negativity, detachment, and poor 

communication. 

 feel that their skills are wasted.  They feel 

insecure and they might give up and resign. 

This increases staff turnover which costs the 

organisation both time and money. 

 Cause the business to lose customers.  This, 

in turn, decreases the revenue and the 

overall organisation effectiveness. 

  

Image 4: A demotivated employee 
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The following diagram summarises the impact a demotivated workforce has on a business 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unhappy workforce – demotivated and dissatisfied employees create a 
negative and conflicted atmosphere. 

 

Poor team working – team members working in a negative atmosphere 
cooperate poorly. 

Decreased productivity – poor cooperation slows down the work.  

Decrease in revenue – decreased productivity minimises profit. 

Image 5: Demotivated Team Members 
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The effect of a motivated and demotivated staff members on others 
 

It is worth noting that motivation (and demotivation) is contagious!  The following provides 

further explanation: 

 Motivation is likely to spread and affect others. 

 Human minds are programmed to imitate each other’s emotions and expressions. 

 We subconsciously adopt the attitude of those around us.  

Therefore … 

 If you are working with other motivated team members, your drive will be 

subconsciously boosted and your performance will be enhanced.  

 Motivated employees are positive and pleasant people to work with and are a 

source of inspiration to others.  Members of staff look up to them and see them as 

examples to follow. 

However … 

 Demotivated colleagues negatively affect your attitude and your performance 

drops accordingly.     

 Just like the domino effect, one single demotivated employee would have a huge 

negative impact on the environment of the organisation.  

 Demotivated employees spread negativity. Working with them is an unpleasant 

experience. They undermine others and negatively affect the overall work 

environment. 

Image 6: Domino Effect 
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Conclusion 
It is important to understand the importance of motivation in a work context.  How 

motivated or demotivated an individual may be can have a huge impact on their work 

practices which, in turn, impacts on their personal effectiveness.  Motivation levels can 

also be affected by colleagues.  It is always wise to surround yourself with motivated 

people who usually create a positive work environment where you can thrive and progress. 

 

EXERCISE 1 
 

In your groups, discuss four things or people that motivate (excite, inspire) you to achieve 
a goal?   
Which of these are internal factors (controlled by you) and which are external factors 
(controlled by others)? Complete the table below with your examples.  
 
Use the example to help you.    
 

The Goal I want to achieve. What motivates me to 
achieve this goal? 

External factor or internal 
factor. 

Example: I want to become 
a Doctor 
 
 

My Doctor - as I think he has 
a really interesting job and I 
want to help people.  

Internal (controlled by me). 

1. 
 
 
 
 

  

2. 
 
 
 
 

  

3. 
 
 
 
 

  

4. 
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EXERCISE # 2 
 

Complete the questions below.  
 
A. Think about two of your motivators (one internal motivator and one external 
motivator). 
 
_________________________________________________________________________ 

_________________________________________________________________________ 

 

Give 2 examples of how this could impact your performance (the way that you work). 
 
_________________________________________________________________________

_________________________________________________________________________ 

 
B. Think about two of your de-motivators (one internal de-motivator and one external de-
motivator). 
_________________________________________________________________________

_________________________________________________________________________ 

 
Give two examples of how this could impact your performance (the way that you work). 
 
_________________________________________________________________________

_________________________________________________________________________ 

 
C. Think about what you learnt by listening to others give examples for this activity.  What 
might you do differently? 
 
_________________________________________________________________________

_________________________________________________________________________ 

 
 

EXERCISE # 3 
 

 

Business X has lost employees.  The staff who have left have said the following: 
 
 

 The managers do not treat people with respect. 

 The training provided is good. 
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 No recognition is given for hard work. 

 Communication is poor resulting in staff errors. 

 Salaries have not been increased over the past two years. 

 The working hours are good. 
 

Task A. Using the tables below, list the demotivating factors.  
 

 
 
 
Task B. List three ways the business could motivate its employees.  
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 

EXERCISE # 4 
 

 

Design a poster including information about what motivates and demotivates people at 
work and how the college motivates its staff.  
 
________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
 
 

Demotivating factors 
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Make some notes here. 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
You may wish to use Microsoft word to design your poster.   
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YOU MAY PASTE YOUR POSTER HERE 
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Understand How to Efficiently Organize and Plan Daily Tasks 
 

Explain the Importance of Time Management 

 

Time management is the art of arranging, organizing, and scheduling one’s time for the 

purpose of generating more effective work and productivity.” 

Time management has four main aspects: 

1. Planning & Goal Setting 

2. Managing Yourself 

3. Dealing with Other People 

4. Getting Results 

The first 3 interact to generate results 

Building effective time management skills requires discipline and constant practice.  It is 

easy to become loaded with tasks that are non-productive and time wasters.  

Effectiveness Vs Efficiency at Work 

Effectiveness is results oriented and focuses on achieving the task while efficiency is cost 

oriented and focuses on making the best possible use of time and skills.  It is your job to 

ensure you are making the best use of your skills to do the required task. Work SMARTER 

not HARDER! 

Remember: Effectiveness + Efficiency= Success 
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EXERCISE 1: Effectiveness Vs Efficiency at Work 

In your team, brain storm 3 ideas of how to become more efficient and effective at the 
workplace. You have 10 minutes to discuss and write the list. 

 

Effective Efficient 

1. 1. 

  

  

  

2. 2. 

  

  

3. 3. 

  

  

  

  

 

Show an Understanding of Time Management Barriers 

 

EXERCISE 2: Time Management Barriers 

Read the questions and asnwer in short phrases. Share your answer with the class. (5 

min) 

• What are your personal time wasters? 

 
 

 
 

 
• What are you currently doing to manage your time? 

 

 

Is procrastination one of your barriers? What tasks do you procrastinate? 
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EXERCISE 3: Time Management strategies to avoid procrastination 

https://www.youtube.com/watch?v=SHiSe6-mOiY Time Management Strategies To 

End Procrastination 

Watch the video and take notes on the time management strategies offered. 

 
 

 
 

 
 

 
 

 

 

Use Time Management Tools to Plan and Prioritize Daily Activities Efficiently 

 

Time management is about more than just managing our time; it is about managing 

ourselves in relation to time. It is about setting priorities and taking charge. It means 

changing habits or activities that cause us to waste time.  

Prioritizing Tasks 

 

Using To-Do Lists 

Having a to-do book or a digital planner is a useful tool and is a simple way to carry all 

pending tasks.  

It enables you to determine when you are able to complete a task.  

 

Remember: fill it carefully and give yourself enough time for work, 

meetings/appointments, travel and spending time with family and friends. 

 

The prioritize concept is about writing the To Do list tasks in order of their importance and 

urgency.  

Urgent means when a task demand immediate attention or it becomes very near its’ 

deadline, while important means a task has a considerable significance or consequence.  

  

https://www.youtube.com/watch?v=SHiSe6-mOiY
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Activity: Prioritizing To-Do List tasks game  

  

 

Prioritizing Tasks Using ABC Approach 

 

In ABC approach the tasks are divided into 3 categories where A or (H) stands for High 

Priority as the task deadline is either today or tomorrow (urgent and important). B or (M) 

stands for Medium task priority as task deadline is within a week while C or (L) stands for 

Low priority task as the deadline is after 7 days onwards. 

EXERCISE 4: Prioritize Ahmed’s To Do list tasks with ABC approach 

 

Prioritize Ahmed’s tasks by using ABC approach. Use subcategories when needed such as 

A1, A2 or B1. 

Assign minutes needed to finish each tasks.  

You have 10 minutes to prioritize and set tasks time.  

 

In your team, sort out the tasks pieces to help Mona prioritize her To Do list. You 

have 5 min. 
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Ahmed’s To Do List 

 Date: Sunday Priority Time/minute 

1 Write email to Mr. Jones to reply to his urgent request.    

2 Write a report about staff vacations balance in your 

department. It must be ready by the end of week. 

  

3 Order the coffee and tea.  You have a department 

meeting in 3 weeks.   

  

4 Order more A4 paper.  The copier has paper for 2 more 

days.  

  

5 Reserve the conference room.  The next committee 

meeting is in 30 days.   

  

6 Your manager must travel tonight.  There are problems 

in   Beirut office.  You need to make flight booking and 

hotel reservations. 

  

 

Plan Wisely 

Having a daily plan and committing to it can help you stay focused on the priorities of 

that particular day. Essentially, planning is nothing more than writing down the tasks and 

associated steps that you need to take throughout the day to ensure that your goal is 

completed.  

Step 1: A simple tool that helps you in planning is a personal Productivity Journal, 

notebook or diary 

1. write what needs to be complete in each particular day with specified timing 

2. Prioritize tasks using ABC approach  

3. Highlight the top three items and focus on those first.  

4. Cross off items as you complete them.  

5. Items that are not completed should be carried over to the next page.  

6. If you postpone a task three times, it does not belong on your action list. 

 

Step 2:  write down your tasks list a night before to ensure a fresh start fresh in the 

morning and be able to focus on the most important tasks for that day.  

Remember: to review your list in the morning 

Step 3: Use Chunk, Block, and Tackle Technique 

This technique is ideal for large tasks which can sometimes be so overwhelming and 

difficult to plan.  
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 CHUNK: Break large projects into specific tasks that can be completed in less than 

15 minute.  

 BLOCK: Rather than scheduling the entire project all at once, block out set times 

to complete specific chunks as early in the day as possible.  

 TACKLE: Now tackle the specific task, focusing only on this task rather than the 

whole project. 

Step 4: Use Ready, Fire, Aim concept  

Some people get so caught up with the planning that they fail to take action. This is just 

another form of procrastination. 

 READY:  Do not over-plan each of your actions. By the time you fire, the target 

may have moved.  

 FIRE: take action. Even if you don’t hit the bull’s eye, you’ll probably still hit the 

target. 

 AIM: Make new plans based on new information. Readjust your aim based on 

where you hit the target.  

 

EXERCISE 5: Using Productivity Journal to plan 

Help Ahmed use his productivity journal to plan his day at work. Ahmed lunch break is 

from 12:00 pm – 12:30 pm. 

Use Ahmed’s to do list to fill his productivity journal for Sunday and Monday. Ignore low 

priority tasks. You have 10 minutes. 

Ahmed’s To Do List 

 Date: Sunday  Priority Time/minute 

1 Write email to Mr. Jones to reply to his urgent request.  A1 15 MIN 

2 Write a report about staff vacations balance in your 

department. It must be ready by the end of week. 

B 80 MIN 

3 Order the coffee and tea.  You have a department 

meeting in 3 weeks.   

C1 15 MIN 

4 Order more A4 paper.  The copier has paper for 2 more 

days.  

A3 15 MIN 

5 Reserve the conference room.  The next committee 

meeting is in 30 days.   

C2 15 MIN 

6 Your manager must travel tonight.  There are problems 

in   Beirut office.  You need to make flight booking and 

hotel reservations. 

A2 60 MIN 
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Date: Sunday July 31st 2016 Priority 

08:00  

08:30  

09:00  

09:30  

10:00  

10:30  

11:00  

11:30  

 

Date: Monday August 1st 2016 Priority 

08:00  

08:30  

09:00  

09:30  

10:00  

10:30  

11:00  

11:30  
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Understand how to handle cultural diversity  

Understand what is diversity?  

Exercise 1: Self - Assessment 

 

How comfortable are you with working in a multicultural environment?  

Put a tick in the appropriate column in the table below to find out where you stand. 

 
 

 

Almost 

Always 

Sometimes Almost 

Never 

1. I feel comfortable with being in a 

multicultural environment. 

   

2. I am familiar with many other cultures 

and their traditions. 

   

3. I communicate effectively with people 

from different backgrounds. 

   

4. I feel comfortable working with other 

genders. 

   

5. I avoid judging people based on their 

culture, gender, religion or ethnicity. 

   

6. I am sensitive to what is acceptable or 

not acceptable in other cultures. 

   

7. I recognize the benefits diversity brings 

to the work place. 

   

 
In which column were most of your answers? Almost always, sometimes or almost never? 

 

 

Definition of diversity:  

“Diversity is those human qualities that are different from our own and outside 

the groups to which we belong, yet are present in other individuals or groups.” 

(Proposed by University of Maryland 1995) 

 

Diversity is about the difference we have with each other. These differences include: 

 Physical attributes 
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 Appearance 

 Abilities 

 Educational background 

 Family background 

 Age  

 Gender  

 Marital status 

 Ethnicity 

 Religious beliefs 

 Nationality 

 Class 

 

Diversity is not an option as soon as you have two or more people, you have 

diversity.  The key is how to manage this diversity and how it would come to benefit 

organizations or even the society as a whole.  

Benefits of Diversity 

The following are some of the important benefits of diversity: 

1. More ideas. Diversity and differences help to foster new ideas as people have 

different viewpoints. This boosts creativity and innovation. 

 
2. More skills. In a diverse environment, you can access more skills. Diversity allows 

the use of a greater skill set which increases throughput when managed correctly. 

 
3. Reduced conflicts. Teams who are aware of managing diversity have fewer conflicts 

and are more likely to retain their members over time. 

 
4. Increased Workplace Diversity. Companies who are better at working together 

across multiple cultures are more efficient in coming up with new products and 

services for their diverse customers. 

 

5. Access to International markets. Our increasingly connected world allows many 

organizations to sell their products and services to a diverse international market. 

A diverse team can understand this market much better and turn it into a 

competitive advantage. 

 
6. Morality. It is morally right to let everyone have a fair chance and to reduce 

discrimination.  

 
7. Adapting to change. Diversity helps organizations to have quick reactions to 

changing markets. 
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How to Deal with Diversity at Workplace?  

 

Managing Bias  

A bias in a work environment towards certain people, culture and 

ways of working is strongly contagious. A manager must manage bias 

and react to developing biased behaviors to ensure new suboptimal 

behaviors are not spread throughout the organization.  

 

Consider the following example:  

Suppose you have employed a new person who happens to have a 

different ethnicity to those already working in the team. One day you overhear one of 

the team members, say Peter, talking behind the new employee. Peter thinks that the 

new employee doesn’t fit into the team primarily because there is a cultural difference. 

Peter also thinks that people from the said ethnicity aren’t really good at what the team 

does anyway.  

 

 

There are several ways to approach this: 

 Respond Based on Law. You can wave equal opportunities policies at Peter. This 

may produce some short term solution. You can’t stop people from thinking in 

certain ways by telling them it is illegal.  

 

 Manage Diversity: Help people understand the benefits of working together and 

getting ideas from multiple viewpoints they will be much more cooperative and are 

more likely to accept the new members into their team. 

 

 Manage Contagion. To stop bias from spreading to others, a good start is to ask 

and see Peter in private. Here, you can work on adjusting Peter’s overall attitude 

and explaining what is accepted and what is not. Next, you can send the team to a 

diversity management training course.  

 

Understanding stereotypes 

“Stereotyping is a series of widely shared generalisations about the characteristics of a 

group or class of people” 

Activity: Video (funny cultural stereotype) 

https://www.youtube.com/watch?v=XUO59Emi3eo 

https://www.youtube.com/watch?v=XUO59Emi3eo


 31 

 

Examples of Stereotyping  

 

Remember: Avoid cultural stereotypes while talking to people from other cultures. Multi- 

Cultural Communication made easy: stop prejudging, assuming and antagonizing 

Exercise 2: Stereotyping 

 

A. Write Yes if you think the situation contains stereotyping and No if you think it doesn’t. 

 

__________ 1. When people travel outside their country, they miss being with 

people from their own culture and who speak their language. 

__________ 2. A rich person who has an expensive car and the latest style mobile 

is considered a snob. 

__________ 3. A young girl shows respect to an older woman on the bus by giving 

her your seat. 

__________ 4. A Japanese student is automatically placed in high level group in 

computer class because all Japanese people are good with 

computers. 

__________ 5. A driver on the road takes a turn to avoid driving next to a woman 

because all women can’t drive. 

 

  

Foreigners are rude

People who wear glasses are smarter than those who don't

Women are not as capable as men

All Japanese are smart in technology

Women who wear miniskirts are shallow

Blondes are not smart
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B. Give two advices on how to avoid stereotyping of nationalities at workplace. 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

____________________________________________________________ 

 

Changing Your Personal Approach 

 

1. Collect information 

2. Divide out the facts from your opinions, theories, and suppositions 

3. Make judgment based only on the facts 

4. Periodically refine your judgment based on the facts 

5. Try to continue expanding your opinion of the person's potential. 

 

Tips for communicating effectively in a multicultural environment: 

1. Speak clearly and learn to listen. 

2. Don’t use slang expressions or clichés. 

3. Concentrate on the main points. 

4. Don’t over explain something, it can be confusing. 

5. Check understanding by asking questions. 

6. Use simple but correct language and don’t misjudge people for mistakes in 

language or grammar. 

7. Use visual aids when possible. 

8. Allow and encourage feedback 
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Introduction: 

People can be nervous in an interview, especially if it’s for a job they really want, with an 

employer for whom they would like to work, or it is one of their first interviews; really, 

however, an interview is just a business meeting with a specific purpose. Understanding 

the intent behind the meeting means that both interviewer and candidate can make the 

most of it. 

 

Recognize different types of Interviews 

 

The employer uses the interview to check you out to see if you might fit their 

organization and be a benefit to their company. They need to get an idea of the kind of 

worker you might be, so they look at how you prepare for the interview as an indication 

to how you will prepare your work with them. At the same time, the interview gives you 

a chance to decide if the employer is right for you.  

There are many types of interviews serving different purposes.  Knowing what to expect 

can help you achieve your goal. 

1) Informational Interview 

2) Screening or Telephone Interview 

3) Individual Interview 

Can you list more types? 

4) _____________________________________________________________________ 

5) _____________________________________________________________________ 

6) _____________________________________________________________________ 

 

1) Informational Interview 

The objective of this interview is to ask for advice and learn more about a particular 

career field, employer or particular job. The knowledge that you gain here will make you 

a sharper and more informed.  You will also make a contact and further develop your 

network. 

2) Screening or Telephone Interview 

This interview can last anywhere from 10 to 30 minutes.  You should prepare for it like an 

open book exam.  It is recommended that you have in front of you your resume, the job 

description, a list of references, some prepared answers to challenging questions and 

perhaps something about the company.  The vast majority of communication is non-
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verbal.  Because they can’t see your body language, it is critically important to have 

positive and polished answers with energetic tone and inflection.   

3) Individual Interview 

This is the most common type and often called a “personal interview.”  It is typically a 

one-on-one interview at the organizations offices.  In order to best prepare you will want 

to know the length of the interview which can usually range from 30 to 90 minutes.   

4) Small Group or Committee Interview 

This is where you will be meeting with several decision-makers at once.  This can be an 

intimidating experience if you are not prepared.  It’s an efficient way to interview 

candidates and allows for different interpretations or perceptions of the same answer.  

Be sure to make eye contact with everyone, no matter who asked the question.  It’s 

important to establish rapport with each member of the interview team.   

5) The Group Interview ( with other candidates)  

Interviewing simultaneously with other candidates 

it provides the company with a sense of your leadership potential and style.  

helps the company get a glimpse of how you interact with peers-are you timid or bossy, 

are you attentive or do you seek attention, do others turn to you instinctively, or do you 

compete for authority 

You might even be given a task to do as a team, so make sure you speak up and give your 

opinion 

6) Task Oriented or Testing Interview 

This is a problem-solving interview where you will be given some exercises to 

demonstrate your creative and analytical abilities.  A company may ask you to take a 

short test to evaluate your technical knowledge and skills.  Sometimes a presentation to 

a group is necessary to determine your communication skills.  Try to relax as much as 

possible. 

7) Stress Interview 

During this rare type, the interviewer tries to bait you, to see how you will respond.  The 

objective is to find your weaknesses and test how you hold up to pressure.  Such tactics 

as weird silences, constant interruptions and challenging interrogation with antagonistic 

questions are designed to push your boundaries.  The question you have to ask yourself 

is: Do I want to work for a company that treats me this way even before the offer is 

made?  Rethink the corporate culture. 

8) On-Site Interview 

After your first interview, you may be asked back again for a “second date.”  They like 

you enough that you made the first round of cuts, but they would like to know more 



 37 

about you before making their final decision.  You may be meeting with three to five 

individuals.  This may include a representative from Human Resources, the department 

head, the office staff and the department head’s supervisor.  Be alert and enthusiastic at 

all times!  The more you know about the structure of the process, the less anxious you 

are going to feel and the better you will perform.  This is the last step before an offer is 

made. 

 

Understand your strengths and weaknesses and have a sense of direction 

 

Employers will ask you interview questions about your strengths, so make sure you know 

what those are. They may also ask you to describe your weaknesses. If they ask about a 

weakness, offer an answer that also describes what you have done to overcome that 

weakness so that it doesn’t stop you from doing your job.  

Example: 

My strengths: 

“I’m a problem solver.  I love taking a problem and looking at it from every angle.  I enjoy 

work that challenges me and pushes me to think outside the box.  I enjoy situations where 

I am allowed to work with other people to come up with creative solutions.”    

My weaknesses: 

“I hate confrontation and in the past I found myself at times compromising what I wanted 

or needed in order to keep the peace. This was a real problem, especially in team 

situations or when I was supposed to be leading a group because there are times when 

you need to tell people things they might not necessarily want to hear. Since then I’ve 

realized this is a weakness of mine and I’ve worked very hard to overcome it. Now instead 

of avoiding those situations, I take it as an opportunity to practice being more assertive 

without coming across as difficult. I take the time to listen to each side of the situation 

and make sure that if I have any comments or criticisms that they are constructive and 

that the solutions I offer are actual solutions and not just “peace patches.” 

Exercise 1: My strength and Weakness 

A. As an individual, there are plenty of things that I am good at. When an 

interviewer asks about my strengths, I would say these things… 
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B. I know that, as a human being, there are things that I sometimes struggle with. 

These might be weaknesses in the eye of an employer, but I also know that I can 

discuss them in a way that shows how I manage them. A challenge (or two) that I 

might share with an employer in response to this question is.. 

 

 

 

 

 

 

 

Be prepared for different types of questions 

 

Imagine potential questions and prepare written answers.  

Expect the summary question: “Tell me about yourself.” Yes, be prepared with your 

elevator speech, but turn the question around with something like “Iʼd be happy to give 

you a detailed description of my skills and experiences in the field of _____ but perhaps 

you could tell me a little about what you are looking to achieve. Then, I can narrow my 

broad range of examples to a few that are most relevant to you.”  

Think of other questions they are likely to ask. Prepare your answers and bring an 

outline of them to the interview. Jot down your thoughts in large letters on your 

notepad.  

EXERCISE 2:  
Choose 3 of the following questions for your interview practice and prepare the key 
points of your answer. You will have about 20 minutes for this preparation. Mark on the 
sheet which questions you have chosen. 
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When you are ready, choose a partner to work with and give them this sheet with your 3 
questions marked. Then begin your interview. 
 

Question What the question is testing 

1. Can you tell me about a 

situation when you have 

had to deal with conflict? 

How did you go about it? 

 

 How you respond to conflict. 

 The approach you use in managing conflict between 
others or between yourself and others. 

 Communication skills. 

2. Describe a situation in 

which you were able to 

use persuasion to 

successfully convince 

someone to see things 

your way. 

 Influencing skills. 

 Communication skills. 

3. Describe a time when you 

were faced with a 

stressful situation that 

demonstrated your 

coping skills. 

 How you respond to stress and what strategies you 
have developed to deal with stress. 

 

4. Give me an example of a 

time when you set a goal 

and were able to meet or 

achieve it. 

 Your approach to setting objectives -analytical and 
organisational skills. 

 How you deal with setbacks (if any). 

5. Tell me about a time 

when you had to use your 

presentation skills to 

influence someone's 

opinion. 

 Verbal and written presentation skills.  

 Communication skills in general. 

 Influencing skills. 
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Question What the question is testing 

6. Tell me about a time 

when you had to go 

above and beyond the 

call of duty in order to get 

a job done. 

 Your motivation and commitment. 

 Adaptability. 

7. Give me an example of a 

time when you had to 

make a split second 

decision. 

 Your ability to assess and manage a situation at 
speed. 

8. Tell me about a time 

when you had too many 

things to do and you were 

required to prioritise your 

tasks. 

 Time management and organisational skills. 

9. Tell me about a difficult 

decision you've made in 

the last year. 

 Your decision making style and approach. 

 How you respond to difficult situations where 
you are required to make possibly unpopular 
decisions. 

10. Tell me about a recent 

situation in which you 

had to deal with a very 

upset customer or co-

worker. 

 Communication skills. 

 Customer care skills. 

 Problem solving skills. 

 
Develop questions that you will want to ask the interviewer 

 

Once the interviewer has finished asking questions, they will ask you if you have any 
question. You need to prepare several questions. Try to create questions that you do not 
think the employer will answer during the interview. Look beneath the surface and 
explore things that you really want to know about the place you are considering.  
 

You probably want to know about the company you are going to work in.  

1. Why do I want to work here? (Would I like to do this job for this company?) 

2. What do I need to know (skills, knowledge, and attitude) to do this job well? 
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3. Would I like to work with the people that work there? 

4. If this seems like a good place to work, what will make me stand out from the 

competition so that they offer me the job? 

5. Can I convince them to hire me at the salary, vacation, and benefit levels that I 

want? 

 
You can modify the samples below to suit your needs and area of work.  

What methods of training are currently being utilized here? 
How much time is granted for mandatory skills updating for staff? 

 

Exercise 3: Develop questions to ask the interviewer 

Make a list of ten questions on a sheet of paper with space for you to make notes on the 

answers. Keep in mind that the perception of you doing that is one of thoughtfulness and 

practicality. They could imagine how you would behave in a staff meeting. Focus your 

questions on learning and growth, not benefits. 

• Save the benefits questions for the HR department when the offer is made.  

• Ask about learning opportunities.  

• Ask about what types of performers are appreciated the most.  

• Ask about what types of challenges would be presented to you.  

The interview is as much about how you see yourself fitting in as they see you fitting in. 
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Tips to successful interview 

 

1) Review own skills, experiences and qualities and check your CV 

2) Anticipate questions and identify relevant examples  

3) Research organisation “Know the Organization”, Websites, reports, articles, 

company literature, visit call etc. “About us “ 

 Organization’s name 

 Private or public 

 What products or services 

 Key management team 

 Their latest news  

 
4) Practice  

 tape recorder 

 mirror  

 video camera 

 friends, family 

 Note cards 

 No memorized answers 

5)  Elicit First Impressions 

 Smile, greet everybody  

 Have a firm handshake  

 Be sure to maintain eye contact when speaking or listening. 

 
6) Find out who makes next move 

7) Thank the interviewers for their time 

8) Employer initiates 

 Standing up, shaking hands 

o “Thank-you for interviewing”  

9) Let employer know you are interested 

10) Prepare closing statement 

 “Thank you for taking the time to interview me, I’m very interested in this 

position...”  

11) Evaluate your performance 

12) Attention to details is important.  

 Avoid the sloppy look, iron your clothes, no tennis or dandruff, and turn off 

your cell phone! 

 

ActivitY-Interview Practice  
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Participants role-play a mock interview to practice demonstrating each quality, and 
good body language and behavior. 

 This exercise can be completed within 60 minutes. 

Aim: This exercise provides participants with the opportunity to practice responding to 
typical interview questions. 

Group work exercise: 
1) Participants will be split into groups of three – an ‘interviewer’, an ‘interviewee’ 

and an ‘observer’. Each group member has the handout he or she needs and go 

through these sheets if necessary.  

2) When the interviews have started, groups will be circulated to observe and ask 

questions. Interviewers should give their interviewees about 30 seconds to 

answer each question using their notes to help them. 

3) After four minutes at most, groups will be swap roles and repeat twice so that 

each participant tries each of the roles. 

4) Once each participant has had their turn as interviewer and interviewee, team 

will be brought back together to discuss what they have learnt, using the 

questions below: 

 How did you get on with your interview practice? 

 In preparing your answers, did you consider what skills or abilities the 

questions were testing? 

 Do you think you provided your interviewer with evidence of those skills and 

attitudes? 

 Were you aware of your body language when answering questions? 

 What have you learned from this exercise? 

 What would you do differently another time? 

 

6 Tips to help your Preparation  

 

1. Think of a situation where you can talk about the specific actions you took that are 
likely to demonstrate the behaviours that the prospective employer is looking for. For 
example, if it’s a question about customer service, think of a time when you went out 
of your way to provide exceptional customer service. 

2. Be clear and specific about the actions you took. To make it clear what you did, use 
‘I’, rather than ‘we’. For example, “I asked the customer if he would like a seat.” 

3. Explain what happened as a result of the actions you took. What was the outcome? 
For example, “The customer wrote to my manager expressing his with the service 
he’d received.” 

4. Don’t talk too fast. The interviewer is likely to want to record a lot of what you say. 

5. Be guided by the interviewer. If he/she asks a question, listen carefully and answer it 
specifically rather than continue with your example where you left of. They are likely 
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to be probing you to see if there is further evidence of a particular behaviour they are 
looking for.  

6. Be aware of your body language. Keep it positive and open with plenty of eye 
contact.  

 
Instructions for the Interviewer 
 
 You have 20 minutes to ask your interviewee their three questions and provide any 

feedback. 

 Check that you know which three questions your interviewee has chosen. 

 Ask each question and make any notes that will help you give meaningful feedback. 

 Probe your interviewee’s answers further; for example by asking such questions as: 

o What happened next? 

o Why did you adopt that approach? 

o What was your thought process? 

o What was your goal? 

o What was your main concern? 

o What was the outcome? 

o Who did you involve and why? 

o When did you do that? 
 

 Please make sure that any feedback you give is constructive and helps the 
interviewee to understand how they could improve their responses. 

 You may choose to give feedback after each question has been asked or to wait until 
all three questions have been answered. 

 
These are some of the things to watch out for during the practice: 

 Listen carefully. Did you get clear evidence from the candidate relevant to the 
abilities the question tested? 

 Did they answer the question fully and concisely? 

 How was their body language – open, alert, looking interested? Did they make eye 
contact with you? 

 What impression were you left with? 
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Mock Interview Evaluation Form 
 

Interviewer 1: Student’s Name: 

Interviewer 2: ID: 

Interviewer 3: Section: 

 

Assessment Criteria 

1= Poor   2= Average     3= Good       4= Excellent 
Comment 1 2 3 4 

Behaviour 

a) Professional appearance (looks and attitude) 

Bring CV copies in binder 

     

b) Beginning and exiting interview in a friendly 

manner (with greeting and a thank you) 

     

c) Appropriateness of body language (Eye 

contact with interviewer/s, posture, showing 

interest) 

     

Communication Skills 

a) Ability to communicate using 

English/Arabic language skills and asking 

for clarification if needed 

     

b) A good knowledge about the organization 

and applied position (duties and  required 

job skills)  

     

Questions 

a) Appropriateness of responses to the 

questions asked 

     

b) Effectiveness in describing strengths and 

interpersonal skills in relation to the job 

     

c) Showing mastery of IT skills 
     

d) Effectiveness in describing  Job Specific 

Work Skills (Customer Service, banking, 

etc..) sesecretarialsecretarial) 

     

e) Asking appropriate questions to interviewers 
     

Total score out of 40  
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DEALING WITH YOUR FIRST DAYS AT WORK 
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What is induction? 
 

Induction is the process that employees go through when they first join a new workplace. 

The main purpose of the induction is to: 

 welcome new employees 

 explain about the business and how it works 

 set out what is expected of new employees 

 prepare new employees for their new roles 

 

Delivering successful induction training to new employees should be a priority for every 

organisation.  It is of a great importance!  The following provides further explanation. 

Why is induction important?  

Induction is critical!  Here are some of the reasons: 

 It helps ensure a faster integration of new employees into the new work 

environment. 

 New employees will deliver results and be productive in a shorter period of time. 

 It clears away any confusion new employees may have about the new job by 

answering many, if not all, questions they have. 

 It provides new employees with all necessary information to allow them to quickly 

become an effective employee.  

Image 1: New employees attending induction training 
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Induction information 
 

An effective induction covers the following: 

 The organisation’s culture, vision and mission 

 The business and how it works 

 The organisation’s policies and procedures such as; 

health and safety, code of conduct, reporting lines 

and other key procedures. 

 Equipment and how it is used 

 The layout of the building 

 Dress code 

 Working hours 

 Employee’s rights for example, benefits, payments, time off 

 Employer’s rights (usually expressed in employment terms and conditions) 

Kinds of induction 
 

There are two main kinds of induction: 

While both kinds of induction aim to achieve the same results, there are some 

disadvantages to informal induction. 

 

1. Formal induction – Information is delivered in a planned way.  Induction, however, 

is not always a formal process.  

2. Informal induction – This induction is unplanned.  New employees get to know the 

new working environment by themselves. 
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Disadvantages of informal induction 
 

 Informal induction might cause new employees 

stress while navigating the new environment by 

themselves.  

 New employees might feel that they do not know a 

lot of things and this might affect their self-

confidence.  

 New employees might commit several mistakes 

which would cost the organisation time and 

sometimes money. 

Whether it is a formal or an informal induction, employers should ensure they avoid 

information overload whilst still providing all new employees with access to all necessary 

information.  New employees should make the most of their induction and ensure they 

find out as much as possible, including all the of information they might need to 

successfully start their new job. 

Below are some points new employees should consider before asking questions: 

 

How to ask questions in the induction 
 

The following presents some pieces of advice for you to follow when you want to ask 

questions during your new work induction: 

 

 Ask questions in relation to the information given in the induction.  You can ask 

for more details on any of the points raised.  

Image 3: Confused Employee 
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 If your question is not linked to any of the topics discussed, choose a suitable time 

for your question (maybe at the end of the 

session).  

 

  Be polite and professional 

 Use appropriate language.  Always include ‘please’ in your question. 

‘’Would you please further explain ……’’? 

‘’Could you please tell us more about ….’’?  

 Make sure you thank the trainer for his or her input. 

What is a first impression? 
 

A first impression is what you think about someone when you first meet them.  You usually 

form your opinion based on your observation of other people’s appearance, body 

language and manner. 
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Why is a first impression important? 
 

The first impression is highly important as it goes a long way and it is difficult to be changed 

later.  Both employers and employees should be aware of the importance of first 

impressions.  

Importance of first impressions to employers 

Employers should be aware of the importance of first impressions for the following 

reasons: 

 

 

 

 

 

 

If a new employee forms a negative first impression of the organisation, he/she will feel 

that they made the wrong decision joining the organisation. 

They are less likely to commit to a long-term work. 

 

This, in turn, increases employee turnover which costs the employer time and money. 

 

This also negatively affect the organisation’s reputation. 
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Importance of first impression to employees 

 

Employees should be aware of the importance of first impressions for the following 

reasons: 

 

 

Having understood, as a new employee, the importance of leaving a good impression on 

your first days at work, it is necessary to explore what can help you to leave such a good 

impression. 

 

How to leave a good impression on your first day at work 
 

It is important that a new employee is aware of: 
 

 Body language – Mind your posture and body language. 

 Be comfortable and confident as this usually shows on your face. 

 Keep eye contact with the person you are talking to. 

 Smile!  

 

Employers usually form judgments about likability, trustworthiness and competence 

in the first few moments after meeting the new employee. 

As this impression lasts, it affects an employers’ view about that employee, which 

may affect their professional progress. 
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 Appearance -  Present yourself properly.  The way you look is usually the other 

person’s first clue about you - a huge part of their judgment will be based on it.  

Always look clean and neat. 

 Time-keeping – Always be on time.  

 Manner (Your way of behaving with others) – Always be respectful.  Choose your 

words wisely.  Be polite, helpful and professional. 

Video summary (How to survive your first day at work) 
 

Here are the main points presented in the video you watched in the class: 

 

- Arrive early - plan your journey well.  You should try to test the route from your 

home to your workplace before your first day.  Arriving early would offer you 

adequate time to calm yourself.  Take a few deep breaths and settle in. 

- Take notes - You will no doubt be given a lot of information on your first day and 

taking notes will help you to remember everything.  Take a small notebook and pen 

with you and jot down information such as people’s names, work duties and HR 

information.   

- Ask questions - Don’t be afraid to ask questions if you are not sure of something.  

Ask about the company culture, the management style, and exactly what is 

expected of you.  You can even ask some personal questions to help break the ice. 

‘’Where are you from?  Do you get traffic?  The quicker you know your 

surroundings, the quicker you will settle in. 

- Be friendly - Introduce yourself to every person you meet on the first day and try 

to remember their names.  This will show that you are approachable and might 

even open the door to making new friends at work. 

- Smile - And remember you never talk without a smile.  This is an easy way to create 

a good first impression with your colleagues.  Additionally, nothing will be more 
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assuring than colleagues who be smiling back at you and engaging in friendly 

conversations. Remember - awesome opportunities are lying ahead.  

Learning how to survive your first days at work also require learning about available 

sources of support that you might need to get back to. 

Sources of support and assistance 
 

As a new employee, it is important for you to be aware of where to find assistance and 

support in your new workplace.  You should be able to diagnose the issue you need to 

explore and link it with the relevant source of support.  

 

 

In general, you can get support from: 

 

 Your manager – You can get back to your manager to find out more about: 

 your specific job responsibilities 

 what exactly is expected of you.  

 The Human Resource Department - You can get back to the HR department if you: 

 have an ‘employee relations’ problem. 

 are not sure about anything related to your payroll or work benefits. 
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  want to ask for vacation/ days off for any reason (sick family member, stress 

at work) 

 feel you need training or more information on any part of your job 

responsibilities. 

Activity: Highlight the type of support issues to the appropriate sources of support 

shown below:  

 

Sources of Support Support Issue  

1. Human Resource Department. 
2. Your manager. 
3. Computer Department. 
4. Your team. 

Unsure how to use your computer 

Unsure of who is in your team 

Unsure of your lunch hour 

Unsure of the work benefits on offer 
 

Conclusion 

Your first days at work are never to be taken for granted!  You are recommended to plan 

for them and prepare yourself well.  Make the best out of the induction training you will 

receive, leave a good first impression and never hesitate to seek more support and 

assistance at any point you feel you need to. 

 

EXERCISE # 1 

 
Business X is a bank.      
 
The bank is proud of its excellent customer service and its values. These are honesty, 
commitment, flexibility and accountability. 
 
In your pairs brainstorm some questions that you might ask at your first day at the bank 
during your induction. Think about, hours of work, dress code, courses and training, 
breaks. 
 
Remember, you are an employee and you want to find out more company information. 
 
Examples of good and bad questions are given below. 
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Good question Bad question 

Do I need to work on the weekend? Can I have Monday’s off, as I don’t want to 
work on Monday’s? 

Can I do a computer course? 
 

Can I talk on my phone during meetings? 

 
What training will I get? 
 

What happens if I don’t get on with my 
team? 

 
Write your questions here: 
 
_________________________________________________________________________ 

 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

_________________________________________________________________________ 

 

EXERCISE # 2 
 

 

Task A: In your group, think of six different types of problems that can occur on the first 
day at work. Think about where you might get support to help you with these problems.   
Present your answers back to the group.  
 

Problem at work on my first day. Sources of support (where can I go to get help). 

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 

 



 58 

 
 

 
 
 
 

 

 
 
 
 

 

 

 

Task B 
Match the support issue to the source(s) of support. 
 

Sources of Support  Write the number of support next to the 
correct issue below. e.g.: You are not sure 
when you will be paid. Source of support 
number 1.  

1. The Human Resource Department. 

 

2. Your manager. 

 

3. Policies and procedures. 

 

4. Brochures (leaflets, information) about 
the business. 

 

5. Information on the internal computer 
network. 

 

6. Information on the business website. 

 

7. The Computer Department. 

 

8. The Marketing Department (they will 
have information about the business). 

 

9. A team member. 

 

You are not sure what to wear. 

You are not sure when you will be paid. 

A family member is sick and you need to be 
with them. 

You are struggling to use your computer. 

You would like to more about the business. 

You do not know where to find pens and 
paper. 

You do not know where the coffee 
machine is. 

You would like to get to know your team 
better. 

You do not know how to use the 
photocopy machine. 

You do not know what to do if there is a 
fire. 

You would like to know where your team 
saves all their documents on the 
computer. 

You would like to know more about your 
job responsibilities. 

You would like to know what your 
manager expects of you. 
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What do we mean by principles? 

Principles are values that guide behaviour or rules that should be followed, which can 

control behaviour and affect a person’s attitude towards something. 

The resulting standards of behaviour and are important to us as individuals and in the 

workplace.  They are usually designed or created to drive positive behaviours. 

Different people have different values and principles.  This goes down to different cultures 

and different religions which produce different value systems. 

 

 

 

 

 

 

An example of a cultural value difference that affects work environments is individualistic 

versus collectivistic societies.  In individualistic societies, for example,  USA, UK, Canada 

and Australia, the interests of the individual prevail over those of the group.  Social 

interactions are frequent but less intimate.  On the other hand, the group interests are put 

ahead of the individual need in collectivistic societies, for example, China, Korea and 

Taiwan.  Family is very important and social interactions are more intimate. 

 

 

  

UAE is considered a collectivistic society.  People in UAE cherish group values and interests and 
they have close family relations.  

 

 

Image 1: Principles word cloud 
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Work principles 
 

Work principles are values and work ethics that represent what is required within an 

organisation.  It is worth noting that employees’ personal principles affect how they 

conduct themselves in the workplace.  Therefore, it is necessary for employees to carefully 

consider the organisation’s principles and decide accordingly whether they match their 

personal ones.  If it is the case, things will be easy. If not, they need to carefully think 

whether they will be able to alter their behaviour to match the organisation’s principles.  

This is usually not an easy thing to do.  

Two very different examples are the Netherlands and Korea.  In Korea, people readily 

accept hierarchy, rarely have a say in high-level decision making and would be hesitant to 

express disagreement with their managers.  In the Netherlands, people are less concerned 

with status and expect a more equal division of power.  The door is open for employees to 

express their ideas which might affect management decision-making. Employees are 

willing to disagree and even challenge their managers’ decision.  It can easily be seen that 

an employee from the Netherlands might need to think carefully before working for a 

Korean organisation.  The same applies for a Korean who might also find it difficult to fit in 

a Dutch organisation.  This is not to imply that employees should avoid inter-cultural work 

experiences.  It is only to emphasise the importance of being totally aware of the principles 

and values held by the organisation you are thinking of working for. 

 

 

In general, every organisation has its own code of conduct that must be followed by all 

employees.  These codes of conduct are set to ensure that all employees treat each other 

fairly and understand the expectations of an organisation.  When an employee first starts 

within an organisation they will have an induction and the code of conduct will be 

explained to them.  If employees do not follow the code of conduct, they can be subject 

to disciplinary action, which should always be avoided.  An organisation will usually have 

its values written down and are often used as advertising on signage of an organisation.  

In the UAE, workplace relationships are thought of morally (similar to a family).  In other 
words, employees are expected to respect those in authority and listen to what they have to 
say, follow their directions and be polite and respectful.  In return, they expect others to be 
polite and respectful to them. 
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Ethics 

Ethics are standards and rules of behaviour 

based on what is believed to be good or bad 

within that organisation.  Workplace ethics 

guide employees’ behaviour.  They are very 

important as they keep a level of trust with 

customers and they keep the company out of 

legal trouble. Companies usually set four main 

business ethics: 

1. Morality 

2. Trust 

3. Responsibility 

4. Principles 

As a prospective employee in any organisation, it is very important for you to be aware of 

these principles and ethics as they define: 

 Your personal approach to tasks 

 Your relationship with customers, colleagues and managers 

 The way you dress and present yourself 

 The language you use 

 Your general behaviour 

Think of HCT, your college.  As a student at this institution, you are expected to conform to 

its principles, values and standards are explained fully and clearly on the college website.  

For example, before joining the college you were prepared to meet the principles such as, 

your relationship to other students, your relationship to teachers and members of staff and 

your academic obligations and expectations. 

Image 2: Business Ethics 
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Attitude 

Attitude is a feeling or opinion about something or a way of behaving that reflects your 

state of mind. 

How does attitude affect performance? 

Peoples’ attitudes affect their behaviour and performance at work.  For example, if an 

employee believes in the values, aims and objectives of the company he/she works for, 

they would want to progress in their career and are accordingly more likely to have a 

positive attitude, be more motivated and perform well.  

On the other hand, an employee with a negative attitude would perform poorly.  They may 

be uncooperative and may also start to be absent from work.  A bad attitude is not a good 

trait to have as an employee.  Employees, at all times, should try to be positive, cooperative 

and hard working. 

 

 

 

 

 

If an employee does not believe in the company ethics or knows of something causing 

them to have a bad attitude, they should discuss their concerns with a line manager or 

their HR department.  

In general, a positive attitude is deemed a vital feature to have as an employee. 

 

 

The UAE government has recognised that if employees have a positive and happy work 
ethic, this will increase performance in the workplace.  It launched several initiatives of 
corporate happiness and positivity. 
 
Sheikh Mohammed bin Rashid said: ‘’Happiness and Positivity in the UAE are a lifestyle, a 
government commitment and a spirit uniting the UAE community.’’ 
 

Image 3: Attitude 
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Every employee can contribute to having a positive environment by being enthusiastic, 

hardworking and supportive to work colleagues.  In contrast, a negative attitude creates a 

negative environment where targets are less likely to be met.  

Attitude is contagious!  If one person is negative in a team, quite often this would cause 

other people to become negative and vice versa.  Therefore, employers will seek to hire 

people with a positive attitude as they are more likely to create positive relationships, seek 

opportunities for advancement and stay for a longer term in the organisation. 

Things employees do that reflect a positive attitude (positive work practices) 

 Working hard and producing high quality 

work 

 Showing confidence 

 Being punctual - they arrive on time 

 Meeting deadlines 

 Being creative 

 Showing a sense of belonging to the 

organisation by suggesting ideas that would 

help the business to flourish 

 Being approachable and friendly 

 Smiling! 

 Viewing problems as opportunities for 

learning 

 Supporting, advising and helping colleagues 

 Willing to take up challenges and learn new things 

 Being flexible 

 Dressing appropriately 

 Having good social skills - communicating well and knowing how to behave in 

certain situations 

 Being reliable - when they say they will do something they do it and do it on time! 

 

Image 4: Positive Employee 
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These positive work practices leave both employers and colleagues with a good 

impression.  Employees who show these practices would come across as trustworthy, 

professional, having high standards and committed to the job.  Accordingly, they have 

greater opportunities for promotion and professional advancement. 

 

Things employees do that reflect a negative attitude (negative work practices) 
 

 Showing a lack of confidence 

 Being late for work 

 Missing deadlines 

 Distancing themselves from their team 

 Having stern or unsmiling expressions most 

of the time 

 Always see the dark side of things 

 Being afraid to take up new responsibilities 

 Not interested in learning new things 

 Being resistant to some changes in the work 

dynamics (not being flexible) 

 Dressing inappropriately 

 Lacking social skills  

 Being unreliable. 

These negative work practices create a bad impression for both employers and colleagues. 

Employees who show any of these practices would come across as not committed to the 

job and not having high standards. 

In conclusion, principles, values, ethics and attitude all have an impact on employees’ 

behaviour which, in turn, affect the organisation. 

  

Image 5: Negative Employee 
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Different businesses have different work principles 

Not all businesses have the same work principles.  The principles adopted depend on the 

type of business.  In general, businesses can be grouped in three different sectors: 

1. Public sector 

2. Private sector 

3. Voluntary sector 

 

 

Understanding the difference between each sector will help you understand their different 

values and principles.  The following provides further explanation: 

Business in the public sector, also known as “State Sector”, are controlled by the state and 

concerned with providing basic government services. 

Businesses in the private sector, also known as “Commercial Business”, are controlled by 

private individuals for profit.  They are not controlled by the state, other than laws that 

apply to them. 

Businesses in the voluntary sector, also known as “Charitable Business”, provide services 

on a not-for-profit basis. 

It is not difficult to see that work principles and values will be different among 

organisations within these three different sectors. The following section provides more 

information. 

  

A sector is an area or portion that is distinct (different) from others. 
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Principles vary between different sectors 
 

These sectors have different organisational focus and objectives.  Accordingly, they have 

different principles, values and ethics which in turn affect the business working practices.  

Therefore, it is not surprising to learn that a profit driven company in the private sector 

will have different principles from a task driven company in the public sector.  The 

following table provides a further explanation. 

 

 Goal Core principles of the business 
Principles/ values of people who 

work there 

Public sector 

To complete tasks and 

provide a range of 

services for people in 

the community, 

irrespective of their 

financial situation 

 To guarantee the right of every 

individual in the community to 

access their services 

 To prioritise the needs of the 

public community and serve 

them effectively 

 Lawfulness and incorruptibility 

are also two common values of 

public sectors. 

 

People who work in the public 

sector may have strong values of 

wanting to guarantee a stable life 

for their families.  They may be 

hardworking, dedicated and skilful 

at completing the tasks they do. 

 

Private sector 

To generate profit by 

providing high quality 

services and products 

 Customer satisfaction as 

customers are their source of 

money and without them, the 

business would collapse. 

  Other values are profitability 

and innovativeness. 

People who work in the private 

sector may have strong values of 

wanting to look after their families 

and their wellbeing.  They may be 

hardworking, dedicated and 

ambitious. 
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Voluntary sector 

To help people 

regardless of their 

circumstances.  

The goal of the voluntary sector is to 

make a difference to the lives of the 

service users.  A core value of such an 

organisation is helping, giving and 

selfless meaningful contribution to the 

community at large. 

People who work in a voluntary 

organisation may have strong 

values of wanting to look after 

other people and not be worried 

about earning money. 

 

 

 

It is noteworthy, however, that there are always common principles and values among all 

different types of business such as; accountability, reliability and efficiency. 

Principles vary between departments within the same organisation  
 

People who work in the different departments within an organisation may also have 

different work principles.  Examples of different departments are: 

  Finance 

  HR 

  Production 

  Sales 

Principles can be different from one department to the other within one business.  The 

reason for these changes can be due to the focus of the department within the business.  

For example, if we think about a hospital as a business; the priority of the finance 

department is to look after costs, the priority of the doctors and nurses is to look after the 

patients and the priority of the cleaning staff is to keep the hospital clean. 
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Size and type of business can impact on principles 
 

The following example explains how the size and type of business also impacts on the work 

principles. 

A large private industrial company producing fuel A small family run company 

Producing fuel is dangerous to the environment, so 

such a business would prioritise safety and ensure 

that their principle of being a “responsible, ethical 

and as environmentally friendly as possible” is high 

on their list of principles. 

Such a small family business would focus on 

managing the costs of the business, guaranteeing 

profit and at the same time maintaining and 

building relationships. 

 
Conclusion 
 

As a prospective employee, you must be fully aware of the work principles (work values 

and ethics that guide employees’ behaviour) of the organisation you will be working for.  

Your own attitudes and behaviours to work and the way in which you conduct yourself in 

the workplace will determine whether you are the right person to work in that 

environment. 

Work principles vary depending on the type of work or business.  Due to their different 

priority focus and goals, businesses in the public, private and voluntary sectors have 

different values and principles.  For the same reason, work principles can be different from 

one department to the other within one business.  The size and type of a business can also 

impact on its principles. 
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EXERCISE # 1 
 

 

For this activity, you will think about what values are important to you and discuss with 
your partner.  
 

Instructions: 
A. In pairs, discuss three values that are important to you  

B. Say why these are important 
C. Put the three values in order of importance 
D. Share your values with the class 

 
 
Value 
1_____________________________________________________________________ 
 
Why 
important_______________________________________________________________ 
 
_________________________________________________________________________ 
 
Value 
2_____________________________________________________________________ 
 
Why 
important_______________________________________________________________ 
 
_________________________________________________________________________ 
 
Value 
3_____________________________________________________________________ 
 
Why 
important_______________________________________________________________ 
 
_________________________________________________________________________ 
 

EXERCISE # 2 
 

 

Think about what things you might do that could be described as having a positive (good) 
or negative (bad) attitude.  
 
Think of one word to describe the action. __________________________ 
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1.  Write five words that describe a positive attitude towards work, for example, helpful. 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
2.  Write five words that describe a negative attitude towards work, for example, 
unhelpful. 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 

EXERCISE # 3  
 

 

From the list of words that describe positive working practices and your own values, you 
will now write a set of work principles. An example has been given below to help you. 
 
 
Look at your own values and list of words that describe positive working practices. 
Write a sentence that describes your attitude to work as a positive work principle. 
 
 
Example: 
 
Word/words –  time keeping 
 
Sentence: I will always arrive for work on time. 
 
 
My work principles are: 
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1. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
2. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
3.  
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
4. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
5. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
6. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
7. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
8. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
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9. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 
 
10. 
_________________________________________________________________________ 
 
_________________________________________________________________________ 
 

 
 

EXERCISE # 4 
 

Think about how principles can vary within the different departments of an organisation, 
read the case study below and answer the questions. 
 
 
Case study – Business sector: Public - A school. 
There are several different departments within a school. For example:  administration, 
teaching, the finance team and cleaning. 
 

 Choose three of the departments and think about how their principles may be 
different. 

 List three principles of each department. 

 Explain why the principles are different.  
 
 
Department A. _______________________________________________________ 
 

1. ___________________________________________________________________ 
 

2. ___________________________________________________________________ 
 

3. ___________________________________________________________________ 
 
 
Department B.________________________________________________________ 
 

1. __________________________________________________________________ 
 

2. __________________________________________________________________ 
 

3. __________________________________________________________________ 
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Department C. _______________________________________________________ 
 

1. ___________________________________________________________________ 
 

2. ___________________________________________________________________ 
 

3. ___________________________________________________________________ 
 

Explain why the departments you have selected have different work principles. 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
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