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HOW THE COURSE WORKS 

The Promoting Excellence Certificated Self Awareness & Understanding Course consists of a series of 
Modules, each containing slides with videos, and worksheets, self-scoring on-screen downloadable 
diagnostics, and other materials for you to download and either retain or print as you wish.  

Taken together, they will lead you, in a modular basis, through the whole of our Promoting Excellence 
Self Awareness & Understanding Course, and the course will conclude with a certificate that you can 
download to show you have successfully completed the training and have been officially certificated 
by Promoting Excellence Limited. Your name can be typed onscreen into the certificate, which can 
then be retained as a PDF or printed off. 

Each module has video narration, so you are best to complete the course where sound will not disturb 
others around you. The course is linear, so you should start by downloading and completing the 
Introduction, followed by Module ONE, Module TWO and so forth. Your password and login ID gives 
you access to this page, in most cases, for a full year from purchase, so you will not need to rush, but 
can work methodically. Some downloads are quite large - up to 50MB or so - so you should only 
download the module upon which you are currently working, before progressing to the next one. 

Where a module has worksheets, bonus materials and handouts, these are listed onscreen in your 
course, in the order you will need to download them. Not all courses, and not all modules have 
worksheets or handouts, but where they do, they are listed below for you to download and use. 

IS THE COURSE FOR AN INDIVIDUAL OR A GROUP? WILL THEY USE THIS 
DIFFERENTLY? 

The course has been written for use by individuals or small groups. An individual will need to reflect on 
some of the ideas raised, and to jot down their thoughts. They may like to then discuss their ideas with 
peers, or a competent leader. A small group will find benefit in discussing the ideas and issues raised 
as a group and perhaps agreeing on joint actions. 

AIMS 

• To enable you to reflect on your self-awareness and its importance  

• To inform and reflect on the value of Emotional Intelligence for everyone  
• To show key skills for effective leaders  

OUTCOMES 

• It is expected that by the end of this course you will be more knowledgeable regarding the 
importance and nature of personal self-awareness. 

• To raise awareness and give areas to work on to improve or develop following a self-
assessment questionnaire 
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SOME HOUSEKEEPING POINTS 

In each module, you can go forwards to the next slide by clicking on the button in the top right corner 
of each module-slide. To signify that a slide is fully completed and ready to advance, the button-label 
will flash. You can also go backwards to look again at any slide you have completed. To do that click 
the button in the top left corner. When going back through slides, their videos (if any) will not 
automatically play - but you can play them by clicking on them) 

 

 

 

 

 

 

 

 

 

If you are using this course on an iPad, please choose the option 'Download', rather than 'View'. 
Download gives you the full file (remember you need the Apple PowerPoint app, free to all Microsoft 
365 subscribers. It is best to download the App first.) The Download will be saved into ‘Files’ on your 
iPad and will auto-run if you have the PowerPoint App already downloaded. 

Technical support on device configuration options can only be provided by your ICT department. The 
course has been tested and certified as running on PC (Windows 10, Windows 11, with Office 365 
(v24-12 tested) and iPad (iOS 18 tested). 

All modules are in Microsoft PowerPoint Show format. 

 

  

The slide is complete 
when this begins to flash 

Click this button to go to 
the next slide 

Click this button to go to 
the previous slide 
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INTRODUCTION 

 

The course begins with a short Introductory Module. 

 

 

 

 

 

 

 

 

My Notes: 

 

 

 

 

 

 

 

Please note that you can follow slides from the video in this workbook by their headings on screen. 

All work sheets can be downloaded separately and should be used alongside this workbook. 
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SELF-AWARENESS AND UNDERSTANDING YOURSELF  

MODULE ONE 

Please now download these three items from your course online 

Self-Awareness & Understanding Yourself  

 

  

Resources Required –  

MODULE ONE slides: Self Awareness & Understanding Yourself (ppsx file) 

MODULE ONE Worksheet 1: Raising Self-awareness at Work 

MODULE ONE Worksheet 2: Johari Window 
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A QUICK THOUGHT SHOWER FOR YOURSELF OR IF YOU ARE IN A GROUP 
SETTING. 
 
 
 
 
 
 
 
 
 
 
Why is it important to understand yourself? 
Jot down some ideas: 
 

 

 

 

 

 

UNDERSTANDING YOURSELF 
How do your suggestions compare with ours on the PowerPoint? Would you add anything? 
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SELF-AWARENESS 
Self-awareness has more than one aspect.  
 

 
 
 
How aware are you? What do you think about the statistic 10%–15% of the 5,000 people studied have 
self-awareness? Any examples to back up your view? 
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THE IMPORTANCE OF UNDERSTANDING YOURSELF 
Even more reasons to understand yourself.  

 

 

 

 

 

 

 

Do you agree? Why? 

 

 

 

 

 

SIGNS OF NO SELF-AWARENESS  
The Signs of no Self-awareness  

 

 

 

 

 

 

 

Do you know anyone lacking in self-awareness? What are the tell-tale signs? 
If you are working with others, it is important not to give specific names here. 
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RAISING SELF-AWARENESS AT WORK 
See the worksheet Module 1: Raising Self-awareness at Work and complete the following. 
Task:  
How is your team doing?  
How are you doing?  
What are the possible areas to work on? 
Assign a Red (Not Done), Amber (Sometimes) or Green (Done Well) response to the middle column.  
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EXPERIENCED LEADERS & SELF-AWARENESS 
Do you agree with Dr Tasha Eurich’s Harvard Business Review article https://hbr.org/2018/01/what-
self-awareness-really-is-and-how-to-cultivate-it that states that “the more power a leader holds, the 
more likely they are to overestimate their skills and abilities”? 
 
Agree Or Disagree 
 
Why? 
 
 
 
 
Read it now (remember that this is an external link, and you should use appropriate protection for 
Viruses for your PC and ensure you have permission to access external websites before clicking the 
link. Promoting Excellence and its affiliates will not accept responsibility for any damage as a result of 
accessing external websites. The link is to ‘The Harvard Business Review’ and an article by Dr Tasha 
Eurich. 
 

 

 

 

 

 

 

 

 

 

 

Reflect: Why do you think research shows that those with higher leadership positions and more 
experience are not as accurate as predicting their effectiveness? 
 

 

 

 

 

 

  

https://hbr.org/2018/01/what-self-awareness-really-is-and-how-to-cultivate-it
https://hbr.org/2018/01/what-self-awareness-really-is-and-how-to-cultivate-it
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360° FEEDBACK 
A useful device for assessing our self-management and working with others. This is completed by 6 
people (the individual requiring the 360°, a manager, staff we manage and by our peers). See the 
Promoting Excellence website for more details. 

https://www.promotingexcellence.co.uk/surveys.html  

 

 

 

 

 

 

 

 

Any purchaser of this course can access a reduced price 360° survey. Please contact us for a fully no-
obligation quote – is much more affordable than you might think! 
To contact us, please e-mail jc@promotingexcellence.co.uk  

 

 

 

 

 

 

  

https://www.promotingexcellence.co.uk/surveys.html
mailto:jc@promotingexcellence.co.uk
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3 VIDEO SLIDES ON JOHARI WINDOW (CREATED BY JOSEPH LUFT AND HARRY 

INGHAM IN 1955.) 
A good reference for this is at Mindtools. 
Read it now (remember that this is an external link, and you should use appropriate protection for 
Viruses for your PC and ensure you have permission to access external websites before clicking the 
link. Promoting Excellence and its affiliates will not accept responsibility for any damage as a result of 
accessing external websites. The link is to Mindtools, who currently allow access, free of charge, to 
two resources (this article on the Johari Window would be one of your two). Please note that Mindtools 
is a very useful site, but not free once you have accessed the two, initial, free articles. 
 
https://www.mindtools.com/au7v71d/the-johari-window 
 
The Johari Window is a great way to start thinking about 4 aspects of yourself and others. The website 
states there are 3 positive elements that can emerge through engaging with and reflecting on this way 
to enhance self-awareness. 
 

 
 
 

1. By building trust with others through sharing information about yourself.  

2. Improving your own self-awareness by discovering what other people think about you, 

your strengths, and your weaknesses - and comparing this feedback to the perception 

you have yourself. 

3. Improving communication and team interpersonal relationships  

See the worksheet Module 1: Johari Window 

  

https://www.mindtools.com/au7v71d/the-johari-window
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After reading the worksheets  

Reflect: How open are you… 

how large is your window?  

Do you share lots of personal information at work - or are you more reticent?  

As the worksheet states, this may be for several reasons and trust plays a large part here. 

 

 

 

 

 

 

 

 

TEST YOUR KNOWLEDGE 

1. What are the 4 Johari window panes? 

 

 

 

 

2. What are the 2 aspects to self-awareness? 
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WHAT IS EMOTIONAL INTELLIGENCE? 

MODULE TWO 

Please now download these two items from your course online 

What is Emotional Intelligence? 

 

What would be your definition? 

 

 

 

 

 

  

Resources Required –  

MODULE TWO slides: What is Emotional Intelligence? (ppsx file) 

MODULE TWO Worksheet 1: Assessing your EI - Self-assessment Task 
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WHAT IS EMOTIONAL INTELLIGENCE? 

Daniel Goleman is a psychologist and author of ‘Emotional Intelligence’ 1995 – well worth reading. 

Although one of the most published and famous proponents of the concept and use of EI, Goleman didn’t 

actually coin the phrase Emotional Intelligence.  

It was Peter Salavoy and John Mayer in their article ‘Emotional Intelligence’, published in the journal 

‘Imagination, Cognition, and Personality’ in 1990 who first used the phrase. 

 

 

 

 

 

 

 

What do you think about the quote by Daniel Goleman? 
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IQ AND EMOTIONAL INTELLIGENCE DIFFERENCES 

The difference between IQ and Emotional Intelligence is shown in the table on the PowerPoint. 

 

 

 

 

 

 

 

 

Reflect: Can you spot the difference between the two? 
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KNOWING YOURSELF - AWARENESS AND MANAGEMENT 

 
 
 
 
 
 
 
 
 
 
 
Ask yourself… 
Do you know yourself honestly and accurately? 
 
 
 
 
 
 
Do you know how your behaviour impacts on other people? 
 
 
 
 
 

Can you cite evidence to back up your view? 
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THE JOHNSON & JOHNSON’S STUDY 

 

 

 

 

 

 

 

What do you think about the Johnson & Johnson’s study? 

 

 

 

 

 

Do you exhibit the positive behaviours that come from having EI? 
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An EI Structure 

See Worksheet Module 2: Assessing your EI - Self-assessment Task 

After completing the assessment decide how/when you can show more EI at work 

 

 

 

 

 

 

 

Outline one strength and one area for development 

Strength 

 

 

Development Area 
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DEVELOPING YOUR UNDERSTANDING OF EMOTIONAL INTELLIGENCE  

MODULE THREE 

Please now download this item from your course online 

Developing your understanding of Emotional Intelligence 

 

 

 

 

 

 

 

 

 

 

  

Resources Required –  

MODULE THREE slides: Developing Your Understanding of Emotional Intelligence (ppsx file) 



21 
 

BEST BOSS/WORST BOSS – 2 SEPARATE SLIDES 

 

 

 

 

 

 

 

 

As the PowerPoint states, the best boss/worst boss is a useful exercise in thinking about the qualities 

required for successful leadership. This can help to improve your leadership skills either now or in the 

future and links to understanding the importance of EI in the workplace. What were your descriptors of 

your best and worst bosses? 

 

Best bosses: 

 

 

 

 

Worst bosses: 
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POSITIVES DERIVING FROM HAVING EI/ EI HELP US TO… 

Three ways to develop emotional intelligence (with more reasons why on page 24): 

1. Trying team-building exercises 
2. Acting as a coach or mentor 
3. Training in difficult conversations, conflict management and networking skills 

 

 

 

 

 

 

 

 

These are some strategies to help you, or your colleagues develop EI.  

Which will you try? When? 
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THE ELEMENTS OF EI; KORN FERRY SAY THAT EI IS… 

 

 

 

 

 

 

 

Looking at the 4 areas, reflect 

How would you rate leaders in your organisation in these four areas?  

  My assessment of the leaders in the organisation (Confidential) 
1 Self-Awareness  

 
 

2 Self-Management  
 
 

3 Social Awareness  
 
 

4 Social Management  
 
 

 

How would you rate yourself? 

  My assessment of myself (Confidential) 
1 Self-Awareness  

 
 

2 Self-Management  
 
 

3 Social Awareness  
 
 

4 Social Management  
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EI  

More reasons to develop EI. 

 

 

 

 

 

 

 

 

My Notes: 
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DANIEL GOLEMAN’S CONCEPT OF EI 

 

 

 

 

 

 

 

Click the link to view a YouTube video of Daniel explaining what EI is and how to use it 

https://www.youtube.com/watch?v=_QpUH7i7EhM 

Please remember that external links are beyond our control.  

Promoting Excellence and all other creators of this material cannot be held responsible for the uses 
and consequences (direct or indirect, financial or otherwise) of external links. If in any doubt at all, 
consult your ICT specialist before clicking ANY links. The link provided above is to YouTube, which has 
its own privacy policy and tools which you should also read before clicking the link above. 

Link to YouTube Privacy Tools: 

https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-commitments/protecting-user-
data/#privacy-guidelines  

 

  

https://www.youtube.com/watch?v=_QpUH7i7EhM
https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-commitments/protecting-user-data/#privacy-guidelines
https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-commitments/protecting-user-data/#privacy-guidelines
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TEST YOUR KNOWLEDGE 

1. What is emotional intelligence? 

 

 

 

 

2. What is your area for development on your EI self-assessment and how will you do this? How 
can you set yourself a SMART (specific, measurable, achievable, realistic and time-bound) 
target? 
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CONTINUING TO DEVELOP YOUR SELF-AWARENESS AND EMOTIONAL 
INTELLIGENCE  

MODULE FOUR 

Please now download this item from your course online 

Continuing to Develop your Self-Awareness and Emotional Intelligence 

 

 

 

 

 

 

 

  

Resources Required –  

MODULE FOUR slides: Continuing to Develop your Self-Awareness and Emotional Intelligence 
(ppsx file) 
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‘WHAT’ NOT ‘WHY’ – 2 SLIDES 

 

 

 

 

 

 

 

 

 

 

 

Here the importance of avoiding too much introspection is stressed. Therefore, better to ask, What? 
E.g. ‘What it is about the situation that leads to me ask why? 

Instead of focussing on ‘why?’ think about the circumstances and try to change what you do, how you 
act etc. This makes us question whether we can adapt - stop asking ‘why’ and think ‘what’ can we do 
differently.  
 
What can you do differently? 
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WHY BOTHER WORKING ON EI? 

To become more self-aware and the many benefits is a simple answer. Read the slide on the 
PowerPoint and record why you should try to improve your EI. 

 

 

Why I should try to improve my EI: 
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WHEN THE GOING GETS TOUGH, HOW WILL YOU REACT? 

Watch the clip linked below, if your ICT department allows it (please read the notes below first), and 
note an individual without self-awareness!  

Many years ago, ‘Fawlty Towers’, a sit-com featuring John Cleese as ‘Basil Fawlty’ showed a man who 
had no self-control. Comedy was built on the interactions and his impact on colleagues. In real life, a 
lack of self-control in anyone, especially leaders/managers, is not at all funny! 

When Basil is under pressure, he rants and raves, he is sarcastic, he often abuses his staff and he 
totally loses control. 

A clip can be found on YouTube – see note below https://www.youtube.com/watch?v=_n77eoOfRPE  

NOTES ON LINKS 

Please remember that external links are beyond our control. The clip contains bad language. 
Promoting Excellence and all other creators of this material cannot be held responsible for the uses 
and consequences (direct or indirect, financial or otherwise) of external links. If in any doubt at all, 
consult your ICT specialist before clicking ANY links. 

The link provided above is to YouTube which has its own privacy policy and tools which you should 
also read before clicking the link opposite. 

Link to YouTube Privacy Tools: https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-
commitments/protecting-user-data/#privacy-guidelines  

When the going gets tough, how do you react? What can you do differently? 

 

 

  

https://www.youtube.com/watch?v=_n77eoOfRPE
https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-commitments/protecting-user-data/#privacy-guidelines
https://www.youtube.com/intl/ALL_uk/howyoutubeworks/our-commitments/protecting-user-data/#privacy-guidelines
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IMPROVE YOUR EI. HOW? BY… IMPROVE YOUR EI – HOW? ALSO, BY…  TO 
BE EVEN BETTER AND HAVE EVEN BETTER EI 

 

Actions you could take to improve your EI. Decide and note down what your goal will be after seeing 
these 3 slides. 
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WE SHOULD TAKE CARE TO AVOID 

Read and reflect. Be aware of your behaviour 
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KNOW YOURSELF AND YOUR BEHAVIOURS 

MODULE FIVE 

Please now download these three items from your course online 

Know Yourself and Your Behaviours  

 

 

 

 

 

 

 

 

  

Resources Required –  

MODULE FIVE slides: Know Yourself and Your Behaviours (ppsx file) 

MODULE FIVE  Assessment: Leadership Behaviours 

MODULE FIVE Worksheet: Feeding back and Understanding Your Leadership Behaviours 
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YOUR OWN LEADERSHIP BEHAVIOURS 

 

 

 

 

 

 

Complete the assessment Module 5 Leadership Behaviours 

Then work through the following slides: 

• Behaviour in the Workplace  
• Before Continuing Note … 
• Understanding Behaviour at Work 

 

 

 

 

 

 

 

 

What was your score?  

The highest score is your default behaviour/ colour. Which are you - Flame Red, Sunglow Yellow, 

Sage Green or True Blue? 

 

 

 

Default behaviours are your go to behaviours – how you work or behave especially under pressure. 

 

Can you see how the colleagues around you work and behave very differently in certain situations? 
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BEHAVIOURS ON A GOOD DAY AT WORK  

 

 

 

 

 

 

 

What are your behaviours - linked to your colour?  

Do you recognise yourself? 

 

My Notes: 
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BEHAVIOURS ON A BAD DAY AT WORK 

 

 

 

 

 

 

 

What are your behaviours on a bad day? Note how things change. Do you recognise yourself? 

Can you recognise the colours/behaviours of colleagues around you? 

My Notes: 
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Your Feedback 

 

 

 

 

 

 

 

 

Which colours do you think would work well together? The answer will be on the next few slides. 

Read and work through Worksheet Module 5: Feedback from Leadership Behaviours – Getting 
the Best from Others - whether leading, managing or working together 
Information to read and absorb on the worksheet. 

My Notes: 
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Complementary Styles x2 slides 

 

 

 

 

 

 

 

 

Here are the answers to the previous question- which colours or behaviours work best together? 

Also, an opportunity to find out the strengths and areas of weakness associated with the colours or 

behaviours. 

Any thoughts? 

My notes: 
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KEY LEARNING POINTS  

What will you do as a result of this information? 

My Notes: 

 

 

 

 

 

 

Final Reflections 

How does this apply to you? 

What have you learnt about yourself? 

Will it require personal change? 

What will you do differently? 

 

My Notes: 
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WELL DONE – YOU CAN DOWNLOAD YOUR CERTIFICATE 

Type your name into the ’Name’ Field to personalise your certificate and then save the PDF to your 
device OR print it. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Self-awareness gives you the capacity to learn from  

your mistakes as well as your successes. It enables you to keep growing.”                                       

Lawrence Bossidy 

Former Chair and CEO of Honeywell 
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