
 

 

Course Code: 100728  
SoŌ Skill and Interpersonal CommunpicaƟon 

Unit–1: Self-Discovery and Analysis 

1. Meaning of Self-Discovery and Self-Analysis 

Self-Discovery 

Self-discovery is the process of understanding yourself deeply – your personality, abilities, 
emotions, values, beliefs, strengths, and weaknesses. 

It answers the question: 

“Who am I?” 

Self-Analysis 

Self-analysis is the systematic evaluation of: 

 Your skills 

 Your behavior 

 Your attitude 

 Your emotional responses 

 Your career goals 

Importance 

Self-discovery and self-analysis help to: 

 Build self-awareness 

 Improve decision making 

 Set realistic goals 

 Develop emotional intelligence 

 Increase confidence and motivation 

 

2. SWOT Analysis (Self SWOT) 

SWOT stands for: 

 S – Strengths 



 

 

 W – Weaknesses 

 O – Opportunities 

 T – Threats 

It is a powerful tool to analyze yourself. 

A. Strengths 

Internal positive qualities. 
Examples: 

 Good communication skills 

 Technical knowledge 

 Leadership quality 

 Problem-solving ability 

 Time management 

B. Weaknesses 

Internal negative points. 
Examples: 

 Fear of public speaking 

 Lack of confidence 

 Poor time management 

 Procrastination 

 Weak English 

C. Opportunities 

External positive factors. 
Examples: 

 Online courses 

 Internships 

 New technologies 

 Scholarships 

 Networking 



 

 

D. Threats 

External negative factors. 
Examples: 

 High competition 

 Economic problems 

 Fast-changing technology 

 Lack of guidance 

 Peer pressure 

Importance of SWOT 

 Helps in career planning 

 Improves self-development 

 Helps overcome weaknesses 

 Identifies growth paths 

 

3. Who Am I? 

This question focuses on personal identity. 

It includes: 

 Your name and background 

 Your personality type 

 Your values and beliefs 

 Your interests and hobbies 

 Your goals and ambitions 

Example 

I am a motivated engineering student, interested in technology and learning new skills. I believe 
in honesty, hard work, and continuous improvement. 

Purpose 

 Builds self-identity 

 Improves clarity of life goals 



 

 

 Increases self-respect 

 

4. Attributes (Personal Attributes) 

Attributes are personal qualities or characteristics that define a person. 

Types of Attributes 

A. Physical Attributes 

 Appearance 

 Health 

 Body language 

B. Mental Attributes 

 Intelligence 

 Creativity 

 Memory 

 Thinking ability 

C. Emotional Attributes 

 Patience 

 Empathy 

 Emotional control 

 Motivation 

D. Social Attributes 

 Communication skills 

 Teamwork 

 Leadership 

 Cooperation 

Importance 

Good attributes help in: 

 Building relationships 



 

 

 Professional success 

 Leadership roles 

 Personality development 

 

5. Importance of Self-Confidence 

Meaning 

Self-confidence is the belief in your own abilities and skills. 

It is thinking: 

“I can do this.” 

Characteristics of Confident People 

 Speak clearly 

 Take initiative 

 Accept challenges 

 Learn from failure 

 Stay positive 

Benefits 

 Improves performance 

 Reduces fear and anxiety 

 Enhances communication 

 Builds leadership skills 

 Increases motivation 

How to Build Self-Confidence 

 Set small goals 

 Improve skills 

 Think positively 

 Learn from mistakes 

 Practice regularly 



 

 

 

6. Self-Esteem 

Meaning 

Self-esteem is the value and respect you give to yourself. 

It is thinking: 

“I am worthy and capable.” 

Types of Self-Esteem 

A. High Self-Esteem 

 Positive attitude 

 Accepts self 

 Handles criticism 

 Emotionally strong 

B. Low Self-Esteem 

 Self-doubt 

 Fear of failure 

 Negative thinking 

 Lack of motivation 

Importance 

 Mental health 

 Emotional balance 

 Healthy relationships 

 Better decision making 

How to Improve Self-Esteem 

 Accept yourself 

 Avoid negative people 

 Celebrate small success 

 Develop skills 



 

 

 Maintain positive mindset 

 

Difference Between Self-Confidence and Self-Esteem 

Self-Confidence Self-Esteem 

Belief in ability Value of self 

Skill-based Emotion-based 

Situation-specific Overall personality 

"I can do it" "I am valuable" 

 

Conclusion (Exam Perfect) 

Self-discovery and self-analysis are the foundations of personality development. Tools like 
SWOT analysis help individuals identify their strengths and weaknesses. Understanding “Who 
am I”, developing good attributes, building self-confidence, and maintaining healthy self-esteem 
are essential for personal and professional success in modern life. 

 

 

Unit–2: Creative and Innovative Thinking 

1. Meaning of Creativity 

Creativity is the ability to think in new ways, generate original ideas, and find unique 
solutions to problems. 

It is not only about art or design, but also about: 

 Problem solving 

 Decision making 

 Innovation 

 Improvement of existing ideas 

Creativity answers the question: 

“How can I do this differently and better?” 

 



 

 

2. Out of the Box Thinking 

Meaning 

Out of the box thinking means thinking beyond traditional limits and not following fixed 
patterns. 

It involves: 

 Breaking routine thinking 

 Looking at problems from new angles 

 Trying uncommon solutions 

Example 

If students are bored with lectures, instead of more lectures, using: 

 Videos 

 Group discussion 

 Games 

 Practical activities 

This is out of the box thinking. 

Importance 

 Encourages innovation 

 Improves problem-solving skills 

 Helps in business and startups 

 Makes a person unique 

 

3. Lateral Thinking 

Meaning 

Lateral thinking is a method of solving problems indirectly and creatively, instead of using 
normal logical steps. 

Proposed by Edward de Bono. 

It focuses on: 

 Changing perspectives 



 

 

 Using imagination 

 Challenging assumptions 

Example 

A company wants to reduce customer complaints. 
Instead of only improving product, they improve: 

 Customer support 

 User experience 

 Return policy 

This is lateral thinking. 

Techniques of Lateral Thinking 

 Brainstorming 

 Random word method 

 Provocation 

 Mind mapping 

Importance 

 Leads to innovative ideas 

 Helps in complex problems 

 Improves team creativity 

 Builds leadership quality 

 

Difference Between Out of Box & Lateral Thinking 

Out of the Box Lateral Thinking 

Free thinking Structured method 

No fixed rules Uses techniques 

General approach Specific problem solving 

Breaks mindset Shifts perspective 

 



 

 

Unit–3: Attitude and Motivation 

Part A: Attitude 

1. Meaning of Attitude 

Attitude is a person’s way of thinking, feeling, and behaving towards a situation, person, or 
object. 

It reflects: 

 Beliefs 

 Values 

 Emotions 

 Behavior 

Attitude answers: 

“How do I react to life?” 

 

2. Factors Influencing Attitude 

1. Family 

Parents’ behavior shapes thinking. 

2. Education 

Teachers and learning environment influence mindset. 

3. Friends & Society 

Peer group strongly affects attitude. 

4. Culture & Religion 

Values and traditions impact beliefs. 

5. Personal Experiences 

Success and failure change outlook. 

6. Media & Technology 

Social media influences perception. 

 



 

 

3. Challenges and Lessons from Attitude 

Negative Attitude Challenges 

 Fear of failure 

 Lack of confidence 

 Poor communication 

 Low performance 

 Stress and anxiety 

Positive Attitude Benefits 

 Better problem solving 

 Emotional stability 

 Strong relationships 

 Career success 

 Leadership quality 

Life Lesson 

“Situation does not define success, attitude does.” 

 

4. Etiquette 

Meaning 

Etiquette refers to good manners and proper behavior in society and workplace. 

It includes: 

 How you speak 

 How you dress 

 How you behave 

 How you respect others 

Types of Etiquette 

1. Social Etiquette 

 Greeting politely 



 

 

 Respect elders 

 Saying thank you and sorry 

2. Workplace Etiquette 

 Punctuality 

 Professional dress 

 Respect colleagues 

3. Communication Etiquette 

 Listening patiently 

 Not interrupting 

 Using polite words 

Importance 

 Builds positive image 

 Improves relationships 

 Creates professionalism 

 Enhances personality 

 

Part B: Motivation 

1. Meaning of Motivation 

Motivation is the inner force that pushes a person to act, work, and achieve goals. 

It answers: 

“Why do I do what I do?” 

 

2. Factors of Motivation 

Internal Factors 

 Interest 

 Passion 

 Self-respect 



 

 

 Goals 

External Factors 

 Rewards 

 Salary 

 Recognition 

 Praise 

 Competition 

 

3. Self-Talk 

Meaning 

Self-talk is the conversation you have with yourself. 

Example: 

 Positive: “I can do this.” 

 Negative: “I will fail.” 

Types 

Positive Self-Talk 

 Builds confidence 

 Reduces stress 

 Improves performance 

Negative Self-Talk 

 Creates fear 

 Lowers confidence 

 Leads to failure 

Importance 

Your mind believes what you tell it. 

 

4. Intrinsic & Extrinsic Motivation 



 

 

Intrinsic Motivation 

Doing something for personal satisfaction. 

Examples: 

 Learning because you love knowledge 

 Playing music for enjoyment 

Extrinsic Motivation 

Doing something for external reward. 

Examples: 

 Studying for marks 

 Working for salary 

 

Difference Between Intrinsic & Extrinsic Motivation 

Intrinsic Extrinsic 

Internal drive External reward 

Long-lasting Short-term 

Self-satisfaction Money, praise 

Strong commitment Less emotional bond 

 

Final Conclusion (Exam Ready) 

Creative thinking helps individuals find innovative solutions through out-of-the-box and lateral 
thinking. Attitude plays a vital role in shaping behavior and success, while etiquette ensures 
positive social interaction. Motivation, supported by self-talk and intrinsic and extrinsic factors, 
drives individuals to achieve personal and professional goals. Together, creativity, attitude, and 
motivation are essential for overall personality development and career success. 

  

 

 

Unit–4: Strategic Goal Setting 



 

 

1. Meaning of Goal Setting 

Goal setting is the process of deciding what you want to achieve in life and planning 
systematic steps to reach it. 

A goal gives: 

 Direction 

 Focus 

 Motivation 

 Clarity of purpose 

It answers: 

“Where do I want to go in life?” 

 

2. Wish List 

Meaning 

A wish list is a list of desires, dreams, and ambitions you want to achieve. 

It may include: 

 Career goals 

 Financial goals 

 Personal goals 

 Health goals 

 Social goals 

Example of Wish List 

 Become a software engineer 

 Start my own company 

 Travel abroad 

 Buy a house 

 Learn new technologies 

Importance 



 

 

 Helps identify life priorities 

 Acts as foundation for goal setting 

 Converts dreams into action plans 

 

3. SMART Goals 

SMART is a scientific method for effective goal setting. 

SMART stands for: 

S – Specific 

Goal must be clear and well-defined. 

 “I want success” 

膆 “I want to become a network engineer” 

M – Measurable 

Progress should be measurable. 
Example: Score 80% in exams. 

A – Achievable 

Goal should be realistic. 
Example: Learning one programming language in 3 months. 

R – Relevant 

Goal must match your life purpose. 
Example: Engineering student learning coding. 

T – Time-Bound 

Goal must have a deadline. 
Example: Complete project by June 2026. 

 

4. Blue Print for Success 

Meaning 

Blueprint for success is a step-by-step action plan to achieve goals. 

It is a structured strategy. 

Steps in Blueprint 



 

 

1. Identify goal 

2. Break into smaller tasks 

3. Set deadlines 

4. Acquire skills 

5. Take action 

6. Monitor progress 

7. Improve continuously 

Importance 

 Reduces confusion 

 Improves time management 

 Increases success rate 

 Builds discipline 

 

5. Short-Term Goals 

Meaning 

Short-term goals are goals that can be achieved in less than one year. 

Examples 

 Pass semester exam 

 Learn C programming 

 Complete internship 

 Improve communication skills 

Importance 

 Builds momentum 

 Provides quick motivation 

 Improves confidence 

 

6. Long-Term Goals 



 

 

Meaning 

Long-term goals require several years to achieve. 

Examples 

 Become a data scientist 

 Start a company 

 Buy a house 

 Achieve financial stability 

Importance 

 Provides life direction 

 Encourages long-term planning 

 Helps in career growth 

 

7. Life-Time Goals 

Meaning 

Lifetime goals are ultimate goals of life that define purpose. 

Examples 

 Live a healthy life 

 Become a respected professional 

 Achieve happiness and peace 

 Contribute to society 

Importance 

 Gives meaning to life 

 Improves personal values 

 Guides all other goals 

 

 

 



 

 

 

Difference Between Types of Goals 

Short-Term Long-Term Lifetime 

Less than 1 year 3–10 years Whole life 

Easy to achieve Requires effort Philosophical 

Skill based Career based Purpose based 

Immediate Future Ultimate 

 

Relationship Between Goals 

Lifetime Goal 
⬇ 
Long-Term Goal 
⬇ 
Short-Term Goal 
⬇ 
Daily Actions 

This is called Strategic Goal Alignment. 

 

Common Problems in Goal Setting 

 Unrealistic goals 

 Lack of clarity 

 No time limit 

 Fear of failure 

 Poor planning 

 

Tips for Effective Goal Setting 

 Write your goals 

 Review regularly 



 

 

 Stay disciplined 

 Track progress 

 Learn from failure 

 Stay motivated 

 

Strategic goal setting is essential for personal and professional success. A wish list helps identify 
dreams, SMART goals provide structure, and the blueprint for success gives a practical action 
plan. Short-term, long-term, and lifetime goals together create a clear path for growth, 
motivation, and achievement i 

 

 

 

Unit–5: Effective Time Management 

1. Meaning of Time Management 

Time management is the ability to plan, organize, and control how much time is spent on 
activities to increase efficiency and productivity. 

It answers: 

“How can I use my time wisely?” 

 

2. Value of Time 

Time is the most precious and non-renewable resource. 

Importance of Time 

 Once lost, cannot be regained 

 Increases productivity 

 Reduces stress 

 Improves discipline 

 Leads to success 

Famous Quote: 



 

 

“Time and tide wait for no one.” 

 

3. Diagnosing Time Management 

This means analyzing how you use your time. 

Purpose 

 Identify time wasters 

 Find productivity gaps 

 Improve daily routine 

Common Time Wasters 

 Social media 

 Procrastination 

 Poor planning 

 Distractions 

 Multitasking 

Tools 

 Time log 

 Daily activity chart 

 Self-evaluation 

 

4. Weekly Planner 

Meaning 

A weekly planner is a schedule of tasks for the entire week. 

Benefits 

 Clear vision of tasks 

 Better workload distribution 

 Reduces last-minute stress 

 Improves consistency 



 

 

Example 

Day Tasks 

Monday Study DBMS 

Tuesday Practice coding 

Wednesday Project work 

Thursday Revision 

Friday Mock test 

 

5. To-Do List 

Meaning 

A to-do list is a list of tasks to be completed in a day. 

Example 

 Complete assignment 

 Read 2 chapters 

 Submit project 

 Exercise 

Importance 

 Improves focus 

 Reduces forgetfulness 

 Builds discipline 

 Increases efficiency 

 

6. Prioritizing Work 

Meaning 

Prioritizing means deciding what is most important and urgent. 

Eisenhower Matrix 



 

 

Urgent Not Urgent 

Important Do first 

Not Important Delegate or ignore 

Importance 

 Saves time 

 Reduces stress 

 Improves decision making 

 Prevents overload 

 

Unit–6: Interpersonal Skills and Teamwork 

Part A: Interpersonal Skills 

1. Meaning of Interpersonal Skills 

Interpersonal skills are the ability to communicate, interact, and build relationships 
effectively with others. 

They include: 

 Communication 

 Listening 

 Empathy 

 Leadership 

 Networking 

 Conflict management 

 

2. Gratitude 

Meaning 

Gratitude means being thankful and appreciative of others. 

Benefits 

 Improves relationships 



 

 

 Builds trust 

 Creates positivity 

 Increases emotional intelligence 

Example: 
Thanking teammates for their contribution. 

 

3. Relationship Between Leadership, Networking & Teamwork 

Leadership 

Ability to guide and inspire others. 

Networking 

Building professional and social connections. 

Teamwork 

Working together to achieve a common goal. 

Relationship 

Leadership → directs teamwork 
Networking → expands team opportunities 
Teamwork → strengthens leadership 

All three are interconnected and dependent. 

 

4. Assessing Interpersonal Skills 

Methods 

 Self-assessment 

 Feedback from peers 

 Role play 

 Observation 

Key Questions 

 Can I communicate clearly? 

 Do I listen actively? 



 

 

 Can I work in teams? 

 Can I handle conflicts? 

 

5. Situation Description of Interpersonal Skills 

Example Scenario 

A student team is working on a project. 

Good interpersonal skills shown by: 

 Respecting ideas 

 Helping weaker members 

 Solving conflicts peacefully 

 Sharing responsibilities 

Poor interpersonal skills: 

 Dominating others 

 Not listening 

 Arguing frequently 

 Lack of cooperation 

 

Part B: Teamwork 

6. Meaning of Teamwork 

Teamwork is the process of working together in a group to achieve common objectives. 

 

7. Necessity of Teamwork 

A. Personally 

 Improves communication 

 Builds leadership 

 Increases confidence 

B. Socially 



 

 

 Promotes cooperation 

 Develops empathy 

 Builds social harmony 

C. Educationally 

 Better learning outcomes 

 Practical exposure 

 Improves project quality 

 Enhances problem solving 

 

Advantages of Teamwork 

 Sharing of ideas 

 Faster problem solving 

 Better decision making 

 Increases creativity 

 Builds responsibility 

 

Disadvantages (if poorly managed) 

 Conflicts 

 Unequal workload 

 Communication gaps 

 Dependency 

 

How to Build Strong Teamwork 

 Clear communication 

 Mutual respect 

 Defined roles 

 Trust and support 



 

 

 Feedback and appreciation 

 

Final Conclusion (Exam Ready) 

Effective time management helps individuals utilize time wisely through planning, prioritization, 
and self-discipline. Interpersonal skills such as gratitude, leadership, and networking play a 
crucial role in building strong relationships. Teamwork is essential for personal growth, social 
harmony, and educational success. Together, these skills prepare individuals for professional 
excellence and leadership roles. 

 


