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OBJECTIVES

• Overview of Fully Effective Employees

• Identify  your stressors and communication styles

• Find new, healthy ways to communicate, to 
manage  your stress  and cope with change



FULLY EFFECTIVE EMPLOYEES 
EMPLOYEE ASSISTANCE PROGRAM

• Counselors are available by phone 24 hours a day, 
7 days a week

• Confidential

• No cost to employees

• Family members are included



THE EAP IS:

• A worksite based program provided by your employer 
to help resolve personal and/ or work related problems.

• Confidential- we only report the date, the number of 
employees and the types of problems

• Professional- our staff have certifications in chemical 
dependency, degrees in counseling and years of 
experience in the mental health field.



WE DEAL WITH:

• Relationship issues

• Personal/emotional problems such as stress, anxiety or 
depression

• Work difficulties

• Alcohol and drug issues

• Financial and legal problems



STRESS CAN BE POSITIVE OR NEGATIVE

• Birth

• Marriage/remarriage

• New Job

• Relocation

• Retirement

• Divorce

• Death

• Job loss

• Political/war/or catastrophic event



STRESS AT WORK

• Management change

• Job change

• New technology, policies

• Downsizing/layoffs- more work, less time

• Adding new staff

• Poor communication



STRESS: GOOD VS. BAD

• Good Stress - balance of arousal and relaxation, 
helps you concentrate and focus on your goals

• Bad stress- constant state of arousal- leads to 
physical and emotional problems

• Stress is experienced emotionally, physically, 
behaviorally, cognitively and organizationally



PHYSICAL EFFECTS

• Anxiety attack

• Headaches

• Stomach aches, nausea

• Perspiration, rapid heart beat, shortness of breathe

• Decreased appetite, dry mouth

• Fatigue



EMOTIONAL EFFECTS

• Irritable, angry, impatient “on edge”

• Worry

• Self-doubt

• Sadness, tearfulness       

• Anxious

• Hopelessness



COGNITIVE EFFECTS

• Decreased attention span

• Poor concentration

• Inability to make sound decisions

• Impaired memory

• Careless mistakes, accidents



BEHAVIORAL EFFECTS

• Sleep disturbances, nightmares

• Appetite changes

• Withdrawal from friends, family

• Interpersonal problems

• Temper mental outbursts

• Use of alcohol or other drugs



ORGANIZATIONAL EFFECTS

• Absenteeism- excused or unexcused

• Alienation from co-workers

• Poor communication

• Decreased productivity

• Loss of commitment or loyalty to the organization

• High turnover rate



TYPICAL REACTIONS TO WORK STRESS

• Confusion

• Uncertainty

• Difficulty making decisions

• Fear of losing one’s job

• Poor communication

• Displaced anger



MANAGING STRESS

• Time management

• Make lists and get organized

• Ask for help

• Change your thinking

• Talk about your feelings and fears with others

• Practice relaxation techniques



COMMUNICATION

• We communication to exchange feelings, ideas and information

• We learn to communicate early in life- ex “seen and not be 
heard”

• Communication is learned and therefore healthy 
communication can also be learned

• Non-verbal communication is expressed through tone of voice, 
body language, facial gestures, muscle tone, posture



CONFUSING MESSAGES

• When what we say does not match our non-
verbal communication

• What we send via email often does not create the 
intended message

• Saying one thing but doing another



LACK OF SELF DISCLOSURE

• Keeping thoughts and feelings to ourselves

• Results in loneliness and isolation

• And may be ..

• the result of believing thoughts and feelings are bad or good

• due to a fear of showing emotions

• the result of trying to handle it yourself

• due to a lack of trust



HEALTHY COMMUNICATION

• Allow others to have feelings

• Don’t interrupt

• Speak in terms of “I” rather than “you”

• Listen- ask for clarification

• Reflect back what you have heard

• Don’t assume

• Avoid email for any message with emotional content or negative expression



ALLOW OTHERS TO HAVE FEELINGS

• Understand that most feelings 

• come from our thoughts

• Their feelings are based on 

• their perspective

• Avoid saying “You’re wrong!”

• Avoid telling others that they shouldn’t feel a certain way (it 
invalidated their perspective)



CONFLICT

• Take a time out 

• promise to return later

• schedule a time and place

• Write out what you want to say

• Don’t bring up the past

• Don’t talk over each other

• Agree to disagree- every disagreement doesn’t have to be won



NEVER

• Bring up the past

• Berate, call names, attack the 

• other person with material or 

• information not pertinent to the 

• disagreement

• Leave the discussion without at least a tentative solution

• Concede or give in just to end the conflict



SOLVING THE PROBLEM

• Clarify the problem

• State it as a question

• Explore possible  
solutions

• Prioritize your choices

• Act- take control of the things you can control

• Keep the lines of communication open



CHANGE

• The only constant in life is change.

• Nothing stays the same forever but the longer it has been 
a certain way, the harder it is to cope with the change.

• Can be positive- like positive stress

• Can be negative- something we don’t want but have to 
do  for ex. new phone system, office move, divorce.



CHANGE AT WORK

• Getting used to new routines, roles, responsibility 
and or a new work environment can make us feel 
out of control.

• How can we get some control back?

• What can we do to help ourselves?



CHANGE: MOVING FORWARD

To help yourself:

• Accept your feelings

• Seek support

• Think positively

• Say good-bye to the past

• Build new skills and attitudes

• Celebrate the small successes



ATTITUDE IS EVERYTHING

• Victim - I’m going to drown

• Survivor - Somehow I will survive

• Navigator - I am in charge of my boat and I know 
what to do to survive



TIPS FOR COPING

• Before you begin each day, write out one goal you want to 
achieve 

• Before you end each day at work, take them time to think 
about one thing  that went really well. (We can always 
think of the things that didn’t) Did you achieve your goal?

• Try to end the day on a positive note

• Try to separate work and home life.



YOU ARE THE CAPTAIN OF YOUR SHIP

• All change, whether good or bad, can be difficult

• Give yourself time to adjust

• Know what to expect from each phase of the transition

• How you react to events is up to you

• Be a navigator - stay on course

• Stay calm and solve the problem



TAKE CARE OF YOURSELF

• Be sure you are practicing self- care and stress 
management techniques regularly, not just when under 
stress

• Keep balance between work and personal life

• Address issues early before they become overwhelming

• Seek help and support if needed


