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3-Step Technique:

Listen attentively: Maintain eye
contact, nod, and use verbal cues.

Reflect: Paraphrase what the speaker
said to show understanding.

Respond: Paraphrase what the
speaker said to show understanding.

1. PRACTICE ACTIVE LISTENING
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ABC Model:

ADVERSITY: Accept that setbacks and
challenges are a natural part of life.

BELIEF: Maintain confidence in your
abilities and resilience in the face of
obstacles.

COPING: Develop healthy coping
mechanisms to navigate difficult
situations effectively.

2. CULTIVATE RESILIENCE
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CALM Approach:

C - Clarify: Understand the nature and
root cause of the conflict.

A - Address emotions: Validate emotions
and ensure all parties feel heard.

L- Listen actively: Practice empathy and
seek.

M - Manage solutions: Collaborate to
find mutually beneficial resolutions.

3. DEVELOP CONFLICT RESOLUTION
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Mirror & Match Technique:

Focus on nonverbal cues: Maintain eye
contact, open posture, and confident
gestures.

Mirror others' body language: Build
rapport by subtly copying their gestures. 

4. WORK ON YOUR BODY LANGUAGE
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2 Min Rule: 

If a task takes less than 2 minutes, do it
immediately.

5. IMPROVE TIME MANAGEMENT
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WIN-WIN Approach:

Identify interests: Understand both
parties' interests to find mutual benefits.

Explore options: Brainstorm potential
solutions or compromises to address
both parties' needs.

6. STRENGTHEN NEGOTIATION SKILLS
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Johari Window:

Seek feedback, reflect, and practice
mindfulness.

Know to self.         Unknown to self.

Known to
others.

Unknown
to others.

7. CULTIVATE SELF-AWARENESS
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Speed-Reversibility Matrix:

Consider both risk and reversibility when
making decisions.

Low risk
Gradual rollout mode: analyze and

perform gradual tests Fast mode: move quickly!

Slow decision-making mode:
analyze before making decisions

Experiments mode: analyze,
experiment and A/B test

High risk

Irreversible Reversible

8. ENHANCE DECISION-MAKING ABILITIES
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