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1. What is Stress?  
 
The Oxford Dictionary defines stress as, “A state of mental or emotional strain or tension 
resulting from adverse or demanding circumstances.” But it must be noted that stress 
factors are subjective and what one person may find stressful, others may not 
necessarily experience as negatively.  
 
So stress is caused by two things: 
 

1. Primarily it is down to whether you think situations around you are worthy of anxiety.  
2. And then it's down to how your body reacts to your thought processes.  

 
Stress happens when we feel that we can't cope with pressure and this pressure comes in 
many shapes and forms, and triggers physiological responses. These changes are best 
described as the fight or flight response, a hard-wired reaction to perceived threats to our 
survival. 
 
The fight or flight response was first noted by one of the early pioneers in stress research, 
Walter Cannon. In 1932 he established that when an organism experiences a shock or 
perceives a threat, it quickly releases hormones that help it to survive. 
 

 In humans, as in other animals, these hormones help us to run faster and fight 
harder.  

 They increase heart rate and blood pressure - delivering more oxygen and blood 
sugar to power important muscles.  

 They increase sweating in an effort to cool these muscles, and help them stay 
efficient. They divert blood away from the skin to the core of our bodies - reducing 
blood loss if we are damaged.  

 They focus our attention on the threat, to the exclusion of everything else.  

 Breathing is accelerated to supply more oxygen for conversion to energy.  

 The heart moves into overdrive to supply the body with more oxygen and nutrients.  

 Our immune system is activated, ready to administer to wounds. Attention and sight 
become acute and highly focused and our sense of pain is diminished as the body 
releases analgesic hormones.  
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At this point we are fully prepared for a flight or fight reaction and, our body will expend an 
immense amount of energy to deal with the perceived stressor. 
 
The problem is, the more often we are exposed to these types of stressors, the more 
overactive our fight or flight response becomes.  Until we find ourselves operating at fever 
pitch level, constantly prepared for battle, perceiving potential threats everywhere.  
 

 

“Its not stress that kills us, it is our  
reaction to it.” 

- Hans Selye 
  
2. What Triggers Stress?  
 
Triggers are thoughts, feelings, or events that cause a person to feel stress. Everyone has 
stress triggers.  It is important that we identify our stress triggers so that we can manage 
them. The trials and tribulations that cause tension in our lives are personal problems, yet 
they often fall into larger categories of common anxiety triggers. According to the Holmes 
and Rahe Stress Scale, the top 10 stressors in life are: 
 

1. Death of spouse  

2. Divorce   

3. Marital separation  

4. Jail term   

5. Death of close family member  

6. Personal injury or illness   

7. Marriage   

8. Fired at work   

9. Marital reconciliation   

10. Retirement  
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A study of more than 3,000 people, reports the top 10 work stresses are: 

1. Workload 

2. Feeling undervalued 

3. Deadlines 

4. Type of work people have to do 

5. Having to take on other people's work 

6. Lack of job satisfaction 

7. Lack of control over the working day 

8. Having to work long hours 

9. Frustration with the working environment 

10. Meeting targets 

 

3. The Signs and Symptoms of Stress 
 
It's important to learn how to recognize when your stress levels are out of control. The 

most dangerous thing about stress is how easily it can creep up on you. You get used to it. 

It starts to feel familiar, even normal. You don't notice how much it's affecting you, even as 

it takes a heavy toll. 

The signs and symptoms of stress overload can be almost anything. Stress affects the 

mind, body, and behavior in many ways, and everyone experiences stress differently. 
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The following table lists some of the common warning signs and symptoms of stress.  

 

Note: Keep in mind that the signs and symptoms of stress can also be caused by other 

psychological or medical problems. If you’re experiencing any of the warning signs of 

stress, it’s important to see a doctor for a full evaluation. Your doctor can help you 

determine whether or not your symptoms are stress-related. 

  

 

Cognitive Symptoms 

 

Emotional Symptoms 

 Memory problems 

 Inability to concentrate 

 Poor judgment 

 Seeing only the negative 

 Anxious or racing thoughts 

 Constant worrying 

 Moodiness 

 Irritability or short temper 

 Agitation, inability to relax 

 Feeling overwhelmed 

 Sense of loneliness and isolation 

 Depression or general unhappiness 

 

 

Physical Symptoms 

 

Behavioral Symptoms 

 Aches and pains 

 Compromised immune system 

 Stomach ailments 

 Nausea, dizziness 

 Cardiovascular stress 

 Chest pain, rapid heartbeat 

 Frequent colds 

 

 Eating more or less 

 Sleeping too much or too little 

 Isolating yourself from others 

 Procrastinating or neglecting 
responsibilities 

 Using alcohol, cigarettes, or drugs to 
relax 

 Nervous habits (e.g. nail biting, 
pacing) 
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Signs and Symptoms of Workplace Stress 
What are some of the signs that your work is causing you stress? 

 

If you mostly answered YES to the above statements then there are a few practical, 

proven techniques that you can use to take control of your workplace stressors. 

Make Managing Easy: 

Task Delegation 

 Task delegation is the most frequently used tool of highly effective managers. 

 Delegation has the double benefit of growing your team while freeing your time for 

more important priorities. 

 Delegating tasks to your direct reports reduces your workload and improves the 

output of your team. 

 Delegation done correctly leads to more satisfied staff members and higher 

productivity. 

Hiring for Performance 

 Hiring the right staff is the single most important thing to get right as a manager. 

 By having the right person in the job you’ll be improving employee performance and 

staff retention. 
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Are Your Employees Causing You Stress? 
 

 Are you struggling with a heavy workload? 

 Do you feel like your employees don’t take enough ownership of their work? 

 Are you frequently taking work home or working long hours to complete 
tasks that your staff should be doing? 

 Do you have problem staff on your team? 

 Is poor employee performance and productivity putting a strain on you? 

 Are you happy and fulfilled in your job? 
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Inspiring Performance Communication 

 Employee performance communication (AKA – Feedback) is a fundamental 

manager tool to get better employee performance and productivity. 

 When practiced regularly, timely and effectively inspiring performance 

communication ensures positive, productive and continually improving behavior from 

employees. 

Employee Growth and Development 

 Improving the skills of your team will increase their productivity plus the quality of 

their work. 

 Developing staff is proven to increase employee engagement and retention. 

 Growing and developing employee’s skills, assists with the delegation of your 

responsibilities to your staff. 

Build Relationships Through One-on-Ones 

 Build better employer-employee relationships by having regular one-on-one 

meetings with your staff.  

 One-on-one meetings with employees can improve communications, employee 

performance and employee relations. 

One-on-One Form 

 If you’re not already having one-on-ones with your staff then a one-on-one form will 

show you a good agenda for these weekly meetings. 

DISC Behavior Profiles 

 DISC is like an instruction manual for people. 

 Behavior profiling will show you how to adapt your management style to be more 

effective with different types of people by understanding their inherent 

behaviors, communication preferences, motivators, strengths and weaknesses. 

 A personal DISC assessment will help you to match your job to your strengths. 
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If you mostly answered YES to the above statements then there are a few practical, 

proven techniques that you can use to take control of your workplace stressors. 

Make Work - Work: 

Manage Your Relationship With Your Boss 

 Effectively managing your relationship with your boss can lead to better pay and 

work that is fulfilling, developmental and uses your skills. 

 Regular one-on-one meetings with your boss will build a better working relationship 

and improve communications. 

DISC Behavior Profiles 
 

 DISC is like an instruction manual for people. 

 A personal DISC assessment will help you to match your job to your strengths. 

 DISC will show you how to adapt your behavior to build better relationships and be 

more effective in your interactions with others. 
 

Interview Checklist for Job Seekers 

 Recruiters and hiring managers are setting the bar high. They want to hire the best 

people for the job. The key to a successful job interview is good interview 

preparation. 

 Use an interview checklist to make sure you’re prepared for your next interview and 

that you don’t make common mistakes.
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Is Your Boss Causing You Stress? 
 

 Do you feel stuck in your job? 

 Are you doing work that you don’t enjoy and which doesn’t motivate and 
inspire you? 

 Are you doing a job that doesn’t leverage your strengths and challenge 
you? 

 Do you feel like your boss doesn’t communicate with you? 

 Do you feel like you have limited opportunities for career growth? 
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One-on-One Form 

 Regular one-on-one meeting with your boss ensure good communications and help 

to build a better employer-employee relationship. They’re also a good forum for 

focusing on growth and development and for your boss to delegate tasks to you. 

 If you’re not already having them then a one-on-one form will show you a good 

agenda for these weekly meetings. 
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4. The Effects of Chronic Stress 
 
Stress is a normal part of life. Many events that happen to you and around you -- and 

many things that you do yourself -- put stress on your body. You can experience stress 

from your environment, your body, and your thoughts. 

Good Stress: 

The human body is designed to experience stress and react to it. Stress can be positive, 

keeping us alert and ready to avoid danger. This good stress is called eustress. 

Bad Stress: 

Stress becomes negative when a person faces continuous challenges without relief or 

relaxation between challenges. As a result, the person becomes overworked and stress-

related tension builds. 

Stress that continues without relief can lead to a condition called distress -- a negative 

stress reaction. Distress can lead to physical symptoms including headaches, stomach 

ailments, elevated blood pressure, chest pain, cardiovascular stress and problems 

sleeping. Research suggests that stress also can bring on or worsen certain symptoms or 

diseases. 

Stress also becomes harmful when people use alcohol, tobacco, or drugs to try to relieve 

their stress. Unfortunately, instead of relieving the stress and returning the body to a 

relaxed state, these substances tend to keep the body in a stressed state and cause more 

problems.  

 

How Much Stress is too Much? 

Because of the widespread damage stress can cause, it's important to know your own 

limit. But just how much stress is "too much" differs from person to person. We're all 

different. Some people are able to roll with the punches, while others seem to crumble in 

the face of far smaller obstacles or frustrations. Some people even seem to thrive on the 

excitement and challenge of a high-stress lifestyle. 

Your ability to tolerate stress depends on many factors, including the quality of your 

relationships, your general outlook on life, your emotional intelligence, and genetics. 
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5. How well do you Cope With Stress? Take the Resilience 
Test 
 
Resilience is a quality that helps us through daily stressors and major life crises. While 

some of our resilience is associated with inborn personality traits, there’s much you can do 

to develop your resilience level.  

 

Take this quick Resilience Test to discover more about why 
you may respond the way you do. 

 

 

Scoring:  
 
Read each of the following statements and rate yourself on a scale of 1 to 5: 
 
"0" - "Not true for me at all" 

"5" - "Very true for me" 
 

1. Adaptability: I am able to adapt quickly and adjust myself to different conditions. 

I can quickly “bounce back from difficulties 

2. Optimism: I'm usually optimistic. I see difficulties as temporary and expect to 

overcome them. 

3. Crisis Management: I calm myself and focus on taking useful actions. 

4. Problem Solving: I’m good at solving problems. I can use analytical logic, be 

creative, or use practical common sense. 

5. Dealing with Challenges/ Obstacles: I can think up creative solutions to 

challenges. Trust intuition. 

6. Sense of Humor: I am generally fun loving and playful. I find the humor in rough 

situations, and can laugh at myself. 
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7. Curiosity: I'm curious. I ask questions. I want to know how things work. I like to try 

new ways of doing things. 

8. Learning: I learn valuable lessons from my experiences and from the experiences of 

others. 

9. Flexibility: I'm very flexible. I feel comfortable with my paradoxical complexity. I'm 

optimistic and pessimistic, trusting and cautious, unselfish and selfish, and so forth. 

10. Pro-Activity: I anticipate problems to avoid them and expect the unexpected. 

11. Dealing with Uncertainty: I am able to tolerate ambiguity and uncertainty about 

situations. 

12. Self-Confidence: I feel self-confident, enjoy healthy self-esteem, and have an 

attitude of professionalism about work. 

13. Emotional Intelligence: I am empathetic and display good listening skills.  I can 

"read" people well and can adapt to various personality styles. I am non-judgmental 

(even with difficult people). 

14. Dealing with Setbacks: I am able to recover emotionally from losses and setbacks. 

I can express feelings to others, let go of anger, overcome discouragement, and ask 

for help. 

15. Durability: I am very durable. I hold up well during tough times. I have an 

independent spirit underneath my co-operative way of working with others. 

16. Dealing with Misfortune: I have been made stronger and better by difficult 

experiences. I’ve converted misfortune into positives and found benefits in bad 

experiences. 

17. Attitude: I see the glass has half full rather than half empty. I have a positive outlook 

on life and I have a positive vision for the future. 
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Add Up Your Individual Scores: Total =       
 

Interpreting Your Score 
 

70 or Higher 
You are indeed very resilient! You maintain a positive attitude and are able to keep 
problems and challenges in perspective. You consistently show a high degree of optimism 
about your life and the future.  
 
60 - 70 
You manage the problems and challenges in your life better than most people. You have a 
balanced approach to stress. You may feel a bit overwhelmed at times but you have a 
degree of confidence that setbacks and difficulties are temporary.  
 
50-60 
You’re doing okay and coping with life’s stressors but only just. You probably feel that 
better times are ahead – but not immediately. To reframe your present outlook think about 
what makes you happy? What inspires and motivates you? When have you been the most 
content and relaxed in your life? What made you happy then? 
 
40-50 
You’re taking a bit of strain but with the right interventions you can achieve a more positive 
outlook!  
 
40 or Under 
Stress is taking it’s toll on you and you would benefit from seeking professional help to 
restore balance in your life.  
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6. How to Manage Stress Using The Best Stress 
Management techniques 
 

While unmanaged stress is undeniably damaging, you have more control over your stress 
levels than you might think. Unfortunately, many people cope with stress in ways that only 
compound the problem. You might drink too much to unwind at the end of a stressful day, 
fill up on comfort food, zone out in front of the TV or computer for hours or use pills to 
relax. However, there are many healthier ways to cope with stress and its symptoms. 
 

Managing stress is all about taking charge - taking charge of: 
 

 Your thoughts,  

 Your emotions,  

 Your schedule,  

 Your environment, and, 

 The way you deal with problems. 
 

These are the Best Stress Management Techniques to help you: 
 

#1 Avoid Unecessary Stress 
 

Understandable not all stress can be avoided. It’s also not healthy to avoid situations or 
issues that need to be addressed. But there are a number of stressors that you can 
eliminate just by being aware of them and taking action: 
 

 Learn how to say “NO” – Taking on more than you can manage lays a foundation 
for stress. It’s important to know your limits and stick to them.  
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Tips for Employees: 
 

 As an employee it can be difficult to say, “No’” to your boss. 
This might mean saying, “No” to other things in order to make 
way for “Boss Requests”.  

 Prioritization is the key in this instance. 
 Understanding your boss’s priorities will help you to establish 

which are most important.  
 Gain insight to your boss’s priorities by managing your 

relationship with your him/ her.  
 

“People, Performance, Profits” 

http://managerfoundation.com/boss
http://managerfoundation.com/boss


 
 
 
 
 
 
 
 

 
 Avoid people who stress you out – If someone consistently causes stress in your 

life and you can’t turn the relationship around, limit the amount of time you spend 
with that person or end the relationship entirely. 

 Take control of your environment – If the evening news makes you anxious, turn 
the TV off. If traffic’s got you tense, take a longer but less-traveled route. If going to 
the market is an unpleasant chore, do your grocery shopping online. 

 Avoid hot-button topics – If you get upset over religion or politics, cross them off 
your conversation list. If you repeatedly argue about the same subject with the same 
people, stop bringing it up or excuse yourself when it’s the topic of discussion. 

 

#2 Manage Your Time 

 

Time stressors happen as a result of feeling like you have too 
much to do, in too little time. They’re also one of the biggest 
stressors in the workplace. So, how can you beat this stress, 
and deliver the things that are essential to doing a good job?  

Eisenhower's Urgent/Important Principle is a good way to 
prioritize, and determine which of your activities are important 
and which are, essentially, distractions. 

What is Eisenhower’s Urgent/ Important Principal? 

In a 1954 speech to the Second Assembly of the World Council of Churches, former U.S. 
President Dwight D. Eisenhower, who was quoting Dr J. Roscoe Miller, president of 
Northwestern University, said: "I have two kinds of problems: the urgent and the important. 
The urgent are not important, and the important are never urgent." This "Eisenhower 
Principle" is said to be how he organized his workload and priorities. 
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Tips for Boss’s: 
 

 As a boss avoid the reverse delegation of tasks. 
 Encourage employee accountability and ownership of 

problems. 
 Use Active Listening as a technique to deal with employee 

problems 
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For Eisenhower time management meant being effective and efficient. In other words, we 
must spend our time on things that are important and not just the ones that are urgent. To 
clarify this let’s define important and urgent: 
 
 Important activities have an outcome that leads to us achieving our own professional 

or personal goals. 
 Urgent activities demand immediate attention, and are usually associated with 

achieving someone else's goals. Unfortunately, these are also the tasks that we tend to 
spend more time on because of the immediate consequences associated with not 
dealing with them. 

 
When we know which activities are important and which are urgent, we can overcome the 
natural tendency to primarily focus on urgent, unimportant activities.  
 
How to Use Eisenhower’s Urgent/ Important Principal? 

Step 1: make a list of all the tasks, activities and responsibilities that you feel have to do. 
Try to include everything that takes up your time even if it seems unimportant or trivial. 

Step 2: Refer to the matrix below and place each item on your list into the most relevant 
quadrant. 
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Step 3: Use the following guidelines to deal with the tasks, activities and responsibilities in 
each quadrant: 

1. Urgent and Important: Attend to These Tasks First 

 

There are two distinct types of urgent and important activities: ones that you could not 
have foreseen, and others that you've left until the last minute.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Important, Not Urgent: Schedule These Tasks 

 

These are the activities that help you achieve your personal and professional goals, and 
complete important work. Make sure that you have plenty of time to do these things 
properly, so that they do not become urgent. Also, remember to leave enough time in your 
schedule to deal with unforeseen problems. 
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Tips: 
 

 Is this a task that one of your employees could/ should be 
doing? If so then delegate it. 

 If this is an employee problem that’s landed on your to-do list 
then get better at encouraging employee ownership and 
accountability. Active Listening is a powerful technique to 
deal with employee problems.  

 If this is a problem that should have been done earlier but 
you procrastinated, then get better at prioritizing and planning 
ahead to improve your personal productivity. 
 

Tips: 
 

 Is this a task that one of your employees could/ should be 
doing? If so delegate it. 

 Make a to-do-list and schedule time to do these tasks. 
 If you feel like you just don’t have enough hours in the day to 

do everything then get 5 of The Best Productivity Tips. 
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3. Urgent, Not Important: Delegate These Tasks 

Urgent but not important tasks are things that prevent you from achieving your goals.  

 

 

 

 

 

 

 
 

4. Not Important, Not Urgent: “Dump” These Tasks 

These activities are just a distraction – avoid them if possible. You can simply ignore or 
cancel many of them. 

 

 

 

 

 

 

Eisenhower's Urgent/Important Principle helps you quickly identify the activities 

that you should focus on, as well as the ones you should ignore. 

When you use this tool to prioritize your time, you can deal with truly urgent 

issues, at the same time as you work towards important, longer-term goals. 
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Tips: 
 

 Managers are responsible for task management. A key part of 
a manager’s job is allocating work tasks to their employees.  

 Do you know how to identify what to delegate? Ask yourself if 
one of your employees could be doing these tasks better than 
you, faster than you and at a lower cost than you.  
 
 

Tips: 
 

 Avoid getting bogged down with unnecessary tasks and 
activities. 

 To get better at planning, organizing and prioritizing use 5 of 
the Best Productivity Tips to improve your personal 
productivity. 
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#3 Follow a Healthy Diet 

 
When people become overwhelmed with 
stress a common side effect is unhealthy 
eating habits: 
 

 Forgetting/ skipping meals,  

 Cravings for foods high in sugars 
and fats, 

 Resorting to eating “junk”/ 
convenience foods when under time 
pressure, 

 Increased coffee intake, and, 

 Increased alcohol intake. 

 
Unfortunately, this flaw in eating inflicts a 
greater stress on the body over time, plus other problems that could pose a threat to your 
physical and mental health.  
 

Top Tips for Healthy Eating: 
 
Well-nourished bodies are better prepared to cope 
with stress. So be mindful of what you eat. The 
key is to eat well-balanced meals:  

 
 Start your day with a healthy breakfast,  

 Eat at least three meals each day or six 
smaller meals, 

 Reduce your caffeine and sugar intake,  

 Cut back on alcohol and nicotine. 
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Important Nutrients to 
Include in Your Diet:  

When the body is under stress, it has 
been proven that the body uses up its 
resources until they are bare. The 
following are the main nutrients that the 
body will use up. 
 

 B vitamins: These help the body 
cope with stress (build your 
metabolism) and control the whole 
nervous system 

 Proteins: Assist in growth and 
tissue repair  

 A vitamins: Essential for normal vision 

 C vitamins: Protection of the immune system (antioxidants, diabetes protection 
etc.). Lowers the amount of cortisol in your body.  

 Magnesium: Needed for a variety of tasks such as muscle relaxation, fatty acid 
formation, making new cells and heartbeat regulation. 

 

The following foods will help to replenish these important nutrients: 

 

 B vitamins: There are many B vitamin types, each as important as its counterpart. B 

vitamins can be found in foods such as seaweed and raw foods.  

 Proteins and Iron: Meats, eggs, seeds, nuts etc.  

 A vitamins: Cheese, eggs, fish with oil, milk etc.  

 C vitamins: Fruits (apple, banana, orange etc.)  

 Magnesium: Green leaved vegetables (e.g. cabbage), fish, meat and dairy products 
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Eat Stress Fighting Foods: 

 

Foods can help tame stress in several ways. Comfort foods, like a bowl of warm oatmeal 

for example, boost levels of serotonin, a calming brain chemical. Other foods can cut 

levels of cortisol and adrenaline - stress hormones that take a toll on the body over time.  

 

Good “Stress Fighting” foods to include in your diet are: 
 

 Complex Carbs: All carbs prompt the brain to make more serotonin. For a steady 

supply of this feel-good chemical, it's best to eat complex carbs, which take longer to 

digest. Good choices include whole-grain breads, pastas, and breakfast cereals, 

including old-fashioned oatmeal. Complex carbs can also help you feel balanced by 

stabilizing blood sugar levels. 

 Oranges: Oranges make the list for their wealth of vitamin C. Studies suggest this 

vitamin can curb levels of stress hormones while strengthening the immune system. 

In one study of people with high blood pressure, blood pressure and levels of cortisol 

(a stress hormone) returned to normal more quickly when people took vitamin C 

before a stressful task. 

 Spinach: Too little magnesium may trigger headaches and fatigue, compounding 

the effects of stress. One cup of spinach helps you stock back up on magnesium. 

Don't like spinach? Other green, leafy vegetables are good magnesium sources.  

 Fatty Fish: To keep stress in check, make friends with naturally fatty fish. Omega-3 

fatty acids, found in fish such as salmon and tuna, can prevent surges in stress 

hormones and may help protect against heart disease and depression. 
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 Black Tea: Drinking black tea may help you recover from stressful events more 

quickly. One study compared people who drank 4 cups of tea daily for 6 weeks with 

people who drank another beverage. The tea drinkers reported feeling calmer and 

had lower levels of the stress hormone cortisol after stressful situations. 

 Nuts and Seeds: Nuts and seeds are good sources of healthy fats. Eating a handful 

of pistachios, walnuts, or almonds every day may help lower your cholesterol, ease 

inflammation in your heart's arteries, make diabetes less likely, and protect you 

against the effects of stress. Don't overdo it, though: Nuts are rich in calories. 

 Avocados: One of the best ways to reduce high blood pressure is to get enough 

potassium, and half an avocado has more potassium than a medium-sized banana. 

A little bit of guacamole, made from avocado, might be a good choice when stress 

has you craving a high-fat treat. Avocados are high in fat and calories, though, so 

watch your portion size. 

 Fruit and Veggies: Besides being rich in essential vitamins and minerals, fruit and 

vegetables help to keep feel energized and healthy. They also help to reduce the 

risk of many diseases including heart disease, high blood pressure and some forms 

of cancer. 
  

 

“Superfoods”: 

 

Superfoods are nutrient powerhouses that pack large doses of antioxidants, polyphenols, 

vitamins, and minerals. Eating them may reduce the risk of chronic disease, and prolong 

life. 
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Good “superfoods” foods to include in your diet are: 
 

 Kale: is a leafy green cruciferous vegetable that is chock-full of essential vitamins A, 

C and K as well as minerals like copper, potassium, iron, manganese and 

phosphorus. A cup of fresh kale has only about 40 calories but packs almost 3 

grams of protein. Given the incredibly low calorie content, kale is among the most 

nutrient dense foods in existence. Why eat kale? It’s high in antioxidants, boosts the 

immune system and helps to fight disease. 

 Quinoa: is a grain crop grown for it’s edible seeds. It’s loaded with protein, fiber and 

minerals but doesn’t contain any gluten. Why eat quinoa? Quinoa contains all nine 

essential amino acids making it a complete-protein source. It’s also high in anti-

inflammatory phytonutrients, which means it helps to prevent and treat disease. 

 Coconut Oil: is loaded with saturated fats, which actually do not harm the blood lipid 

profile like previously thought. Saturated fats raise HDL (the good) cholesterol and 

change the LDL cholesterol to a benign subtype. Why include coconut oil in your 

diet? The health benefits of coconut oil include hair care, skin care, stress relief, 

cholesterol level maintenance, weight loss, boosted immune system, proper 

digestion and regulated metabolism. It also provides relief from kidney problems, 

heart diseases, high blood pressure, diabetes, HIV, and cancer, while helping to 

improve dental quality and bone strength.  

 Green Tea: is one of the healthiest beverages on the planet. It is loaded with 

antioxidants and nutrients that have powerful effects on the body. Why drink green 

tea? The health benefits of green tea include: improved brain function, fat loss, a 

lower risk of cancer and lowered cholesterol. But best of all, green tea isn’t 

processed much so it’s rich in antioxidants called catechins which fight disease. 
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 Healthy Eating at the Office: 

When it comes to eating, the office can be full of temptation - whether the vending 

machine calls your name at 3 p.m., or your boss brings in glazed donuts every Monday 

morning. The trick is to be prepared and plan your meals in advance.  

Top Tips: 

 If you arrive at the office empty-handed you’ll 

be tempted to resort to junk food. Pack a 

small cooler each day full of fresh fruits, 

vegetables, lean proteins and whole grains. 

It's good to bring a variety of options so that 

you can eat what sounds good to you at the 

time (this helps you from not feeling overly 

deprived or "stuck" with what you brought), 

and the extras come in handy if you have to work late. You might have to get up 

earlier to pack yourself a lunch and snacks, but after you start to eat better and feel 

better at work, you'll see that it's worth the extra time. 

 Eat a good breakfast before you leave for work in the mornings. People who eat 

breakfast are more likely to eat better throughout the rest of the day. And, if you want 

to be on top of your game, go for a higher protein choice, like eggs, rather than 

loading up on the normal carb-heavy breakfast cereals. Protein will help you feel 

more satisfied, and fewer cravings later in the day will mean you’ll be less likely to be 

tempted by unhealthy, high sugar snacks, or overeat at mealtimes. If you’re in a 

rush, go for a healthy smoothie made with fresh fruit, yoghurt/ milk and a scoop of 

whey protein. 
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 Remember – drinks count. It’s very easy to fall into the trap of drinking too much tea 

and coffee to keep us going. Avoid caffeine overload and instead keep a jug of cold 

water on your desk and keep a store of herbal teas in your desk drawer. When you 

feel those afternoon cravings start to creep in, a cup of peppermint tea is a healthier 

and more satisfying drink. 

 When it comes to snacks, opt for things like a handful of almonds or other seeds and 

nuts, fresh fruit, protein bars, yoghurt, dried fruit, low fat popcorn, rice cakes, 

pretzels, veggie or fruit juice or fresh veggies with hummus or cottage cheese.  
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#4 Exercise 
 

Exercise increases your overall health and 
your sense of wellbeing, which puts more 
pep in your step every day. But exercise 
also has some direct stress-busting 
benefits: 

 It pumps up your endorphins. Physical 
activity helps bump up the production of 

your brain's feel-good neurotransmitters, 
called endorphins. Although this function 

is often referred to as a runner's high, a 
rousing game of tennis or a nature hike 

also can contribute to this same feeling. 
 

 Exercise has a “Zen effect”. After 20 minutes on the treadmill or several laps in the 
pool, you'll often find that you've forgotten the day's irritations and concentrated only on 

your body's movements. As you begin to regularly shed your daily tensions through 
movement and physical activity, you may find that this focus on a single task, and the 

resulting energy and optimism, can help you remain calm and clear in everything you do.  
 

 It improves your mood. Regular exercise can increase self-confidence, it can relax 
you, and it can lower the symptoms associated with mild depression and anxiety. 

Exercise can also improve your sleep, which is often disrupted by stress, depression and 
anxiety. All of these exercise benefits can ease your stress levels and give you a sense 

of command over your body and your life.   
 

Getting Started: Top Tips for a Good Exercise 

Routine 
 

For the biggest benefits of exercise, try to include at least 
2½ hours of moderate-intensity physical activity (e.g. brisk 
walking) each week, 1¼ hours of a vigorous-intensity 
activity (such as jogging or swimming laps), or a 
combination of the two. 
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 5 X 30: Jog, walk, cycle, or dance three to five times a week for 30 minutes. 
 Set small daily goals and aim for daily consistency rather than perfect workouts. It's 

better to walk every day for 15-20 minutes than to wait until the weekend for a three-
hour fitness marathon.  

 Find forms of exercise that you enjoy doing. You’ll be more motivated and 
committed to stick to an exercise routine that you enjoy doing. 

 Distract yourself with an iPod or other portable media player to download 
audiobooks, podcasts, or music. Many people find it’s more fun to exercise while 
listening to something they enjoy. 

 Recruit an “exercise buddy.” It's often easier to stick to your exercise routine when 
you have to stay committed to a friend, partner, or colleague.  

 Be patient when you start a new exercise program. Walk before you run and gradually 
build up your fitness level. Most sedentary people require about four to eight weeks to 
feel coordinated and sufficiently in shape so that exercise feels easier. 

 Pencil it in. Although your schedule may necessitate a morning workout one day and 
an evening activity the next, carving out some time to move every day helps you make 
your exercise program an ongoing priority. When you make exercise a part of your 
lifestyle it’s much easier to maintain the routine of exercising regularly. 
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#5 Recharge Your Mind 
 

Stress management means relaxing and recharging 
both you body and your mind. Mindfulness is a great 
way to see new perspectives, develop self-compassion 
and forgiveness.  
 
Practicing mindfulness also helps you to release 
emotions that may have been causing the body physical 
stress. Much like exercise, research has shown that 
even meditating briefly can reap immediate benefits.  
 

 

Here are some of the best 
techniques for recharging your mind:  
 

 Don’t try to control the uncontrollable. Many 
things in life are beyond our control— particularly 
the behavior of other people. Rather than stressing 
out over them, focus on the things you can control 
such as the way you choose to react to problems. 

 Look for the upside. As the saying goes, “What 
doesn’t kill us makes us stronger.” When facing major challenges, try to look at them 
as opportunities for personal growth. If your own personal choices contributed to a 
stressful situation, reflect on them and learn from your mistakes. 

 Share your feelings. Talk to a trusted friend face to face or make an appointment 
with a therapist. The simple act of expressing what you’re going through can be very 
cathartic. Opening up is not a sign of weakness and it won’t make you a burden to 
others. In fact, most friends will be flattered that you trust them enough to confide in 
them, and it will only strengthen your bond. 

 Learn to forgive. Accept the fact that we live in an imperfect world and that people 
make mistakes. Let go of anger and resentments. Free yourself from negative 
energy by forgiving and moving on.  
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 Set aside relaxation time. Include rest and relaxation in your daily schedule. Don’t 
allow other obligations to encroach. This is your time to take a break from all 
responsibilities and recharge your batteries. 

 Connect with others. Spend time with positive people who enhance your life. A 
strong support system will buffer you from the negative effects of stress. 

 Do something you enjoy every day. Make time for leisure activities that bring you 
joy, whether it be stargazing, playing the piano, or working on your bike. 

 Reframe problems. Try to view stressful situations from a more positive 
perspective. Rather than fuming about a traffic jam, look at it as an opportunity to 
pause and regroup. Listen to your favorite radio station, or enjoy some alone time. 

 Look at the big picture. Take perspective of the stressful situation. Ask yourself 
how important it will be in the long run. Will it matter in a month? A year? Is it really 
worth getting upset over? If the answer is no, focus your time and energy elsewhere. 

 Focus on the positive. When stress is getting you down, take a moment to reflect 
on all the things you appreciate in your life, including your own positive qualities and 
gifts. This simple strategy can help you keep things in perspective. 

 
Keeping a gratitude journal is a great way to focus on the good things 
that you have in your life. Take a few minutes at the beginning or end 
of your day to write down those things that you are truly grateful for. 
Whether it’s the beautiful summer’s day you had, a hug from a loved 
one or coffee with a friend – these are the positive things in life to 
focus on. 

 
 Smile and laugh. Our brains are interconnected with our emotions and facial 

expressions. When people are stressed, they often hold a lot of the stress in their 
face. So laughs or smiles can help relieve some of that tension and improve the 
situation. 

 

Laughter Truly is the Best Medicine. 
 
 Laughter relaxes the whole body. A good, hearty laugh relieves physical tension 

and stress, leaving your muscles relaxed for up to 45 minutes after. 
 Laughter boosts the immune system. Laughter decreases stress hormones and 

increases immune cells and infection-fighting antibodies, thus improving your 
resistance to disease. 

 Laughter triggers the release of endorphins, the body’s natural feel-good 
chemicals. Endorphins promote an overall sense of wellbeing and can even 
temporarily relieve pain. 
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 Laughter protects the heart. Laughter improves the function of blood vessels and 
increases blood flow, which can help protect you against a heart attack and other 
cardiovascular problems. 

 
 

“If we took what we knew about the medical 
benefits of laughter and bottled it up, it would 

require FDA approval.” 
- Lee Berk, Ph.D 
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Mindful Management: 
 

 Don’t punish employees for things that happened in the past. 
Instead, look to the future and focus on improving 
performance going forward. 

 Giving your employees positive performance feedback is a 
great way of expressing your gratitude. 

 Don’t give your employees performance feedback when 
you’re unhappy - this just leads to stress. Share your 
“feelings” by giving your employees Inspiring Performance 
Communication. 
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Thank you for using this resource. We hope that you have found this useful. This 
resource is a sample of a larger solution. 
 
 

The Mission of Manager Foundation is to: 
 

• Help managers to manage their employees 
• Increase job satisfaction of employees 
• Increase productivity for company profitability 
 

By supplying practical, proven, people management solutions. Employee 
performance with less time and effort. 
 
 

The Business Case for Management: 
 

Investing in employee performance is the best investment you can make. To find 
out why see this article: http://bit.ly/1a4K1q1. Selling solutions is how we fund the 
creation of this content. 
 
 

Solutions - Options: 
 

Essential for new managers, helpful to experienced managers: Find out how to 
improve employee performance:  
 

 Good self-learner? Find out how the management system works online. 
Suitable for budget conscious, disciplined DIY’ers  

 Prefer a personal, guided touch? Hire one of our experienced business 
coaches  
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This is a part of the Wellness system, which is about: 

 Managing stress,  

 Promoting wellness, 

 Improving work-life balance, 

 Increasing work happiness and job satisfaction.  

The other key manager skills that make up the Management Foundations are:  
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Make Managing Easy: 
 

 
Sign up for the free “Make Managing Easy” email series and find out about how 
the Management Sweetspot can: 
 

 Make the lives of Managers easier; 

 Make employees happier and; 

 Make companies more profitable 
 

www.ManagerFoundation.com/signup 
 

 
 

Become a Manager Foundation Super User: 
 

 

Help Us to Spread the Message:  
 

Work, isn't working if:  
 

 Staff are unhappy at work; 

 Managers are stressed and; 

 Company profits suffer.  
 

The vision is to work towards a place where: 
 

 Employees are engaged and get job satisfaction from intrinsic motivators; 

 Managers have effective, time-efficient ways to manage staff and; 

 Companies are productive and profitable.  
 
If this is a vision that you feel is worth spreading then please help me to spread the 
message because I can't do it on my own.  
 
Join: http://managerfoundation.com/super-users/ to become part of the community and 
find out more. 
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Feedback Please:  
 
The Manager Foundation was born out of the desire to help managers just like you. 
Please let us know what you thought about the material and also what the main 
difficulties are that you are facing in your workplace. If there is some way that we can 
help we will do our best.  
 
We are constantly developing and improving the material based on what really works 
and your feedback is important to us.  
 
We have a significant number of further modules planned for production and we can 
prioritize modules based on demand. So if you think there is a module missing – let us 
know by emailing us at: Feedback@ManagerFoundation.com 
 
Warning: The methods and techniques have been selected based on careful study of 
what is effective with a many different types of people in many different scenarios. 
However no method can be guaranteed to be effective with everyone all the time. Due 
care and attention should be used at all times. The effectiveness of the methods will be 
affected by how they are applied. These methods are very powerful influencers of 
behavior and should only be applied with sincere, good intentions. 
 
Copyright: This content belongs to Manager Foundation and can only be used by the 
licensed user for purposes of their own education. This constitutes a limited license to 
the user for the user to share the content only so far as is necessary to inform other 
stakeholders for purposes of the license holder’s implementation. 
 
Version: The Best Stress Management Techniques  
 
Date: 03/09/15 
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