	EI Skill Clusters
	Definition
	Competencies
	Some Questions and Action Items  for Lawyers

	
	
	
	

	Self-Awareness
	The ability to accurately perceive one’s emotions and their impact on others & situations
	Emotional Self-Awareness → knowing one’s emotions
Accurate Self-Assessment → knowing one’s strengths & weaknesses

Self-Confidence → having self-worth

	1. Keep a daily journal to record your emotional reactions to events of the day (try one day or a week at first).

2. Use positive affirmations to boost your self-esteem and confidence.
3. Stay clear of naysayers and chronic complainers.
4. Take a moment to list your strengths & weaknesses and commit to taking some action or a course to improve (check out our SWOT Analysis).
5. Use Time Management Skills to manage your schedule. 

	Self-Regulation
	The ability to manage emotional reactions to others & situations
	Self-Control→ staying calm and controlling negative emotions
Trustworthiness→ being honest and displaying integrity
Conscientiousness→ taking responsibility for one’s performance
Adaptability→ showing flexibility in the face of change
Innovation→ being open to novel ideas and approaches

	1. Engage in some form of exercise or meditation to release tension & stress, which tends to cloud perception.
2. Create a list of personal goals.
3. Learn HeartMath® (www. heartmath.com) or similar techniques to increase self-control and reduce stress in conflict environments.

4. Proof-read your work carefully.

5. Take responsibility for your work and for the work performed by others on your team.
6. Act honestly and ethically.

7. Are you flexible? Can you switch priorities quickly as client and firm demands change? Are you open to new ideas? 

	Motivation
	The ability to use one’s emotions effectively for self-motivation
	Achievement Drive→ striving to achieve a personal goal
Commitment→ following through on commitments & being dependable
Initiative→ acting and make decisions on one’s own
Optimism→ maintaining a positive attitude & expectation

	1. Set short and long term goals. Monitor your progress regularly.

2. Are your personal goals in alignment with your firm’s goals?

3. Seek out feedback from others to improve your performance.
4. Are you results-oriented or are you mired in minutiae?

5. Analyze how you spend your time during your work day.

6. Do you give the minimum at work or are you motivated to give your maximum?

7. Would you describe yourself as an optimist or a pessimist? 



	Empathy
	The ability to accurately perceive others’ emotions
	Understanding Others→ perceiving other’s emotions & perspective
Organizational/Political Awareness→ understanding affiliations and power centers
Service Orientation→ being client service-focused
Developing Others→ perceiving others’ needs and mentoring/coaching them
Leveraging Diversity→ appreciating the value of diverse groups & experiences

	1. Listen to others and pay attention to their mannerisms and facial expressions for clues as to their emotions.
2. Successful attorneys are client-focused at all times. They focus on delivering the best customer service they can and try to improve the breadth and delivery of their legal services. That could mean making sure to follow up on packages delivered to clients as a junior attorney or contacting a client about a new regulation that could affect their business as a senior attorney.

In all cases, the needs of the client should be paramount. Each day, consider whether you have met your client’s needs and evaluate whether you could have done anything better.

Most client complaints involve the perception that lawyers are not responsive enough, either in terms of time or cost or

quality of service. Ignore your client’s desires and business needs to your detriment. Make sure that you deliver a solution and add value to your client’s business. Look for ways to save them money and time. Do not view them merely as clients but as business partners in whose business success you play an important part.
3. Take the time to train others.  Provide positive feedback and consider mentoring junior attorneys.

	Social Skills
	The ability to use one’s awareness of one's own and others’ emotions effectively in relationships and interactions
	Influence→ persuading others or affecting their thinking or actions
Communication→ listening and effectively communicating
Conflict Management→ negotiating and resolving disputes
Leadership→ guiding, directing, and influencing others 
Change Catalyst→ initiating or managing change
Building Bonds→ nurturing key relationships
Collaboration & Cooperation→ offering to work with others and being cooperative to achieve a common goal
Team Capabilities→ team work

	1. Influencing others is an art so pay close attention to those around you that are effective at persuading others’ beliefs/actions.  Influencing requires knowledge of the other person’s motivation, emotions, and needs. Tailor your presentations to your audience.
2. Listen carefully and learn to communicate clearly.  Learn how to handle negative feedback and deal with difficult people.
3. Develop a personal networking list.

4. Play well with others.


