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MODULE:  LEADERSHIP 

TOPIC 1:  SOCIAL AND EMOTIONAL INTELLIGENCE  

TRAINER’S MANUAL OF THE TRAINING SESSION 

DURATION OF THE SESSION: 120 MINUTES 

  

 

Time Table of Content How 

5’ Introduction to the Training 
The trainer will introduce himself and the topic of Social and Emotional 
Intelligence. He also will ask each participant introduce themselves in a 
couple of sentences. 

Part of the opening speech can include the mention of these ideas: As a 
project manager, you must control and manage not only technical 
processes, but also your team’s emotional atmosphere. When people work 
together under stress and deadlines, like on an international project, EQ is a 
crucial factor for a successful leader. 

During the next two hours you will learn simple, yet very powerful tools and 
techniques of Social and Emotional Intelligence, which can be used by you 
directly or among your project management team members.  
These techniques will help you understand yourself from the social and 
emotional point of you as well as of others. Moreover, you will understand 
your strengths and weaknesses of your actual level of EQ. 

● The trainer will explain 
the purpose of this 
session. 

● The trainer will explain 
the topic of Social and 
Emotional Intelligence.  

● The trainer will show a 
table of content. 

 

20’ Topic Presentation 
Before starting the power point presentation of the topic, there will be a 
small exercise for the participants – Q&A. Ask participants these questions: 

1. What is Social and Emotional Intelligence? 

2. What are the differences and similarities between Emotional and 
Social Intelligence? 

3. Why are they important? 

4. What specific questions besides these three would you like this 
training to answer?  

These questions will be also provided in the Participant’s handbooks at 
page no. 5. - 6. (Including answers’ presentations). 

The trainer will distribute flip-charts and permanent markers to each group. 
He (she) will request them to note their answers on the chart and then use 
it for the presentations. After the discussions are over, invite one 

● Discussion – Q&A in 
groups. 

● Grouping the answers 
and writing them 
down on the flip-
charts and then 
presenting in front of 
the plenary. 

● Participant’s 
handbook. 

● Presentation. 
❖  
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spokesperson from each group to present their team’s answers to the 
plenary (10’). 

After this part there will be a short presentation about the topic (10’). 

30’ EQ Test – The Mixed Model of D. Goleman 
Before starting, give to each participant the plain test. In this exercise 
participants will learn their ability of EQ via the test of EQ based on the 
approach of D. Goleman. The detailed methodology of the Mixed Model is 
explained also in the Participant’s handbook at pages no. 7. Then follow 
these steps to complete the test: 

1. Explain and present the methodology of the test / Goleman’s 5 
dimensions of EQ (5’).  

2. Let then the participants do the test on their own (10’). Before 
doing so, give the participants also instruction. 

3. Explain and let the participants interpret, analyse and record the 
test results (5’). 

4. Make a group discussion on their results, their strengths and 
weaknesses regarding the test results (10’). 

● Exercises no. 1. given 
by the trainer to the 
participants (EQ Test). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
♦  

20’ The Feeling Wheel - Understand Your Emotions 

The goal of this tool is to train people to be more detailed in describing 
their feelings. The exercise can help participants learn to identify or 
recognize their emotions with more accuracy. 

Before starting, present to the participants the 1st skill/competence of the 
EQ Goleman’s Mixed model. The first skill of EQ is to know our own 
emotions – Emotional Self-Awareness. This will be practiced via the exercise 
of The Feeling Wheel. Details of this skill and technique are also described 
in the Participant’s handbook at page no. 8.  

1. Give participants the Feeling Wheel exercise. The Wheel organizes 
72 feelings into a pie chart and categorizes them into these 6 
groups: sad, mad, scared, joyful, powerful, and peaceful. 

1. Explain on the presentation how and when to use the tool and what 
are its goals and benefits (5’) and tell them more about the logic of 
how to use the wheel. 

2. The Wheel can be useful in identifying the specific feelings and 
emotions you are experiencing at any given moment so that they 
can be addressed and resolved. For instance, if a participant 
experiences a generally sad feeling, she/he can use the outer bands 
of the wheel to figure out what specific kind of sadness she/he 
might feel. For example, maybe what she/he is really experiencing 
is feeling ignored. Note that the reverse can also happen. For 
instance, by using the wheel the participant may realize that feeling 
inadequate may be rooted in rejection or fear on a deeper level. 

● Exercises no. 2. given 
by the trainer to the 
participants (The 
Feeling Wheel). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
♦  
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3. There are 3 levels of emotional reflection based on The Feeling 
Wheel:  

a. Direct reflection in the moment: Participants can use the 
wheel to explore the emotions she/he is feeling at any 
given moment during the day. Give participants also this 
example: After a nice conversation with someone, you 
notice a general feeling of joy. By using the wheel you may 
ask yourself: What kind of joy am I experiencing right now? 
Can this feeling best be described as excitement, creativity, 
cheerfulness, etc.? 

b. Daily reflection: Recommend participants, at the end of the 
day, to take a moment to contemplate and look at the 
wheel. Give them this example, ask yourself:  What did you 
experience today? Maybe, at some point during the day, 
you felt guilty. Once you find “guilty” on the middle band of 
the wheel, you can see that the associated core feeling 
(nearer the centre) is “sad”, and the more specific, nuanced 
feeling (on the outer band) is “remorseful”. 

c. Long-term reflection: The wheel can also be used to explore 
deeper and longer-term emotions that may impact the 
participants. Give them this example: Maybe you have been 
feeling scared over the last several months, since the time 
you applied for new projects and still do not know what will 
be the results and which direction you and your team will 
go. By going to the core feeling “scared” on the inner band 
of the wheel, you can look at the two outer bands for 
feelings associated with “scared” to try to unveil the more 
detailed, nuanced emotions you are experiencing. You 
might conclude that you are more specifically feeling 
rejected and insecure. This can be an important insight that 
can help you to take specific actions towards a desired goal. 

4. After a detailed explanation of this tool, let participants to reflect 
their current feelings based on The Feeling Wheel (5’). 

5. Make a group discussion about the awareness of emotions in 
oneself (10’). 

25’ The Empathy Map 

This particular tool helps teams develop deep, shared understanding and 
empathy for other people.  

Before starting with The Empathy Map, the trainer will give participants 
short insights into the topic and the tool itself from the presentation (10‘). 
Participants will have this tool also described in the Participant‘s handbook 
on page 9. 

Make this an in group exercise (10‘). The trainer will distribute flip-charts 
and permanent markers to each group. He will request them to note their 
answers on The Empathy Map and then use it for the presentations. 

● Exercises no. 3. given 
by the trainer to the 
participants (The 
Empathy Map). 

● Grouping the answers 
and writing them 
down on the flip-
charts and then 
presenting in front of 
the plenary. 

● Participant’s 
handbook. 
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When looking closer to The Empathy Map, let the groups follow these 
steps: 

1. In the centre of The Map draw or use a photo of the PERSONA you 
are exploring and add in a fictional name. While creating the 
persona ask/answer these questions:  
- Who is the person we want to understand? 
- What is the situation she/he is in? 
- What is her/his role in the situation? 

2. Then start with the area SEE and let participants to answer these 
questions: 
- What is the person seeing? 
- What does she/he see others are saying and doing? 
- What is she/he watching and reading? 

3. Continue with the area DO and SAY, find answers to these 
questions: 
- What does she/he do today?  
- What can we imagine she/he is doing? 
- What behaviour have we observed?  
- What have we heard is she/he saying?  
- What can we imagine is she/he saying?  

4. Continue with the HEAR quadrant and answer these questions:  
- What is she/he hearing others say? 
- What is she/he hearing from friends? 
- What is she/he hearing from colleagues? 
- What is she/he hearing “second-hand”? 

5. Finish this exercise with how and what the persona is THINKing and 
FEELing. This is the step of the exercise, when the participants put 
themselves into the „shoes of the other person“ and thus exercise 
the real empathy. They need to take into account all previous 
answers and elements of this Map. They also need to answer these 
questions:  
- What are her/his wants, needs, hopes and dreams (Gain)? 
- What are her/his fears, frustrations, and anxieties (Pain)? 
- What other thoughts and feelings might motivate her/his 
behaviour? 

6. After, let participants take a step back and look at The Map as a 
whole. Ask them:  
- What insights or conclusions can you draw from what you have 
written down? 
- What seems new or surprising? 
- Are there contradictions or disconnects within or between 
quadrants? What unexpected patterns appear? 

After the discussions/brainstorming are over, invite one spokesperson from 
each table to present their team’s answers to the plenary (5’). 

● Presentation. 
❖  

 



PMTC.  
Project Management Training Course for Small Non-profit Organisations in Europe  
Erasmus+2019-1-PL01-KA204-065494.  
 

5 
 

 

15’ The Ripple Effect – The Emotional Contagion 

The goal of this tool is to increase awareness of the consequences of 
expressing emotions on others.  

Before starting give the participants a short introduction to the topic on 
presentation and a managerial example, which will be also on the 
presentation and in The Participant’s handbook on page no. 10 (5’).  

This exercise will be done individually by each participant.  

Make participants follow these steps to fulfil this exercise: 

1. Choose an emotion. 

Tell participants that in this exercise, they will analyse the short-term and 
long-term effects of emotional expression. To do so, let them select one 
emotion to work with. For example, they may choose an emotion: 
- that you often tend to share with others 
- that you are afraid of expressing 
- that you do not know how to express 
- that you would like to express more often. 

After, tell them to take a look at the picture displayed in the Exercise no.4. 
and to write down the name of this emotion in the centre of the ripple 
circle. 

2. Make participants think of a social context where they are likely to 
express the chosen emotion. 

It may be a fictional context or an actual context that they have 
encountered in the past. Choose one or more other people who are 
involved, a setting and the trigger of the emotion.  
You can use this example: For example, if you have chosen the emotion 
“anger” in step 1, you may choose the person “my project member”, the 
setting “in work”, and the trigger “when she/he is late with work”. 
Tell participants to write down these details about the context in the 
Exercise no. 4 under “context”. 

3. Choose the 1st Ripple. 

Now tell participants to consider the emotion and the context they 
chose in step 2. Tell them to think of a way in which they can express this 
emotion. They may choose the way in which they typically express this 
emotion in this context or a possible way in which they could express 
this emotion. Give them this example: For example, you may choose 
“shouting and accusing”.   
The way the emotion is expressed is the 1st Ripple. Tell participants to 
write it down this in the figure in the Exercise under “number 1”. 
4. Analyse the 2nd Ripple. 

Now tell participants to think of the emotional expression you chose in 
step 3 may affect the other person involved.  
Ask participants: What do you think the other person may feel when you 
express the emotion in this way? What emotion may get triggered within 

● Exercises no. 4. given 
by the trainer to ds 
(The Ripple Effects). 

● Participant’s 
handbook. 

● Presentation.  
● Discussion. 
♦  
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the other person?  
The emotions that are triggered in others in response to your emotional 
expression is the 2nd Ripple. Tell participants to write it down this in the 
figure in the Exercise under “number 2”. 
5. Analyse the 3rd Ripple. 

Now ask participants what might be the consequence of the emotion 

that is triggered in the other person(s)? What may this person say, think, 

and/or do? How will the other person most likely respond as the result 

of the emotion? 

The way others respond as the result of participants’ emotional 

expression is the 3rd Ripple”. Tell participants to write it down this in the 

figure in the Exercise under “number 3”. 

6. Analyse the 4th Ripple. 

Tell participants to consider what they have identified in step 5 (3rd 

Ripple). Ask them: How would you be affected by the other person’s 

response? How would you feel? What would you be inclined to do or 

say? 

The way that participants respond to the other person’s emotional 

response is the 4th Ripple”. Tell participants to write it down in the figure 

in the Exercise under “number 4”. 

7. Analyse the 10th Ripple. 

Now let’s move ahead in time and let participants imagine that the ripple 

effect would continue to develop as they described. Ask them these 

questions: What would be the long-term consequences for you? How 

would it make you feel? How would it affect the relationship with the 

other person involved? 

Tell them to write down their answers in the figure in the Exercise under 

“number 10”. 

After the 7th step, make a group discussion with the participants to 

reflect this exercise. Ask them these questions: What was it like doing 

this exercise? What did you learn? 

Do not forget that The Emotional Contagion is not only to solve the 

negative emotions, but keep in mind that also it works for positive 

emotions such as happiness ☺ 

5’ Summary of the Session  

The aim of this session was to make the participants to test their level of 
Social and Emotional Intelligence meanwhile giving them useful tools how 
to manage their own emotions, be more empathic and understand better 
others in the context of becoming a better leader. 

● Trainer’s speech. 
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The next step will be to think about what you can transfer from what you 
learnt today to your work as project manager/leader and in the work with 
your project management team. 

 


