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FIVE STEPS TO MENTAL WELLBEING

7 WAYS TO STOP YOURSELF FROM BEING
A SLAVETO YOUR EMOTIONS

HOW RELATIONSHIPS CAN HELP OUR
WELLBEING

BUILD RELATIONSHIPS FOR WELLBEING
GET ACTIVE FOR MENTAL WELLBEING

HOW PHYSICAL ACTIVITY CAN HELP
YOUR MENTAL WELLBEING

MINDFULNESS FOR MENTAL WELLBEING
= WHAT IS MINDFULNESS?

HOW MINDFULNESS CAN HELP

HOW YOU CAN BE MINDFUL

FORMAL MINDFULNESS PRACTICES

THE POWER OF POSITIVE THINKING
POSITIVE THINKING IS A WAY OF LIFE L

POSITIVE THINKING PRACTICAL
INSTRUCTIONS
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5 Steps To
Mental Wellbeing

gt
Y i

ke to improve
d and

Evidence suggests there are
wellbeing. If you approach
can judge the results your

CONNECT - connect wit
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BE MINDFUL — be more aware of the present
feelings and thoughts, your body and the world a
call this awareness "mindfulness", and it can posi
feel about life and how you approach challenges.
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7 Ways To Stop
Yourself From
Being A Slave to
Your Emotions
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Emotions have a lot to do with our interpretation of an event. Emotional
reasoning takes place when we assume something is true because of the
way we feel, when in reality, the truth could be very different. While there is
nothing wrong with noticing and recognizing your emotions, they also take
us away from objective and neutral interpretations of life and can take us
off on a tangent clouded with feeling.

It can be difficult to learn how to control emotions and not let yourself be
affected by others that are emotional around you. If you find that you react
strongly to life with emotion, here are ways to be more rational and remove
emotion before you take action:



Think of your emotions as part of your “map” not as part

of the “territory”

Our thoughts lead us to feeling emotions. When we think positive thoughts
we tend to experience positive emotions and when we think negative
thoughts, we tend to experience negative emotions. Remind yourself that
your thinking is your interpretation of an event and that is it never a direct
experience that takes place.

Our ‘map’ is the filter through which we look at the world. We all have
different filters that have been shaped by our upbringings and what we
have already learned about the world from our past life experiences. This
means there will always be an element of emotional interpretation of the
‘territory’ (reality). Reminding ourselves that our thoughts and the ensuing
emotions may not always be an accurate representation of what is really
going on, it can make it easier to be less emotional.

Stop and think before acting

Stop and wait for the emotional part of your brain to subside before taking
action. The emotional part of our brain is almost always stronger than the
rational part. Stopping for your rational brain to kick in is the wisest thing
to do when you are feeling emotionally overwhelmed. Not only with it give
you time to gather your thoughts, waiting to act may keep you safe from
saying or doing something you regret.

Know where your weaknesses lie

Are there specific people or situations that tend to get an emotional
reaction from you? When we know where our weaknesses lie we can be
more prepared and aware. Keep regular tabs on your emotional levels by
rating the intensity of you emotions from 1-10.

When you reach 7 on the scale, use predetermined strategies to diffuse
the emotional response. Some strategies you may want to employ include
counting backwards from 100, deep breathing, or even removing yourself
from the situation temporarily. So now all you need to know is — what are
your personal triggers?



Own your emotions

Take responsibility for your actions. We cannot control others but we can
always control how we choose to respond to others. When we blame others
for our emotional reactions we give ourselves a message that we are unable
to decide for ourselves. Take back your control by learning to manage your
emotions responsibly. Although you have heard it before, putting yourself
in the shoes of the other person can go a long way. Remember, the other
person has another set of life experiences, beliefs, upbringing, and culture
which may not be the same as your own.

Learn to practice emotional detachment

You are not your emotions. As mentioned before, thoughts lead to
emotions. A great tactic is to try imagining thoughts as passengers on a bus.
You are the driver on the bus and just as you put the key in the ignition, your
passengers begin to tell you that you shouldn’t drive the bus as you are a
terrible driver, that you may get them all lost or have an accident...oh and
by the way, you’re looking really old and fat in that driver’s uniform.

If you let the passenger rile you, they are in control and you aren’t. Learn
to see your thoughts as passengers on a bus — tune them out and focus on
the job at hand —driving. In most situations emotional detachment involves
taking action without allowing all the thoughts in your head to constantly
distract and upset you. Just remember, your emotions are passengers on a
bus that can’t interfere with your job.




Take time out

We all have a resting state-of-tension. Over time, if we don’t check in with
ourselves or take a break, we can end up feeling quite tense and uptight
for longer periods of time and the resting state-of-tension rises.. When we
start to snap at others or burst into tears because we’ve run out of milk,
it’s a sign that our resting state of tension is higher than it should be and
that we need to take time out. Take a walk, get a change of scenery or do
something relaxing to reset the tension level in your body.

Be aware of positive energy coming in to your life — that is, things or people
that make you feel good and positive and take not of the negative energy in
your life — those people or things that drain you emotionally — do your best
to limit these. Ultimately, try to keep a balance so that there is always more
positive energy in your life than negative energy. Too much negative energy
will lead to stress and overreacting emotionally.

Understand your emotions

Often, when we understand why we react to a situation in a certain way, it
can help to lessen the impact of that situation on our senses. Being aware
of the reasons behind your strong and intense emotions will help you to
make sense of things and feel more in control. You may be triggered when
a friend is late to a meeting or appointment because of past experiences
which have nothing to do with your friend getting caught in traffic. Getting
to the reasons behind your emotions will actually lead to a happier life.

We are emotional beings and emotions help us to feel alive and connected.
Learn to embrace your emotions and to understand why they overrule you
at times. When we take time out, relax, practice self-awareness and make
sure we get enough positive feeling in our lives, we are on the right track to
being in control of our emotions instead of the reverse.
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Human beings are social animals, and our relationships withther p

matter to us. / "

Several studies suggest that good rela Ships are associated with positive
mental wellbeing. Strong relationships with family and frieng
us to share our feelings and know that we are understood.
an opportunity to share positive experiences, and can g
support, as well as the chance to support others.

Relationships help build a sense of belonging and self-worth. There's also
evidence that wellbeing can be passed on through relationships, so that
being around people with strong mental wellbeing can improve your own
mental wellbeing.
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e Make time each day to spe d with'your fa |y This might include
“family time” that is fixed each,day, qr ti that you ﬁn aroy nd other
commitments. /

N\

e Arrange a day out with friends you avee for a while.

e Switch off the TV tonight and play|a game with the children, or just talk.

\

e Speak to someone new today.

e Have lunch with a colleague. v

e Visit a friend or family member who needs support or

e \Volunteer at a local school, hospital or community group. Phis/is also

way of giving your time.

e Friends of the Elderly needs volunteers to help out with its day centers,
befriending services and activities in care homes, and to get involved in
its Be a Friend campaign.
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Being active is great for your physical health and fitness. But evidence shows
that it can also improve your mental wellbeing.

We think that the mind and body are separate. But what you do with your
body can have a powerful effect on your mental wellbeing.

Mental wellbeing means feeling good — both about yourself and about the
world around you. It means being able to get on with life in the way that
you want.

Evidence shows that there is a link between being physically active and
good mental wellbeing. That makes being active one of the five evidence-
based steps we can all take to improve our mental wellbeing. Read more
about the five steps for mental wellbeing.

Being active doesn’t mean you need to spend hours in the gym, if that
doesn't appeal to you. Find physical activities that you enjoy and think
about how to fit more of them into your daily life.
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Scientists think that physical activity helps maintain and improve wellbeing
in a number of ways.

Physical activity can help people with mild-depressions Evidence shows that
it can also help protect peopleagainst depression andanxiety.

Physical activity Js thought to causeé chemical changes in the brain, which
can help to positively changesour mood.

Some scientists think that being active can help improve wellbeing because
it brings’abouta sense of greater self-esteem, self-control and the ability to
rise to/a challenge:

How you can get more active

If you want to get active, think about physical activity in the broadest sense.
It can help to read the physical activity guidelines for adults. Find activities
that you enjoy, then make them a part of your life.
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TIME:
6.00PM - 8.00PM "We need to think differentIY!" "This needs some fresh ideas!" "We
have got to be more creative around here!" Are messages like
these popping up more and more in your workplace?
VENUE: popping up y p
aced with complex, open-ended, ever-changing challenges,
BANKER'S CLUB Faced with | ded hanging chall
Bilik Keluli (Level 21), organizations realize that constant, ongoing innovation is critical
Jalan Imbi, to stay ahead of the competition. This is why we need to be on the
Kuala Lumpur lookout for new ideas that can drive innovation, and it's why the

ability to think differently, generate new ideas, and spark creativity
within a team becomes an important skill. You need to work
actively on building and cultivating this skill, and it can be done!

Come to our August Self Development Seminar and find out more!

PLEASE CALL 03-8062 1133 OR EMAIL
US AT SALES@VENTRAX.COM.MY

TO BOOKYOUR SEAT.
T M W

The Time Management Workshop is specially designed to help
you understand and use the planner. The better you organise
your time with your planner, the better you can use your time
for attaining your personal and organizational goals. You're most
welcome to bring along your friends and colleagues.

TIME MANAGEMENT WORKSHOP AT VENTRAX OFFICE.
PLEASE CALL 03-8062 1133 TO BOOK YOUR SEAT.

ONCE YOU REPLACE NEGATIVE THOUGHTS WITH POSITIVE ONES, YOU'LL START
HAVING POSITIVE RESULTS.



Hlightight...
Self Management
with Dr. Venga

Things that you need at work should always be arranged around you and your
paperwork should be cleared daily and not be left in piles every day. This is to
ensure that when you walk into the office the next morning, you start a brand
new day and you will also look forward towards it rather than to have to clear
up yesterday’s mess.

| have met many managers who tell their secretaries not to touch the piles of
paper on their table because they claimed that they know where everything is.
However, they end up spending their time searching for things. Like the cook,
we must have a spot for everything and we should not vary it. This is because it
will help you to save time as you know that everything is in place and you do not
have to look for it. Also try to make use of office gadgets that will save your time,
for example, using the intercom to contact your secretary or colleague instead
of walking to them or to keep your own personal puncher, instead of having to
walk out to get one.

The best way to control paperwork is not to let it get on your desk. You should
have your secretary screen your mail and organize how you will handle what
finally gets to you. If possible, handle a piece of paper only once. If you are
unable to complete the action required, do at least part of it or plan for it in
your planning system. To save time, what you could do is to read your mail with
a dictating machine or pad and pencil in hand. Answer as much of it as you can
when you first pick it up.

Also, most people have problems with paperwork as they receive too many
copies of documents. Do not ask for copies if you do not need them. To avoid
amassing paper, store information on computer disks.




Mindfulness for
Mental Wellbeing

It can be easy to rush through life without stopping to notice much. Paying
more attention to the present moment —to your own thoughts and feelings,
and to the world around you — can improve your mental wellbeing.

Some people call this awareness 'mindfulness;, and you can take steps to
develop it in-your own life. Good mental well eans. feeling good
about life'and yourself, and being able to getvan,with lifesin the way you
want.

You may think about wellbeing in terms of what you have: your incOme,
home or car, or your job. But evidence shows that what we do and the way
we think have the biggest impact on wellbeing.

Becoming more aware of the present moment means noticing the sights,
smells, sounds and tastes that you experience, as well as the thoughts and
feelings that occur from one moment to the next.

Mindfulness, sometimes also called "present-centredness"”, can help us
enjoy the world more and understand ourselves better. Being aware is one
of the five evidence-based steps we can all take to improve our mental
wellbeing..
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Mark Williams, professor of clinical psychology at the Oxford Mindfulness
Centre, says that mindfulness means knowing directly what is going on
inside and outside ourselves, moment by moment.

Professor Williams says that mindfulness can be an antidote to the "tunnel
vision" that can develop in our daily lives, especially when we are busy,
stressed or tired.

"It's easy to stop noticing the world around us. It's alsg.eaSy to lose touch -
with the way our bodies are feeling and to end_ug"living 'in o eads' —
caught up in our thoughts without stoppin notice-how-f0se thoughts

smells an .\_’.//,/,/////
simple as the ‘\\\\\\\\‘a“..—f///////

S —
"
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“Awareness of this kind doesn't start by trying to change or fix anything. It's

~ about allowing ourselves to see the present moment clearly. When we do
that, it can positively change the way we see ourselves and our lives."
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How Mindfulness
Can Help
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Gradually, we can train ourselves to naotice when_our t! shts are taking
over and realize that thoughts are simp at do not have
to control us.

"Most of us have issues that we find hard ulness can help
us deal with them more productively. We ca ying to solve this by
brooding about it helpful, or am | just getting ca up in my thoughts?"

"Awareness of this kind also helps us notice sign stress or anxiety earlier
and helps us deal with them better."
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How You Can Be
Mindful

Reminding yourself to take notice of your thoughts, feelings, body sensations
and the world around you is the first step to mindfulness.

"Even as we go about our daily lives, we can find new ways of waking up to
the world around us," says Professor Williams. "We can notice the sensations
of things, the food we eat, the air moving past the body as we walk. All this
may sound very small, but it has huge power to interrupt the 'autopilot’
mode we often engage day to day, and to give us new perspectives on life."

It can be helpful to pick a time — the morning journey to work or a walk at
lunchtime — during which you decide to be aware of the sensations created
by the world around you. Trying new things, such as sitting in a different
seat in meetings or going somewhere new for lunch, can also help you
notice the world in a new way.

"Similarly, notice the busyness of your mind. Just observe your own
thoughts," says Williams. "Stand back and watch them floating past, like
leaves on a stream. There is no need to try to change the thoughts, or
argue with them, or judge them: just observe. This takes practice. It's about
putting the mind in a different mode, in which we see each thought as
simply another mental event and not an objective reality that has control
over us."

You can practice this anywhere, but it can be especially helpful to take a
mindful approach if you realize that, for several minutes, you have been
"trapped" in reliving past problems or "pre-living" future worries. To
develop an awareness of thoughts and feelings, some people find it helpful
to silently name them: "Here is the thought that | might fail that exam". Or,
"Here is anxiety".
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Formal
Mindfulness
Practices

As well as practicing mindfulness in daily life, it can be helpful to set aside
time for a more formal mindfulness practice. Several practices can help
create a new awareness of body sensations, thoughts and feelings.

They include:

Meditation — participants sit silently and pay attention to the sensations
of breathing or other regions of the body, bringing the attention back
whenever the mind wanders

Yoga — participants often move through a series of postures that stretch
and flex the body, with emphasis on awareness of the breath

Tai-Chi — participants perform a series of slow movements, with emphasis
on awareness of breathing

18 Ventrax Views August 2015 | www.ventrax.com.my



Why Use Conventional Introducing..

Archiving Methods?  mEEICL L I
Arch Lever Files VS Magic Clip
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MagicCLIP is made from tough, flexible
polypropylene that bind papers neatly for maximum
storage purposes. It enable contents to be removed
or transferred within seconds. Can be reused time
and again, therefore saves cost in the long run.

I Easy to remove and replace documents inside.

M Save space & save time
M Reusable, Save Cost
M Made from flexible polypropylene

CALLNOW
for a FREE DEMO

03-8062 1133

Neat & Tidy,
Holds Documents
Strongly Together




The Power
of Positive
Thinking

Positive thinking is a mental and emotional attitude that focuses on
the bright side of life and expects positive results.

A positive person anticipates happiness, health and success, and believes
he or she can overcome any obstacle and difficulty.

Positive thinking is not accepted by everyone. Some, consider it as nonsense,
and scoff at people who follow it, but there is a growing number of people,
who accept positive thinking as a fact, and believe in its effectiveness.

It seems that this subject is gaining popularity, as evidenced by the many
books, lectures and courses about it. To use it in your life, you need more
than just to be aware of its existence. You need to adopt the attitude of
positive thinking in everything you do.



Positive
Thinking Is a
Way of Life

With a positive attitude we experience pleasant and happy feelings.
This brings brightness to the eyes, more energy, and happiness. Our
whole being broadcasts good will, happiness and success. Even our
health is affected in a beneficial way. We walk tall, our voice is more
powerful, and our body language shows the way we feel.

Positive and negative thinking are contagious.

We affect, and are affected by the people we meet, in one way or another.
This happens instinctively and on a subconscious level, through words,
thoughts and feelings, and through body language.

Is it any wonder that we want to be around positive people, and prefer to
avoid negative ones?

People are more disposed to help us, if we are positive, and they dislike
and avoid anyone broadcasting negativity. Negative thoughts, words and
attitude, create negative and unhappy feelings, moods and behavior. When
the mind 'is negative, poisons‘are released intoithe blood, which cause
more'unhappiness and negativity. This is the‘way to failure, frustration and
disappointment.



Positive
Thinking
Practical

In oeer to turthe mind toward the positive, some inner work is reqﬂ'ed,
since attitude and thoughts do not change overnigh

. Read about this subject, think about it!anﬁ,a d persuade yourself
to try it. The power of your thoughts is a mighty power that is always
shaping your life. This shaping is usually/done subconsciously, but it
is possible to make the process a conscious one. Even if the idea seems
strange, give it a try. You have nothing to lose, but only to gain.

.qther people say or think about you, if they discover
you are

ging the way you think.

. Use your imagination to visualize only favorable and beneficial situations.
' Use positive words in your inner dialogues, or when talking with others.

. Smile a little more, as this helps to think positively.
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. Once a negative thought enters your mind, you have to be aware of it,
and endeavor to replace it with a constructive one. If the negative
thought returns, replace it again with a positive one. It is as if there are
two pictures in front of you, and you have to choose to look at one of
them, and disregard the other. Persistence will eventually teach your
mind to think positively, and to ignore negative thoughts.

. In case you experience inner resistance and difficulties when replacing
negative thoughts with positive ones, do not give up, but keep looking
only at the beneficial, good and happy thoughts in your mind.

. It doesn't matter what your circumstances are at the present moment.
Think positively, expect only favorable results and situations, and
circumstances wil aoe accordingly. If you persevere, you will
transform t thinks. It might take some time for the
changes ally they will.

‘ Anoth
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EFFECTIVE SELF MANAGEMENT

PROGRAMME OUTLINE

Productivity Your Vision, Your Mind
Improvement Values And Future And Productivity

CUSTOMER'S TESTIMONIALS

Tha contants mre very usetul for me | I8 = Greatl] Fun and infsractive Th acilitaior inciudes organizing Relmvancy of iopic imiating

1 manage myasll as a ptusent, provede chances for improvamant, er parnanal goals and cbjeciives o claity fe woa good
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BENEHTS OF THE PROGRAMME:
Benefits for the Company: Banefits for Attendes:

*  Incroase procductivity, accountability, Maks betler docisions & tBke morg proactiva
ownership & commetment action by becoming mone responsive rathar

arall fliciency & affecianess thén raaclivi
Morg control & value for yvour limea and your 1o
Redueca strass and mom anjoymant of avaryday lite
Morg incused on impartant tasks and projacts.
Achlgve a mora balanced lle at work and home

y COmmLGCE on throwdghout
i orpanisaton

= Ensum important deadlines are med

®  improve customes relations
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PACKAGE 2

RM:

PARTICIPANTS WILL RECEIVE

+ 1 Day Effective Self Management Program * 12 _Munths of E-Zine (Ventrax Views)
= Time Management Workshop at Venirax office = Training Handout

* 12 Months of Public Seif Development « Cartificate of Attendanca

Seaminar at Bankers Club, KL

This program can also be conducted in house

17 Aug 2015 & 29 Sept 2015 / 9AM - 5PM / Ventrax Training Centre,
Puchong, Selangor

For booking kindly cafl 03-A082 1133 of vialt ouf webaite at www ventrax commy lor mone informatson
* Subjoct 1o terma and condiions




Programmes for Managers and Executives
Achieving Success Through Excellence
Basic Managerial Skills
Leadership Skills for Managers and Executives
Management Development Programme
Management Retreat
Managing Oneself
Power Leadership for Senior Management
Teambuilding for Managers & Executives
The Art of Managing Difficult People
The Key To Compete In A Changing Environment
Time Management for Managers & Executives

Programmes for Supervisors
Achieving Personal Success and Self-Motivation
Effective Teambuilding
Enhancing The Skills of Problem Solving and Decision Making
Interpersonal Skills and Communication
Leadership Skills For Supervisors
Supervisory Development
The Art of Becoming A More Dynamic Person
The Art of Managing Difficult People
Time Management For Supervisors

Programmes for Secretaries and Personal Assistant
Advanced Secretarial Development
Secretarial Development
Time Management For Secretaries

Programmes for Administrative and Clerical
Clerical Development
Time Management For Clerical Staff

Programmes for Sales People
Effective Selling Skills
Personal Management For Salespeople

General
Building Confidence and Attitudes
Catch The Energy and Release Your Potential
Effective Goal Setting
Effective Telephone Handling and Excellence In Customer
Service
Excellence In Customer Service
Improving Internal Customer Service
Improving Internal Customer Service Towards Achieving
Customers’ Satisfaction
Increasing Productivity Through Excellent Performance
Managing Meetings and Effective Delegation
Records Management
Stress Management
Team Building
English as a second language
Self Development Seminar Topics
Personal Insight Profile

VENTRAX MANAGEMENT SDN BHD




