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Welcome to the NJ Civil Service Commission’s Employee Advisory Newsletter! EAS is committed to improving the
quality of life for all New Jersey Civil Service employees by encouraging a good work-life balance. The EAS Employee
Newsletter contains useful articles and information for managing various well-being and work-life issues in order to

create a healthier, happier, and more productive workplace.

How to Give Difficult Feedback About the
Effective employees have the ability to Employee Advisory Service (EAS)

skillfully discuss difficult or stressful topics
Life Can Be Hectic. EAS Can

with others. This important presentation
will provide several practical strategies for Help You Find Your Balance.

having these challenging conversations
more effectively including building good Call EAS today for confidential assistance for all of life’s
connections with others, being more challenges. From stress, addiction, and change management
collaborative in our approach, and to grief, anxiety, and relationship challenges, our qualified
handling disagreement respectfully. professionals are here to help. EAS is available 24/7 for you

When: Wednesday, February 27th and your family.
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https://attendee.gotowebinar.com/register/322676272472518146

Phone: 866-327-9133
Web: www.state.nj.us/csc
Email: EAS_help@csc.nj.gov



February is American Heart Month. Heart disease is the leading cause of
death for men and women in the United States. In order to better your
heart health, it is important to not only exercise regularly and follow a
healthy diet, but also to reduce stress and anxiety. EAS can help you
address stressors in your life and to develop a better work-life balance.

Stress and Your Body

Today, it’'s common knowledge that what happens mentally and emotionally has a significant effect on the
physical, and vice versa—so what about stress? Physically, stress isn’t always a bad thing. Stress hormones are
what help people out in emergency situations, allowing their bodies to move into lifesaving action. Also, it’s
actually good for people to deal with some stress in order to build up a tolerance for stressful situations. The
problem comes when people are on overload or have to handle too much stress too often. It’s then that stress
affects people in ways they might not always be aware of.

Physical Impact of Stress
Everyone is familiar with signs of stress such as nervousness, anxiety, and depression, as well as the other ways
stressors can upset a person’s state of mind. Here’s a look at what stress can do to people’s bodies:

Heart Disease—Added up, daily stress can lead to heart attacks. Type A personalities have an extremely high risk
of developing abnormal heart rhythms, and the normal stress of everyday life negatively affects people already
prone to heart disease.

Strokes—People who are highly stressed, and even moderately stressed on a regular basis, have a significantly
increased risk of a fatal stroke.

High Blood Pressure—Stress hormones cause an immediate rise in blood pressure. While this may not create
problems for everyone, chronic stress and hypertension is a deadly combination.

Lowered Immunity—Stress hormones compromise a body’s immune system so that it is more susceptible to the
flu, colds, and other infectious diseases.

Digestive Problems—Stress has been proven to reduce the amount of beneficial bacteria in the digestive system,
which can lead to indigestion, diarrhea, constipation, and other problems.

Headaches and Muscle Aches—What is the most common cause of most headaches and muscle aches? The
answer is tension and stress.

Changes in Sleep Patterns—Overstressed people often suffer from insomnia, or feel the need or desire to sleep
too much, which can be a sign of depression.

Sexual Dysfunction—Any type of psychological or emotional stress can be the cause of temporary sexual
dysfunction in both men and women.

Hormonal Imbalances—During stressful times, the mind sends emergency messages that upset the body’s
natural hormonal balance.

In addition, there are many stress-induced behaviors that can cause physical harm, such as overeating or eating
the wrong foods, alcohol and substance abuse, and smoking.




Help your body beat stress: Exercise.
Whether you like it or not, the best weapon against stress is exercise. Regular exercise—it doesn’t matter what
it is as long as it’s consistent—helps your body deal with stress for a number of reasons:

e Exercise releases hormones that are natural antidepressants and increase your tolerance to pain.

e Exercise stimulates nerves that help the brain’s ability to accurately sense emotions. A clear mind can steer
clear of misinterpretation and miscommunication, which are high-level stressors.

e Exercise connects to hormones that control the stress response and improves a body’s ability to tolerate
stress and changes.

e Exercise gets your mind in shape by giving you a positive place to release frustrations and take a break from
your worries; it also leaves you with more energy.

e Exercise can reduce negative thinking and improve your self-image—it changes the way you look and feel.

e Exercise improves cardiovascular health—your heart is a muscle and can be strengthened like any other.

e Exercising is a direct hit on stress-induced muscle aches and headaches and helps to normalize sleep patterns
and hormonal imbalances.

Eat right to fight stress.

Under stress, people physically need more vitamins and minerals, but the foods that have them aren’t the ones
they grab. Foods rich in fat and calories are what people crave when they’re stressed or depressed, and these
comfort foods actually work—they do make people feel and function better in the short term. However, they’re
killers in the long run. These are the kind of foods that, especially when eaten under stress, turn into fat around
the middle.

In stressful situations, try to eat foods high in vitamins and fiber: poultry, fish, beans and legumes, low-fat
dairy products, whole grains and cereals, and fruits and vegetables. Foods with complex carbohydrates—pasta
and potatoes—can help reduce stress because they’re more slowly absorbed by the body. Don’t skip meals.
Getting too hungry will only make you reach for the wrong foods when your blood sugar’s low. Avoid caffeine,
alcohol, and stimulants in medicines and beverages.

Calm your body and mind.
Other ways to physically take control of stress include these:

e Breathing Techniques—Breathing slowly and deeply automatically relaxes the body.

e Yoga—Slow exercising such as yoga connects breath, movement, and body control.

e Meditation—Find a quiet place to be alone, wherever you are, and try to clear your mind.

e Relaxation Techniques—Learn how to really relax, physically and mentally.

e Stretching—Take time to stretch whenever you find yourself in a tense position.

e Walking—Walk around the building instead of taking a coffee break, or get up 15 minutes early and walk
around the block before you leave for work.

e Sleeping—Make sure you get just a little more sleep than you think you need during times of high stress.

Source: Workplace Options. (Revised 2018). Stress and your body. Raleigh, NC: Author.




Effective Communication: Basic Skills

As speakers, we sometimes focus exclusively on the information that we want to relay. But your listener or
reader may understand your message, understand only a portion of your message, or miss your point entirely—
even though you transmitted the information accurately by your standard. It is not enough merely to deliver a
message. The message must be received for communication to be successful. The steps involved in the send-
receive model of communication are shown below.

e The sender sends a message.

e The receiver gets the message and personalizes it.

e The receiver, in turn, sends feedback and thus becomes a sender.

e The original sender now becomes a receiver and reacts to the feedback.
e Generally, a new communication sequence is then initiated.

In the send-receive model of communication, receiving or listening is as critical as sending the message because,
without listening, it is impossible to personalize and respond to the message.

Listening Behaviors

When you focus only on yourself, you often forget to listen, and as a result, the chances for successful
communication are poor. Listening is the basis of effective communication and entails much more than just
hearing sound.

Think about the last time you noticed someone obviously not paying attention when you were trying to
communicate. What specific behaviors did the person exhibit that led you to believe that he or she was not
attending to you? What impact did the person’s behavior have on you? Perhaps you felt alarm that your important
message was not getting through properly, or frustrated that your audience was not getting it. You may have
been offended by your listener’s inattention or felt an urge to repeat your message.

Hearing Versus Listening
Hearing is the special sense by which noises and tones are received as stimuli. Hearing is a sensory experience
that gathers sound waves indiscriminately. You can hear something without choosing to listen.

Listening is a voluntary activity. Listening includes more than just sound being received by the ear and transmitted
to the brain. Listening includes interpreting or processing that sound. Active listening involves listening with
empathy.

Active Listening

When you listen empathically, you don’t just hear words. You hear thoughts, beliefs, and feelings. Empathic
listening is highly active and requires hard work. Following the steps below will help you to improve your listening
skills.




6.

The first step is to decide to listen and concentrate on the speaker.

Then, use your imagination and enter the speaker’s situation. Concentrate and try to imagine his or her
frame of reference and point of view.

Observe the speaker’s vocal inflection, enthusiasm or lack of it, and style of delivery. These are essential
components of the message. If you are speaking face-to-face, pay attention to the speaker’s facial expressions
and other nonverbal cues for more insight into the message.

Listen without interruption. Note key phrases or use word associations to remember the speaker’s content.

Use paraphrasing or clarifying questions to confirm that you received the intended message. Check your
perceptions of how the speaker is feeling to put the text of the message in emotional context.

Finally, provide feedback to the speaker.

Practice Active Listening

Like other skills, listening skills improve with practice. Ask a trusted friend to rate you honestly on your listening
skills; then, the next time someone comes to you with a problem, work on the listening skills that need
improvement. Practice empathic listening by attending, paraphrasing, and asking questions.

Tips for Active Listening

Make eye contact. Eye contact increases the chances of getting the message and demonstrates interest and
attention. When listening to someone on the phone, try not to look at things that will take attention away
from the speaker.

Adjust your body posture. Posture—facing the speaker and slightly leaning in—suggests that you are paying
attention and helps you to stay tuned in. When on the phone, position yourself so that you’re comfortable
but not so relaxed that you lose the ability to attend to the speaker.

Give verbal or nonverbal acknowledgment. Acknowledging the speaker helps involve you in the
communication process and shows you are paying attention.

Clear your mind. Clear your mind of your own thoughts to avoid wandering mentally.
Avoid distracting behaviors. Distracting behaviors such as playing with a pencil, drumming your fingers,

grimacing, jingling change in your pocket, or others may take away from your ability to listen and may distract
the speaker.

Source: U.S. Federal Emergency Management Agency. (2005, December). Effective communication: Independent
study. Retrieved November 28, 2017, from https://training.fema.gov/




Good Mood Foods

Colder temps, darker and longer days, and the temptation to eat more and move less. Sound like your winter
schedule?

Boost your mood with this advice from Highmark, a health care company.

Focus on nutrient-rich foods. Eating “comfort foods” may help you relax and give you a mood boost, but it’s
only temporary. Nutrient-rich foods like fruits, vegetables, whole grains, and lean protein foods provide a
consistent and long-lasting impact on your health, mood, energy, and alertness.

Cut back on your fat intake. A high-fat diet can be a real brain and energy drainer. Just say “no” to deep-fried
foods and look for foods that contain no more than 3 grams of fat per serving.

Eat moderate portion sizes and avoid large meals. Have you ever wondered why you feel tired after eating
a large meal? During periods of digestion, your blood supply is directed to the digestive tract and away from
the brain, which makes you feel tired.

Eat regular meals. Skipping meals can slow your metabolic rate, which reduces your overall energy level.
Plan regular meals and snacks to keep your metabolic rate and blood sugar levels normal to provide your
brain the best means to function and handle stress.

Remember balance, variety, and moderation. The best strategy for maintaining a good mood, high-energy
level, and concentration is to consistently eat a wide variety of foods high in nutritional value.
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Stay Warm, Save Money

When temperatures drop, energy bills are higher. The following are some simple energy (and money) saving
tips:

Check your heating system’s ductwork to ensure that it is well-insulated and completely covered.
Ductwork should be properly sealed and not allowed to hang loose under the house.

Keep your thermostat at a comfortable setting. If you are going to be away for several days, turn the
thermostat to a lower setting, but not off.

Have your heating or cooling system checked each season by a qualified technician to make sure it is operating
properly. Heating and cooling account for at least half of your energy bill.

Check insulation, seal cracks, and weather-strip between heated and unheated areas such as garages,
basements, and attics.

Always make sure the fireplace damper seals tightly and remains closed except when a fire is burning or
smoldering in the fireplace.

Insulate your water heater with at least R-6 insulation. Your water heater is the second-largest energy user
in your home. You can save enough money in energy bills to pay back the cost of materials within months
and then keep on saving.

Ceiling fans help keep you comfortable not only in the summer but in the winter as well. Reversing the
direction of the blades pushes warm air down into the room. Fans should turn counter-clockwise in the
summer and clockwise in the winter.

Take advantage of natural solar heat. On sunny days, leave the draperies open to allow the sun’s rays to
warm your house.
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