
The 12 Steps to Being 
Confident 
at Work



Introduction
“To establish true self-confidence, we must concentrate on our 
successes and forget about the failures and the negatives in our 
lives.” — Denis Waitley

When we feel confident, we believe the sky’s the limit. 

It’s that feeling you get walking into an interview knowing you’re 
going to impress the hiring manager, or stepping onto a stage to 
give a presentation on a topic you know you’re an expert in. 
You believe you can achieve success by applying your 
knowledge, judgement and prior experience. 

You believe you can achieve anything, and it’s a great feeling!
Confidence isn’t something we’re born with; it grows naturally. 
And it’s cyclical, so sometimes we feel extreme confidence and 
on top of the world, while at other times we feel down, negative 
and believe we can’t deal with problems that arise. 

That’s perfectly normal.

However, confidence is critical in today’s business environment. 
It impacts on all areas of your organisation, from your initial 
recruitment stage to performance across the team, to growth of 
your organisation as a whole.

It’s crucial to ensure that you, as an employer, are confident in 
selecting the right candidates for your business, and it’s critical 
for candidates to be confident in their own abilities and skills so 
they come across as a great fit for the company.
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In this report we look at what workplace confidence really 
is, why it’s so important to be confident at work and what 
the benefits are for the individual and the business. 

We will take a dive into the 12 ways you can build 
workplace confidence and stay focused, building 
communication, trusting yourself and relying on your 
personal values to help you achieve confidence in 
abundance.

Kind regards

Neil & Adela
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Dealing with Personal 
Workplace Confidence
There are several contributory factors that can lower your 
workplace confidence:

•	 It could be that you don’t feel you have all the necessary 
skills to do your job, or that others around you are much 
more experienced. 

•	 It could be that you are new to a team and unsure about 
meeting their expectations. Or maybe you’re concerned 
about job security, or experiencing a difficult manager or 
colleagues?

•	 It could even be that you are just being very hard on yourself 
and continually striving for perfection.

All these components can quickly lead to decreased confidence 
and affect not just your general happiness, but your home life 
and workplace credibility. 

So how do you increase your confidence in the workplace?
Look around you – how do others who seem confident deal with 
decisions? How do they present themselves at meetings and in 
conversations? 

Examining the fundamental traits your colleagues show will 
give you the first clues to understanding how they manage their 
confidence levels, and how you can do the same.
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Why Workplace Confidence Is 
Important Right Now
With an increased awareness of the importance of company 
culture comes an increased requirement for individuals to develop 
their emotional intelligence in the workplace. 

Emotional Intelligence includes the ethos of your company, its 
acceptance and encouragement of diversity and equality, the 
two-way transparent communication between employer and 
employee and morale in the company as a whole. 

Employees who feel respected in their workplace feel more 
satisfied with their job, more productive and more grateful – and 
loyal – to the company.

So, it’s essential to establish a good working environment that 
harnesses all these factors. And increasing individual confidence 
forms part of this. A confident employee will be more passionate 
about their work, authentic, comfortable and enthusiastic – they 
will be exhibiting their “true self”. 

Similarly, an employer or senior manager who is confident will 
exhibit great leadership traits while demonstrating an ability to 
deal with negative situations calmly, by controlling ‘hormones’ 
through body language. 

More on this fascinating topic later!

Benefits of Confidence at Work
Building your confidence in your workplace will develop and 
increase your self-worth as well as your self-esteem and highlight 
the value that you bring to your workplace.
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When you feel confident, you will be able to make decisions and 
accept the consequences. This means that you will be able to 
accept failures more readily because you believe in yourself – 
your talent, capability and potential to achieve.

You will be able to give yourself credit where it’s due and not 
shrug off compliments for your achievements. You will be able to 
rise to new challenges and develop your worth both in terms of 
self-esteem, capabilities and skills.

Lack of confidence will result in not feeling ‘good enough’ or 
‘smart enough’ to accomplish given tasks. This can manifest itself 
in anxiety and stress and can cloud your judgement, preventing 
you from thinking logically.

Overcoming this will give you full control over your actions and 
decisions and the ability to believe you can complete the task in 
hand.

As your confidence levels rise, you will find you have increased 
motivation, increased trust in others (and yourself) to do the 
job, and consequently more and more confidence. Also, there is 
a strong correlation between high levels of self-confidence and 
success. 

This doesn’t mean you will be successful at everything you 
do, but it does mean that you stand more chance of being 
successful, and when you aren’t you will be able to deal with it 
and move on.

So, let’s dive into the twelve steps to building your workplace 
confidence.
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12 Steps to Building Your 
Workplace Confidence

•	 Identify your strengths and weaknesses  
(development areas)

A good starting point is to identify your strengths and 
weaknesses. Many organisations will refer to ‘weaknesses’ as 
development areas, which is, of course, what they are.

You can capitalise on your strengths, incorporating them into 
your daily routine tasks. These strengths may include traits such 
as having a great work ethic, being dependable or working 
well as part of a team. Build these into your routine and they 
will become habits, increasing your sense of self-worth and 
confidence.

Identifying your areas for improvement will allow you to work on 
them to increase ability – so if, for example, your communication 
isn’t very good you could try listening to others intently, not 
interrupting, and thinking through your answers rather than 
blurting your thoughts out.

But don’t obsess over weaknesses; accept that they can be 
defined, and with effort, overcome.

•	 Tick off your goals

A great way to give yourself a quick confidence boost is to 
consistently tick off achievements. By keeping a record of your 
mini goals on a day to day basis, you will have that feel-good 
factor when you tick completed tasks off the list. 

This has a two-fold positive effect. Firstly, the act of ticking items 
off your list releases dopamine that gives you the feel-good 
factor.
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Secondly, the feeling good will increase your confidence, and the 
act of ticking off will help you form a productive habit that will 
boost your self-esteem going forward. 

This habit-forming process is known as self-directed learning and 
will act as momentum in growing your confidence.

Additionally, keeping a record of congratulatory emails from 
colleagues, and writing down three things that have gone well 
each day will also serve as self-directed learning to help you 
progress.

•	 Practice active listening 

Active listening is a great skill and will help you communicate 
more effectively with colleagues, boosting your confidence levels.
If you find yourself speaking before you’ve thought things 
through, learn to put the brakes on and engage your brain first. 

By adopting a strategic approach about how and when 
you present your ideas, you will create the impression of 
being thoughtful and insightful, rather than impatient and 
indiscriminate.

Practise listening to colleagues’ ideas without interruption, 
weighting logical pros and cons, and making decisions after 
listening to everyone’s opinions. 

This strategy will lead you to confidently tackle projects and 
resolve conflict without acrimony. It will gain you respect 
amongst your colleagues, which will, in turn, increase your 
confidence in your abilities.

•	  Break out of your comfort zone

Fear often leads us to hide in our comfort zone. Fear of failure, 
ridicule, or making mistakes all serve to hold back our confidence 
and prevent us from taking action. 
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But if you stay in the same place, be it mentally or physically, you 
will begin to stagnate. In your workplace you want to achieve 
more, to grow and learn and follow your career path as far as you 
can. 

And you won’t get that by playing it safe.

So, challenge yourself. Get out of that comfy place and try new 
things. Take on new projects and use the strengths you have to 
stretch yourself to achieve more. 

When you take risks, you’ll find you will build your confidence and 
feel able to tackle more.

•	 Develop your Emotional Intelligence

Emotional Intelligence, or EI, has been ranked as one of the top 
ten skills employees will need to have to thrive in the workplace 
of the future.  

So, what exactly is EI?

EI is a term gaining popularity in recent times. It is defined as the 
ability to recognise, understand and manage your own emotions 
- and recognise, understand and influence the emotions of others 
around you. 

In practical terms, that means being self-aware – understanding 
how your emotions can drive behaviour and impact others (both 
positively and negatively) as well as learning how to manage 
those emotions, especially when under pressure, to achieve 
positive outcomes. 

Now, businesses are mostly groups of people working towards 
a common goal. So, it’s imperative that as individuals, they can 
manage their emotional response to situations in order to work 
collaboratively and help drive the business forward.
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And a business that embraces EI will experience Improved 
leadership and management, greater collaboration and improved 
productivity.

In the workplace, good EI will make the difference between a 
happy, positive team and one where individuals are covertly 
looking at job adverts.

If you are a manager or leader in your business, showing higher EI 
will ensure your staff are happy, motivated and more confident in 
the work they are doing. 

A good leader with high EI will notice if an employee is a bit 
moody and will address it, rather than ignoring it (or even worse, 
not noticing it in the first place). No-one likes to believe their 
feelings don’t count.

As an employee, EI in the workplace creates a positive experience 
where you will feel valued and encouraged, building your 
resilience and increasing your confidence to try new things and be 
open to new ideas.

Offering empathy and understanding to colleagues will create a 
respectful environment and a harmonious company culture.

•	  Fake it till you make it

If you feel good about your appearance, you are likely to have 
more self-esteem, which will make you feel more confident. 

You can boost your confidence levels by dressing appropriately, 
and ensuring you are well-groomed. Nothing will make your 
confidence plummet more than turning up to work or to an event 
looking scruffy and with a hairdo that gives the appearance of 
having been see-sawed through a hedge several times.

If you look smart, it will not only help your self-confidence, but it 
will influence how others see you. 
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And they will make sweeping judgements about you. 
Judgements that can result in life-changing decisions (think 
of an interview situation, for example) - so make sure you are 
giving off all the right signals.

Additionally, your body language will play a large part in these 
judgements as people rely heavily on nonverbal communication.

Body language is more important than you might think – in fact, 
Mehrabian’s findings are that only 7% of meaning is in words 
that are actually spoken.  So, a great deal is resting on non-verbal 
communication.

But did you know that you can use your body language to 
increase your self-confidence?

Just by changing your posture, you can increase your confidence. 
Do an audit of your body right now. Are you sitting or standing, 
arms folded or open, crossed legs? 

By taking a leaf out of the animal kingdom, we can see how 
animals increase their confidence and power by making 
themselves appear larger. So, unfold your arms, uncross your legs 
and take up a power stance (think Wonder Woman!) 

Amy Cuddy, in her Ted Talk, advises spending two minutes in a 
power stance to increase your self-confidence before an interview 
or important meeting. 

These non-verbal communications have the power to enable the 
individual to think more optimistically, be more assertive and take 
more risks. 

This is because (here comes the science part) when you assume a 
power stance you release testosterone (the dominance hormone) 
into the body which decreases the cortisone (stress hormone).

Now, influential leaders exhibit high testosterone and low 
cortisone – making them the ideal candidates to make decisions, 
while being able to deal calmly with things that go wrong.

10

Just by changing 
your posture, you 
can increase your 

confidence. 

https://www.businessballs.com/communication-skills/mehrabians-communication-theory-verbal-non-verbal-body-language/
https://www.youtube.com/watch?v=Ks-_Mh1QhMc


An experiment conducted by Amy Cuddy found that participants 
who held a two-minute power stance before a mock interview 
saw an increase of 20% in testosterone - and that’s after only two 
minutes!

Imagine if you did this for longer, and regularly?

•	 Take a test

If you want to understand what makes you (and others) tick, and 
how you can build your confidence levels by understanding your 
motivations, you can take a personality test. These are generally 
untimed, stimulus-response tools that measure an individual’s 
motivating drives and needs. 

The tests are generally quick (around 5-10 minutes) and some 
are free online. They will give you an analysis of your personality 
such as how you think and interact, so you can begin to unpick 
behaviour that influences your confidence in a negative way and 
creates a more harmonious workplace.

These tests are often scarily accurate – but the great thing about 
them is that by taking them (especially with colleagues) you can 
see how you all fit into the team, and how to work in different 
ways with each other to get the best out of everyone. This builds 
trust and will see everyone grow and gain confidence.

Examples of personality tests are the Predictive Index (free, 
basic test) and the DISC profile (purchase only, but great for 
teams and shows the best ways to interact with individuals). 

•	 Help others

Helping others isn’t only an altruistic thing to do. It has a positive 
neurological effect on your brain by increasing oxytocin levels 
(which counteracts cortisol, the stress-producing hormone) and 
helps build trust. 

Higher levels of oxytocin also lead to higher levels of serotonin 
and dopamine (mood-boosting hormones), so that’s why you feel 
good when you’ve done someone else a good turn! 
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•	 Look after yourself

Doing things that make you happy, whatever that may be will 
increase your positivity and self-confidence in your organisation. 
So, you may decide to go for a run, treat yourself to a meal out or 
even end a toxic relationship.

If you’re stressed at work, take a break. Go for a walk and clear 
your head to give you space to think clearly.

Shift your mind to see yourself as worthy of these things – a shift 
to a positive mood will see you increase in confidence.

Self-awareness is the foundation for building your confidence. 
Practising mindfulness will help you deal with situations calmly, 
enjoy the current space and time, and think more rationally. In 
turn, your confidence will increase as your self-awareness grows.
Guided meditations are an excellent way to start – just a few 
minutes every day can really boost your general feelings and 
confidence levels. The Headspace app is a good starting point.

•	 Limit social media 

Once again, those pesky hormones are active when we’re on 
social media. Every time you get a ‘like’ or a retweet, your brain 
is releasing dopamine. With no constraints, your mind soon starts 
to rely on these, interpreting them as positive affirmations. This 
inevitably leads to false positive feedback loops, making you 
dependent on the next ‘like’ or retweet for a feel-good factor. 

And before you know it, you’re a social media addict.

If you don’t get acknowledgement on social media, you start to 
feel down. 

So, keep social media to a minimum, recognise it for what it 
is, and don’t become dependent on your like ratings for your 
confidence levels!
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•	 Lose the negativity

“Knock it off with them negative waves” as Odball said in Kelly’s 
Heroes (if you are old enough to remember that!)

It’s a fact that negative words and thoughts impact on your 
psyche. The more you use them to describe how you feel, the 
more difficult it becomes for you to see anything in a positive 
light.

It can also have a knock-on effect across your workplace. 
Negativity can soon spread, causing a drop-in morale and 
productivity levels among colleagues. 

By letting yourself be overtaken by negativity, you are effectively 
closing the door on future opportunities.

•	 Know your value

Don’t treat yourself as if you are worth less than others in your 
workplace. If you learn to value yourself, your confidence will 
increase. 

So, when someone compliments you on a piece of work or a 
presentation, accept it graciously and acknowledge that, yes, you 
did do a good job. 

Don’t brush aside those little things that will build your self-
esteem – take the credit where it’s due!

Conclusion
Developing your confidence in your organisation is about 
believing in yourself. 

It’s about deciding to take a positive pathway and believe in your 
actions. It’s also about accepting ownership if things go wrong, 
dealing with it calmly and moving on.
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It’s about developing your mindset – from fixed to growth, to enable 
you to achieve confidence through engagement; processing errors and 
correcting them, and embracing change.

Losing self-doubt will remove fear from decision making and allow you 
to develop into a role model for others - as someone with a positive, 
can-do attitude who is resilient and effective. 

Believing you have the innate ability to overcome challenges and 
achieve your goals will make others see you as someone to be respected 
and trusted.

Staying focused, building communication, trusting yourself and relying 
on your personal values will help you achieve confidence in abundance 
– and because believing in yourself is likely to lead you to try until you 
do succeed, you will have the experience that creates self-efficacy; it 
becomes a self-fulfilling prophecy.

Confidence thrives in the right culture.

Here at The Recruiting Office, we have dedicated staff who can help 
you build a resilient, confident team that collaborates well to fulfil your 
organisation goals. 

It’s not always easy to gauge who is the right fit for your organisation at 
interview – our access to talent pipelines can help you source the best fit 
for you quickly, ensuring a confident individual who can bring benefits 
to the workplace.

We can offer support and guidance on all aspects of recruiting, 
interviewing and compiling competency-based questions to ensure you 
hire the right, confident people to take your organisation forward. 

We can also help train your managers to be more confident when 
conducting interviews, to ensure they are clear and confident in their 
vision and communication style.

For candidates we offer the best advice for preparing for interviews to 
have a positive experience.

If you aren’t encouraging confidence building in your organisation, now 
is the perfect time to start. I’d like to leave you with a link to 4 Exercises 
to Boost Your Creative Confidence to start you on your journey! 
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About us
At The Recruiting Office we recognise how hard it can be for non 
HR staff to fit recruitment around their regular day to day duties 
and to ensure that job specifications, advertisements, selection 
and interview processes are without bias and are effective in 
identifying the best possible candidates.  

We know how vital pro-active candidate sourcing can be in an 
increasingly candidate short market and we understand that 
many non recruitment professionals struggle to pro-actively 
identify and engage with suitable passive candidates.

And we know that modern businesses sometimes need to 
engage skilled personnel on a non permanent basis to support 
specific projects or changing business needs.

If you are experiencing issues or concerns with any aspect of the 
recruitment process - from writing job and  person specifications 
to effective on boarding, from engaging with passive candidates 
to required document checks and when to undertake them - we 
can help!

At The Recruiting Office we have over 40 years experience 
of supporting Norfolk employers through every aspect of the 
recruitment process and our comprehensive, knowledgeable, 
compliant and ethical recruitment services really work! 

For a no obligation discussion of the recruitment issues you are 
experiencing and the solutions we can offer - call us now on 
01603 964816 or email neil@therecruitingoffice.co.uk
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Your next actions
Connect with us in multiple ways

You can connect with either of us on multiple social media channels 
including LinkedIn and Facebook 

https://www.linkedin.com/in/neil-scarborough-recruiter-for-all-your-
norwich-and-norfolk-recruitment-needs/
 
https://www.linkedin.com/in/adela-matin-cert-rp-2a98a333/
 
https://www.linkedin.com/company/5517696/admin/

Or call 01603 964816 or email Neil neil@therecruitingoffice.co.uk or Adela 
Adela@therecruitingoffice.co.uk to book a private recruitment strategy call.

Best wishes
Neil and Adela

P.S. Our recruitment services are without charge until/unless our successful 
candidate accepts your job offer and in the unlikely event they don’t work 
out we offer a 100 day 100% refund guarantee on our permanent placement 
fees (terms and conditions apply).

Tel:  01603 964816

Email: neil@therecruitingoffice.co.uk

www.therecruitingoffice.co.uk

1 Ideal Candidate

- Guaranteed!

CALL NOW FOR MORE INFORMATION

95% Placement

Success!

100% Satisfaction

- Guaranteed!
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Client Testimonials
 
“What makes The Recruiting Office our agency of choice is the ability 
Adela and Neil have to fully engage and understand our requirements. They 
understand that we are looking for people who want to be part of our brand. 
This is reflected in the quality of candidate they place in both temporary and 
permanent positions. This is a true partnership and one I believe will be long 
lasting and important in the success and growth of our depot.”
Simon
 
“The Recruiting Office has found our company a succession of quality staff 
that are continuing to provide first class service to our customers in East 
Anglia. The professional and thoroughly well organised manner that The 
Recruiting Office operate make them a pleasure to do business with.”
Graham

 

Candidate Testimonials
 
Just a quick email to say thank you for your help in getting me to interview.  
What makes The Recruiting Office different stand head and shoulders ahead 
of other agencies is the care and attention the staff put into understanding not 
only what the potential employer does and requires but also understanding 
not only the skill set of the potential employee but also their personality 
thus making the position/employee a better match. This coupled with your 
attention to detail and contact, updates, feed back and genuine interest in all 
aspects of the process makes for an outstanding business model.
Mark
 
“I would recommend to anyone looking for short or long term employment to 
use the services of the Recruiting Office.
The help and support I received was invaluable-from CV analysis to a better 
understanding of the current work market (after coming out of a long-term 
job) I was in a placement within a couple of days.
All consultants I dealt with were friendly, polite and professional.
My placement lead to permanent employment, however, I would not hesitate 
to use the services of The Recruiting Office again if my situation changed.”
Charlotte
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