
 

 

EMOTIONAL INTELLIGENCE (“EQ”) CHEAT SHEET 
 

A short guide to start making emotions work for you instead of against you  
 

 
 

THE FOUR CORE COMPONENTS OF EQ WORK 

 
EQ COMPONENT 

 
DESCRIPTION 

 

 
Your capacity to understand your emotions and 
feelings as they pop up. 

 
The ability to sit with your emotions and understand why 
they pop up, and to not judge them as right or wrong, 
through a personal self-reflection practice.  

 
Special focus on your behavioral tendencies and 
thought patterns that accompany specific emotions.   

SELF-AWARENESS 

 
Pro Tip: Pay attention and acknowledge where you may need 
extra support emotionally as you self-correct when things go 

“wrong” and develop your own self-reflection practice. 



 

 

 
EQ COMPONENT 

 
DESCRIPTION 

 

 
Your capacity to stay flexible and react positively 
when encountering difficult situations.  

 
The ability to self-manage is cultivated via self-love, 
forgiveness, and resiliency.  

 
Special focus on your emotional swings you get into in 
order to change the duration of the emotional ruts.  SELF-MANAGEMENT 

 
Pro Tip: Find ways to move through emotions easily and 

effortlessly, such as a crying self-care practice, working out, or 
yelling on top of a mountain. Find what works for you! 

 

 
Your capacity to accurately pick up on another 
person’s feelings.  

 
The ability to use perception as a tool for confirming or 
denying another person’s emotional reality, which over 
time strengthens your social awareness skills.  

 
Special focus on letting go of the internal dialogue that 
dominates your mind and practicing active listening 
skills to stay present within social interactions.   

SOCIAL AWARENESS 

 
Pro Tip: Different body language can clue you into a person’s 

emotional reality, such as having crossed arms and darting 
eyes may mean reservation and/or anxiousness respectively. 

 

 
 

Your capacity to bring together all the three 
aforementioned EQ skills and accurately manage your 
relationships.  

 
The ability to have proper boundaries with self and 
others that ensures clear communication, positive 
interactions, and proactive conflict management.  

 
Accurately managing your relationships requires 
proactive attention to both your emotions and the other 
person’s, including perceiving correctly how they feel 
about the relationship/situations you both interact in.  

RELATIONSHIP 
MANAGEMENT 

 
Pro Tip: When in doubt check-in. Do not make assumptions, 

as that is the easiest way to improper relationship 
management. 



 

 

THE FOUR EQ COMPONENTS SIMPLIFIED 
 
To develop your emotional intelligence, you’ll have to be able to do the following 
(according to Professors David R. Caruso & Peter Salovey): 
 

1. Identify your feelings and those of others 
2. Use feelings as a guide to your own thinking and reasoning, along with others 
3. Understand how feelings might change and develop as events unfold 
4. Stay open to the data of feelings and integrate this into decisions and actions 

 
But how do you accomplish this?  
 

LEARN TO SMELL THE R.O.S.E.S. 
 

 
 
 
 
 
 

REFLECT 
 

The foundation of all EQ work is self-awareness.  
 

Everyone should develop a self-reflection practice that suits their 
needs and schedule, such as journaling, meditation, yoga, etc. 

 
The focus should be on helping you develop an understanding of 

your triggers and your behavioral reactions so you can start to 
associate certain emotions with specific triggers.  

 
Think about the following scenarios:  
 

• Someone blames you for something 
• Your significant other calls you out on something 
• Someone begins to cry around you (or you want to cry) 
• You get flipped off on the highway when someone cuts you off 

 
How do you react to these common events?  
 

• Do you go into a fit of rage? 
• Do start pointing out what’s wrong with the other? 
• Do freeze and/or clam up? 

 
The point is to check in and start to identify how the emotion actually 
feels, where in your body it originates, does it have a color or form to 
it, so that over time you recognize the emotion effortlessly.  
 
Then you can start to transform how you show up when that a trigger 
occurs by merely having presence around it.  
 



 

 

Observe what isn’t being said via a person’s body language. 
 

Studies show that a person’s body language communicates up to 50 
percent of what they want to say / how they are really feeling. 

 

 

 
ANGER 

Hands on hips 
Arms folded 

Pounding heart 
Sweating or rapid breathing 

Fists clenched 
Eyes staring straight at you 

 

 
HAPPY 

 
Relaxed body 

Open arms and legs 
Smiling 

Relaxed and prolonged eye contact 

 
ANXIOUS 

 
Restlessness 

Biting finger nails 
Fidgeting with something 

Pounding heart 
Rapid breathing 

 
SADNESS 

 
Drooping body 
Downcast eyes 

Mouth turned down 

 
SURPRISE 

 
Eyebrows up 

Wide eyes 
Mouth open 

Movement backward 

 
EMBARRASED  

 
Red or flushed face 

Looking away from others 
Avoiding direct eye contact 

False smile or grimace 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
OBSERVE 

 

Let’s be real: people find it hard to communicate their true feelings all 
the time about something.  
 
That’s why developing the ability to see their body language, and 
gain crucial information, can be really asset/tool to learn.  



 

 

 
 
 
 

 
STRATEGIZE 

 

Take strategic pauses when things start to get reactive. 
 

In theory, taking strategic pauses sounds easy. In practice, it’s a lot 
harder than you think.  

 
Because when you’re in a reactive situation, it takes all your mental 

and/or emotional energy to recognize a need for a pause.  
 

Ways to cultivate this skill include: 
 

• “Go to the balcony” – ask for a small 15-minute time out. 
• Count to three before responding to something, even an offer. 
• Develop a mantra that keeps you grounded. 

 
Your goal is to create a space so dialogue can ensue and not just a 
shouting match. 
 
Remember, it takes practice!  

 
 
 
 
 
 
 

 
EXPLORE 

 

 
Stay open and learn to explore the “Why” of why someone is 

experiencing something. 
 

People often experience something called the “perspective gap” – an 
inability to relate and put themselves in another person’s shoes.  

 
Having compassion and exhibiting true empathy helps bridge this 
gap and starts by asking:  
 

• Why does this person feel the way (s)he does? 
• What is he or she dealing with that I don’t see? 
• Why do I feel different than (s)he does? 

 
You can ask these questions before, during, or after the conversation 
and, depending on your level of trust and comfort with the other, you 
can even ask these questions directly.  
 
Pro tip though: learn to silence the inner voice that dominates most 
mental chatter. You’ll have to practice active listening skills in order to 
explore appropriately and develop  

 
 
 

 
 



 

 

 
 
 
 
 
 

 
SEARCH 

Search for the lesson by asking “What can I learn from this?” 
 

Every difficult situation you encounter, whether with a colleague, a 
partner, or even alone, can teach you something about your own 

reactions and triggers. 
 
Think about the last time you got criticized, something bad happened 
to you, or you got blamed for something – how did you react? Ask 
yourself: 
 

• How can I put my personal feelings aside?  
• What can I learn from this alternate perspective? 
• How can I use this experience to better myself? 
• Are there any areas where I need to improve? 

 
Not taking things personally is a skill set too. But overtime, by giving 
yourself the space, you cultivate a “higher perspective” to situations 
that prevent you from getting swept up into the emotional chaos.  
 
This way, instead of reacting, you stay proactive and neutral to the 
situation at hand. Your mind ultimately stays open.   

 
 
 
 
 
 


