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THANK YOU FOR DOWNLOADING 
BUILDING CONFIDENCE AT WORK

This guide contains practical tips, common
mistakes, and four valuable exercises to help you

increase your workplace confidence today.

Are you an entrepreneur, visionary leader, or creator who wants to take
your business and personal life to the next level?

There are so many things that can hold you back from creating the kind
of success you want. Fear is one of them. It keeps you small, locked in
your comfort zone and prevents you from taking risks.

I help visionary leaders and entrepreneurs tap into their exponential
potential and move forward with confidence and trust in themselves. 
 Let's talk.

https://www.couragefactory.com/contact
https://www.amandaparker.co/contact


CONFIDENCE

How Confidence (or lack thereof) Impacts Your Life
When you feel confidence in your abilities to take up space and stand

powerfully in who you are and what you know to be true, you feel empowered

to take bold action, to make mistakes, to ask questions, and to grow in

unimaginable ways.

When you lack confidence, you might find yourself judging yourself (or others)

for what you have not yet accomplished, or for dreams left unfulfilled. You

become afraid to take up space, to use your voice, to share your ideas. You

shy away from anything that might make you look foolish, and you may lean

heavily on perfectionism as a way to avoid making mistakes, or "failing".

What you may not realize is that there is no one-size-fits-all formula for

confidence. In order to become more confident, you must simply take action

and do the things that scare you. The more you act, the less you listen to the

voice of self-doubt and the more prominent your own self-belief becomes. 

Action creates confidence. Confidence comes from doing and proof.

Why Confidence Matters
Confidence impacts every area of your life - whether you have it or you don't.

And it all begins with having a deep understanding of who you are, what you

care about, what you are really good at, and where you lack skills. Confidence

is born from self-awareness, from seeing a proven track record of things done

well, and from trusting yourself to be able to achieve what you set out to.

In short, confidence is understanding your strengths and weaknesses, knowing

the value you provide, and knowing when and where to ask for support. When

you know you aren't meant to have all the answers on your own, and that it is

okay to learn and grow to become who you want to be, you can step fully into

your power with the knowledge and belief that you will figure it out.
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What Is
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Identify your strengths, recognize what you do you really well

Know your weaknesses and areas where you would like to improve

Recognize areas where you would like to develop further, decide on an

action plan for becoming better in that area (e.g. a training, coaching,

reading, or just practicing new behavior)

Ask a lot of questions

Don't be afraid to say "I don't know"

Find a support system to talk through your challenges and help you to see

your situation from a new perspective

Ask for feedback from your peers / colleagues / superiors / direct reports

Reduce your workplace stress levels – when you’re under a lot of stress or

having too many things on your plate at one time you won't be able to

perform at your best

Take risks and allow yourself to make mistakes or look "foolish"

There is no such thing as perfect – you and I will each have a different view

of what it means to be “perfect” so let go of the idea that something can be

perfect.

Track and reflect on your achievements from the past

Quick Tips to Boost Your Confidence at Work

YOUR CONFIDENCE
Tips to Improve“When we

believe we need
to have more
confidence to

be successful or
to pursue our

aspirations, we
tend to give

ourselves a very
difficult—if not

impossible—
task: the task of
becoming more
confident. We
put important

career stretches
and risks on

hold as we wait
on what we
perceive as

needed
confidence.”

 
- Tara Mohr,

Author of
Playing Big Comparing yourself to what others are doing 

Negative self-talk, allowing yourself to believe that you aren’t good

enough and reminding yourself of this regularly

Not asking for feedback – allowing yourself to sit in discomfort without

fully understanding what you do well and where you can improve

Not believing that there is no such thing as “failure” – it is okay to make

mistakes that you can learn and grow from. This gives you the opportunity

to learn something new, ask for feedback, and grow as a professional

Not asking for help or support when you need it – allowing yourself to sit

with challenges or problems that you can’t figure out how to solve may

lead you to stop believing in what you are capable of

Feeling like you "should" already know more or be further ahead than you

are

Common Mistakes that Impact Your Confidence
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The Achievement Lens
It can often be difficult to remember all that we have accomplished when
we face new challenges each and every day (or even if our day-to-day looks
monotonous)

Step 1:
Take a moment to write out a list of 10 things that you have accomplished over
the last 10 years that you are incredibly proud of. These do not need to relate
to only one area of your life (e.g. work) but can come from a variety of
experiences.

EXPERIMENT 1
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EXPERIMENT 1

Who were you being in this moment? 
What qualities did you exhibit? 
What made you successful?

Step 2:
Select your top moment from this list and reflect on it. Consider;
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The Work (Adapted from Byron Katie)
The Work is meditation. It is a method of inquiry born directly out of
Byron Katie’s experience. This practice allows you to access the wisdom
that always exists within you. As we do The Work of Byron Katie, not only
do we remain alert to our stressful thoughts—the ones that cause all the
anger, sadness, and frustration in our world—but we question them, and
through that questioning the thoughts lose their power over us.

Step 2: Write
Capture your stressful thoughts on a worksheet using short, simple
sentences.

EXPERIMENT 2

Step 1: Notice
Who or what causes you to feel unconfident or like an imposter? Why?
Recall a specific situation.
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Step 3: Question
Isolate and question one thought – allow authentic answers to arise.

Step 4: Turn it Around
Find opposites of the thought. Are they as true or truer than the original
thought?

EXPERIMENT 2

Whenever you feel your imposter syndrome or lack of confidence arise,
drop yourself into a space of stillness and observe what thoughts /
feelings / beliefs arise for you. You can repeat this process as often as
you'd like to question and reframe your thoughts.
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Confidence in Action
Sometimes we need to see the behaviors we want to exhibit role
modeled for us. When we watch someone else who acts with courage or
compassion, we raise our own awareness to the fact that this way of
being in the world is possible. Let's try out the same for confidence.

Step 1: Collect
Write down the names of 5 people whom you admire greatly and
perceive to be confident. For each person, write down the characteristics
that they exemplify which, to you, demonstrates their confidence. Who
are they being? What are they doing?

EXPERIMENT 3

Name How they show confidence
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Step 2: Reflect

Now that you have an idea of whose confidence inspire you and why, it's
time to reflect on your own behaviors / mindsets.

·Looking at the list you curated above, and considering the qualities you
outlined for others you observed, reflect on the following questions.

EXPERIMENT 3

Which of these characteristics do you exemplify?

Which of these traits would you like to bring more of into your life?

What would change for you as a result of developing more of these
characteristics and, thereby, feeling more confident? 



HOW TO BUILD CONFIDENCE AT WORK 11

Leap of Confidence
The absolute best way to gain more confidence is to take action. The
more we sit in speculation or planning, the more overwhelming
something can become. When we take action, even if it's imperfect, we
are able to shift our energy and start reflecting based on reality (not fear!)
This exercise will help you shift out of fear into action by taking baby
steps.

What is one area of your work where you wish you had more
confidence?

EXPERIMENT 4

Describe what it would look like if you were fully confident in this area.
How would you feel? Act? Behave?

What is the big leap you could take to feel more confident in this area?

What is the smallest possible step you could take to feel more
confident in this area?

Now that you've identified the smallest possible step forward, I'd like to ask you to
commit to take that action within the next 7 days! Once you've committed to it, and
taken action, spend 20 minutes reflecting (or journaling) about what it was like, and
what changed for you as a result. And feel free to share the results with me!



 
What does being confident mean to you?

What does having confidence help you achieve?

How does lacking confidence impact you?

When do you feel most confident?

When do you feel least confident?

What actions / events in the past have given you
a big confidence boost?

What actions/events in the past have left you
feeling less than confident.

What is the smallest possible step you could
take to feel more confident?

What supporters do you need to enlist to help
you?

How will you know that your confidence has
been increased?

How will you celebrate when you feel more
confident?
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U N D E R S T A N D I N G
C O N F I D E N C E

To better understand your own relationship to confidence, it
helps to have a better understanding of what it truly means for
you. Here are some guiding questions to help you get clear on
what impact confidence has in your work and life.



I'm Amanda Parker,
Founder of The Courage

Factory and Intuitive 
 Leadership Coach 

I help leaders to clarify and connect to their inner purpose to
find more fulfillment in their work & life

Are you ready to take your business and life to the next level,
but don't know what needs to happen to create the shift? 1:1
Leadership Coaching can help you to connect to your inner
wisdom and create a business and life you truly love. Learn
more about 1:1 Coaching with Amanda Parker.
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Congrats!
Y O U ' V E  J U S T

C O M P L E T E D   H O W  T O
B U I L D  C O N F I D E N C E

A T  W O R K .

https://www.couragefactory.com/individuals
https://www.couragefactory.com/individuals

