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COMMON SITUATIONS – DIFFERENT WORKTypes 
WHICH ARE YOU?
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         	You are effective with the people you see every day, but when you interact with strangers, you feel uneasy and don’t contribute

            as much as you know you can. How can you be more effective?

         


         	You work home one day a week, but you are distracted when you’re not at the office. How can you get focused?


         	A promotion put you on top of the world. Now you feel in over your head. How can you feel more in control?


         	You’re at the office late, come in early, and work weekends. What kind of time management will work for you?


         	Two co-workers aren’t getting along and the tension is affecting the whole office. Why aren’t they getting along? What can

            you do?

         


         	Meetings are a waste of time! But you don’t know how to take charge—or if you should. Do you have to sit and suffer?


      


      KNOWING YOUR STYLE—AND YOURCO-WORKERS’—CAN SMOOTH YOUR JOB PATHAND GIVE YOU A CAREER BOOST TODAY!


      WORKTypes
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  WORKTypes


      “A GREAT RESOURCE…. Provides useful insights into why people act and react in diverse ways, and offers a lot of practical
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         anywhere.”
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      INTRODUCTION



      Every day, everywhere in the world, millions of us go to work. Some of us find work to be exciting, challenging, and interesting.

         And some of us are frustrated with our work and feel less productive than we want to be. The experts tell us that we are undergoing

         fundamental shifts in the way we work and in the relationships between organizations and their employees. The future of work

         is unclear, but it seems certain that it will be radically different. Some would say it is already radically different.

      


      In the meantime, however, work goes on, and the normal work activities still have to be completed within the changing environment.

         We still find ourselves entering data into computers, filling out forms, going to meetings, solving problems, making decisions,

         learning new things, and getting into conflicts with colleagues or bosses. The primary effect of the changing environment

         right now is to add additional stress to our work lives: We must do more with less—less time, fewer people, fewer resources.

      


      

         Solutions for Real Problems

      


      This is not a book about transforming work or creating the corporate model for the year 2010. This book is not even about

         transforming yourself into an empowered, risk-taking, highly productive, customer-oriented entrepreneurial employee. These

         are all important issues, but here we’re concerned about something we find more fundamental and something that will not disappear

         in the “new corporation”: you, your work style, and how you can take who you are and use that to do your work in more satisfying

         ways.

      


      This book is written for you if


      

         	you get frustrated by the amount of time you spend in unproductive meetings;


         	time management seems like an elusive concept;


         	teams you’re on are bogged down and unproductive;


         	your good ideas fall on deaf ears;


         	you want to make the most of change; or


         	you can’t seem to get your boss’s attention.


      


      Handling these issues is not simple, and often a variety of factors goes into solving each one. Certainly job performance

         is impacted by the job skills you have, but your job performance is also impacted by your personality. This book is about

         personality, or rather one factor of it—psychological type. Work seems to be more satisfying when it is compatible with your

         personality.
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      This book takes everyday work activities and reframes them into the language of psychological type; we’re adding a different

         perspective to the tasks you already handle. The everyday work activities we’ve included are those we see as common to 

          most workers and the ones we get asked to help with most frequently. Each chapter presents common situations you might identify

         with from your work setting. We discuss techniques people currently use and integrate a type perspective into those techniques.

         We then offer descriptions, strategies, and tips based on psychological type to help you and your colleagues deal more effectively

         with these kinds of situations, including negotiating for what you need. We hope that using this book over a period of time

         will help you recognize and pay more attention to your natural style so that you can make the most of it at work.

      


      Psychological Type


      Psychological type provides tools to help you look at ways you get reenergized, how you define your work, how you make decisions,

         and how you structure your work and complete your tasks.

      


      An understanding of psychological type


      

         	helps you understand your own work style, and provides ways to support and extend your own areas of strength to compensate

            for your areas of weakness;

         


         	leads to understanding the approaches and needs of those you work with, thus allowing you to resolve conflicts related to

            type;

         


         	gives you starting points for negotiating so that people (you and others) get what they need and can do their best work;


         	provides a way to discuss interpersonal issues that have been avoided at work. Sometimes people simply haven’t known how to

            identify something that just “doesn’t seem 

             right,” or how to talk about it without making things worse.

         


      


      If you’re already familiar with psychological type, you may use the next chapter as a refresher, but feel free to skip to

         chapters on the issues of concern in your work life today. If you haven’t been introduced to the theory of psychological type,

         we invite you to read the next chapter first. Reading LIFETypes
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         will give you a broader introduction, and we also highly recommend that to you. You may wish to take an inventory designed

         to indicate your type preferences, the Myers-Briggs Type Indicator® (MBTI®) assessment tool. You may be able to take it from

         your organization’s human resources department. Many community-college and university counselors as well as private practitioners

         and church professionals are also qualified to administer and interpret this tool.

      


      Who Should Read This Book


      This is a book for real people at all levels in organizations, from clerk to chief executive officer, from sole proprietor

         to multinational corporate employee. It deals with common everyday work requirements and interactions.

      


      Each workday we have tasks to complete efficiently, meetings to go to, and ongoing relationships that need support and respect.

         We all have responsibility to make our work as productive as possible and, if we do, we can leave work each day feeling satisfied

         with our accomplishments.

      


      Wherever people live, in almost every work setting—from small nonprofit organizations to global communications companies—they

         face these tasks daily. These tasks have no boundaries.

      


      

          As consultants who work internationally, we’ve faced these issues around the globe and have found solutions that work. We

         know that people want to do well at their work, put tremendous energy into it, and take pride in their results. We think our

         suggestions will help.

      


      Reading This Book


      The next chapter will introduce you to, and help you identify, your type and the types of those you work with. We are not

         suggesting that your speculations are enough to confirm a type; taking the MBTI instrument and having it interpreted by a

         qualified professional is needed. When you’re ready, the rest of the book helps you apply that type knowledge to your work.

      


      Chapters 2 through 6 discuss fundamental issues in the workplace: communication and conflict, time management, meetings, leadership,

         and teamwork. In these chapters, we apply the basics of type (the individual preferences, various combinations of preferences,

         and the whole type) to help you grasp how type can aid in your understanding of these work tasks. You may wish to skip around

         and use these chapters for reference as needed. Chapter 7 introduces another level of type, called type dynamics, and is necessary

         background for Chapters 8 and 9 on change and stress. We finish the book with examples of how people have put the information

         to use. You may find you recognize yourself and your co-workers in the chapters ahead.

      


   

      


            CHAPTER 1
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      INTRODUCTIONTO TYPE


      The Office Awakens


      It’s nine o’clock on Monday morning and a typical day at the office: Elizabeth, a popular employee, helps get the office jump-started

            by visiting with her co-workers, asking how their weekend went, telling them about hers, and filling them in on what their

            colleagues did. She also takes this opportunity to find out about their work plans for the day. Her laughter and the easy

            expression of her feelings are contagious.


      Irene, a highly regarded employee, is already hard at work in another way: in her cubicle tuning out the noise around her

            so she can concentrate on updating the department’s scheduled events for the week on the computer. She likes to do this first

            thing to get everyone’s week off to a good start. Also, on Friday afternoon, she’d run into a computer problem. Over the weekend,

            she had thought of a possible solution, and was eager to try it out to see if it worked.


      

         Steve, known for his common sense, is the one the staff relies on to give a realistic appraisal of any situation. He knows

            what’s worked well in the past and what’s likely to work well in the present. He also usually knows what resources are available

            and who controls them.


      Nathan, known as an “ideas” man, is the one the staff relies on to point out a new direction when they feel stuck. He’s always

            reinterpreting situations and finding a new way to look at them. They can count on him to be up on the latest ideas and theories

            in the field and to share them enthusiastically with anyone who’s interested.


      Teresa, known for her clear analyses, is on the phone with a customer who has a complaint. She is asking probing questions

            to get to the heart of the problem. Teresa then presents alternative solutions to the customer, including the pros and cons

            of each to help the customer make a decision. When the customer hesitates, Teresa pushes for the solution that will be quickest

            and most cost-effective for the customer.


      Faith, the one everyone comes to with their problems, is on the phone with another customer who has a complaint. She is encouraging

            the customer to talk about his real concerns. Her goal is to find a win-win solution. She is tuned in to helping the customer,

            and is known throughout the office as someone who deals well with upset people.


      Jerry, the unofficial office efficiency expert, is engaged in his typical Monday morning routine of planning out his week.

            He’s listing everything he needs to do, then prioritizing and ordering his list. He likes to start his projects early in order

            to avoid a last-minute rush and always has a contingency plan for emergencies.


      Peter, known for his flexibility in changing course at a moment’s notice, is also looking at the week ahead. His approach

            is different: He lists his major projects for the week and gets ready to start on the one he is most excited about. He trusts

            his 

             resourcefulness and sense of timing to help him fulfill all his responsibilities. He continually finds new ways to approach

            his work to be sure it’s fun.


      You might recognize these people—they may even be you or the people you work with. Each represents one of the eight preferences

         that make up psychological type. Each is acting differently from the others, yet all are being effective and contributing

         to the workplace.

      


      Every workplace includes people with very different backgrounds, personalities, perspectives, skills, and styles of interacting.

         And the workforce of the future will be even more diverse. Finding ways to make these differences work, rather than letting

         them get in the way, is essential to success for any organization and the people in it. Even if one works alone at home, there

         will be times when others are involved; it will be important to communicate well. Understanding differences in work styles

         may be critical to success.

      


      The Myers-Briggs Type Indicatorand Psychological Type


      The Myers-Briggs Type Indicator (MBTI) and psychological type provide ways of understanding normal differences that occur

         in people’s everyday behaviors. The MBTI identifies four dimensions, or key sets of preferences, that affect the way people

         develop and act. These are the ways that people

      


      

         	get and use their energy;


         	gather and take in information;


         	make decisions; and


         	organize their lives.


      


      

          Each of these dimensions has two opposite possibilities that different people prefer, and people’s preferences lead to different

         personality types and behavior patterns. Each opposite possibility is of equal value and each personality type can make important

         contributions. No preference is more valuable or better than any other.

      


      The MBTI and psychological type are based on the idea of preferences, so it is important to understand what is meant by this

         word. Take a minute and clasp your hands together, noticing which thumb is on top. Then clasp them putting the other thumb

         on top. Most people find that one of these ways is natural, comfortable, and automatic, while the other feels awkward and

         requires conscious thought. We can clasp our hands both ways, but we naturally prefer one over the other. This illustrates

         the idea of preferences in psychological type and the MBTI. Similarly, we can and do use both sides of each of the dimensions

         listed above, but typically one side feels more natural, easier, and more energizing. Keep in mind that preferences and abilities

         are two different things: We all have the ability to clasp our hands either way, but people usually prefer one way over the

         other.

      


      Coming to recognize these preferences and the ways they influence people’s behavior is very helpful in understanding ourselves

         and enhancing our interactions with our colleagues. We’ll describe each of the four underlying dimensions and their two opposite

         sides below. For each preference, we’ll also list some common components associated with each; these behaviors come from the

         MBTI Step II (formerly called the MBTI Expanded Analysis Report).
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         Ways of Getting and Directing Energy:Extraversion (E) and Introversion (I)

      


      People direct their energy either outward or inward and get energy from those different spheres.


      Those who prefer Extraversion have an outward focus. In our example of Elizabeth, did you notice how she liked interacting with people and how energizing

         that was for her? Like most other Extraverts, Elizabeth develops her thoughts by talking them through with others. There are

         several ways Extraversion may show itself, and some of these are listed below.

      


      

         

            	•  Initiating:


            	Initiating social interactions, introducing people and linking them with one another

         


         

            	•  Expressive:


            	Enjoying the sharing of thoughts and emotions with others freely—talking a lot in an upbeat, optimistic style

         


         

            	•  Gregarious:


            	Enjoying interacting with lots of people, often joining or forming groups

         


         

            	•  Participative:


            	Wanting to communicate in person through talking and listening

         


         

            	•  Enthusiastic:


            	Being where the action is and at the center of attention

         


         

            	•  Sociable:


            	Wanting to connect with others, talking over a variety of things

         


      


      Those who prefer Introversion have an inward focus. In our example of Irene, did you notice how she enjoys creating her own space and working on her own,

         and how productive that is for her? Like most other Introverts, she forms her ideas best by reflecting and thinking them through

         by herself. There are several ways Introversion may show itself, and some of these are listed below:

         

      


      

         

            	•  Receiving:


            	Leaving social courtesies to others, seeing them as unimportant

         


         

            	•  Contained:


            	Keeping feelings and interests to themselves, solving issues on their own

         


         

            	•  Intimate:


            	Enjoying in-depth, one-on-one relationships

         


         

            	•  Reflective:


            	Liking to communicate through reading and writing

         


         

            	•  Quiet:


            	Preferring calm and quiet spaces, staying in the background

         


         

            	•  Independent:


            	Wanting to connect with the task, not necessarily other people

         


      


      You probably notice that you use behaviors from both Extraversion and Introversion in your life and work, but most people

         find that one of these is more natural, comfortable, and energizing—it is their “home base.”

      


      Ways of Taking In or Gathering Information:Sensing (S) and Intuition (N)


      People notice and pay attention to different things.


      Those who prefer Sensing pay attention to what is real, actual, and factual. In our example of Steve, did you notice how people relied on him to know

         who, what, and where? Like most other Sensing types, Steve focuses on present reality. There are several ways Sensing may

         show itself, and some of these are listed below.

      


      

         

            	•  Concrete:


            	Knowing the facts, cautious not to go beyond what is known

         


         

            	•  Realistic:


            	Using common sense and focusing on cost-effectiveness

         


         

            	•  Practical:


            	Seeking applications and making ideas real

         


         

            	•  Experiential:


            	Learning about what works from experience, relying on knowledge gained from “doing”

         


         

            	•  Traditional:


            	Respecting and relying on time-honored ways of doing things

         


      


      

          Those who prefer Intuition pay attention to the big picture, the patterns and connections. In our example of Nathan, did you notice how people relied

         on him to provide a new way of seeing things? Like most other Intuitives, Nathan focuses on future possibilities and frequently

         finds the future more interesting than the present. There are several ways Intuition may show itself, and some of these are

         listed below.

      


      

         

            	•  Abstract:


            	Reading between the lines and coming up with possible meanings

         


         

            	•  Imaginative:


            	Inventing clever new ways to see and do things

         


         

            	•  Inferential:


            	Liking knowledge for its own sake, searching for and collecting ideas

         


         

            	•  Theoretical:


            	Trusting theories and discovering patterns, inventing them if none exist

         


         

            	•  Original:


            	Being drawn to anything new, desiring a strong sense of personal uniqueness

         


      


      Again, you probably notice that you use behaviors from both Sensing and Intuition in your life and work, but most people 

          find that one of these is more natural, comfortable, and energizing—it’s their “home base.”

      


      Ways of Making Decisions:Thinking (T) and Feeling (F)


      People make their decisions either through objective, logical analyses (Thinking) or through applying person-centered values

         (Feeling).

      


      Those who prefer Thinking step back from the situation and assess pros and cons from a detached perspective. Did you notice Teresa’s focus on identifying

         and solving the problem? Like most other Thinking types, Teresa really enjoys the challenge of solving a problem—the tougher

         the better—and believes that applying systematic criteria will lead to the best solution. There are several ways Thinking

         may show itself, and some of these are listed below.

      


      

         

            	•  Logical:


            	Ideally, making decisions based on the pros and cons

         


         

            	•  Reasonable:


            	Demonstrating logic and clarity in actual decisions

         


         

            	•  Questioning:


            	Feeling compelled to ask a lot of questions about everything

         


         

            	•  Critical:


            	Believing it’s important to point out what’s wrong, to be skeptical

         


         

            	•  Tough:


            	Being convinced of the rightness of a decision, pushing it through

         


      


      Those who prefer Feeling put themselves into a situation to empathize with the people involved and personalize it. Did you notice Faith’s emphasis

         on discovering the customer’s needs and finding ways to support the customer? Like most other 

          Feeling types, Faith focuses on harmony and wants all people involved to feel satisfied with the outcome and the interaction.

         There are several ways Feeling may show itself, and some of these are listed below.

      


      

         

            	•  Empatheric:


            	Ideally, making decisions by trusting one’s own emotional responses

         


         

            	•  Compassionate:


            	Using one’s likes and dislikes, based on personal values, in actual decisions

         


         

            	•  Accommodating:


            	Taking the position that “if it’s really important to you, I’ll go along with it”

         


         

            	•  Accepting:


            	Tolerating other views, attempting to find something good in all people or ideas

         


         

            	•  Tender:


            	Seeing both sides of an issue, searching for consensus

         


      


      To repeat a point, you probably notice that you use behaviors from Thinking and Feeling in your life and work, but most people

         find that one of these is more natural, comfortable, and energizing—it’s their “home base.”

      


      Organizing Our Lives:Judging (J) and Perceiving (P)


      People choose to organize their lives through plans and structures (Judging) or through spontaneity and flexibility (Perceiving).


      Those who prefer Judging focus on identifying goals, planning how to reach them, and following through to get them completed. Did you notice that

         Jerry wanted to structure his time before the week started, so he could feel comfortable with starting his work? Like most

         other Judging types, Jerry wants closure and a sense of completion in a timely manner in everything 

          he’s involved in or responsible for. There are several ways Judging may show itself, and some of these are listed below.

      


      

         

            	•  Systematic:


            	Planning thoroughly for whatever might arise, having contingency plans in place

         


         

            	•  Planful:


            	Feeling it’s one’s duty to make long-range plans

         


         

            	•  Early Starting:


            	Beginning early to avoid the stress of last-minute rush

         


         

            	•  Scheduled:


            	Relying on routines as the most efficient and comfortable ways to get things done

         


         

            	•  Methodical:


            	Developing precise, step-by-step ways to complete immediate tasks

         


      


      Those who prefer Perceiving focus on gathering all the in-formation and know that, whatever the challenge, they can pull it off. Did you notice that

         Peter has a general sense of direction and wants to remain open to whatever may come up? Like most other Perceiving types,

         Peter feels comfortable in letting his schedule emerge and relies on and trusts his inner sense of timing. There are several

         ways Perceiving may show itself, and some of these are listed below.

      


      

         

            	•  Casual:


            	Enjoying surprises and going with the flow

         


         

            	•  Open-ended:


            	Wanting to keep options open, disliking unchangeable plans

         


         

            	•  Pressure-Prompted:


            	Waiting until the last minute in order to take advantage of the rush of energy that comes then

         


         

            	•  Spontaneous:


            	Disliking routines, finding different ways to do things to maintain one’s interest

         


         

            	•  Emergent:


            	Trusting that what to do next will appear when it’s needed

         


      


      

          And to emphasize a very important point, you probably notice that you use behaviors from both Judging and Perceiving in your

         life and work, but most people find that one of these is most natural, most energizing—it is their “home base.”

      


      Psychological Type and the MBTI


      The preferences and behaviors we’ve identified in the previous section have their origins in Swiss psychologist Carl Jung’s

         theories about human beings. Isabel Briggs Myers and Katharine Briggs, two Americans, developed the MBTI to help people identify

         those preferences. They designed and tested their instrument beginning in the 1940s, and it has become the most widely used

         personality inventory in the world for understanding everyday behavior.

      


      People normally develop behavior patterns consistent with their psychological type preferences. The MBTI Step II (formerly

         called the MBTI Expanded Analysis Report) reports additional behavior patterns that people of a particular preference tend

         to develop. We listed those components above, along with information about the broader preferences E, I, S, N, T, F, J, and

         P to which they belong.

      


      

         The Sixteen Types

      


      The four preferences combine into sixteen types, commonly reported in letter form. Each type has both strengths and weaknesses,

         and each can make unique contributions at work. The following are brief descriptions of each of the sixteen types, excerpted

         from LIFETypes,
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          which contains longer, more in-depth portraits of each type. Most people find it helpful to personalize the type descriptions

         by thinking of people they know who exhibit the behaviors in the different descriptions. We are not suggesting that your speculations

         are enough to confirm a type; taking the instrument and having it interpreted by a qualified professional is needed. Be careful

         not to stereotype!

      


      ISTJ


      ISTJs are systematic, painstaking, thorough, and hardworking. They get the job done and complete it on schedule. They are

         serious and sincere in whatever they do. They work well within a structure, follow the hierarchy, and are particularly strong

         and careful in keeping track of facts and details. They are cautious, generally seeking to maintain the status quo. They are

         at their best getting things to the right place at the right time. They honor their commitments.

      


      ISTP


      ISTPs are realists who apply expediency and reasoning as they manage and adapt to situations. They are aware of what is going

         on in the environment and are able to respond quickly to the actual facts, making sure the odds of success are in their favor.

         They do not like to be tied down and will feel hamstrung when they must operate within tight structures and schedules. They

         are able to anticipate immediate, practical needs in situations 

          and to present a logical, straightforward plan for meeting those needs. They are at their best in situations that require

         immediate attention.

      


      ESTP


      ESTPs are action-oriented, pragmatic, outgoing, and realistic people. In situations that require resourcefulness, they use

         their quickness and flexibility to find the most efficient route to accomplishing whatever needs to be done. They are lively,

         entertaining, and fun. They like to be where the action is and participate fully in what is happening. Characteristically,

         they are direct with their comments and mince no words. They are at their best in situations that require an orientation to

         the present and a direct, no-nonsense, pragmatic approach.

      


      ESTJ


      ESTJs are doers who roll up their sleeves, dig in, and proceed directly to get the job done. They see logic and analysis as

         guiding principles for their lives. They are quick to decide and set a plan of action. They marshal resources in an organized

         fashion, implement, and follow through. They like closure. They focus directly on tasks to accomplish and are able to anticipate

         the steps needed to complete an assignment. In doing so, they see what might go wrong and take the necessary preventive action.

         They monitor events continually and make sure that commitments, both their own and those of others, are honored and the job

         gets done. They are at their best in situations that have some structure to them and involve activity, not contemplation,

         and in which an end product is desired.

      


      

         ISFJ

      


      ISFJs are sympathetic, loyal, considerate, and conscientious. They will go to any amount of trouble, when it makes sense to

         them, to help those in need. ISFJs operate most comfortably in situations where the rules are well defined and where traditions

         are to be upheld. They focus on providing practical help and service for others and for the organizations they serve. They

         are often self-effacing in getting the job done, and they are willing to make necessary sacrifices, especially for their families.

         They are at their best quietly providing assistance and making sure things are in proper order.

      


      ISFP


      ISFPs are gentle and compassionate, open and flexible. They are considerate of others and do not force their views and opinions

         on them. They often focus on meeting others’ needs, especially those who are less fortunate. Having a quiet, modest, self-effacing

         style, ISFPs avoid disagreements and seek harmony with people as well as with nature. They enjoy life’s precious moments and

         often add a touch of beauty to the environments where they spend their time. They are at their best ensuring others’ well-being.

      


      ESFP


      ESFPs are friendly, outgoing, fun loving, and naturally drawn to people. They are quite enthusiastic and exuberant, and are

         usually well liked by others. They are good at meeting people and helping them enjoy themselves. They are sympathetic toward

         people and generous with their time and money. They want to be where the action is, and they will often stir things up in

         their own special way. At their best, they are able to realistically 

          meet human and situational needs in a fun and lively way.

      


      ESFJ


      ESFJs are helpful people who place a high value on harmony. Paying close attention to people’s needs and wants, they work

         well with others to complete tasks in a timely and accurate way. ESFJs follow through on their commitments. They like closure

         and prefer structured, organized situations in which warmth and compassion are shown. They contribute to others by anticipating

         their day-to-day concerns and handling them with warmth and efficiency. ESFJs are at their best in organizing people to get

         a job done.

      


      INFJ


      INFJs are future oriented, and direct their insight and inspiration toward the understanding of themselves and thereby human

         nature. Their work mirrors their integrity, and it needs to reflect their inner ideals. Solitude and an opportunity to concentrate

         thoroughly on what counts most are important to them. INFJs prefer to quietly exert their influence. They have deeply felt

         compassion, and they desire harmony with others. INFJs understand the complexities existing within people and among them.

         They do not call a great deal of attention to themselves, preferring that their contributions speak for them. They are at

         their best concentrating on their ideas, ideals, and inspirations.
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