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Are you contemplating a career change or aspire to be personally and professionally more effective? In the 21st century employers value high quality staff who possess more than just a good degree and an impressive CV. In a nutshell, it’s not so much what you know, but who you are that matters, and unlike 20 years ago when you could
walk out of one job on Monday and start a new one by Tuesday, the job market is very competitive, and employers can be choosier. Therefore, Self Development is now coming into its own.
“What a delightful book this is. I think people will love it.
Wendy’s writing is well-organised, perceptive, honest, funny, imaginative, and nourishing.
I love the way she weaves in the Wizard of Oz story as a rich source of archetypal common sense with salient quotes and story characters linked to people who face challenges and make positive changes. Wendy becomes your coach by giving you activities to do on your own ‘Yellow Brick Road’. She creates a bright rainbow of seven principles for making your personal and professional dreams come true.
Wendy shines light on human fundamentals such as beliefs and intuition. She talks about emotions, the warning lights we can’t ignore. She’s spot on saying soft skills are essential for surviving in these times of change. She spotlights NLP, EFT and other soft skills and gives sound advice on public speaking, listening and communication. Who better to teach body language than someone who knows Flamenco dancing! Wendy ranges widely, for example sharing personal stories and highlighting the importance of eating properly and coaching that creates positive change in the world – so how could I not be an enthusiastic fan? There are good new questions for your repertoire. As a question ‘officianado’ I relish Wendy’s ‘Power Questions’, especially the attitude question – who wouldn’t?
The seven core principles could, in Wendy’s words, help you devise an orchestrated plan. You’ll have tangible results - soon. I’ll be thumbing my copy time and again for helpful images, focus and friendly nudges into action.”
Author of Good Question! The Art of Asking Questions
To Bring About Positive Change, www.judybarber.net
“What a fantastic, straightforward and honest book, brimming with tools tips and tactics. It is rare to find such honest advice in such an accessible format. Anyone who’s looking for some solid Personal Development strategies to become more effective, then look no further.”
Jonathan Jay
Founder and Managing Director of SuccessTrack,
Author of ‘Sack Your Boss’
“…I took your book to the beach today. It is the first time I have ever read a book cover to cover in one sitting, didn’t move until I’d finished. I am now sunburnt down one side.”
Kevin Nolan
Stockbroker & Financial Adviser, Edward Jones
The best leaders, the best managers, the best salesmen and women are those who take the time to develop themselves. But how can you get to the front of the queue, or successfully lead or influence others if you are ‘in your own way’, meaning you’re stressed, overwhelmed, uninspired in your role, facing change, confused by too much choice or would like to be more influential and able to handle everything that’s being thrown at you right now? What follows are 7 Core Principles brought together as a coaching system. This very straightforward system will enable you to develop yourself literally from the ground up. You can start here, from scratch by incorporating a ton of knowledge and expertise that I have crammed into 300 odd pages. These principles, based around the work of Robert Dilts, NLP plus my work with my coaching clients, are presented in a user friendly way and are easy to understand and implement.
This personal enhancement programme is a targeted, cohesive process and will apply if you are currently employed or changing directions altogether. We live in a tough world which dictates that we adopt strategies to become mentally, physically and emotionally tougher in order to thrive. I am sharing these principles and all my expertise with you because I believe we need to go back to basics and work with stronger more meaningful values.
Over the past few decades our principles have been eroded and replaced with flimsy values which have led to a general lowering standards and mediocrity. We’ve been lured away from the path with the promise of instant results whilst forgetting that lasting achievement entails sacrifice, dedication and commitment to excellence. You are where you are today as a result of the conscious choices and decisions you’ve made up until this point. Therefore I hope that these principles will influence the quality of the decisions you make and produce more successful and satisfying results in your life and work.
I heard a great quote the other day: “The person with experience will always triumph over the person with a theory”. So here I am, a real person who’s helped real people, with real issues, talking to you – a real person. But that’s only half the story.
Firstly, my family background meant that I have been destined to fulfil this role as a coach. I’ve been ‘thrown in at the deep end’ so many times it made sense to share my knowledge and help other people.
A series of bizarre reversals of fortune have been a feature of my life, and I was curious to understand why and what I am destined to become. Eventually I came across the field of Personal Development which has helped me develop and grow as a person. I’d rather read
a book on personal growth than a novel. In my career as a PA I’d hit the glass ceiling and begun to question where I was really going. I had already outgrown the role by the time I underwent my coaching
training.
A good PA is skilled at multi-tasking, an excellent diplomat, discreet, and well organised; they possess a massive arsenal of skills. Over the last 25 years I’ve worked for dozens of Executives at all levels giving me a unique insight into human nature. However, I realised my career wasn’t going anywhere, despite all the work I had done to develop myself and my skills. I knew that I needed something else, and new vistas to explore which were much more meaningful for me.
Then in 2003 I was made redundant; I didn’t immediately know what to do next as I’d been in a safe, cosy cocoon for the previous 13 years.
Coincidentally, during those 13 years I’d developed an interest in sports coaching. Each summer the company that I worked for held a rounder’s tournament and every year I coached a team that consistently did really well. This convinced me that I had a bit of a gift. Once a year I would turn a motley crew of people (some of whom had virtually no hand-eye coordination at all, or had never even heard of rounder’s) into a winning squad. They always came through for me on the day. I used a ‘method’ that the competition couldn’t quite fathom (and to be honest even I wasn’t sure what it was). Each summer before the tournament, other teams would send ‘spies’ to find out what our strategy was, or they’d try and ‘headhunt’ me to captain their side. They’d ask me “what’s your secret?” That got me thinking.
Looking at the bigger picture; the celebrity culture, consumerism, the media and the instant gratification society has driven down our principles and values. We need to be held individually accountable and make a greater contribution to society, and not become voyeuristic spectators, standing by whilst everything around us begins to deteriorate.
Many people are looking around them and beginning to ask questions. They realise they also need to take greater interest in the future of planet Earth, and must view it less as a resource to be plundered, but something to be nurtured and appreciated.
At an individual grass roots level, I feel it is essential for each of us to take the time to develop, understand and take responsibility for our own wellbeing, and the consequences of our choices and actions.
“We live in a highly materialistic society. By ‘materialistic’ here we mean a value set which believes that material goods will lead to wellbeing to the exclusion of focusing on other factors. The evidence shows, however, that materialistic people are less happy. Material consumption is also the primary driver of many of our environmental problems. It is obviously extremely difficult for policy to intervene to change cultural norms.”
Source: NEF (New Economic Foundation)
However, what this book aims to deliver is a long-term strategy, which requires commitment on the part of you, the reader. This is where Coaching comes in. Let me say now coaching isn’t about designer handbags! If anything has the potential to change the world and transform anyone’s life, career or business, coaching is it because it connects you with your highest and best self and away from material concerns. Let’s face it, when you finally leave this earth, you’re very unlikely to be thinking “I wish I’d bought a bigger flat screen TV or more shoes” are you?
So, down to business. How exactly do you develop yourself and ‘get out of your own way’? Over the years I started to see familiar patterns of thinking and behaviour with some of my clients. It seemed that whenever they weren’t moving forward or were stuck or confused, I found it easier to explain why by drawing a simple diagram. The logical levels diagram created by Robert Dilts.
Time and time again I would be drawn to this diagram. It has been so useful in helping my clients see where they were on their journey, and what they needed to change to reach their objectives. As you read this book (and not every chapter will apply to you of course), if any aspect of your career (or life) isn’t working out, you may find some answers here.
As you can see the key words of this process are depicted in a pyramid, and represent our journey as we prepare to self-actualise. By progressing through these levels you can confront any interference you may encounter, which might be stopping you from reaching your objectives. You will thus gain clarity, and a greater degree of certainty about who you are, what you want and where you’re going, and for some clients who’ve already been through this process, - it is a totally liberating experience.
In our routine day-to-day lives it’s almost impossible to attain this level of clarity because we rarely give ourselves the space to pause, think and reflect. We need to be like a painter and step back periodically to review our progress and get ‘the bigger picture’ of our life.
Through this book I will become your personal coach. A coach acts as a facilitator and an objective observer. The resultant energy produced between the coach and the client, creates a “third mind” which brings forth intangible benefits e.g. ideas, solutions and breakthroughs. It is the intangible stuff that you cannot measure, which produces outcomes which are invariably priceless in their significance. Use this book to learn how to ‘get out of your own way’ and clarify your objectives. Then the door will open to usher in new and significant changes in your life and work.
“The first fundamental law of the Universe is the law of three forces, or three principles, or, as it is often called, the law of three. According to this law, every action, every phenomenon in all worlds without exception, is the result of a simultaneous action of three forces – the
positive, the negative and the neutralising. There is a super being in all of us. It is just a matter of working hard to find him.”
Andrew Laurance, “The Other You”
Here are some examples of the specific results that have
been achieved through coaching…
The undergraduates who got to grips with their studies and passed
their exams.
The graduate who grabbed the opportunity of a lifetime to work
abroad.
The housewife who took the first steps to developing a business
idea.
The senior manager who repaired the strained relationships with
her children.
The manager who got a life instead of becoming a burnt-out
workaholic.
The woman who found the confidence to accept a dream job offer.
The small business owner who got to grips with his time
management.
The entrepreneur who got his wife to stop nagging and start
supporting him instead.
The student who stopped loathing and started loving herself.
The executive who was lost in the detail but then prioritised and
took control.
The businesswoman who started to value herself and her time thus
reducing her stress levels.
The administrator who bounced back after repeated failure and
rediscovered her self-confidence.
The executive who found a new direction after retirement.
The families of all these people who’ve all breathed a sigh of relief!
‘‘Dorothy lay down at once, with Toto beside her
soon fell into a sound sleep. The Scarecrow, who was never tired, stood up in another corner and waited patiently until morning came.’’
The Wonderful Wizard of Oz, L. Frank Baum
Dan ‘Scarecrow’ Burnside sat facing the locum at the Doctor’s Surgery.
His usual GP was absent today, but the man sitting before him looked strangely familiar, in fact he was probably the happiest and jolliest Doctor he’d ever met in his life. He read the nameplate on the desk which read ‘Dr. M. Unchkin’. He was so short Dan could barely see him over the desk, as the Doctor read out the roll-call of stress related ailments that Dan was suffering with – Irritable Bowel Syndrome, High Blood Pressure, High Cholesterol and he had recently added eczema and a stomach ulcer to the list.
Dan was constantly hyped-up and ‘wired’. Paradoxically however, he was very successful and actually thrived on stress until very recently. Because success came at a price. The trouble was there were only 24 hours in a day and he was constantly running around like a headless chicken. Dan worked extremely hard but he regularly missed meals, rarely took any time off and frequently over committed himself.
This was beginning to affect his health, his behaviour and his relationships. In fact, he had started to realise that if he didn’t stop and take stock, he would burn out altogether and his marriage would be in ruins. Dan was literally coming apart at the seams. His chaotic lifestyle was reflected in his out of control blond hair and appearance, even though he only wore the most expensive suits and bought ludicrously expensive shoes.
The Doctor continued, “Now, Mr Burnside, I’ve looked at your notes for the past six years and it’s becoming increasingly evident that it’s a lifestyle thing. You need to get a grip on your stress levels, because I’m not going to prescribe any more drugs. To be honest with you, they wouldn’t do you any favours anyway. “ “Oh,” thought Dan. “So what are you going to do for me instead?” he asked.
The locum stood up and walked around the desk. He really was so short that even standing up he wasn’t any taller; just incredibly rotund. He paused, “No Dan – it’s not what I’m going to do for you, it’s what you are going to do for yourself. You need ‘The 7 Core Principles’.
“What are The 7 Core Principles?” asked Dan. “They are 7 Principles for a successful life. It’s a programme that I introduce to hopeless cases like you to.” “Flaming nerve!” thought Dan viciously as he stared at the Doctors very large belly. “You need a complete overhaul of your time management, work life balance and personal priorities before it’s too late. I don’t want to see you back here in a few months’ time, when you’re about to have a heart attack.”
Dan had to admit that he struggled with his time management.
He found it hard to delegate, ask for help and say no to anyone’s demands.
He enjoyed taking on the whole world with one hand tied behind his back, and still be home in time for tea!
His success was reflected in the car, the bank account and the big house. However, he knew that he must learn to use his head to work out a new strategy otherwise he could lose everything, there wasn’t enough time to stop and think these days!
The Doctor gave Dan a copy of an old battered book with instructions to read it in the next week and then return the book. Dan thanked the Doctor and took the book. It started to snow as he walked into a new pub restaurant that had just opened in the town and ordered a drink. He stared into the flames of a newly lit fire for about five minutes. He felt punch drunk. Then he sent an e-mail to his PA via his Blackberry, “Hi Glinda, I’m having problems with the Merc. I May be some time. Cancel all my appointments.” He found a seat tucked away in the corner, opened the book and started to read. He found the book so enticing, he couldn’t put it down. It was the first book he’d read in years.
Louisa Lyons sat on the tube as she recalled yesterday’s phone
conversation with her best friend on her way home. There were no trains from Fenchurch St Station tonight so she had to take the District Line from Tower Hill tube station instead. “… and then because I got a bit upset about my handbag being stolen at lunchtime, my boss locked me in my office and told me to calm down. Then she went off to fetch the Chief Admin Officer, saying it was now a disciplinary matter because I was being hysterical. Nobody in the office likes her. They call her the Wicked Witch of the West.”
Her friend sighed heavily as she listened to the litany of disasters that was the life of Louisa. Her friend finally interrupted, “Louisa you need to record everything that might happen from now on because it sounds very ominous. You need to protect yourself. This wicked witch of the west character sounds a real threat, and it doesn’t sound as if she’ll be flying away on her broomstick any time soon. In the meantime it’s time you learned about the 7 Core Principles.”
“What’s that?” asked Louisa. “It’s 7 Core principles for a successful life. Why don’t you buy a copy tomorrow, you can read it on the train every evening on your way home,” replied her friend. Louisa admitted to herself that her confidence had taken a bit of a nosedive. She:
Realised she needed to change something in order to get a promotion or at least move on.
Doubted her ability to succeed.
Felt a failure with each encounter with her boss. Her courage and motivation was ebbing away.
She was also paralysed with inertia and very indecisive these days. Louisa was beginning to wonder whether she would ever be recommended for a promotion, even though she was intelligent and had a first class honours degree. She couldn’t work out why she wasn’t being taken seriously. The great paradox of her life was that although she was a sissy at work, she was a keen hockey player and as brave as a blizzard on the hockey pitch. She cut a very striking figure with her mass of blond curly hair fearlessly charging towards her opponents. In that situation it really was a case of “yeah bring it on”.
Tom Tindall-Heart sat on the fast train to Norwich at Platform 18 at Liverpool Street Station. He thought about the pretty girl he’d talked to last night on the train on his way home from a night out. He’d spent the entire journey telling her about how he hated his job in
reinsurance and despised his bosses.
He didn’t have the motivation to resign because he was so far into his comfort zone the thought of doing something different was frankly really scary. However, there were hints of redundancies in the air, and that was even scarier! But he had to admit that his heart just wasn’t in his job any more.
Here he was, sat staring at the book the girl had given him as she left the train at Chelmsford. He gazed at the front of the book. She said she had no need for it now, and happily passed it onto him. He knew that if he was honest his career lacked passion, challenge and inspiration. He:
Would dearly love to get out of the rat race and try something new, but he had no idea how or where to start. Although he loved garden design, working with wood and the great outdoors.
Was beginning to doubt whether a satisfying career actually existed.
Felt resentful and jealous of other people who all appeared to have more rewarding and fulfilling careers – sometimes he even resented the smiling postman who he bumped into once in a blue moon.
He was firmly wedged in a rut but was aware he might wake up one day to the realisation that life and technology had passed him by. Everyone else was talking about strange websites like Facebook,
Twitter and ‘blogging’. He couldn’t get his head around the whole technology thing. He was beginning to think he was having a mid-life crisis, because the only thing that remotely interested him at the
moment was making sure that he looked well turned out for the office. Tom looked immaculate in his slate-grey suit, black shirt and silver tie which perfectly coordinated his jet-black hair and mesmerising coal black eyes. “Read it tonight”, the girl said as she slipped off the train. He reflected on this as he watched her walk away along the
platform, in her perfectly small, sparkly red shoes…
“Goodbye, Tin Man. Oh, don’t cry! You’ll
rust so dreadfully. Here’s your oil can.”
Dorothy, The Wizard of Oz
Let’s be honest, invariably the core component that’s preventing some of us from succeeding invariably boils down to the same thing… ourselves.
We manifest little annoying gremlins which influence our thoughts, our attitude, affecting our motivation and behaviour.
Ultimately your performance at work will suffer. The technical term for gremlins is interference and it’s interference that ‘gets in our way’.
I am good friends with an Image/Branding consultant and her philosophy is this: “When you stand up in front of an audience and feel great in your clothes and aren’t obsessing about what you look like, you get out of your own way and can talk effortlessly and confidently.” So I thought wouldn’t it be great if there was a process, a method that helped others “get out of their own way” in their career to deliver a winning performance 365 days a year?
So, firstly, let us consider the interference question. We all strive for success in some way or another. Hands up who doesn’t want to be successful by the way? Just checking…
When you remove interference you can emulate the success of others without being weighed down by a rucksack full of useless stuff. Stuff like toxic relationships, a lifestyle that is damaging to your health, unresolved personal issues, bad memories about failure or missed opportunities or poor habits that impact on your effectiveness at work (i.e. poor time management) file management, poor communication, leadership or communication skills).
Then there’s other stuff like low self-esteem or no belief in yourself or your ability. Everything will be stuffed in that rucksack you are carrying, and each year it gets heavier and heavier slowing down your progress. For some people their entire existence revolves around what’s in the sack until they’ve forgotten the carefree days before its existence! Some people proudly hang onto that rucksack until they are almost joined at the hip! Let’s turn to science to illustrate what interference does.
Imagine switching on a radio; occasionally interference will affect the reception as the following diagram will illustrate.
Eliminate the interference and the transmission comes across loud and clear! I worked with someone once who had so much ‘interference’ going on, that when we removed it all – she looked 10 years younger!
“I shall seize Fate by the throat; it shall certainly
not bend and crush me completely.”
Ludwig van Beethoven
These days, anyone who has a career - and that includes most men and women - knows that they have to take charge of their own Continual Professional Development (CPD), to arm themselves with the right skills to be a better leader, build stronger relationships and handle themselves with more confidence and assurance.
Paradoxically it’s the soft skills which will be essential in order for you to survive this brave new world. As more and more people are required to navigate uncertain career paths towards self-employment, innovation and entrepreneurialism (and possibly re-invent themselves over and over), key soft skills (emotional intelligence) will be required to give them a head start to make them more employable.
Neil Croton, President UK International Coach Federation says, “I believe we are at a vital point in our history. The challenges facing us as individuals and as a global community are huge. The decisions and actions we take now will be crucial. Coaching is becoming massive in the world –and I believe for a reason – great positive change needs to happen. What we do as coaches this year, be it working at an individual level on personal change, or with a corporate on a global scale, has the potential to literally change the world. There is nothing we can do that is either too small or too large– it all has the potential to help. There is no individual or organisation we can work with that does not have a part to play– no-one should be excluded. This is a challenge and an incredible privilege… The world is calling us – the time is now. Let’s make something good happen.”
“The real source of wealth and capital in this new era is not material things. It is the human mind, the human spirit, the human imagination, and our faith in the future.”
Steve Forbes, Billionaire Publisher
Highlight those phrases and paragraphs which resonate strongly with you.
There are personal workshop activities to help you get to grips with this material and an Appendix which contains a 90 Day
Action Plan for you to execute some of these changes.
Get a notebook and start writing down your thoughts. Use it to get the most out of this material.
Share this with someone who will champion and support your progress.
Keep it somewhere where you will have easy access to it every day.
I have included a list of recommended reading at the end
of this book. So, if you’re ready? Let’s get going…
“Brain cells create ideas. Stress kills brain cells.
Stress is not a good idea.”
Frederick Saunders, American librarian and essayist (1807-1902)
Poor Environment + Lifestyle+ Routine = Stress
Definition of an Environment: external surroundings in which a plant or animal lives, which influences its development and behaviour.
For anything to survive and thrive it will require a beneficial nurturing and supportive environment.
Examples of an environment include:
The Office
Your Car
Your Support Network
Your Co-Workers
Your Study
Your Garden
Your Home
Your Body
Your Finances
Imagine you are a fish swimming around in an aquarium. How important would a healthy environment be to your wellbeing?
Imagine you see another fish which unfortunately has a tumour. To cure the problem, we here in the West would probably remove the fish, cut out the tumour and then put it right back into the aquarium, and never even consider that it might have been the environment that
caused the illness.
We tend only to look at the symptoms, and take remedial action. Eastern cultures however, look at things differently. They would remove the fish, clean the aquarium, provide fresh water and then return the fish. The only reason that the fish became sick in the first place was because the water the fish was swimming in was toxic and therefore unable to sustain the fish long term.
Now take your office for instance. This is an environment which has to contain the right elements in order to maximise your efficiency and also support your wellbeing. Your office contains so many elements and usually refers to your support network (including people) the set-up at home (if you work from home) e.g. desk, heating, lighting, filing space and storage, as well as your systems and procedures. Other environments would also support your finances and even your health. These should all contribute towards your enhanced effectiveness, productively and peace of mind. Get the environments that govern these areas in good working order and you will lay strong foundations on which to build on your success.
Now problems with stress and health issues have their roots in the following:
Lack of self-discipline.
Roles/Job Descriptions not defined clearly enough.
Inability to prioritise or say no.
Lack of systems and processes.
Reluctance to delegate.
Cramming too much into your schedule.
Underestimating the time it takes to get a task completed.
Being distracted by new stuff.
Interruptions and not re-prioritising.
Poor lifestyle choices and habits.
Therefore developing new habits will help you reduce stress and become more productive. Once you’ve got control over these, you’ve potentially eliminated a large proportion of your stress. How can you possibly, be really effective if your own workstation or office looks like a bomb just fell on it, you’re not eating healthily and aren’t disciplined as far as your time is concerned? Could you welcome the credibility which comes with putting your house in order? What would that bring you? So where do you start?
First of all, look around you. You could begin to cultivate new habits, set up systems and procedures that will create an environment where you will thrive.
For example let’s consider Dan ‘Scarecrow’ Burnside (a confirmed workaholic and adrenaline junkie). He doesn’t have an off switch and keeps taking on more and more before completing the tasks that he has already undertaken. He may use displacement activity to avoid making decisions or to face circumstances that make him feel
uncomfortable because he:
Needs to feel useful to others.
Wants to feel important and worthy.
Finds it impossible to delegate.
Wants to remain in control.
Doesn’t like saying no.
Is easily distracted.
Consequently he has become a crazed hamster on a treadmill. This has created stress and made him difficult to live or work with.
Small business owners for instance, often don’t realise that when they work from home they have to be more disciplined with their time management. They need an effective support structure and systems to help them be more efficient.
However in the admin arena they may be completely clueless because when they were an employee and worked for a larger organisation, they were supported by staff that took care of all their admin for them. Whereas if they run a business from home (and also have a family) then they may have conflicting priorities which drain their energy e.g. “Should I put the washing on or do some cold calling?” or “I can’t focus on this report because the house hasn’t been vacuumed for 7 days”, or “I’ve spent all morning on the phone and haven’t got a thing done!”
So what follows are some strategies to get yourself organised. This also introduces an element of extreme self-care. What do I mean by extreme self-care? Self-care means putting yourself first. Sounds obvious doesn’t it? But when you look after yourself you have more to give. If you neglect your own needs you will eventually become so stressed and frazzled you will have nothing left in the tank, and won’t be much use to anyone, let alone yourself. But some people (particularly women) find it excruciatingly hard to put themselves before everyone else.
“I’m not afraid of her. I’m not afraid of anything –
except a lighted match.”
The Scarecrow, The Wizard of Oz
So first things first, let’s start with something easy by turning our attention to your workstation…
In a recent article from www.sedona.com entitled “Is a tidy desk is a sign of a sick mind?” it’s argued that some individuals think that those people whose desks are neat and organised could not possibly be mentally sane, while those with clean desks swear it’s the only way to work. Does it really matter whether you work to an orderly system or have no regard whatsoever to orderliness? And what does that say about you? In the article it refers to an actual syndrome called Irritable Desk Syndrome (IDS) which is associated with working long hours and having poor posture.
“Studies have shown that the person who works with a messy desk spends, on average, one-and-a-half hours per day looking for things or being distracted by things. That’s seven-and-a-half hours per week,” says time management speaker and consultant Dr. Donald E. Wetmore.
Moderately disorganised people tend to be more creative and more efficient and resilient than people who are extremely organised, which may actually be quite beneficial. Conversely, spending too much time keeping everything in order can become a bit of an obsession and may waste time and can be restrictive. I think that there are benefits both for and against being excessively tidy or untidy, it does very much depend on your personality and where you place your priorities.
There’s no point in feeling that you ‘should’ have a tidy workspace, if that’s not your style, but on the other hand some moderation could be applied if you know that things could get out of hand if no control is taken over your workstation. There is another aspect to ‘the desk’ which can influence how effective and creative you are in coming up with solutions to problems.
According to Robert Updegraff in his article ‘Desk Bound
Thinking’ he says: “Desk bound thinking is probably responsible for more poor plans and decisions than is lack of business judgement. Certainly, it is responsible for the slow progress of most businesses, and for the paucity of fresh ideas and original policies. I believe that one reason Henry Ford has been able to evolve so many original and revolutionary policies is that for years he has seldom used a desk, but does his thinking on his feet, wherever he happens to be.”
You may not realise this but a lot of your important thinking and planning gets done during your commute or walk to work. It’s the time spent away from your desk which is where your subconscious is able to cook up absolution, while you are still consciously going about your
day. You load up your mind with conscious thoughts, rational and logical thinking so the subconscious mind to go to work on at a much deeper level. Have you ever come up with a great new idea while you
were cleaning your teeth, or were out on the golf course?
A big light bulb moment for finishing this book came to me on a freezing December afternoon whilst cleaning my car!
Updegraff goes onto say, “This fireless-cooking principle is the basis of the six-hour day for executives. Six hours of conscious cooking, then put everything in the fireless to cook until done – perhaps three hours later, or three days or three weeks or three years. No need to worry; if the cooking has been started right the solution will eventually generate enough steam to blow off the lid. Out will come the solution, and with it a conviction of its rightness that will make it doubly potent.”
So, look after your desk, but don’t spend too much time there…
Do I Practise What I Preach? It’s all very well telling you to go sort out that pile of filing that’s been hanging around since 1984, if I’m sitting here writing this book surrounded by chaos. And I have to confess I’m not a saint! I would say that I fit into the ‘moderately disorganised’ category. I have a major purge every few months to ensure things don’t get out of control.
I run my coaching practice from home and 18 months ago it became increasingly difficult to keep track of everything, locate important documents, prioritise or even think straight! I’d be tripping over the piles of lever arch files and folders littering the floor. Stationery was all over the place, and my books were in disarray: “Man alive, where did that box of utility bills dating back to 1999 come from?” I wasn’t giving my coaching business the respect it deserved by working in a very unproductive (and unprofessional) environment.
I took the bull by the horns and called in a professional de-cluttering company. De-cluttering was the catalyst for getting a host of other things sorted as well, such as a memory upgrade on my computer, finding a permanent home for my stationery and important records, and chucking out stuff I just didn’t use or need any more. I knew that if I was materially or emotionally holding onto things then I wouldn’t have room for new things. This was leading to stagnation and restricting the flow of energy.
Now my office looks bigger, it’s calmer and the chi energy flows better. The room is just awesome! And there’s even somewhere for my visitors to sit down for a cup of coffee and a chat. Hooray! Plus I’ve now got into the habit of clearing my desk when I finish for the day so I start the next day with a clear mind.
Sort and open your post daily: five minutes a day may be easier to find than one hour a week. Separate between
action pile’ and ‘naff pile’.
Deal with any urgent bills or issues straight away, and then file.
Make a space for all ‘pending’ items - a place on the bureau or a file in the kitchen - and make sure it is checked every day.
Group meetings or visits to customers/clients together so that you aren’t wasting travelling time.
Use your Satellite Navigation system. Enter the destination and log the travelling time required so that you can calculate precisely when you need to leave.
Organise your business cards – buy a big A4 diary and every time you meet someone new, staple the business card in the diary, with a little note next to it. This might seem a bit old fashioned but my friend Brett swears by this one!
Clearly label files and folders for all your projects, and colour code them if that helps.
Clear your desk at the end of each day.
Colour code your meetings in your Outlook Calendar or use a day planner.
Always prepare bags, documents and directions for the following day, the night before.
Use a task list. I use an A5 workbook and write down my tasks for the week every Sunday evening. Each day I use a different coloured highlighter pen for those tasks. I cross through each task as it’s completed and usually most things get done. It’s a great feeling! Anything that isn’t completed is carried over to the next list. Curiously there’s never more than 20 items on the list each week, although any more than that I would go into overload. Sometimes the simple strategies work best!
Divide larger tasks into smaller ones, organise all the paperwork and prioritise – I call this planning to plan.
If you find it hard to stop when you get going on a project (even to eat), use a timer to bleep when time’s up. Remember if you’re hungry and thirsty, you won’t think straight.
Organise your domestic arrangements if you work from home, to maximise the most of your time. Don’t be a slave to the ironing, or try to be a domestic goddess by insisting that you do things the same way you always have. Ask yourself, what’s more important for you to be doing right now? Get a cleaner or hire someone to clean your oven for instance, instead of doing it all yourself.
Think – is this the best use of my time and will it help me reach my objectives? If not, delegate it to someone else if you can afford to.
Use a ‘save up’ or ‘wish list’ for projects that you can’t start straight away by placing a concertina folder close at hand for your projects and documents so you can find them.
Schedule your shredding! Organise a shredding basket, and allocate a designated time to shred, or shred daily rather than leaving it all to pile up.
Tear off the address panel from letters and instead of shredding the whole letter, just shred the address!
Designate a ‘recycling facility’ in your garage to sort the paper, tin, bottles, cardboard, paper, newspaper and recycle little and often.
Use only one diary, better still use an electronic diary system on your phone that synchronises with your computer on a daily basis – e.g. a Blackberry.
If you’re having trouble sleeping, rather than lay there feeling anxious, switch the light on or get out of bed and do some planning, write an article, write some lists, brainstorm. Once you’ve downloaded your thoughts onto paper, you’ll soon fall back to sleep!
At the beginning of each year, sit down with your spouse and plan your time together, e.g. holidays, family events, and important anniversaries
Turn your spouse into a VIP – book a date with them on a regular basis and ensure that absolutely nothing else is booked in its place
Take a pen and paper and answer these 3 questions:
Are you fed-up with dealing with one crisis after another?
Would you like your day to just ‘flow’ better?
Do you sometimes wonder if being a chaotic person is hereditary?
Now, assuming you’ve answered these questions honestly, I can probably make an educated guess that you know what needs to be done, but aren’t doing anything about it.
In some respects we are a bit like cars, and once a year we should all give ourselves an MOT. I always wince when the car mechanic itemises everything that’s either on the blink, needs replacing or has gone altogether. However, at least it’s being dealt with, and I’m not contemplating that while I’m sitting on the motorway in the snow, waiting for the RAC to come to my rescue because I didn’t take good care of my car. Everything in this chapter can be summed up very easily.
All you need to pause and reflect and take stock. Give yourself a starting point and get a clearer picture. Let me introduce you to The Clean Sweep Test. The Clean Sweep Test is a very simple set of 100 questions. All you have to do is tick some boxes. That’s it. Your own personal MOT. Here’s an example of some of the questions:
My personal files, papers and receipts are neatly filed away.
My car is in excellent condition (doesn’t need mechanical work, repairs, cleaning or replacing).
My home is neat and clean (vacuumed, closets clean, desks and tables clear, furniture in good repair, windows clean).
My appliances, machinery and equipment work well (refrigerator, toaster, central heating, vacuum cleaner).
My clothes are all pressed, clean and make me look great (no wrinkles, baskets of laundry, torn, out-of-date or ill- fitting clothes).
My plants and animals are healthy (fed, watered, getting light and love).
My bed/bedroom lets me have the best sleep possible (firm bed, light, air).
Sometimes when things get complicated, when things aren’t going our way, it’s because we might have developed bad habits, overlooked or ignored tasks (hoping they will go away), or haven’t followed through
or been proactive enough.
The Clean Sweep Test is divided into 4 main areas:
Physical Environment, Money, Well-Being and Relationships.
Unfortunately the things we ignore have a nasty habit of coming back and biting us on the derriere when we’re least expecting it. Things start to overheat in your life, and you may spend a big chunk of your day fire-fighting. Someone I know was due to drive to the South of France and only realised his passport had run out the day before his trip. He therefore had to race to the passport office on the same morning. Meanwhile his friend was having palpitations waiting anxiously at the Euro Star.
The aim of the Clean Sweep Test is to get a score of 100 points. Achieving anything less than 60 points indicates you need to take a serious look at your life. Some things can be sorted out with just a letter, an email or a phone call. Some will need careful planning, others might highlight an area in your life that really isn’t working at all.
This exercise includes evaluating your relationships. Who could be draining your resources for example? Who’s taking you for granted, or makes you so stressed it brings you out in a rash? What behaviour are you tolerating? The exercise could highlight areas where you might not be taking responsibility in some areas of your life and are relying too much on others. Well here’s your chance to make some long overdue changes.
Take the Clean Sweep Test and find out what action you
need to take. Highlight where you’d like to start and off you go. Stick the list on the fridge and even if you only pick one thing to concentrate on this week, you will feel so much better about yourself. I recommend running a Clean Sweep Test on yourself on a regular basis, in the same way that you might run an anti-virus check on your
computer, or back up your files. The same rules apply. Log onto my website to take the test at www.resolutioncoaching.co.uk
Now it’s time to get clear on your priorities and how you use your time. An inability to use your time properly leads to frayed tempers, mistakes and exhaustion. Running around like a headless chicken then becomes a habit, leaving no room to stop, reflect and take stock. People who run their lives, and their offices, this way are constantly running from one crisis to another.
They might take on too much, find it hard to say no or to delegate. It’s hard to be effective with too many monkeys on your shoulders, demanding your attention and sapping your strength. Consequently this frenzy of activity will be stressful to everyone around them who
will be at the mercy of their poor working strategy, leading to mistakes, missed deadlines and strained relationships.
One observation I have made is that some stressed-out people don’t actually realise they are suffering with stress at all, until their body signals to them through an illness that they are having problems coping.
The reason for this is that they are either so used to taking care of other people that they ignore their own needs, until they get a warning sign that signals they are becoming stressed. So they turn into a grumpy person, and their bad mood becomes a habit. Each of us has a unique marker which indicates when we are stressed.
Initially this marker could be recurring headaches, a minor skin complaint, digestive disorders or vague feelings of sadness or forgetfulness. Sometimes we ignore these markers and fail to take any notice of these little ‘hints’ that something isn’t quite right, until it’s too late. By then the marker has turned into a ruddy great roadblock in the form of a breakdown, heart attack or long-term chronic illness. We’ll look more closely at the impact of stress on your health later.
Similarly reactive management is a huge waste of time and resources. So wouldn’t you love to win the respect of those around you and stay in control instead? If that’s yes, let me help you calculate how you are using your time. If you are so busy in your life, you may not realise how long your working day or week is.
I say this because whilst I was doing my coaching training I was also working full-time, and in the end I caught the flu. I missed an important exam because I was completely run down. I needed to see what my schedule was actually looking like so I logged where my time was being allocated with a time calculator. This calculates your activities in half hour increments. The total numbers of hours I was engaged in work and training came in at a ludicrous 80 hours a week! No wonder I was exhausted. I realised that I had to give something up, or at least slowdown a bit before I burnt out.
So, if you are running around like a headless chicken and are finding that you are robbing Peter to pay Paul as far as your time is concerned, I encourage you to do this exercise. Set some realistic boundaries around your life, so that whatever activity you are engaged in is given your full attention, as well as being enjoyable and
productive. There are only 24 hours in a day. If you’re cramming too much in it, the quality of your life will begin to deteriorate and you could be setting yourself up for problems later on, including chronic stress.
Your time could easily be sub-divided in the following way:
Imagine your time is divided into quadrants, some of which are for high impact/high energy activities which are either task or people oriented, or low energy low impact activities again focussed on either people or tasks.
You could sub-divide the time you’ve spent in the following ways:
a. High Energy – Tasks
Finishing a report
Working on a Database
Crisis Management
Walking the Dog
Answering e-mails
b. High Energy – People
Attending Meetings
Follow-up Phone Calls
Cold Calling
Staffing issues
Family issues (children/spouse)
c. Low Energy – Tasks
Research
Planning
Filing
Admin
Budgeting
d. Low Energy – People
Lunch meetings
Idle chit-chat on the phone
Reading Magazines
Watching TV
Sleeping
Quadrant 1 and 2 are where most of your energy will be required, although it’s advisable not to spend too much time here because this will be tiring and will drain your resources. Quadrants 2 and 3 are essentially for long term preparations and relationship building and
therefore feed into the results achieved in Quadrants 1 and 2. There is no perfect scenario with regards to your time; the key though is to create balance. If you spend too much time in either of the above 4 boxes this will have a knock on effect in the other 3.
If you imagine that you have say 20 credits – 5 for each quadrant. If you start to go over you allocated credits in one box you are essentially ‘borrowing’ from the other 3. You can also use the quadrants to mitigate the impact felt from spending too much time in say quadrant 1, by spending some time in quadrant 4 to reduce your stress levels.
You could even say to yourself, “hey, I’m going to stay in box number 4 today and recharge”, or “I’ve been putting some things off for too long, I need a focussed day in box number 1”. Perhaps you’ve been neglecting the people in your life, so could benefit from allocating some quality time in box number 2 before moving onto box number 3 for some serious planning. Do you get the general idea?
Poor time management isn’t the only thing that can lead to stress. A lot of stress is also linked to your personality, and how you react to stressful situations. There are long term consequences of ignoring stress or trying to live with it. As you get older, your body will find it harder and harder to cope and will eventually start to fail. Stress exhausts vital nutrients and burns them up in huge amounts. B Vitamins and Vitamin C for instance. Chronic stress could expose your body to unhealthy, persistently elevated levels of stress hormones like adrenaline and cortisol. Studies also link stress to changes in the way blood clots, which increases the risk of heart attack.
Source: www.medicinenet.com
Visit my website at www.resolutioncoaching.co.uk and try the Clean Sweep Programme or the Adrenaline Self Test. But before we leave the subject of time management, what if you’d love more time to achieve a big ambition which so far hasn’t materialised? Here is another important secret. Stop watching the television. If you actually added up all the hours you spend in a year watching TV, you’d be amazed.
Unfortunately, the average person, according to the most
recent figures from Nielsen Media Research Inc., watches TV for 4 hours and 35 minutes every single day. Worse, the average household has a TV playing for 8 hours 14 minutes every day. That’s nearly 3,000 hours a year or 125 days! Switch the TV off and only prioritise
programmes that you really want to watch, instead of watching television because it’s there! So, what does stress actually do to your body…?
If you were totally honest and knew that your lifestyle was unhealthy, you could in fact be committing crimes against your stomach.
A poor diet and eating habits, excessive drinking and smoking contribute towards stress and could be the cause of indigestion, IBS leading to a poor uptake of vital vitamins and minerals thus creating lower energy levels.
The western fast food culture and the consumption of foods grown in depleted soils, means that generally western nations are not very healthy, even though we have supermarkets full of food! Plus factory farming and the over-use of antibiotics, pesticides and herbicides all contribute to our health problems.
Unfortunately, the conventional answer to stress has up until recently, relied more on prescription drugs which although they are prescribed to cure, are actually not very good for your health! For instance, antibiotics wipe out friendly bacteria in the gut alongside the bad and also destroy essential vitamins and minerals including B vitamins, magnesium, Vitamin A , zinc and iron.
According to Paul Zane Pilzer in his book ‘The Wellness Revolution’, “…until the relatively recent invention of the electron microscope which is still not as widespread as the optical microscope was in the 1800s, scientists were unable to study the molecular structure of cells and how they function. This led most Western medical school training to virtually ignore, to this day, the importance of nutrition and the effects of vitamins, minerals and natural supplements.”
I know, because as a migraine sufferer from the age of 14, I’ve tried everything medically to cure this, and I am now more or less allergic or resistant to all painkillers and antibiotics. What I didn’t know was that the migraine drugs were slowly damaging my digestion and depleting my body of essential vitamins and minerals. Eventually the penny dropped when I realised that it was a lifestyle/food thing so I then made some long overdue changes.
But here’s a curious observation. Some people mistakenly think that if they are feeling a bit fed-up or lack motivation it’s because they have a deep-seated problem which needs serious therapy, when in fact it may have more to do with what they’re eating (or not eating!)
Let me give you an example. About 20 years ago I was rushed into hospital with suspected appendicitis. Waiting 4 hours for a consultant triggered a migraine. When I was discharged two days later and got back to work, I was given a book by one of the guys in the office called ‘Not all in the Mind’. I looked at him as if he were bonkers. On reading this book I discovered that I was actually allergic to coffee!
Prior to this I had experienced palpitations and all sorts of unexplained symptoms, and generally felt very panicky all the time. I probably drank about 10 cups of coffee a day when I was at work. However, I’d go ‘cold turkey’ at weekends when I didn’t drink any coffee at all and every Saturday I would develop a migraine (colossal headache, nausea and vomiting. I’d get the shakes and my lips would turn blue).
Once I realised what was happening to me I replaced the coffee with water. I took my own bottled water to work with me, because back in 1981 a water cooler wasn’t standard issue in offices. To be absolutely truthful, in the first few weeks’ drinking water made me gag, but eventually my taste buds got used to the taste and I actually started to enjoy it! I haven’t drank coffee at work now for over 25 years, but once a month I treat myself to a cappuccino, which I love; but water is so much better for my brain! I love it!
Sometimes we may experience unexplained symptoms such as mood swings or depression that we can’t quite put our finger on. We might convince ourselves that there’s some deep psychological problem lurking in our psyche that needs months of counselling to deal with.
Take a closer look at your complexion, and your eyes. What colour is your tongue, and what do your joints feel like? Someone who glows from the inside usually glows the outside as well. All you need to do is change your eating habits, cut out the rubbish and drink more water.
Sometimes the clues really are right under your nose!
A healthy digestive system creates the right conditions for an improved uptake of vitamins and minerals, which in turn supercharges your immune system and boosts your ability to function and think properly. So treat your digestion as another ‘environment’ that needs to be nurtured. A robust immune system also makes you fitter,
stronger and therefore more resilient to stress.
If you’re serious about improving your health, here is what you need to do. Firstly carry out an audit of your fridge and throw out all the stuff that’s bad for your health (processed, fatty foods, and anything high in sugar for instance), commence a food diary and begin to make some minor changes to your eating habits.
I don’t advocate going on a crash diet and advise caution at this point, as we all know what happens when you decide to go on a starvation diet, only to give up a week later. Are You Sending Yourself On A Guilt Trip Over Food?
Paradoxically, one of the things that prevents people doing anything about their lifestyle or weight problems is guilt. They may feel miserable about some aspects of their life, spend even more time beating themselves up about their bad habits and feel so de-motivated as a result that they resort to eating even more comfort food –
it’s a vicious circle. I’d go as far as to say that diets shouldn’t even be called diets. In fact, going on a diet might be bad for your health if undertaken incorrectly.
Traditionally diets focus on denial and forcing yourself to go to the gym to punish yourself on the rowing machine, when you hate rowing! I know people who loath exercise, so they pay for the membership to the gym and never turn up; and isn’t it funny that when you’re on a diet and the only thing you’re allowed to eat is a salad, you spend all day dreaming about a McDonalds or chocolate instead?
Wouldn’t it be kinder to you if you just took yourself off for a brisk walk after dinner every evening and thought more about making some minor dietary changes? Feels easier, doesn’t it? I know someone who lost two stone just doing that. What I am recommending here is designing a balanced eating plan that fits in with your lifestyle. It’s completely do-able and one that you can stick to.
Think about making one tiny change a week by trying some of the following:
Replace unhealthy foods with healthy alternatives rather than cutting all the goodies out altogether.
Cut down on tea and coffee and drink more water.
Eat only when you’re hungry.
Identify what triggers binge eating and if there is an emotional reason then deal with it (EFT helps here – see the info later in the book on EFT).
Chew your food s-l-o-w-l-y.
Remove temptation. If you don’t want to eat any more chocolate or biscuits, then don’t have them in the house.
Reward yourself once a week with something you really love eating.
Walk more, for example by taking the stairs rather than the lift.
Cut down on alcohol or only drink at weekends
Stop smoking and take up a sport instead
Eat what you want, but don’t pile food on your plate (or use a smaller plate …)
Now if you’re really serious about improving your health, log onto www.patrickholford.com
Patrick Holford is a pioneer in new approaches to health and nutrition, specialising in the field of mental health.
He is widely regarded as Britain’s best-selling author and leading spokesman on nutrition and mental health issues, and is frequently quoted in national newspapers from the Daily Mail to the Guardian. Patrick is also popular on radio shows and national television as a
presenter, interviewer and guest.
If your workload or career is pushing your stress levels through the roof, then what follows is a simple guide to how your brain works. I know because, being a borderline adrenaline junkie, I’ve had to learn some of these strategies myself to stay balanced. Believe me, this
stuff really works!
Do you remember when you were a kid and the summer holidays seemed to last forever? You invented games to play from the most innocuous and mundane objects which became holy shrines or magic keys. Drinks turned you into a superhero. Up until the age of 10, that is.
That’s because before the age of 10, children primarily use the right hemisphere of their brain - the creative side. The creative right side of the brain produces Alpha waves, and when you meditate, your brain produces more Alpha waves. In Alpha we naturally have a better
command of life, our health and our moods. We are able to think more clearly, can consider responses and perhaps make more creative decisions, with better long term results. Alpha thought waves help us to access that part of the brain responsible for more enlightened,
sophisticated thinking.
John Levine composes Alpha Music to help people relax and is used by Complementary Therapists to help their clients easily produce Alpha waves and therefore enter a deep state of relaxation very quickly. I was introduced to this music by a therapist friend, and regularly listen to this when I am brainstorming, writing when relaxing or
meditating. It’s extraordinarily serene.
According to Levine research shows that when we’re in Alpha through to Theta (as we prepare to go to sleep), the brain also produces a number of chemical hormones which affect our mood, productivity and general health. Delta waves then take over as we fall into slow wave (deep sleep).
However, after the age of 10 different brain waves take over - Beta waves. Beta waves vibrate at a higher frequency and are linked with the left logical side of the brain. Coincidentally this is when children move on to secondary school, where everything gets really ‘serious’.
Gone are the lazy days spent fishing for newts and making mud pies (by the way if you didn’t made mud pies when you were a kid – you haven’t lived!). Now it’s all homework, course modules, mock exams, routines and remembering loads of facts – fun, eh? Leaving
precious little time for imaginative thinking, talking or creative pastimes, which could lead to stress.
Levine also discovered that although Beta waves are important, if this is the dominant thought wave, we remain hyped-up and stressed. So being in this state is not good long term. We are less likely to make rational choices and our responses are more primitive as higher thinking begins to shut down.
However, some people appear to be born with a gift for increased Alpha wave production. Scientists have established that creative people operate in Alpha and Theta states far more frequently than the rest of us. Eventually we leave school to start a career, with the accompanying train timetables, spread sheets, passwords
e-mails and compliance, etc. All logical left brain stuff and yet more Beta brain activity.
Visit: http://www.smashwords.com/books/view/7016 to purchase this book to continue reading. Show the author you appreciate their work!