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Develop a successful job search strategy
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Introduction
How much time do you spend or have you ever spent on planning your career?
My guess is that like the majority of people, you have spent very little time on this. Like a lot of things on life, we
wait until there is a problem and then take action to try and fix the problem. It is the same with career planning; we
wait until we are constantly moaning about how much we hate our job before taking any action. The problem with
this is that very often we jump at the first thing that comes along and very soon realise that we are doing the same
old c**p but on different headed paper!
Is this the best way of deciding how to spend most of your waking life? I don’t think so!
There are also many people who avoid planning their career because they do not want to have to ask themselves
questions that they may find difficult to answer honestly. Others start asking themselves ‘yes, but...’ questions or
suddenly the status quo becomes very attractive and they decide to settle for what they know even if it is dull and
boring. For many, change can be very difficult but if you believe that you are not good enough (‘they’d never
employ me so why should I bother’) or can’t make the change, then the brain has a great way of turning this into a
self fulfilling prophecy and many of the quotes in this section bear this out – you get what you focus on so you must
make it positive!
The tips contained in each section of this book are deliberately listed in groups of seven.
Seven keeps coming up again and again in just about everything. It is a lucky number in many cultures, there are
the Seven Wonders of the World, the seven dwarfs, seven continents. Even Shakespeare talked about seven ages of
man, seven deadly sins, seven virtues, and seven is the optimum hours of sleep for humans.
Follow each of the seven tips in each section to keep you on the path to career success!

5

Power-to-change: Inspirational Toolkit – Career Success Tips
7 Ways to Negotiate Successfully
Many people never develop their negotiating skills because they feel uncomfortable negotiating. The key objective
of successful negotiation is to create a win-win outcome i.e. the result is one in which both parties benefit.
1.

Be prepared. Know exactly the outcome you are aiming for and learn as much about the person with whom
you are negotiating and the outcome that they are after so that you can anticipate reactions, objections
and responses. Being prepared also means that you can behave in a fair and professional manner without
taking things personally or getting angry.

2.

Encourage the other side to talk, listen to their presentation, understand their position and identify the real
issues. You can do this easily by asking open ended questions and then just shut up and listen. Silence can
be a very effective negotiating tool.

3.

Look for ways that you can reach agreement. Try and find areas that make it easier for the other person to
say “yes”. If you can agree to small things first then you can create a positive atmosphere. Find some
mutual ground for agreement upfront even if it’s just that you both agree that you have a problem which
needs to be resolved. Once you have made an offer stop talking and wait for a response. Later, as you
develop alternative solutions, consider the other party’s interests. If you do have to give something away,
make sure that you get something in return.

4.

Evaluate your own position. Think about whether you really have to reach an agreement or can you walk
away? Is time putting pressure on you to reach an agreement? If you can’t reach a negotiated agreement,
what is your best alternative? The answer to these sorts of questions will determine how flexible you can
be. It is important to never appear desperate to make a deal – always let the other side know that you are
prepared to walk away and the chances are that they will make concessions.

5.

Choose your words carefully e.g. use “and” instead of “but” wherever possible and avoid anything that
sounds negative. Ask what the other person thinks is fair or reasonable in order to break a stalemate and
use sentences with the word “because” in order to encourage the listener to be logical.

6.

Negotiate an agreement that is consistent with your long term goals and never accept anything that could
have a negative impact on your values or personal brand. In other words, know what you want and don’t
be afraid to ask for it.
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7.

When you believe that you have reached an agreement, summarize your understanding of what has been
agreed and have it confirmed in writing. Be sure to always end on a positive note.

“Winning isn't everything, but wanting to win is.”
Vince Lombardi
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7 Ways to Network Effectively
You have to remember that relationships are quite simply vital for business success. Networking is therefore
critical whether you are starting up or have been running a business for years.
1.

People like doing business in person, but don’t over sell yourself. Don’t go there with the intention of
giving out as many business cards as possible this is not the objective of networking. If you show a
genuine interest in someone they are more likely to ask for your business card and pass on your details to
prospective clients.

2.

Networking is all about learning from other people who have knowledge or experience of similar things to
you. You must be an active participant in order to get the most out of networking events so get involved as
much as you can. Help others by giving them contacts and sharing your knowledge even if it’s just about a
book you’ve read or a film you’ve seen that you think they might be interested in.

3.

You must get over any initial nerves or shyness and approach people and introduce yourself. If you can’t
think of something to say in a networking situation, ask questions and be a good listener instead. Try and
open up the conversation, ask people about any hobbies they have outside work as this can highlight
common interests and puts people at their ease. Make sure that you say something about yourself too as
people don’t like to feel that they are being interrogated.

4.

Know your strengths. Write or review your elevator speech before you go, so when people ask you what
you do, your reply is concise, accurate and interesting. A good elevator pitch can break the ice and get a
conversation started.

5.

If you arrange to contact someone after the event, make sure that you do it as soon as possible and always
follow up with a few people the next day by a phone call or an email whether it’s just to thank them for a
contact or some useful information they gave you. This encourages them to remember you.

6.

Don’t drink too much! Networking events often have alcohol on offer but even if you are nervous, try not
to drink too much to calm your nerves. Remember that you are trying to give a good impression of your
business. It can also be very tricky trying to juggle a glass while trying to shake someone’s hand or
exchange business cards.
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7.

Build relationships with your network – turning up once is not enough. When other members of your
network know, like, and trust you, they are more likely to buy from you or recommend you. Don’t just
network with business people - if you are passionate about a hobby, join a group for that hobby – clients
can come from anything that you are passionate about.

He who hesitates is lost.
Proverb

9

Power-to-change: Inspirational Toolkit – Career Success Tips
7 Procrastination Tips
Procrastination - a subject close to my heart so here my top 7 procrastination tips. These are 7 tips to point you in the
direction away from procrastination and into action so that those tasks that you are putting off actually get completed.
1.

Have clear goals and set priorities – It is very important to have a clear picture of the outcome you are after
and then plan what you need to do to achieve this taking into account any deadlines you may have and the
time required to complete the task.

2.

‘Divide and conquer’ – This is a great phrase which works well to reduce procrastination. It involves dividing
all those big tasks into much smaller, more manageable ones which will take far less time to complete and
therefore reduce any feelings of frustration. Take a close look at the action plan you have written and choose
the smallest unpleasant task and divide it up into 2 or 3 mini tasks which won’t take much time to complete
and take action on one of them now. Once you have crossed that mini task of your list you will have a great
sense of achievement so reward yourself before starting on the next mini task. Before you realize it the task
you have been procrastinating over will be completed and crossed off your list.

3.

Be accountable – As with all goals, by telling someone what you are planning to do and by when will make you
much more likely to actually do it.

4.

De clutter - Begin by looking at those things that you are putting up with on a day-to-day basis. Think about
how often you find yourself annoyed, frustrated, stressed, upset, or irritated by something or someone on a
daily basis (we often to put up with a lot of things unnecessarily and this just makes us annoyed and drains us
of energy). Write them down on a piece of paper and then highlight the top 5 which you want to eliminate
and take action on them.

5.

When are you most productive? –Think about what time of the day you feel really alert, full of energy and in
which you achieve the most. This is the time to deal with those tasks you have been putting off. Allocate a
specific amount of time to the task, block it out in your diary and then stop when that time is up. Keep it short
initially so that you stay focused during the allotted time. You will be surprised at just how much you achieve.

6.

Find your motivation – In order to get that unpleasant item completed by its deadline, find what really
motivates you and use that as a reward for completing the task.
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7.

How are you spending your time? – Sometimes, and only sometimes, procrastination can have the advantage
of making you work harder on other tasks on your to do list. If this is the case and you realize that you have
completed all of your list apart from the item you have been procrastinating on then reward yourself because
tomorrow you will need to go to tip 1 above and start taking action on that remaining item before finding
anything else to add to your ‘to do’ list!

“Procrastination is something best put off until tomorrow”
Gerald Vaughan
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7 Ways to be Persuasive
The secret to persuasion is the ability to influence others. It is important to first determine what it is a person
wants and then show them how your idea/offer will help them achieve it. You can use the following simple steps
to make this process more effective:
1.

Watch out for power bases, e.g. personality, intimidation, rewards, and expertise that affect the skill to
influence. Persuasion is just the art of understanding and using influence effectively.

2.

Create something that makes your message easy to accept, e.g. make sure there is something in it for the
other person, like a free newsletter or eBook, where possible.

3.

Think about how you can influence the likely response of the other person, e.g. think about all the reasons
why they might not wish to buy from you and have an honest response for each, so that if they say it is too
expensive, go along with them, say that it is not inexpensive but have they considered the cost of not
having your product or service.

4.

Create strong networks and let others help you. You have to strongly believe in your product or service
and this passion must be obvious to the people you network with - use this passion and let others come
onboard and spread the word for you.

5.

Appreciate support. Thank people and be appreciative for their help and don’t worry if you can’t do
something in return for them immediately – it is highly likely that you will have the opportunity to repay
the favour in the future.

6.

Think big. Win/win strategies are more persuasive than win/lose – people don’t like to lose!

7.

People are unlikely to buy from you when you first meet, you need to think longer term and develop
relationships and trust which make it easier for people to come back and buy from you at a later date.

“Act as if what you do makes a difference. It does.” - William James
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7 Tips on How to Increase Your Confidence
1.

At some point in their lives, everyone wishes that they had more confidence, these tips will show you how:
Think about what confidence means to you and clarify it in writing. Then make a detailed list of all the
characteristics you believe a confident person has.

2.

Highlight any of the characteristics from the above list that you already possess then list the top 3 that you
would like to have that you don’t currently possess and over the next few days try out these characteristics
yourself. Persevere and have fun with it. Note down how you feel along with any responses you get from
other people.

3.

Create your own confidence role model. This may be one person that you know or you can take all the best
characteristics of people you believe are very confident, including how they look, walk and talk, and use these
to create your own unique confidence role model. These are essentially the characteristics of the person you
would like to become.

4.

When faced with a situation where you don’t feel confident, think about what you are focusing on. The
chances are that they are very negative and energy sapping thoughts. This does not help your confidence!
Instead you need to start thinking of things that fill you with energy. You have already created your own
confidence role model so think about how they would act in this situation where you feel you lack confidence
– you too can act in this way.

5.

Think of your posture - stand tall and smile and your confidence levels will instantly rise. Also, think about the
words you are using. Are they all negative sayings that have a negative impact on how you feel? If so re-think
the words you use so that they are always positive. If you are telling yourself that you feel nervous then you
will be.

6.

Visualize. Start seeing yourself as the confident person you want to be. Before you do something that you feel
you don’t have the confidence to do, run through in your head how your confidence role model would act in
this situation. Then re-run it but instead of seeing your role model, you see yourself doing everything that
your role model would do. If you do this regularly, you will become that confident person.

7.

Put it into perspective and then just do it! What is the worst thing that could happen?

There is a great saying: ‘if you can believe it you can achieve it’.
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7 Tips for Working Smarter not Harder
Why is it that those 24 hours in every day are never quite enough? Time is finite and you cannot increase the
number of hours in a day. However, you can make dramatic changes to the way that you use that time. Here are
my top 7 tips that will enable you to work smarter rather than harder.
1.

You will find that you really will work differently when you have goals to work towards so the first step is
to establish a baseline of goals, objectives and tasks. Goals and objectives pertain to end results whereas
tasks define the steps you need to take in order to achieve those results. Once you have set goals for
yourself or your business, prioritise them. You want to find clarity as to what is really important in your
daily activities before you break your goals and objectives down into bite size tasks that are easier to focus
on.

2.

Review how you use your time. A good way to do this is to keep a log for a couple of weeks of exactly
what you are doing during the day and for how long. Then compare this with your goals and objectives. It
can be very enlightening to see just where you are spending your time and you may also be surprised to
see just how much of your time is spent on areas not related to the goals and objectives you have
prioritised. Having done this, you will be able to reallocate your time in relation to your goals and
objectives.

3.

Be effective with your use of time. In other words, do well what is really important. Don’t get bogged
down worrying that there isn’t enough time to do everything well. Effective people make choices and
focus on what really needs doing and then do it well. So instead of getting stressed by thinking “I’ve really
go to get this done”, ask yourself “should I be doing this at all?” The answer does not have to be working
harder or longer but in radically restructuring your priorities so that you can achieve more of what you
really want. This also means making your working space time effective by de-cluttering and introducing
good systems that make it easier to find things because everything that consumes time, space, energy or
resources unproductively detracts from your effectiveness.

4.

Delegate as much as possible. If there are things that you don’t do well then it makes sense to have
someone better qualified to do it. Think about it, which costs you more; you spending numerous
frustrating hours trying to create a website for your business when you have no IT skills instead of actively
marketing your business and getting more paying clients and doing what you do best, or paying someone
to create a professional looking site that will be up and running and bringing you more business in a
fraction of the time? Do what you do best and get help with the rest.
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5.

Reduce stress. You may think it unusual to find this in a list of time management tips but when faced with
more than they can get done, most people choose to work harder and longer with the obvious end result,
work quality, energy and enthusiasm decrease while stress levels increase. You need to take time out in
order to renew your energy levels by taking a short walk or a 10 minute cat nap for example. You will be
able to think much clearer and get through so much more afterwards.

6.

Value your time so that you can get the most out of your day. Are you a morning person or an evening
person? Think about what part of the day you are more creative and when you can get the most done and
make better use of these times to tackle important tasks. At different times during the day ask yourself
“Am I making the best use of my time?” If not, stop what you are doing and work on another task that will
allow you to make better use of your time.

7.

Your health, family and friends are important too. The busier you are, the more important it is for you to
schedule time to maintain your health and fitness as this will give you more energy. At the end of the day,
being overworked and stressed is only going to hamper your health so take care of this and spend time
with family and friends too. We all need support from family and friends so make time for them – you
don’t want to finish your career and find yourself alone!

If you want to make good use of your time, you’ve got to know what’s most important and then give it all you’ve
got. Lee Iacocca
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Career change – the 7 key questions
So you are fed up with your job and feel that it is time you did something completely different?

But what?

This edition of my Inspirational Toolkit looks at the 7 core questions that I believe you need to really think hard
about as your answers will help to provide you with an insight into the direction to take.

1.

What is it that you really don’t like about your current situation? Is it your boss, the travel time to and
from your work or perhaps you just find it boring? Take time on this one as it is very possible that you can
do something to change the situation without actually having to leave the company. If you are not
currently working, why do you want to work? and here the answer is not that you need the money!

2.

Do you want to work in agriculture (growing things), manufacturing (producing things) or in the service
industry (aimed at helping people)? These are the 3 main employment sectors and while in the current
economy it is the service sector that is growing the fastest, this should not be the main factor in deciding
on a career though it is a consideration.

3.

Are you interested in a career where you will be working mainly with;
 things,

information/data, or
 people?
So, for example, if you want to work in manufacturing, you may be working primarily with designing or
operating machines (things), or gathering statistics about production levels (information/data) or you
could be teaching about manufacturing and production (people oriented).
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4.

What kinds of knowledge would you like to be using every day? All jobs require a certain level of
knowledge of the industry as well as skills and it may be that you possess and enjoy using the skills
required to be an accountant but know nothing about, and are not interested in learning about, legal
issues. This means that a job as an accountant in a law firm would not be for you.

5.

Do you need to retrain and if so how long will the re-training take? You will need to review the entry
requirements for each career you think you might be interested in and determine what, if any training you
require. Are you really committed to doing this training?

6.

What kind of workplace do you want to spend your day in? Do you want to work inside or outside? In a
shop, office, hospital or factory?

7.

Do you want to have a job where you have to follow instruction or do you want the flexibility to decide
how you do things just so long as the job gets done?

These questions are just the tip of the iceberg when considering a career change and I can guarantee that you
will not find the answers quickly. If you are serious in finding the right career for you, you must give yourself
the time and space to really consider your answers – get in touch if you would like some help!

“First say to yourself what you would be; and then do what you have to do.”
Epictetus
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7 tips for a positive attitude
There is a saying that if you think positive, then positive things will happen. It’s to do with the Law of Attraction
which is the name given to the belief that "like attracts like" and that by focusing on positive or negative thoughts,
one can bring about positive or negative results. If you are interested in finding out more about the Law of
Attraction, I suggest you read the bestselling book The Secret. In the meantime, read on to get my 7 tips for a
positive attitude:

1.

Set yourself goals/dreams and be led by them – the first step is to know what it is you want to achieve
and to write it down but you need to be specific. If your goal is to get a new job, what kind of job, in
what sort of environment, will you have to travel, what kind of company do you want to work for,
how many hours do you want to work? You need to be really specific and answer all these questions
and more. By being really specific you can direct your mind to focus on your goal.

2.

Do one thing every day to get you a step closer to achieving your goal, using the example above, start
by updating your CV. The road to achieving your goal may not be straightforward but don’t become
disappointed or disillusioned see any setbacks as a challenge and keep going forward rather than
giving up (if you don’t get an interview or the first job you apply for, find out why, learn from it and
move on) – you want to be able to remember all the things you tried in life rather than the things you
didn’t!

3.

Be proud of yourself! We are all our own biggest critics but it’s time to start being your own best
friend. When job hunting, this is all about knowing your strengths, skills and achievements. This is not
about bragging or thinking that you are perfect because you are not, none of us are; rather it is about
accepting who you are and quietly knowing that you are worth a lot.

4.

Be happy! Stop telling yourself that you would be happy if you had a better job, if you had...
Happiness comes from within and how you view yourself is your choice; it is a mindset that you
control. Begin by being grateful for what you have, no matter how little.

5.

Make use of your time. This means no more procrastinating or feeling guilty about the things you
haven’t made time to do – if you really wanted to do them you would find the time! Make time for
the things that matter to you and be in the moment. Being in the moment is a critical tip for when you
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are in an interview as you need to make every second count and that means being present and
noticing and reacting to the manner in which the interviewer is communicating , both verbally and
non verbally. Once time is lost, you can never get it back!
6.

Be honest with yourself and your life. Remember, you are your own best friend so if you can’t be
honest with yourself, who can you be. Be honest about what you want to achieve and who you want
to become.

7.

Be accountable to yourself, your choices and your mistakes..Only by doing so can you take action to
improve them and become a pioneer of your dreams.

There is of course one last thing for a positive attitude, have no regrets - by being yourself and doing what makes
you happy and appreciating what you have you can smile and let go of the things you can’t control.

“Each of us has a fire in our hearts burning for something. Don’t let others extinguish your flame!”
anon
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7 Grounds for saying no to a job offer
You’ve just received a ‘phone call offering you the job that you recently interviewed for. However, there was
something about the interview that is making you hesitate about accepting the offer.
The following are 7 grounds for saying no to a job offer:
1.

The interviewer is clearly unprepared! As an interviewee you are expected to have done your
homework prior to turning up for an interview; the same applies to the interviewer. The key signs to
look out for here are:
a. being expected to wait more than 15 minutes for the interviewer to turn up,
b. they then proceed to take another 5 minutes to read your CV in front of you (if they are
prepared, your CV or application form will be clearly marked up with their notes and they
should only have to glance at it as a reminder),
c. they clearly have not prepared the relevant questions to ask you about yourself and your
experience.

2.

The interviewer does not stop talking! You know that the purpose of the interview is for the
interviewer to find out more about you and to give you the opportunity to find out more about the job
and the company but how can you sell yourself if the interviewer will not stop talking? How will you
know if you have the necessary skills to do the job; will you even like it? and how will they ever know
if you are the right person?

3.

The interviewer hardly speaks! If the interviewer doesn’t say very much it will give you the feeling
that they are not interested in you and you might as well go home now. An interview provides you
with the opportunity to find out more about the company, its goals and its values. This is important
because if your goals and values are in sharp contrast to those of the company then you know you will
not be happy there and you will struggle to be successful. If the interviewer cannot or does not
provide detailed answers to your questions about the company then how will you know if it is the
right job for you?

4.

Enthusiasm, or rather the lack of it! If the interviewer cannot talk about the job and the company
positively and with enthusiasm then this is possibly not the job for you. Negativity is infectious; do
you really want to work for a company where its employees are negative and not motivated?

5.

Lack of information. While a lot of information about a company can be found on the internet, it is
only by speaking to people that you can really find out more about its culture, values and what it is
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like to work there. You will be spending a large part of your day working for this company so you
need to know more about the company culture and its employees. For example, do they
offer/encourage training and personal development; is there an annual appraisal system and how
does it work; is there an employee reward scheme; do employees socialise out with work? If these
things are important to you but they do not happen in this company then perhaps it is not an ideal job
for you.
6.

You are asked illegal interview questions! If the interviewer asks you questions about your private
life, your age, ethnicity, marital status, if you have children or plan to; it gives a clear indication that
they are not up to speed with employment law. Whether it is just the interviewer that is prejudice or
the company, do you really want to work there?

7.

Ambiguous questions! In some interviews, it is common practice to ask what at first seem to be
strange questions but these are in fact designed to see if you can think on your feet and usually only
occur in case study interviews for management consultancy jobs for example. If you feel that the
interviewer is asking questions which do not relate to the job or your application you need to ask
what the relevancy of these questions before considering accepting the position.

“And it comes from saying no to 1,000 things to make sure we don't get on the wrong track or try to do too
much. We're always thinking about new markets we could enter, but it's only by saying no that you can
concentrate on the things that are really important.”
Steve Jobs
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7 Steps for increasing your productivity at work
Perhaps you have just started a new job and are looking to impress your new manager or maybe you are
looking for more recognition or a promotion at work. Show your true professional side, impress your boss and
achieve your goals by following these 7 steps for increasing your productivity at work.
1.

Plan – whenever you set yourself goals you need to have a clear action plan that you can follow to
ensure that you achieve them. Planning is the key to success. By taking time to plan, prioritise and
schedule tasks, you will become more focussed and efficient hence your productivity will increase.
This also means learning to say “no” to things that you know you won’t be able to complete on time or
that will affect other higher priority tasks you have.

2.

Be organised – there is a saying, “a place for everything and everything in its place” by following this
and keeping your work space, computer files and emails tidy and well organised, you will be able to
find things quicker and feel less stressed.

3.

Take short breaks – it’s not healthy to be sitting at a desk for long periods of time so get up, stretch
and walk around so that you feel more energised. During your lunch break try and get outside for
some fresh air as this will definitely increase your energy levels and make your mind open to new
ideas and solutions to challenges.

4.

Personal calls – along with personal web surfing should be avoided at all costs or only done in an
emergency or when taking a short break. These are things that you should be doing in your own time
and your boss may well be monitoring so if you want to get ahead, limit it as much as possible.

5.

Avoid office gossip – office gossip and politics generally tends to be very negative and therefore will
have a negative impact on your energy levels and productivity. While it is important to spend time
chatting with colleagues, try to avoid office gossip as much as possible.

6.

Power nap – research has shown that taking a short power nap increases efficiency and productivity
so if you can close your eyes for 10 minutes at work, you should feel more focused and energised.

7.

Know when you are most productive – while going in to work early has the advantage of fewer
interruptions, if you are not a morning person, then that is not your most productive time so don’t do
it. Talk to your boss and see how flexible the company can be with your working hours so that you
can do most of your work at a time when you know you can be more productive.
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“We have a strategic plan. It’s called doing things. ”
Herb Kelleher.
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7 ways to add value to potential employers
Recent research carried out by recruitment giant Reed, highlighted 6 ways to add value to potential
employers. These are:
1.

Honesty

2.

Trustworthy

3.

Commitment

4.

Adaptability

5.

Accountability

6.

Flexibility

With the top two being seen by 100% of the employers questioned in the study as either “essential” or
“desirable”.
I would add
7.

Open to new ideas and challenges.

If you can demonstrate these on your CV, and by that I mean provide strong examples that show how you have
used these traits in the past to add value to a project, then you have a far better chance of getting the job.
This is good news if you are trying to change your career path and do not have all the required skills in the
new area.
If you are currently struggling to change career and would like some help, please contact me for a free 20
minute strategy session.

“No one can make you feel inferior without your consent.”
- Eleanor Roosevelt
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7 Quick Tips to Cope with Job Transition
More and more people are looking to make a complete change in their career; some because they are fed up
and feel the time is right for a change, while others are doing it through necessity after being made redundant.

The problem is that job transitions can be stressful—whether they’re due to layoff, a new job or working extra
hours because others workers were laid off. If you’re facing one, consider the following:
1.

Take an honest look at yourself. What are your strengths, weaknesses, skills? How did those
influence—positively or negatively—your transition?

2.

Step up your self-care. Major changes are physically and emotionally taxing. You need self-care now
more than ever.

3.

Focus on what you want, and less on what you don’t want. Keep your eye on the prize.

4.

Find support. Since your transition affects your family as well, it may be better to seek the outside
support of friends or professionals. While at the same time try to Reassure (or avoid) those who are
threatened by, or jealous of, the change.

5.

Work on your thoughts. Calm your fears and reinforce your sense of hope and happiness.
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6.

Let go of how things were “supposed to be” and accept “how things are.” Find appreciation for
what is.

7.

Keep things in perspective. Or try on a new perspective. Don’t get stuck. Remember, the only
constant is change.

Take risks: if you win, you will be happy; if you lose, you will be wise.
Author Unknown
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7 don’ts when you start a new job

Starting a new job is exciting but it can be a bit daunting too, will you be able to do what you said you
could in the interview and live up to your new boss’s expectations?
Make sure that you get off to a good start in your new job by following these 7 tips:
1. Don't be a "know-it-all."- No-one likes a person who thinks they have all the answers. It is
important when you start a new job that you take time to listen to your boss and colleagues so
that you understand how things are done rather than telling them that you know of a better
way. Unless you have been brought in as a change manager, don’t rush in and try and change
policies and procedures. Maybe your way is better but many people are reluctant to change and
it is important that you listen to your new colleagues rather than alienate yourself from them.
Showing an openness and willingness to listen will show that you want to get on with your new
team and you may even learn something too.
2. Don’t be continually complaining -This is linked to the point above. In addition to not liking a
know-it-all, no-one likes to hear a moaner! Often the new start doesn’t get the best desk/office
and frequently gets given the jobs that no-one else wants to do. Live with it! Let your new boss
see that you can handle whatever is thrown at you, prove your worth and show that you can add
value to the position. You will progress much faster and perhaps have a little more sympathy for
the next new person.
3. Don't be continually running to your manager - When you start a new job, you are bound to
have lots of questions about how things are done and what procedures you need to follow.
Rather than running to your manager for answers, get to know your new colleagues and find out
who can help you.
4. Don’t try to be something you are not - Starting a new job can give you the opportunity to reinvent yourself. However, it is important that you are true to yourself rather than trying to be
something you are not as ultimately your deception will trip you up. Use this new start as an
opportunity to improve yourself.
27

Power-to-change: Inspirational Toolkit – Career Success Tips
5. Don't take sides - Being new means that you don’t have to get bogged down in office politics. It’s
not good to take sides, at least not initially, until you have had time to understand the office
dynamics. The best option here is to listen to your colleagues without passing judgement at least
until you have a clear understanding of the office politics.
6. Don’t take a lot of time off - You were employed to do a job and how can you prove your
capabilities if you keep taking time off. If you had planned a holiday for example before you
started your new job, this time off should have been discussed and agreed prior to you starting.
If you keep taking time off you will not be able to gain the respect of your colleagues and your
boss will be thinking he made the wrong decision in hiring you.
7. Don’t hang out with negative people - There is always someone who doesn’t enjoy their job and
only has negative things to say about the company. Do your best to stay away from these
negative people before they bring you down too and have you wondering why on earth you
accepted the job in the first place.
So, smile, take a deep breath and walk in to your new job with your head held high - being new can be
exciting and rewarding if you avoid making the above mistakes that can potentially cause you a lot of
problems.

‘What is the recipe for successful achievement? To my mind there are just four essential ingredients:
choose a career you love, give it the best there is in you, seize your opportunities, and be a member of
the team.' – Benjamin Fairless
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7 ways to take the anxiety out of your annual appraisal
Did receiving your report card at school fill you with dread wondering just what the teacher had said about
you and then not knowing how your parents would react? And does the thought of your annual appraisal at
work fill you with a similar sense of dread?
Recently I have assisted several clients prepare for their annual appraisal at work and it is interesting to see
just how many people dread going through this process.
The thing is that just as with interviews, it is possible to take a lot of the anxiety out of the process by doing
the right preparation. You can take more control over your annual appraisal and feel more confident about the
whole process by following these 7 steps:
1.

Understand your company’s review process. In theory this should be a 2 way process to discuss your
work over the last year and to set some goals for the following year. It is important that you have a
clear understanding of your manager’s expectations of you.

2.

Take time to prepare. You need to be ready to discuss what you have achieved during the year and the
value you have added to the business; this should be easy for you to do if you have kept track
throughout the year, but if not then you need to set aside some time to give it due consideration. Don’t
forget to note any challenges you faced too as it is important to mention these, how you handled them
and if they raised any training needs. It is also worth speaking to some of your clients, both internal
and external, and mentioning their feedback during your appraisal. Make a note of all the points that
you want to raise with your boss to make sure that you do not forget anything during the meeting.

3.

If you have received any criticism during the year or at your appraisal, don’t go on the defensive.
Instead take on board the criticism and look for ways to improve.

4.

Show your true worth to the company by reviewing what you achieved against the goals that you set
for the year. Here it is important to show that you have gone beyond expectations rather than just
completing your goals.

5.

If your previous appraisal had highlighted any weaknesses, show what you have done during the year
to improve in these areas.

6.

Make a plan for the coming year, set yourself some goals and highlight some skills that you would like
to develop.
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7.

Think carefully about whether or not to ask for a pay rise. This will very much depend on how well
you can prove that you exceeded expectations during the year.

It is important that you view your annual appraisal as an opportunity to learn. If you have received
constructive criticism, you can incorporate it in your plan for the upcoming year by setting yourself learning
goals and personal development opportunities.

Our greatest glory is not in never falling but in rising every time we fall.
Confucius
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CONCLUSION
In an average lifetime, we spend a third of our lives working – how you spend this time matters!
Career success means different things to different people but what is certain is that if you manage your career,
actively and consciously, you will make it work better for you. Research has shown that those who make conscious
decisions about their working lives are more successful and more satisfied.
As Robert Frost said,
The brain is a wonderful organ. It starts working the moment you get up in the morning and does not stop until
you get to work.
If this is you, please get in touch to find out how I can help you create on the path to career success anne@powerto-change.eu
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