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Have a Rewarding
Team Experience

Teams have been around
some time now, but the in’s al

the topic of discussionCheck
these recommendations an

rience more rewarding:

own personal standards and
if you can meet or exceed the

tribution. You are an expert
what you do. Be open for su
gestions from others butreme

role.

Do your part in a timely mar
ner. Try your best to get yo

for it.

Be polite. “Please” and “Tharn
you” are notjustold-hat expre

operation with courtesy and co
sideration.

Don't take people for grante
Your team members intend
do their part. Remember, wit

done. Place as high a value
the contributions of others
you do on your own.

out’s of teamwork continue to

you may find your team expe-

your team members. Set ya

Place a high value on your co

ber that you play a valuable

work done so no one has to wait

sions. Grease the wheels of ¢

out them, the job wouldn't gé

orking “all the time” doesn'’t
mean you'll reach success any
faster than others. Surprisingly,

for
nd

to their common obsessive tendencles.
you think you have workaholic ten-
dencies, answer
questions:

==

your work? Do you havey,
to be the first one to ar-
rive in the morning and
the lastto leave at night?

n  Does the resulting fa-
g- tigue and stress of your
m-  longerwork days cause

you to be ineffective for
a large chunk of your
day?

Do you waste time and
energy on insignificant
matters? Is delegation never
considered since only you can 0
do things right? Do you value doing
things in high quantity more than doing
things in high quality?

yr U

" [ Isithardforyouto define specific goals
' for yourself? Do you find
t6 yourself reacting to things rather than
N acting upon things? Do you never
Lt have time to work on self-improvement”
on because you're too busy with remaining
active?
S0 s having a personal life inconceivablé.

to you? Do you often cancel social

Are You “Addicted” to Work?

€ workaholics are usually underachieversdue it now ranks above all other aspects

the following it's time to reevaluate your lifeBegin
with these measures:

[0 Think effectively instead of efficiently.

1 Plan ahead. Instead of continuing

May 2013

occasions and disappoint your
children and spouse? Has work become
the “religion” in your life as

of your life?
If the questions above describe yo

=

Concern yourself with get-
ting things done correctly
more than with getting thingg
done onastricttime schedule
that causes you to work ovef-

time often.

[J Remember to find time
for your family and friends.
They're the ones who love
andrespectyou most. Return

thatlove and respectby spen
ing time with them and show
ing them you care.

Take time out for yourself. Find hob-
bies and activities that relax you or th
you enjoy. Look for those that don't
involve work at all.

react to things, start to take actig
before you're required to do so.

Write down short- and long-term goals.
And, plan the steps you must take each
day to achieve these goals.

Follow your plans as your guide out ¢
the realm of workaholism.

—




MANAGEMENT

Organize Your Desk

“People waste almost an hour
day looking for papers lost on the
tops of their desks,” says Jeffre
Mayer, author ofime Management
for DummiegIDG Books)He says:

* Go through everything on your
desk, one item at a time|
* Make a list of everything that
has to be done. File papers that
you will have to deal with soon
* Discard anything that doesn’t have
to be done, routed or filed.Keep
your list of tasks up to date.The
next time you can spare an hour
or two, do the same with your
desk drawers.

< O ®

Call Early for Success

Starteach of your working days hy
making important phone calls first
thing in the morning. Ask colleagues,
clients, and vendors for action or in-
formation early inthe day soyou'llb
on the top of their list of things to do
for that day.

(4%

Set Aside
"Guilt-Free" Personal
Time Each Day

Time-managing business peopl
frequently focus on the goal of savr
ing time but, when they're faced
with some free time, they’re usually
at a loss of what they’ll do with it.
It's important for you as a busy,
success-oriented, hard-working per
son to remind yourself that it’s your
rightto relax and enjoy personal and
family pursuits on a regular basis
So, brainstorm some ideas you could
pursue with your free time and start
today to set aside some “guilt-free’
personal time each day, just for your
enjoyment.

D

"Soup Up" Your Effectiveness

uto racers often win races by driv-
ing cars that have been “souped-
up” by their pit crew for opti- g
mum speed capabilities. You can soup-up §
your effectiveness inamuch simpler way.
All you have to do is learn the skill of
concentration.

Many people don't realize there are
two parts to proper concentration. First,
concentration must have depth, which is Achievers who have built their con-
how deeply focused your mind can be ogentration time up to 40 minutes or so get
a single subject. Second, concentratiatirect rewards from their efforts. As you
must have time, whichinvolves how londearn to concentrate longer, you'll start
your mind can concentrate without takingocusing in much more quickly and you'll
a break. feel less tired when you're finished con-

The average person takes 10 minuteentrating. This, mathematically, means
to deeply focus on a task and then camou’ll cut your unproductive time to 25
sustain this concentration level for onlypercent or less.
about 20 minutes. After this time period, Toreach this concentration level, start
the average person must take about a $@wly. Stick with intense concentration
minute mental break. By doing the matlone minute longer each time you concen-
onthis, one sees that during forty minutetsate. Eventually, you'll be able to con-
of concentrated work time, only half ofcentrate for as long as three hours or more
the time is productive. The first 10 min-at one time but only if you're patient
utes you're getting concentrated and thenough to add only one minute to your
last 10 minutes you're resting. concentration time each day.

Take Note of Management Style

Managers basically fit into one of two styles. Both are equally effective but you
would profit by using the one that is closest to your natural and comfortable method
of managementConsider these:

Diffusion style A diffusion manager always has a project starting, a project in
midstream and a project coming to a close. When these managers are stifled or bore
by one project, they can usually turn to another project and make progress on it. |
you're a diffuser, make a detailed plan for each project and delegate as much of th
detail work as possible. Set a schedule for monitoring your progress on each projec
you're pursuing and follow your plans. Continue to add new projects as you come
across them.

Focused stylelhese managers work more effec,
tively when concentrating all their time, thought a :

V)W’
energy on a single, tightly focused project. Tje A\\\ .
d )
N

S
intensity of targeting one project and staying wit

Jil ] —"|t

excites and satisfies them. If you're a focuser,
your sights on projects that most appeal to you 38g
promise the highest return on your invested tim@
Make your plans and stick to them.




PERSONAL SUCCESS

Accomplish Tasks a Little at a Time

ime managers know that everywith two to five minutes, you can...
loose minute in their day can make a phone call.
add up as valuable when used; jot 3 memo.

effectively with other loose minutes just 7 reply to correspondence.

as every loose nickel in your 0 revise your daily plan.

pocket can add up when used 0 file loose papers in your of-
together with other loose fice.

change. What can you do with e .
a short amount of loose or With five to ten minutes,
you can...

free time? .
. , (1 come to a decision on a
With only one minute, (3 , :
; matter you've been putting
you can... off

[ jot down anote to remind [ peruse a report for your next
you of a new idea. meeting.

[ prioritize your remaining tasks forther) compose a new letter or two.

day. [ analyze a chart.

[J concentrate on your breathing to pre-) rejax and refresh yourself by doing
pare your mind for thinking. nothing. ]

Take Time for Time Management

When it comes to managing time, thether business books, gives this advice ¢
supervisor has a true balancing act taow to handle interruptions and still ge

Format for Attention
People read materials that are most
appealing first. Short and eye-cat
ing material appeals to most people.
Your reports and letters should in-
clude plenty of spaces, bold type, short
paragraphs and short sentences. |For
longer material, you should attach a
cover page with ashortintroductionto
your material. And, fold your letter,
and other material with the text si
facing out. This way, no one will have
to unfold your letter to read your
ideas.

Looking for Bits of
Knowledge Quickly

If you're looking for a fast over
view of any subject, you should vi

contend with. things doneFor example:

q St'”’l thlgkbasmi_ of tlnﬂetmagageri?enk Create focus time. If you can get your
O apply, lIke making a lIStand Working 51 imnortant paperwork and calls

first on the highest.priorit_y item. But done in a specific time period, decid¢
most days are a series of in- when that time wi'II be

terruptions, ad hoc meet- Others do best in the

INGS and ptholn{ehcallsvylth early morning, some
CrISIS CONTrof thrown in like an uninterrupted

for good measure. hour in the evening.
Impromptu conversa- _
A Consider your

tions are not all bad. Ac- _
weekly time manage-

cording to Dr. Ken
ment plan. Systems are

Ask Others to Drive
When Traveling

Try to get others to drive when
several people are traveling on bus
ness together. You'll arrive at your
destination fresher and you'll be able
to read or do other business tasks|on
the way. If you carpool daily, pay
someone else to do the driving when
it's your turn for the same reasons,

Blanchard, it may be the
necessary, but som

best strategy to take ad- S
vantage of them whenever weeks take a priority-
first plan while others

you can, even if it means _
can be more flexible.

delaying other tasks you _ .
wanted to work on. You learn Sometimes an entire day

a lot by talking to your people. must be set aside for a project.

Having conversations turns out to bea Who else could do it? The most time
one of the best ways a supervisor has to conserving way to get something don
influence others and, ultimately, to im-
pact the organization. Blanchard, the au- lookout for jobs on your list that could
thor of The One Minute Manageand be done by others.

eaccess but not on your desk. This w
isto have someone else do it. Be on théave you from having to open file

File Projects Efficiently

Keep your current projectfilesin
special file rack that holds about eight
to 10 of them neatly and in plain sight.
Place the rack near enough for easy
ill

D

drawers dozens of times daily for th
files you use most.




PERSONAL DEVELOPMENT

Always Accomplish Your ABC’s

hatever project or problem may face. Have all necessary tools
you're facing, youcanaccom-  supplies and materials on hand.
plish it if you remember your A Barthe doorAvoid leaving your work

ABC's. This could be the best alphabet area until you complete the task atSide of his job, but when it comes |to

you've learned since primary school. hand. Pretend you've beenlocked int

You may be yourwork area
wondering what until  you
the alphabet has - complete
to do with ac- your assign-
complishing ment.
tasks. Thisisn't A Concen-
the whole alpha- trate your
bet; just an acro- mind on the task
nymthatusesthefirst athandWork only

three lettersHere it is: on what you've focused on. If you get
A Anticipate your needin otherwords,  distracted by anything, try to avoid the
prepare in advance for whatever you distraction in the future.

“When planning for a year, plant corn. When planning for a decade, plant t
When planning for life, train and educate pedple.

ree

L

—Chinese proverb

Spring Clean Your Computers

Although computer files rarely collect dust or take up much actual space, it'sa
ideato periodically peruse them and rid yourself of outdated and/or unnecessary
Spring is the time of year when people get spring fever and want to clean out
garage, house, and car. Why not use that same fever to clean out your compute
Consider these tips to clean up your computer system:

[l Deletefiles that contain documents you know you won't need again. Be careft
to remove program-type files as this could wreak havoc with your compute
Erase files that contain working drafts of documents that you've since correcte
completed elsewhere.
Empty out files that you created but never did anything with. (This also inclu
those folders you created and moved all the material out of to another locat

J

r

0

O

Erase files that are too old and out-
dated to ever be reused.
If you so choose, instead of com-
pletely deleting the files, you could
move the files from your computer

can store elsewhere.
(1 Divide the remainingfilesintologic
folders for more ease of use later.

,with an incompetent manager. I'm not

O

fikrews up. He seems unaware of
iledgion and low morale probably b

digpartment. When he no longer fe
igHgatened by his staff, he will be al

Delete duplicate files that contain the same material but under different names

Pat Answers

Dear Pat: | work in a large department

being mean. He's just way over
head. He’s very good at the technig

managing people, he’s clueless.

us when we’re out of our depth, th

to make sure no one finds out. Th
do this in a variety of ways. They mg
try to intimidate or deny access
information, or do what your boss |
doing: recruiting allies. When you
boss picks these “favorites” he’s tryin
to make friends. Friends who will stig
opdfor him and support him when he

¢use he's so focused on keeping up
appearance of leadership. Why not h
him out? No one can be a good mana
ABhe. offer your own expertise
ways that will help him be successful
¢hanager. Become a true ally. Help him
gain the support of the rest of the
els
le

to See the unique value of everyone| in

e department.

Are co-workers driving you
crazy? Is your boss out of
@ | touch? Complex personnel
N_A¥ | problems demand Pat
"-" Answers! Send questionsto

pat@patgrigadean.com. Pat
Grigadean is a professional mediator
trainer, and employee-relations specialist.
She writes Pat Answers in consultation wit
Haven Street-Allen, SPHR. © 2007 Pa
Grigadean.
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FAMILY TIME

Rescue Yourself
from Recipe Clutter

If you're like many household
“chefs,” you probably collect recipes

when you see ones that catch your eye

Shop For a Home More Quickly

n long with choosing the type of house you and your family want to live in,

you also have to consider the neighborhood and schools in which you and your
family will live, a mortgage with which you can live comfortably, and a

But, how you collect them makes all structure that's safe and sound. Buying a home isn't easy but, with a little advancec

the difference.

of day.
You procrastinate trying the recipe

with your family and then are afraidto [
use it for guests. The recipe then ends

up joining other recipes in the recipe
graveyard better known as a “junk
drawer.

To make better use of the recipes
you collect, you need a game plan.

You can start taking action on col-
lected recipes todayry these steps:

A Choose up to three recipes you

want to trythis week.

A Throw out the recipes that don't
turn out right or that your famil
doesn't like.

A Copy the surviving recipes indi
vidually onto three-by-five inc

cards and place them into a recipe

box with appropriately labelled di
viders.
A Forrecipes that are already on fulll

sheets of paper, hole-punch these

and place into a loose-leaf binder,
into which you've inserted divide
pages with tabs for each type of
recipe included.

A Continue to follow this methoc
until your drawer or box full of

randomly collected recipes hasbeen

completely emptied.

A Finally, enjoy allthe delicious ne
meals you, your family and your
guests can enjoy now that you've
organized your recipe collection

0

planning and a lot of luck, you can move into your new home more qukhgider
For many people, new recipes are these tips:
items that will be tested one night on [1 Figure out what you can afford
the family and then perhaps served to
special guests after you master the
recipe’s special techniques. Ifthis de-
scribes you, you probably have many
recipes that have never seen the light

This allows you to set your sights
on houses you can afford. Financial
experts recommend spending

income on housing. Using this
method, determine the monthly
house payment you could afford.

Choose areal estate ageiialk to
friends, relatives and financial ad-
visors. Allow your agent to be cre-
ative in finding the right home at the right price. Your agent may help you plan for
future family growth and other concerns.

Remember, location is everythifdeighborhoods tend to rise or fall in value
collectively. Schools, parks, proximity to your work and access to shopping and
entertainment are some items to consider when selecting a neighborhood. Ask you
agent to do a market analysis of a neighborhood before buying a house there.

Try to prequalify for a loanThis will allow you to not worry about going through
loan approval after you find the home you want, you may also be able to make an
offer sooner than other buyers who have yet to qualify for their loans, and you'll
have more negotiating power as a cash buyer.

[ Make a list of “must-have’s” and “hope-to-have’s” you'd like in your home

Remember to include the size of the kitchen, number of bedrooms, number of baths
and the size and location of the garage.

Have the house you're considering professionally inspected before you close the
deal A clean bill of health will allow you to proceed with an eased mind while a
less than par report may cause you to walk away from the deal.

Race Against the Clock to Finish Cleaning

If you have trouble sticking to finishing a cleaning task you begin, make a game
out of doing your chores. Try dividing your work into your time. If you have four
hours to clean your house, divide the number of rooms into your time. If the house
has eight rooms needing cleaning, divide the four
hours (240 minutes) by eight (the number of rooms).
This formula shows that you can spend a maximum
of 30 minutes in each room and completely finish in
your allotted time. This concept can help you ing
cleaning your office, making sales calls, or compZets
ing reports. Break large tasks down and you cant
see how much time to spend on each step.




Get Organized and Make More Time For YOU!

hat would you say your biggest stress producer islin Control of your time Chronic disorganization runs, and
W your life? Most people would name a wide variety ruins, your quality of life. Organization gives you control

of things before naminglisorganization,but over your time, space and life. Taking timewvto organize
really, disorganization may be the most likely culprit of causing your home and work areas will save you time and hassle in
stress in your life. the future. You'll thank yourself once you're

Being disorganized throws your whole life back at the master control of your life.

into disarray. When you lose things you need, [l Heightened awareness and perspective of
stress results. When you arrive for meetings life. Once organized, you can schedule your
late or in a frenzied rush, your abilities time to best suit your needs and desires.
suffer. Dealing with other people, driving in With planned goals and dreams, you'll
commuter traffic, communicating with yo know what you want to do with your life.
loved ones and budgeting your money Disorganized people merely handle the
all things that cannot be avoided. Bein emergencies that appear each day. Orga-

disorganizedis a stressor that ganchange, nized people can look forward to the future
and wouldn'tlife be better with a little less stress? But, what will and take advantage of opportunities as they present them-
being organized bring you? selves each day.

Consider the following benefits of being organized: [ Moretime for YOUWhateveryou'd like to achieve, you can

[l Increased productivityDisorganized people can’t be as pursue it with the extra time being organized will grant you.
productive as they potentially could be. You care about howBeing disorganized doesn't allow you to schedule time for
you dress and look. In the same way, you should care aboututure planning or for working toward long-term goals —you
your work and home surroundings. Being organized allows do good to get everything done that will help you survive
you to be in control and confident. Being organized meanstoday. As an added stress reliever, you'll have more time to
you can find items and get things done in less time. relax and sit back to enjoy the fruits of life.

Include Healthy Pleasure in Your Daily Life Improve Your
Productivity Today

Every organization strives to im-
prove employee productivity. Execu-
tives expect the maximum contribu-
tion from each team member every
day. Your challenge is to show ways
you're helping the organization im-

Scientists have made a connect
between enjoying healthy pleasu
and increasing work productivit
Studies consistently show thata p
sonwhoincludes simple pleasure:
daily life can handle difficulties an
responsibilities much more ever

and productively. . prove productivity, make money and
Stop now and think about toda, . reduce costs.

Where can you add pleasure in your li%%u might want to schedule some Here's how you can do so:

pleasurable activities into your daily plans:* Go on a long bicycle ride.| | [ Get as much done as possible

* Watch a classic, or popular, movie.Play a game with your children each day.

or grandchildrens Call a close relative or frierld. Take a nap on the sofa
or string up a hammock in your backyardPlay a musical instrument.
* Practice dance moves.Work in your gardens Go for a walk at a local
park.+ Sip lemonade while sitting under an oak tre€aze at the stars on
a clear nighte Get outdoors. Shoot some baskets, go roller blading, or| hit '
golf balls.* Test new recipes. Listen to your favorite musie. Get artistic. are productive. The others will
Read a book, paint a scene, or write a bedklatch the sun set and rise. follow suit.

« Bake some fresh breadHave coffee with a new friendDo whatever brings | | [ Think of your role as that of ja
you pleasure. player on a winning team.

[] Start by tackling high priority
projects in the morning to get your
day off to a fast start.

[1 Be certain Monday and Tuesday




Tap Into the Plentiful Goldmine of Feedback

s a busy professional constantly balancing schedulessupport staff or “I didn’t follow all the points of your
Adeadlines and priorities while dealing with a vast vari- presentatioi are potentially helpful comments but they
ety of personalities, there’s an often-neglected resourceneed further explanation. Was your staff unavailable? Un-
that can make the difference between success and failure andilling to help? Or unaware they were needed? Did you need
between conducting business with relative strangers or truste¢b provide additional information in your presentation?

partners. Define things more clearly? Bring demos? Provide specs
This resource ifeedbacland it's a marketing tool worth its ~ from the manufacturer? If you don’t probe deeper into
weight in gold if mined consistently and effectively. unclear feedback, you'll be left with mere complaints.

While many professionals spend time assimilating, assesgingyaw on the expertise of those with whom you widdst of
and acting upon information after a project or event, relatively o professionals you work with are just that, professionals

!ittle timt_a IS spent review_ing, reevaluating and reorganizing (experts in their fields of finance, public relations, travel
information during the project or event. Those who want to stay coordination, meeting planning, etc.). Of

ahead in this ever-changing information age see constant and the myriad of decisions you face daily, few
comprehensive feedback not as a luxury but a ofthem haven't been heard of and success-

necessity. _ fully dealt with by someone before you.

. tF(iuowm?dar'e tlps% ?” ZEW KOU can tap Instead of insisting on a 5:30 p.m. start for

into the golamine of teedback. your downtown mixer, ask the shuttle

e Take the initiativeMost people mistak- Y /7o company the preferable times and routes.
enly assume that feedback automatically ,{fgg >N Though you used a particular design for
appearsontheir desk, intheir E-mail bef,% ==\ your brochures last year, see if the printer
orin person. While they sit on their hands has creative alternatives. Get suggestions
waiting and wondering, more insightful from hotel staff as to the most effective way
and opportunistic professionals know that to setup aroom. Be careful notto have your
most feedback must be extracted, digested mind set so firmly that you can’t entertain
and analyzed. newer, better suggestions.

e Takeresponsibility for feedbackhisis your job, sotake thee With feedback, as with medicine, apply liberally to the
initiative. You have too much to lose if you don't get affected areasAfter you solicit and understand specific
feedback but much to gain if you do. feedback, evaluate it in light of your personal goals and

o Askthe right peoplévany times, it's not that you don’task  methods. Isitanaccurate assessmentor a subjective opinion?
for feedback, it's that you ask the wrong person. And, you IS the person in a position to know what he or she is talking
end up with gossip Orguesswork. Many pe0p|e ask associate@bout? Isa Change in YOUF Style or method worth the effort?
for information only clients would know, clients about Will this change contribute to your long-term personal or
things only vendors would know, and vendors about thingsProfessional growth?
only associates would know. To get the right response, youGranted, not all feedback is created equal. But, avoid the
have to ask the right person. tendency to just stand there. Do something. Evaluate. Recon-

e Askthe right questiotii’s your responsibility to phrase yoursider. Modify. Reaffirm. Just do something. Whether you're
questions so others understand the content f@ling with caterers or clients, entertainers or executives,
scope of your request. Do you want general or specffgcountants or advertisers, or all of them at once, feedback is a
information? Personal opinion or survey data? Selec@#gatbarometer for notonly knowing where you are and where
input or overall consensus? The more focused yo(@u're headingbutalso forwhere your efforts should be focused
requests, the more precise, comprehensive and helpfutig-next time.
sponses will be.

e Queue up smart questianifter you've initiated the feed- [

. . . . 4

back and asked the ”gh} pe0p_|e the ”ght ql’_IeStlons’ Interil< than 40 books, including Communicate with Confidence®, Speak with

and analyze what they've said. Does their feedback ne Confidence®, and Your Signature Work®. Call (817) 868-1200 or visit
your feedback? “I was expecting more help from yow#vw.booher.com

By Dianna Booher, author, speaker, and CEO of Booher Consultants,
aDallas-based communications training firm. Her programs include
e. communication and life balance/productivity. She has published more
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TIMESAVERS

Save Time By Driving

Yourself There

While car pooling works well fo
the environment and cuts down on

cause you to lose time. Riding with
stay longer ata particular functionthan
you normally would. Even if you only
want to leave early to run a quick
errand before your next scheduled me
ing or before going home, you'll have
that choice available if you drive your-
self or use public transportation.

Stay in Touch...
With Your Luggage

Although airlines limit the amount
and size of carry-on luggage you ca
take with you, with a little creativity
you can work with them.

Try these techniques to avoid
checking your bags:

[0 Pack fewer items. Many hotels ¢
supply toiletries. Ask them.

[] Use soft-sided luggage within your
airline’s size limitations. These will
expand to fit many clothes yet can

an

[0 Arrive early and be among the first
boarders so there’s plenty of stor-
age space available to you.

congestion on roadways, it may also

someone else may mean you have > 1

et;

be squeezed into almost any space.

Better Posture = A Better Life

ood posture can help to im-
G prove the quality of your life.
Posture is usually a good reflec-
tion of the way you're feeling and, like-
ise, good posture can positively affect
your feelings and mood.
According to a recent study, those
who slumped or slouched tended to

have helpless and frustrated feelings and

feltlike they were under more stress than

the neck is constricted, blood flow to

those who practiced correctposture. Other the back of the eyes is slowed and can
studies have revealed that mental alert- affect physical response time.

ness can wane and work errors can ir-

crease more quickly when body posture
iS poor.

What is good posture? And how can
you begin to practice good posture in
your life? Take into consideration
these tips:

Align your keyboard and monitor to
keep your back and neck straight.
Ease straininyour spine by lengthen
ing your neck, moving your head
slightly upward, pulling your chin
slightly in, broadening your shoul-
ders and flattening your lower back.
Adjust the height of your chair, work-
station, or keyboard so you can keep
your wrists straight while typing.
Loosen your collar. Two-thirds of

Make sure the height of your keyboard
allows you to relax your shoulders,
keep your elbows at your sides and keep
your forearms level with the floor.

Get up to walk around once every 15 to
30 minutes to minimize back strain.
Avoid bending your head and neck to
read or talk on a phone. Hold the book
or phone handset at eye level.

When typing, use light touches, avoid
resting your wrists on your wrist pad
and avoid arching your wrists.

Always stand in a relaxed manner with
your feet shoulder-width apart. Place
one foot slightly in front of the other
and shift weight from side to side occa-
sionally to reduce fatigue.

When turning, bending, or reaching,

business people recently surveyedwore always first take a step in the direction

their collars or ties too tightly. When

you intend to go.




