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Memory Cues | Finding a Cure for Forgetfulness

It can be easy to forget what to
do when there’s so much to db. isplaced files, missing keys, lost .
Here are some simple ways to memos... these are a few of the
remind yourself what to do: things that can steal time and
[0 Write it down. Make a note to Peace of mind fromyour day. If this sounds

yourself in your planner or o familiar, you may be convinced that your

an erasable marker board. | forgetfulnessis beyond remedy. However
0 Alarm yourself. Set the alar with a little planning and organization, '
on your watch, clock, or com)- there’s much you can do to prevent frgnt'
puter to go off before you nedd last-minute searches for your belongings.
to do something. For crucial The following are strategies for cur-
appointments, set a secondiNd @ chronic case of forgetfulness:

alarm to go off as well. A Designate aspottoreturnitems. Choose

O Leave yourself a message. @ Specific location to put each of the o\ a1ables, suchas yourwallet, brigf-
If you're at home and dont  tems you tend to misplace, and get case syitcase, or laptop computer,|in
want to forget to do something N the habit of retuming things back ;46 they become lost. Offer a reward
at work tomorrow, call the off {0 where they belong. if the item is particularly valuable tq
fice and leave yourself a voice A Organizeandlabelitemsinasimpleand vy carry important papers in a large
mail reminder. consistent manner. Put frequently used ggf.addressed, stamped envelope|so

0 Post sticky notes in strategjc  't€MS where you can see and reach them {hat heople can mail them back to you
locations. Stick them on your ~ €asily. Create alogical systemfor label- iy accidentally leave them.

bathroom mirror, front door|, N9 files, and separate computer files, \jse reminders. Tell someone where
computer terminal, or steering  Into different folders that will make o, hjanto put the things that you often
wheel to remind yourselftodp ~ them easier to locate. _ _ misplace. This person can then help
errands and chores. A Duplicate essentials. Make alistofthings yqy track down missing items if neces-
0 Put it on tape. For the timgs  thatcould cause a disaster if they were a1y you can also write a note in yoir
whenit'sinconvenienttowrite  10St. This list may include confidential  hjanner or on a sticky note to remind
something down, use a small Papers, computerfiles, accountnumbers yqrself where you put something in

tape recorder instead. Record ~ @nd keys. Make a copy of these items, ase you forget,
ideas, phone numbers and “to  nd store themin anotherlocation, Suchl o, down fora moment. Many cases
do” items to play back later. as in a safety deposit box or with @ ot pisplaced belongings are the result
trusted person. of unnecessary haste. Before you rush
puter to send yourself E-majl A Arrange for the return of lost belong-  off to your next destination, check
reminders of important datds  Ings. Write your name, address, tele- yourpresentlocation to make sure that
and appointments. phone number, and E-mail address yqo haven't left anything.




PERSONAL TIME

it. Many times, people who are burned out have a vague sense that somet
wrong, but they can't put their finger on it. They know they’re worn @
beating burnout:
A Put your life in perspective. What is

your schedule for these things, an
don’t worry about the rest. Make sure
priorities and doesn’t focus on only one
thing.
There’s nothing shameful about admit-
ting that you have limits to what you can
can, and stop feeling guilty that you think
you should be doing more.
things or perform well in order to feel good about themselves. The trutk
however, that you're a valuable human being just the way you are.
yourself out if you try to. Don’t be afraid to say “no” when it's too much for y¢
to do. Your well-being is more important than impressing other people.
mental well-being. Making time to exercise, sleep, eat well and relax enables
body to stay strong and successfully cope with daily stress.
support and listen to you. Avoid bottling up your feelings inside. Talk about
share them with others who care about you.

Are you on the verge of burnout You may be there already without even kno
and frustrated, but they don’t know how to fixHere are some suggestions on
truly important to you? Make time in
your schedule reflects a balance of
A Make realistic expectations of yourself.
do. You're only human. Do what you
A Develop a healthy sense of self-worth. Many people think that they have t
A Stopliving based on other’s opinions. You can't please everybody, and you'lly
A Keepingood physical condition. Your physical healthis closely connected to
A Maintain a good support system. Stay connected to a group of people who
Take Time Out from Your Day

If you're like most people, you probably feel overwhelmed by the never-eng

list of things you need to do each day. You may conclude
that you simply can’t take time out for yourself. And you
may feel extremely guilty if you steal even one moment
for yourself. But the truth is that yoeedtime to just
relax and do nothing. Without it, you won'’t be able to
help others oraccomplish your goals. You'll be too worn
out.
If you're a“busyness addict,” give yourself atleast 10
minutes each day to stop and relax. Allow this time to be
simply for enjoying yourself. Your “to do” listand goals
are off limits. Relax. Believe it or not, the world will get
along fine without you while you take time out for
yourself. Then, when you do jump back into it, you'll be

Are You Suffering

from Burnout?
wingAsk yourself the following
hipgéstions to find out if you're
ushowing signs of burnout:

[l Do you feel more and more pre
sured by your responsibilities?
Do you find yourself notwanting t
dothings?

Do you feel lethargic and fatigue

all the time?

Have you had a hard time makir

simple decisions lately?

Have you had more physical con

plaints recently?

Doyoufeelthatyou're notdoing

well at work anymore?

Are you more irritable and easi

frustrated than usual?

Have you noticed a significar

0 dochange in your appetite?

' £:Do you have a difficult time re

membering things?

VeR'Has your attitude about life becon

YU more negative or cynical?

[1 At work, do you count down th

YOU'minutes until it’s time to go home

YBUHave you felthopeless, disillusione
or unfulfilled?

Iq)_yeDO you often have a hard tim

and concentrating?

[l Doyoudrink alcohol or take med

cine to deal with stress?

[ Doyoufeelunappreciated foryo

lin hard work?

" Do you have difficulty falling or

staying asleep?
[l Has your enthusiasm for life an
work dropped?
never slow down?
[l Do you feel no hope of relief fron
your current stress or situation?
Ifyou answeretlyes” to several of
these questions, you're a likely canc
date for burnout. The good news is tk

you don't have to live this way! Mak
the positive changes you needtoen
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much more able to give it your best.

life and avoid burnout.




Make the Effort to Get the Most Out of Meetings

ith so much time and effort

putinto meetings, it's unfortu-

nate that they're often forgot-
ten about as soon as they're over. By
making the effort to get the most out of
them, you can ensure that your time spen
iIn meetings isn’'t wastedHere are sev-
eral ways that you can make your
time in meetings more productive:

A Take notes. Reserve one page foreac
person speaking, and return to it to jot
down the main points each time that
person has something to say. When The more you understand people, the
you review your notes later, you'll
then be able to summarize each person’s with them.
point of view. A Takeimmediate action. After the meet-

A Listenactively. Pay attentionnotonly ing, write down what action steps you
to the actual words being said, butalso need to take. What responsibilities
to the nonverbal cues in the message. were you assigned? With whom will

better able you'll be to communicatea

you need to follow up?

A Pass it on. Report the pertinent news

and information discussed in the meet-
ing to the people who need to know
about it. Also share any facts or in-
sights that will help motivate and chal-
lenge them.

Review your notes. Put the notes in
your inbox, and schedule time in your
planner for reviewing them. After you
look overthem, place acheck mark on
the notes, so you'll know that you've
already reviewed them.

File reference information. For notes
that don't require action, file them
where they can be putto good use. Or,
keep all of your meeting notes in a
special notebook or binder that you
can refer to when needed.

How Much 8tress Do You Manage?

Stress is a major part of a manager’s job. And unless you know how to

overall well-being.To determine whether you're suffering from the
effects of job-related stress, ask yourself the following questions:

[l Do you often get ir-
ritated with cowork-
ers and clients?

(1 Do you frequently
blame your company
or coworkers for
your poor perfor-
mance?

[l Areyoufeeling more

|

Do you fantasize about leaving your company to get a better job?
1 Have you begun to withdraw from coworkers and to neglect your work
responsibilities?
If you answeredyes” to several of these questions, too much stress on
the job may be the reason. Make a list of the stressors you experience in y,
job. Put a star next to the ones that you can do something about, and w

management techniques that can help create more balance in yolindie.
include: « regular exercisea healthy diet adequate sleepsocial and leisure
time* a positive attitude.

cope To provide better service to
with it healthily, this stress can take its toll on your health, job performance anthe people you call and who call
you:

1 Make alist of the points you want

and more unsatisfied with your present job? O

0@( Endthe callwhenappropriate. Tal

with others to change these things. In addition, practice effective stress-

Phone Service

cover. Do this for complicated
important calls, and keep a generic
list on hand for things to includ
during routine calls.

Keep importantinformation atyour
fingertips. If you have informatio
that you need to update, for ex-
ample, keep it visible on your com-
puter screen or index.
Be friendly, but not too personal.
Avoid dumping your work or per
sonal problems out on your clients.
This may send them the message
that you and your company are
incompetent.

ing on and on wastes the other
person’s time and yours. Take the
initiative to end a call when bot
people’s reasons for calling have
been discussed.




PERSONAL DEVELOPMENT

Is Your Life a Little Dull?

ave you ever had a perfectlyedge, understanding, or skill by study g
H sharpened pencil — a pencil thaéxperience.” To study is to think. To
is just the way you like it for experience is to act. When you're think
writing? When you have a perfectly sharpng and acting, you are learning.
ened pencil, it actually makes it fun to  Think of an interesting person you
write. In fact, it almost feels like thexnow. Are they always thinking and
words just show up on the page, seefacting? They're interesting because the
ingly without any effort. always seem to have new ideas and exf

Unfortunately, the more you writeriences! That's because learning is wh
with the pencil, the duller it becomes:re-sharpens” their “pencil”!

And the duller the _p_encil becomgs, Are you making the choice to be ir
the less easy and funiitis for you to writesjtyations and environments that encou
Eventually, the pencil will be so dull thatage you to learn and grow? Do you sper
you either stop writing or you re-sharpefime with people who inspire you to dg
it so that writing can become fun againwhat you have not yet done?

This same concept applies to life as
well, with you being
the “pencil.” When
you learn a new skill,
you're “re-sharp-

Here are ques-
tions you can use
to sharpen your

pencil:

ened,” and life is ex- | V\éhat P%\’e
citing. However, the %Ou one today
longer you use the that ~you ve7
skill, the duller and never done before
more ordinary th [J Did you meet
skill becomes, and someone new today

thus it's less fun to use it. You reach a to help keep your life fresh and interr

pointwhere you either stop using the skill - esting?
or it becomes a habit that you default to] \What have you learned today?

without even th'”k'”‘%" . O Areyoureading aboutideas that caus
When you often find yourself doing you to grow?

the same routine repeatedly (for exampl
seeing the same places, thinking the sa

. _ : A
thoughts and interacting with the same fresh’

people), doesn't life become less excit- Today, live aninteresting and exciting
ing? Enough days like that and youlife by learning from everyone you meet

“pencil” can become so dull and boringand every experience you have.
that you lose interest in using it!
y Mr. Per, who has bee

When you're sharpening your pencil.Z;.4+an ordinary guy with

by qurning, QrOWing and. trying N€Wan extraordinary message’

experiences, life is always interesting. andis a presenter for iztek,

Are you making the choice to meefomPany zpeeg'lf‘i'r']z'”gar']

. . (

new people, read new ideas, think necoryIDorate trai'?]mg pr(?grams

thoughts and have new experiences? ThiS are original, relevantand

all boils down to what is callddarning  inspiring. Mr. Per can be reached a 1-866-498
Learning is defined as “to gain knowl-3546.

Are your experiences keeping you

r

How to "Wow"

Your Audience
The following are tips for im-

proving the delivery of your next
- presentation:
A Look at your audience. Try to

Y
De-
at

r-
nd

5€

make and maintain eye contact
with each person. If the group is
large, staring in a specific direc-
tion for a moment will make sev
eral people think that you're look
ing directly at them.

Amplify
your voice.
Talk louder
and slower
than you
would in ¢
normal ,
conversa-
tion, and ZZSNC
include '
pauses

and

Remember to smile and look as
natural as possible.
Avoidfidgeting. Keep your hands
still a majority of the time. Find a
place to rest your hands when
you're not using them to empha-
Size a point.

Identify your main point. To help
your audience recognize and re-
member what you're trying ta
say, repeat the same point several
different ways. Point it out to
them by saying, “This is the im
portant point...”

Incorporate visuals. Use a slide
show, video presentation, or ob-
ject to capture the audience’s at-
tention and to reinforce or help
explain your point.

Leave a lasting impression. Use

metaphor, analogy, or skit to
illustrate your key point in
aninterestingand memorable fash-
ion.




PERSONAL TIME

Keeping Track . .
otvowramiy | Back-to-8chool Organization

In the hustle and bustle of daily B ack-to-school time is a perfect projects. Teach them to break these
e

projects into smaller steps that they
can do a little each day.

Create ahomework spot that's condu-
cive to study. Furnish your children

with a desk and a comfortable chair
placed in a quiet, well-lit area away

life, is your family in a constant stat opportunity to teach your chil-

of disorganization? If so, it may seem dren time-management skills.
virtually impossible to keep track of Learning simple strategies for organizing
what's going on in your family. their time and belongings can enhance

To make sure your family stays their ability to learn in the classroom as
organized: well. To teach your kids skills that

' Schedule regular family time.
Plan times during the week for
touching base with each other.
It may be a daily meal such as
breakfast or dinner or a special
outing or activity each week. Us
these times to discuss upcoming
plans and events.

| Share a family calendar. Hang a
large calendar in a place that eyv-
eryone passes by frequently, such
as the kitchen, den, or bathroom.
Have everyone write on it their
appointments, practices, activities
and special days so thatno one else,
will forget.

| Institute a check-off chart. Lis
the routine activities that must be
done every morning, afternoon and
evening in your home. Enlarg
this list, and put it where famil
members can review it each day o
to make sure that they've done
their part.

| Keep arunning shopping list. Post
a list on the refrigerator, and ask

will help them excel in school:

Introduce methods for keeping sup-
plies organized.
Show your chil-
dren how to ar{4 /
range suppliesi
their desks an
book bags sothak
they can find
things easily.
Teach them to
labelfolders and
notebooks, and suggest using
different colored folders for different
subjects.

Ask about their homework each night.
Find out what assignments they have
to do and how long it will take to
complete them. Then help them setup
a schedule for getting them done. In-
clude a fun activity as a reward for
after homework is completed.

Plan larger projects in advance. Pro-
vide children with a calendar that they
can use to write down due dates for big

from the TV. Purchase a dictionary,
atlas and other reference materials
needed for their
work.

e Establish a rou-
tine for school
nights. Get your
kids into the habit
of a consistent
schedule that in-
cludes time for
study, play, meals
and bedtime preparation. By having a
routine, they'll learn self-discipline
and how to plan and structure their
time wisely.

Make time to listen. More than any
planning or organizational skills you
teach, it'sthe love and confidence you
instill in your children that will help
them to succeed. To help them build
confidence, listen to their thoughts,
feelings and opinions, and praise them
daily. Spend time reading and talking
together each night.

Get Rid of Grime in No Time

No time to clean? Think again. With a speedy cleaning routine, you can tackle dirt

and grime in no timeTo clean bathrooms and kitchens in a hurry:e Strip off

all floor mats and coveringsCover the major areas of the _
minute trips to the store. room first, carrying supplies with you as you gd?ull

"1 Assign individual storage space. objects toward you on counters to clean behind thelse
Give each family member a la- asponge towipe down cabinet doetst cleanser soak on
beled container for his or her be- hard-to-clean spots, and remove latbise a toothbrush to
longings. Leave these containers scrub fixtures and sink edgesSpray mirrored and glass
by the door for putting shoes, surfaces with glass cleaner, and drgircle the room

coats, backpacks, books, keys, orclockwise to dust tables, shelves and fixtures «w

family members to write dow
items needed as they run out of
them. By buying things all at on
time, you'll avoid making last-

other items in that clutter up space * Take out the trash, and replace with a new b&geep

or become lost easily. or vacuum the floor, and replace floor coverings.




exactly what you want done and how.
When planning to delegate:

the project and will want to do @
better job.

Determine how involved you'll be.
Will you play an active role i
helping to work on the projec
orwillyou actonlyinasupervisory
capacity?
Choose how to monitor progress pn
the project. You may want to re-

quest written reports or have peri-
odic meetings. Devise a schedule of
checkup dates, and write these|in
your planner.

PERSONAL GROWTH

Train Employees to Stay on Top

0 keep up in a rapidly changing world, it's important to provide employees
T with the training they need to stay current. Too often, however, the training
employees receive isn't effective inteaching them new skills. Instead, employ-
ees leave with an overload of extra information that
they’ll never useHere’s how to select the proper
training program for your employees:

m Decide iftraining is the answer. Many times when
managers see poor results, they think the solution
is more training. While this may be the case, the
problemin performance could also be the result of
something else. If so, more training isn’t likely to
solve the problem.

Hire training specialists to do the job. Experts in
the subject matter are often not enough. You need
people who are skilled in teaching employees what
they need to know without bogging them downA
with additional information. The presentatio
should be both interesting and interactive for
participants.

Provide a knowledge base. In addition to practical instruction, the training should
teach basic concepts and skills that can be applied to a variety of situations.
Employees can then adapt what they’ve learned to the new situations that they
haven't been trained to handle.

Communicate learning objectives. Before employees go to any training sessions
they should know what they’re expected to learn from them. These objectives
should emphasize the specific skills to be learned and the desired outcome of th
course rather than merely the topics to be covered.

Give additional support. Training doesn’t have to be done in the classroom to be
effective. Sometimes it may be smarter to give on-the-job training as the need
arises. Consider supplying employees with computer tutorials, online support, or
special handbooks for handling the various situations they may encounter.

Improve Your Sales Advantage

The following are tips for improving your sales skills:

Be knowledgeable about the product’'s past. Make sure
know both the positive and negative perceptions and experiences people have had
with your company and its products. Be prepared to handle their objections.
Sell with the competition in mind. Point out the special features of your product
that make it superlative to the other products or alternatives on the market.
Ask smart questions. Asking questions can help you learn more about your
prospects, as well as demonstrate your sincere interest and your credihility to
them.
Get to know your customers. Look for the goals that motivate them |both
personally and professionally. Aim to serve as many of their needs as possible.

you




COMMUNICATION

To-the-Point Voice Mail Can Keep You Connected

oice mail provides great advantages, including speed.Thjs option creates a friendly, receptive image, which is
productivity, freedom and the convenience of 24-hour particularly important if you want your internal or external
this technology courteously and efficientlijhe following

availability — if both the caller and recipient use cystomers to feel welcome to reach you easily.
are suggestions for using voice mail to

your advantage:

1 Record brief, currentand informative greet-
ings. When recording a greeting, be sure to
include your name, the day of the week anc
date, when you expect to be able to retur
calls, and the name and number of anothe
person who can be of assistance in you
absence. You might also want to include
another number at which you can be
reached.

Keepinstructions concise, and use the “if
then” order. Try notto overload the calle
with more than four choices on any one
menu. When giving instructions or options,
state the option followed by the number to
press — not the reverse. For example: “If you
want information on widgets, press four.”

Print business cards with your extension number. Offe

[ Learn to transfer messages to other mailboxes. When for-
warding messages to others, preface the
<7 message so thatthe recipient knows why

<" he or she received the voice mail.
A
\/

[ Make sure others know whenyou've
forwarded your phone to them. Tell
coworkers or family members when you
intend to forward your calls to their phone.
It's even more helpful to give them com-
plete information about what calls you're
expecting, so they can be prepared to answer
callers’ questions or resolve an issue.

1 Decide the best place to leave your message. Is
your message more appropriate for voice mail or
a real person? Ask yourself these questions to
make sure you select the correct option: How

urgent is the message? How complex are the de-
tails? Will the complex message need to be passed on to
others by the receiving party? Is the message negative, and
yourwill the tone of voice matter in its delivery?

callers the option of immediately dialing your extension.

[1 Be aware of topics that may be inappropriate for voice mail.

Improve Your Response Rate

The way you leave a voice-mail message can af
whether or not someone calls you babt.increase the
odds that people will return your calls:

A Explain the reason for the call. People are more lik
to call you back if they know why you're calling.

A Specify contactinformation. Spell outyour name, so

A Give details. When people know the exact informati
you want, they can then leave you an answer if tf
happen to get your voice mail.

A Be brief. Try to make your message less than a mirn
long out of respect for the person’s time.

A Speak clearly. Talk somewhat slower than you usua
do. Be sure to enunciate your words.

person will know howto spellit correctly from the star

Negative messages and reprimands can sound cold and harsh
on voice mail. When speaking with people “live,” you can
soften such messages with your tone, the next statement and

ect @ friendly response to other questions.

Leave your name at the beginning and end of the message if
it's unfamiliar to the other person. When people pick up their
voice mail, they’re often caught off guard by an unfamiliar
name and number, particularly when said quickly. At this
point in listening to the message, it's not yet clear if they’ll
want or need to return the call. To make getting a response
easier, repeat your name and number at the beginning and
end of your message.

'®Y  Voice mail has made our lives increasingly more productive.
Used properly, voice mail can help reduce the physical effort
ut@nd cost of paper, postage and travel.

By Dianna Booher, author, speaker, and CEO of Booher Consultants,
aDallas-based communications training firm. Her programs include
communication and life balance/productivity. She has published more
than 40 books, including Communicate with Confidence®, Speak with
Confidence®, and Your Signature Work®. Call (817) 868-1200 or visit
www.booher.com
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TIMESAVERS

povhen fo | Regain Your Composure

Believe it or not, there are times T 00 often people’s minds are consumed with worries over what they

when you should actually put off do- have to do next. They rush from task to task anxious and overwhelmed. By
ing a job. In some situations, the contrast, people who maintain a composed state of mind approach the tasks
wisest thing to do is to wait until later before them with concentrated effort that produces better results.
to begin or complete a tasKhe To maintain composure and meet the demands of your day:

following are situations that may | ® Focus on doing one task at a

merit procrastination: time. Try_m_g_ to do two o

[ Higher priority items—Alwaysset ~ MOore act|V|t|eks at the sam q}‘
aside lower-priority work when time can make you scatter-

something more significant or ur gra'”t?d- —
gent comes up. e Practice presentmindedness.

O Fati Save difficult task Ratherthan stressing over what
aligue — Save arllicult 1asks re you have yetto do, think about
quiring concentration or extrem

. , the present moment as you
accuracy for atime when you'll bé wait or work on what you're
more alert and motivated.

W 1

doing.
[ Minimal time — When you only| e Take breaks between tasks. Before rushing into the nextitem on your agenda, stop
have a few minutes to work, it's a moment to collect your thoughts and relish in your present accomplishment.

often better to do a quick low: e Avoid reacting to beeps and rings. When the telephone rings or your beeper goes
priority task rather thanwhat'son  off, allow yourself to pause before answering or responding to it.
the top of your “to do” list. o Walk ata comfortable pace. Instead of charging down the hall or rushing to your
[0 Inadequate information — Give vehicle, calm yourself and observe what's around you for a minute or two.
yourself more time to obtain the e Arrive early. Plan to arrive at your next meeting or appointment a little early, so
information and input you need t you'll have a chance to quiet your mind and prepare what you want to say.
make a good decision or to accon
plish an important task.

Ot L

)
1

> o “* Each morning when | open my eyes | say to myself: I, not events,

- Ié'xq'ar'etrﬁﬁs‘or']f aOL'ﬁ"‘I’i;F;”f‘;rr'tgn have the power to make me happy or unhappy today. | can choose
extended period 0¥time’y0u prot- which it shall be. Yesterday is dead, tomorrow hasn’t a_lrrlyed yet.
ably don't need to doiitatall. | | have just one day, today, and I'm going to be happy in it”

— Groucho Marx




