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Always read
the small print
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Personal Training
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How to do stuff you hate




Make it the first thing you do

Remind yourself of the benefits
Talk to people. Reduce the fear
Ask for support

Plan in detail

Commit to a start time

Make the first step the easiest
Remember it could be a lot worse

Plan a reward for yourself

Start now. Get it over with




Stay in control without being a freak

Be clear about your own agenda

Allow yourself time to think

Keep on top of your inbox

Plan ahead. It's later than you think
Work out what makes other people tick
Be flexible in your approach

Take time before responding

Check in with people regularly

Keep on top of the finances

Prepare for the best and the worst







Nice Guys Finish
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Listen to people

Be generous with your talents

Don't speak ill of the living

Hurting other people hurts you more
Take time to say thank you

If it feels wrong, it is wrong

Don't discriminate against humans
Volunteer to make things better
Give as much as you take

Keep your desk and conscience clear
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Relax...

Manage stress before you can’t manage anything else



© Be clear what you do and don't want
@ Say thank you, but no thank you
@ If it's not necessary, don't do it

©  Simplify everything you do
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Don't accept impossible deadlines
Negotiate schedules

Promise it later, deliver it earlier

Time spent planning always saves time later
Build in contingency time. You'll need it
Communicate progress regularly

Allow time for checking stuff

Everything has a cycle. Go with it

Don’t give time to time wasters

Start work now. It's later than you think
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Put what you know aside for a moment
Think about something completely different
Imagine how things could be

Know the golden rules, then break them
Draw your problem and then redraw it

Find new words for new ideas

Try varying time, money and people

Import an old idea into a new place

Solve the problem behind the problem

Liberate the simple from the complex









Thank God it's

How to go to work happy

Do something worth doing
Work an eight-hour day

Be relaxed about stress

Work with people you like

Help others enjoy their work
Take pride in what you do
Walk, run or cycle to work
Learn something new every day

Do more of what you're good at

Avoid vending machines

—







Butterflies?

Confidence tricks for caterpillars

What exactly scares you? Really?

Talk through your fears — it shrinks them
Remember no-one else is perfect

Say hello quickly. The rest is easy

Smile - it kick-starts confidence

Go at your own pace

Don't talk yourself down

Focus on your strengths

Do your best, then relax

Be yourself — it's what you're best at




How to make

Big Decisions

you won't bitterly regret for years afterwards
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FIRST
THINGS
FIRST

How to prioritise
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. Urgent, important and interesting
2. Urgent, important but not interesting
3. Important, interesting but not urgent

4. Urgent, interesting but not important

. Important but not interesting or urgent

. Urgent but not interesting or important

. Interesting but not urgent or important

. Not urgent, important or intere




Make time

Remember names Say thank you

Notice small things Keep in touch

Make coffee Be polite

Don’t whinge Be optimistic

Admit to mistakes Ask questions

Resolve conflict Inspire

Interpersonal Skills

Celebrate success

Look for the best

Give good feedback

Lead by example



Don't judge Include people
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Pay your debts Love your family Control your ego

Wait your turn Have a laugh

Introduce people Be on time
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Be interested Respect differences

Keep an open mind

Stay calm Gather opinions Go for lunch

up






Work
Fitness

How to keep fit in the office

Sit up straight. Give your lungs a chance

If it's less than 20 floors, use the stairs

Do something active in your lunch break

Bring your own lunch. It's cheaper and healthier
Put a bottle of water on your desk and finish it
Fill your drawer with fruit and nuts

Walk to the furthest bathroom in the building
Try walking, cycling or canoeing to work

Give yourself thinking time in the gym

Do butt squeezes (your own) in meetings
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