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Introduction

hen you look at writing a weekly column based around a

single subject area, one of the first considerations, before you
all agree it’s a goer, is whether you can easily come up with, say, 25
topics or about six months’ worth of slots. With “The Careerist’, the
FT’s Business Life team and I did this and agreed that six months
down the line we’d see how things were going. That was over two
years ago and, even now, when I realistically expected to be scraping
the bottom of the barrel, I rarely sit around agonizing over what
I’m going to write about next week. I had hugely underestimated
the natural stock of resources to be found in office life.

With the benefit of hindsight, this was perhaps obvious for a
number of reasons. First, most people spend eight hours a day or
more at work. More time than they spend with their families, more
time than they spend asleep. Selling our time to an employer is, for
most of us, our single most significant activity. Not only that, but
work is taking up more of our lives, not less. Second, one of the
biggest points of work is getting ahead, whether it’s for straight-
forward reasons (you want to become CEQ) or secondary reasons
(you want a bigger house). Third, there are innumerable routes, if
not to the very top, then at least upwards. And fourth, not everyone
behaves well (as the career coach Blaire Palmer says in the piece in
this book dealing with favouritism, ‘We expect organizations to be
like a family but they’re often more like the playground’). These are
just a few reasons and there are doubtless dozens more — the thing
about the workplace is that all human life is there.

The upshot of this is that most of us deal with dozens of issues
and situations every week that could have a bearing on our careers.
Some of them are seemingly trivial — using humour in the office,
drinks with colleagues or going on holiday properly. Others are
more obviously serious — sacking someone, commanding respect
and coming back from your own failures. Some are even strangely
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abstract such as becoming an iconoclast. What they all share, though,
is that, large or small, they offer opportunities to shine or, at the
very least, minimize the career damage you suffer when things go
wrong. Moreover, in many of these situations the way forward is
not entirely obvious and there are plenty of tips and tricks that help
you come out ahead.

Perhaps unsurprisingly one of the most enjoyable things about
writing this column has been doing the 300-plus interviews that
went into this book. Many are with the kind of people you’d expect
— career coaches, business psychologists, headhunters, academics
and so on. But others are a little more out there. For instance, there
is Robin Jay, America’s foremost expert on the art of business
lunch. There is William Hanson, a well known etiquette consultant.
There is Joe Navarro, a former FBI agent who’s a globally renowned
expert on body language. And there’s Gerald Ratner, the man who
memorably called his products crap — on how to bounce back from
failure. I am indebted to all these experts who have been kind
enough to speak to me over the last two years and let me pick their
brains.

As the number of experts whose careers are in areas as diverse
as leadership development, personal branding and personal organ-
ization doubtless points up, I am not an expert on any single area.
And the point of this book is not to provide an exhaustive answer
on how to manage under-performers, set career goals or even do
a business breakfast. If you look on Amazon or on the business
shelves of your local bookstore, you’ll find whole books devoted to
many of the topics which this book covers in 650 words — and quite
a few of them will have been written by people quoted in this book.

What this book is intended to offer, though, is a kind of gazetteer
to the world of work. Worried about making a good first impres-
sion or how to conduct an interview? Well, here are the basics.
Need to ask someone for help or think you’ve chosen the wrong
job? Here are half a dozen pointers. Realize you don’t know how to
sack someone or ask for a pay rise? This will provide you with a
good grounding. The advice is pithy, useful, to the point and any of
the topics can be read in under five minutes. That should be enough
to recommend it to anyone who wants to get ahead at work.



Moving onwards
and upwards

Dealing with a blot on your CV

Many people have something in their working past that they would
rather potential employers didn’t know about. But how do you
minimize the impact of a black mark on your CV?

What constitutes a blot on my résumé?

There is a whole spectrum, from the very trivial to the very serious.
‘There’s quite a difference between something very serious like fraud
or professional misconduct and the guilt-by-association type stuff
where you’ve been working for a company that’s collapsed, says
Janet Moran, managing director of the CV House. ‘If it’s the latter,
it’s entirely possible to move on easily.

How should I play it?

“Your CV needs to be a fair and accurate representation of you
—and if it isn’t, you can be dismissed, so you must never lie,” says
Nigel Parslow, UK managing director of the executive search firm
Harvey Nash. ‘But a CV is also a marketing tool, so you can expand
on the good points and gloss over the bad ones.’

Corinne Mills, managing director of Personal Career Manage-
ment, says: ‘It amazes me how many people draw attention to their
shortcomings. They seem to want to announce them out loud.
People often supply way too much information.
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Examples of this include mentioning that you were made redundant
after working somewhere for years or detailing a decades-old poor
degree result. But if you are asked about something you’ve glossed
over in an interview, you should play it straight.

“Work out the question you would least like to be asked and
practise answering it until you have a plausible response that
you can deliver confidently, says Miranda Kennett of First Class
Coach.

Are all negative experiences negative?

‘Candidates’ perceptions of these blots can be far worse than they
are, says Ms Moran. ‘People who’ve been through tough times are
often more useful and experienced than those who’ve only had
things go well for them.

When it comes to negative experiences, time is a great amnesiac.
‘If you’re in your 50s, no one cares about how you messed around
in your early 20s,’ says Mr Parslow. However, he says multiple blots
are harder to dismiss: ‘Everyone can make one mistake, but if you
have two in a row, it starts to look like the problem is you.

What about illness?

Ms Mills says that many people feel the compulsion to detail every-
thing about their health, even when it isn’t asked for. ‘Especially if it
is something that’s been resolved, you should take the view that if
you’re going for the job you’re fit to do it and that’s that.” However,
she adds, long periods of illness may need to be explained. ‘In this
case, write a covering letter, stressing that it’s in your past and that
you are completely recovered now.’

What if my blot is especially glaring or recent?

‘If you have a big, recent gap or issue, you might do a functional
CV, which lists your skills and experience on the first page, rather
than a chronological one,’ says Ms Mills.
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If things are really bad, however, moving on may be tougher.
Ms Moran suggests looking at different industries, using career
transition companies and leveraging the power of your network.
‘If you have messed up very badly, you could ask people you know
and who are trusted and have professional standing to vouch for you.

How to write a covering letter

A covering letter is often still regarded as a proforma adjunct to
a CV. This is a mistake many people make and taking this attitude
could mean that your CV does not get read.

Why are covering letters important?

Your covering letter is likely to be the first thing any prospective
employer sees of you. ‘It’s important to stand out from the crowd
and a well thought-out covering letter can make the difference
between being shortlisted and being dropped,’ says Clive Davis, a
director at financial recruitment consultancy Robert Half. ‘The
whole point of the covering letter is to get you the interview.’

What points should | make?

Your letter should target the job you are applying for. “You need to
remember that at the forefront of the reader’s mind is the question:
Why should I employ this person?’ says business writing consultant
Stephen Lloyd. ‘Give them reasons. Summarize why you should be
interviewed. It needs to be a sales letter.’

James Phillips, a senior adviser at The Fuller CV, adds: ‘It is very
important to do some research on the company and the role and
how you meet their requirements.

Mr Davis suggests you give examples of projects where you have
added value for employers and link your experiences to the role
being advertised. It is fine to mention your interests and show a bit
of your personality too, but this should not be a main point.
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What about style?

The last thing you want to do is sound like everyone else. “Your
letter should sound individually crafted and fresh,” says Mr Lloyd.
‘Don’t use a common letter for all applications and don’t copy
sample letters off the internet.’

He adds that your letter will also provide the first example an
employer will see of your communication skills. “Your covering letter
doesn’t just support your CV, it also shows how you communicate.
It needs to be clear, accurate, well written, and the tone needs to be
appropriate.’

How long should it be?

Brevity is a must as employers are unlikely to devote much time
to to first-round applications. ‘It should be no more than one page
and there should be a fair amount of white space,” says Mr Phillips.
Mr Davis advises: ‘If anything takes too long to explain, just leave
it out.’

What should I avoid?

“Try and stay away from clichés such as “I’m a team player” and
“I have a lot to offer”, says Mr Lloyd. ‘They mean very little and
don’t differentiate you.

He also warns against relying entirely on spellchecks. ‘They
won’t pick up subtle mistakes like principle and principal and form
and from.

You should not mention negatives unless asked about them.
‘Avoid humour and being cute,” adds Mr Davis. ‘You can often get
away with cleverness verbally, by using the right tone of voice and
body language. But you won’t be there when your letter is read.

What if I’'m applying online?

The letter should be essentially the same. ‘{However], with a covering
e-mail, a lot of companies use sophisticated software to search for
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key words, warns Mr Davis. ‘So use words relevant to the job and
mention them more than once.

How to be interviewed

Professionals can sometimes be a little blasé about preparing for an
interview and developing their technique, believing their CVs and
accomplishments speak for themselves. But in today’s cut-throat
job market, there is little room for complacency.

How do I prepare?

You should research the company beforehand but many people
don’t, says London-based interview coach Margaret Buj. ‘It’s very
rare that someone has a thorough understanding of the company
even at the £100,000-£150,000 level. You need to do more than
just read the website. Look at the annual report, press releases and
cuttings. Go in with unexpected information — that’ll really make
you stand out.

Nick Smallman, managing director of Working Voices, a com-
munications skills consultancy, adds: “You need to get together a list
of tight good-to-go speeches that you can deliver with confidence.

How should I structure my answers during the
interview?

‘It helps if you think about three overlapping circles, says Ceri
Roderick, author of You’re Hired! and a partner at occupational
psychologists Pearn Kandola. “The first is task-focused — how do
you get stuff done and deliver? The second is about thought leader-
ship — how do you inspire, are you creative? And the third is about
people management.’

Give the interviewer what they ask for. ‘If it’s a task question,
don’t start waffling about people. And, above all, root your answers
in concrete examples,’ he adds.
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Ms Buj agrees: ‘People give generic overviews but what inter-
viewers really want are specific examples of what you’ve done
and how they relate to the job description. That’s what makes you
memorable.’

You also want to have a few decent questions of your own to
ask and, when it is time to go, show gratitude and tell them you
want the job. ‘Leave them feeling better than when you came in,
says Mr Smallman.

How do I improve my presentation and
delivery?

‘Make sure you’re rested and focused,” says Mr Smallman. ‘Don’t
rush to your interview. During the interview, you should aim to
build a rapport. Connect on a human level and add value. But don’t
overdo it. Don’t just talk about yourself and don’t be too verbose.
Show modesty and be a good listener.’

In terms of body language, he advises: ‘Sit up and be open. Keep
your face switched on and smile. You need to be in the moment.
If there’s more than one person in the interview, make sure you look
at everyone.’

How do I deal with difficult questions?

When discussing your weaknesses, Mr Roderick says: ‘You should
acknowledge them and say you manage them. Be as honest as is
sensible.

That said, he adds that most middle to senior management
interviews are not adversarial. ‘Go in with the right attitude — that
it’s a discussion about a job,” he says. ‘The idea is not to make you
look foolish or put you on the spot.’

Mr Smallman says that you shouldn’t worry too much if you’re not
getting on like old friends. ‘It doesn’t mean things are going badly
— look for what interests them, but remember not every interviewer
is the life of the party.’
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What to do if you’ve chosen the
wrong job

You have started in a new job, but soon realize it is not the right
position for you. What should you do next — and how do you
minimize the negative consequences for all concerned?

Where do | start?

This is probably quite a complex situation. “Work out what is wrong
and get some support,’ says Jane Barrett, an executive coach and co-
author of If Not Now, When? How to Take Charge of Your Career.

Fraser Smart, UK managing director of human resources specialist
Buck Consultants, says: “You should give both sides a chance to see
if [the situation] can be recovered.’

Should I stay...?

‘If you have messed around in the past with numerous short stints,
it may be worth staying longer, says Ruth Colling, a director at
business psychologists Nicholson McBride. ‘Spending a year some-
where can look like a strategic move. You need to evaluate what it
is that is not right and work out whether you can influence or
change these things.

She adds: ‘You may also hate a new job simply because it takes
you out of your comfort zone — but that is a benefit.

Ms Barrett says: ‘Finding a new job can take months. Stay where
you are and keep the money coming in. If you already have a job,
you look less desperate in interviews.’

...orshould I go?

If your role has a high profile, it can be more noticeable and therefore
more damaging to stay on for several months before finally giving
up, says Ms Colling. Also, a quick exit before any probationary
period ends is a lot easier.
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Other reasons for leaving sooner rather than later include if
the problems concern things that cannot be changed, such as the
company culture. Or you may hate the job so much it makes you ill.
“You have to put your sanity and well-being first,” says Ms Barrett.

If you act fast, as Mr Smart points out, ‘You may be able to
reconsider other jobs you were looking at during your search.’

How can | improve matters?

‘Ask for good, clear feedback, says Ms Barrett. “Try to analyse what
is wrong.” Ms Colling suggests talking to someone neutral about
your predicament and, if appropriate, your manager.

Remember that the new employer will have invested time and
money in recruiting you and is likely to want to help. It may turn out
that small changes make a huge difference. Mr Smart says: ‘If it is a
large business, you may also want to look at different areas within
the company. You could ask for an extension of your probationary
period.

How do I explain a short stint to other
employers?

‘Everyone is allowed to make one bad job choice,” says Mr Smart.
“Tell prospective employers.’

However, if you have form in this, you may wish to consider
contracting, consultancy or setting up a business before looking for
another long-term position in order to put some distance between
the job that did not work out and applying for new jobs.

Finally, you may not be required to explain anything: ‘If your job
lasted less than a month, it may not be picked up by new employers.’

A better job offer

You have accepted one job offer but then a better one comes along.
It is a nice problem to have but that does not make it any less of
a dilemma.
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What should I take into account?

“You need to think quite hard about what constitutes a better offer,
especially if you’ve gone through a recruitment process for a senior
role,’ says Alan Redman, a business psychologist with the Criterion
Partnership. ‘Make sure you ask yourself if the new offer is as good
a fit. This is particularly true if the better offer is financially better.
Once you’re in a role, salary tends to be unimportant compared to
things like your relationship with your boss.’

Corinne Mills, joint managing director of Personal Career Man-
agement, advises: ‘If you’re unsure, go and spend half a day in
the new company. You’ll pick up very quickly on whether it’s right
for you.

You should also bear in mind that the first company may counter-
offer. If you are using the second company’s offer as a negotiating
chip that’s fine, but you shouldn’t get into negotiations if you
already know you’re going to go for the second job.

Does it depend on where I am in the process?

As the old joke has it, verbal agreements are not worth the paper
they’re written on — and the verbal agreement stage is perhaps the
last point at which you can walk away without much awkward-
ness. This is also true of the better offer. “The first thing is to make
sure you have the better offer in writing,” says Ms Mills. ‘Until that
happens, you shouldn’t say anything.” If you haven’t signed and
think that a better offer is likely, you may need to delay a bit. It is
perfectly OK to say you need time to look at the contract, but Nigel
Parslow, UK managing director of Harvey Nash Executive Search,
says: “You need to manage the process professionally and if you’re
unsure, it’s better to stay silent until you’re sure.’

What if I have signed a contract?

‘Here, you’re contractually engaged,” says Mr Parslow. “To cut and
run is a bit cheap really and it eats at your integrity.’
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Ms Mills says you need to do what is right for your career,
though she adds: ‘If you’ve signed, then legally you do need to be a
bit careful. It might be worth getting the contract checked out by a
lawyer. However, although HR departments can take legal action
against you, they rarely do. They’ll normally write it off. If you
don’t want to be there, they’d rather you weren’t there.’

How do I deal with actually letting them down?

Mr Redman says the way you tell them should be appropriate to
the relationship that’s been formed.

‘If you’ve been in regular telephone contact then this is how you
should tell them. Anything else is cowardly. Tell them what attracted
you to their job and be clear why the other job is more attractive’

Remember that your original employer may not be that surprised
— especially if you are considered top talent.

‘Companies — especially big ones — will survive the disappoint-
ment,” says Mr Redman. ‘You shouldn’t be too squeamish about
looking after your own prospects.’

How to attract headhunters

It is often assumed that headhunters will find you if and when the
time is right — or that if they don’t call you, you’re not worthy of
their attentions. But contrary to popular belief, being headhunted is
very much a two-way process.

How do I get noticed?

“You’ve got to be open to approach,’ says Clive Davis, a director of
Robert Half, the financial recruitment firm. ‘By this I mean put
yourself out there and raise your profile. Go to industry events and
conferences and become a point of contact and a spokesperson for
your company.’

Carole Stone, author of The Ultimate Guide to Successful
Networking, agrees: ‘“You need to be the person in the audience who
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puts their hand up and asks the question or who writes columns for
industry newsletters and websites. Get your name known.’

Executive recruitment specialist Moira Benigson says attitude is
important, too. ‘Be curious and open to new ideas,” she says. ‘A lot
of people say that they can’t do all these things because of their day
jobs and become very insular. Then they get to 45 and realize they’ve
never looked outside their companies. That’s a very dangerous way
to play it these days. You need to nurture your career ... and don’t
be afraid of taking a calculated risk or jumping. It could be the
making of you.

What about third-party recommendations?

These are greatly valued by headhunters as they come untainted by
direct personal interest. ‘One of the least talked about but critically
important ways of having people recommend you is to be a good
boss,’ says Mr Davis. ‘Headhunters often get valuable information on
potential targets by asking more junior staff [that they are placing]
who they’ve worked for and what they are like to work for.’

Ms Benigson says that this works the other way round, too:
‘Headhunters often look for people who’ve worked with star bosses
such as Alan Leighton. If you work for people like that you pick up
passion and drive and a way of dealing with people. It’s like going
to INSEAD. If you associate yourself with the best it rubs off —
we’re always looking for rising stars.’

How subtle must I be?

Although attracting the attention of headhunters usually involves
indirect initiatives, Ms Stone says, ‘If I was actively looking to move,
I’d also very gently drop hints and sow the seeds’.

This more brazen approach is ideally suited to unashamed
networking forums, such as professional and alumni associations.
‘Alumni networks can be tremendously powerful,” says Mr Davis,
‘for both meeting people who might be looking for someone and
for suggesting to people that you could be looking for change.’
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What should | do when | meet the headhunter?

‘Answer questions about your career with specific examples, says
Ms Benigson. ‘Tell us where you want to end up and what you
want to do. And try to be memorable — tell people something about
yourself that makes you stand out.

Mr Davis says you should cultivate your headhunting contacts
like any others. Even if you are not interested in what they are
offering at the moment, those in the recruitment industry trade
names and recommendations in the same way as other people do.

How to handle references

In these litigious times, references have a reputation for telling people
very little that is meaningful. But can you get more out of them —
either as a jobseeker or a potential employer?

How important are references?

‘Some people don’t think they’re worth the paper they’re written on
as candidates tend to give people they got on really well with,” says
Nigel Parslow, UK managing director of executive search group
Harvey Nash. ‘You should treat them with a degree of scepticism —
especially personal referees.’

However, they can make the difference in marginal cases and
occasionally throw up real surprises. Corinne Mills, joint managing
director of Personal Career Management, says that you should
think of them as ‘the final hurdle candidates have to clear’.

How should I approach references as a candidate?

“You need to manage them,” says Ms Mills. ‘Don’t put them on your
CV unless they are really prestigious and give them only once the
offer has been made.

Make sure you warn referees. ‘Call them up and say “This organ-
ization will be calling you as a referee. The role is this and they’ll be
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looking for X, Y and Z.” Remind them of your achievements. You
need to give them the information and make it easy for them.

What if I have a bad relationship with my boss,
or have left under a cloud?

‘A lot of people who have this problem give the boss as a referee
anyway, says Ms Mills. ‘Don’t. Just give someone else instead.’

If you parted acrimoniously, you may need to explain this and
offer other people who can vouch for your qualities.

How should I approach references as an
employer?

‘Don’t go down the written route,” says Moira Benigson, founder of
executive search firm MBS Group. ‘It takes a lot of effort for people
to write an e-mail, whereas a phone conversation takes 10 minutes
and will tell you far more.

Ms Mills adds: ‘People often won’t write stuff down, but they’ll
give you information off the record. Insist on phone references.

Listen carefully to what referees say, what they don’t say and
even their tone of voice. ‘Referees will sometimes say something
like “You’re asking the wrong questions.” And if they say hardly
anything, that should set alarm bells off too,” says Ms Mills.

Ms Benigson says you should tailor the questions you ask to the
role, with a mix of specifics and open-ended questions. ‘Ask how
good is X at operational delivery. Can they lead from the front?
How would people describe them?’

Are there any other sources of reference?

‘Recruitment consultants often take soft references — who do you
know in that sector who might know of the candidate?’ says
Mr Parslow.

Social media have a role to play too. ‘LinkedIn provides references
of a sort, particularly if you get endorsements from people like
customers and suppliers,” says Ms Mills.
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Writing your CV

With the popularity of business-based social media, the curriculum
vitae might seem an anachronism on its way out. But this isn’t the
case. It remains one of the most basic parts of the job application
process and one of the most important. The proliferation of recruit-
ment websites and online business networks means your CV may be
widely available already. Potential employers could even be reading
it even if you are not looking for a job. Nowadays, your CV isn’t
something you dust off every five years — it’s something you need
to update every few months. This, changing ways of working and
the availability of professional services mean your CV needs more
thought than ever before.

It’s just my career history in reverse order,

isn’t it?

Not any more. CVs have become much more about where you are
going and what you have to offer than where you have come from.
It needs to be a shop window on who you are and show people
what you have to offer, says James Phillips, a senior consultant at
The Fuller CV, a CV-writing service.

Elisabeth Marx, a partner at Stonehaven Executive Search, says
that, at a senior level, companies are looking for your major
achievements: “We want to see things like successful change manage-
ment, restructuring, international work, turnrounds and growing
the business.

What are common pitfalls?

You should start by being honest and not exaggerating. The growth
of electronic databases means that untruths such as bumped-up
academic results are easily uncovered. You should also be very
careful about lesser inaccuracies, such as guessing employment
dates because you can’t remember them, says Sonja Stockton, head
of recruitment at PwC — even if these are honest mistakes, they may
raise red flags with HR forensics.
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Ms Marx says that less is more. ‘Sometimes we get 20-page CVs,
but, even at a very senior level, they should be no more than two
pages — and one page is even better.

Mr Phillips adds that this minimalist approach should apply to
the writing as well. ‘CVs are often highly verbose and riddled with
clichés. You want to be clear and concise, he says.

Should I write my own CV?

The argument for doing this is that you know yourself like no one
else. But the arguments against are compelling, too. For instance, if
you only do something once every five years, you are unlikely to be
that good at it and if you spend four days struggling, you may well
be better off paying someone else to do it professionally. For those
looking to outsource the task, there are companies such as the
aforementioned The Fuller CV and The CV House in the UK, and
ResumeWriters.com and ThelLadders in the USA. Equally, head-
hunters and recruiters will often work with you to burnish your
résumé. And even if you’re writing your own CV, you should seek
feedback, preferably from someone who knows the professional you.

Do different countries expect different CVs?

At a senior level, says Ms Marx, there is now a fairly accepted
international style. In middle management, however, there are still
local idiosyncrasies, ‘For instance, a lot of Germans still put their
photo on their CV;, she says. And, she adds, Americans, with their
focus on presentation and selling, tend to construct stronger CVs.

Anything else?

Avoid silly gimmicks. At one end of the scale, this means that
employers don’t want fancy fonts and descriptions of your pets under
‘outside interests’. And at the other end, it means resisting the urge to
make video CVs like Aleksey Vayner’s infamous 2006 ‘Impossible is
Nothing’, an application to UBS that became a YouTube phenomenon
in a way Mr Vayner could never have imagined.
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Resignation etiquette

Nobody likes resigning and, as often as not, it’s an unpleasant shock
for your boss. But you should handle it with tact and diplomacy —
and there’s far more to it than simply dropping a letter on your line
manager’s desk.

Why should I worry about resignation
etiquette?

“‘Whenever you quit, you are basically firing your boss and your
company, says Stephen Viscusi, author of Bulletproof Your Job.
“When you resign, you’re making your line manager look bad so
you need to make it clear to them it’s not personal.’

It is worth bearing in mind that you may be causing your boss
considerable difficulties because these days it is common for those
who resign to not be replaced. Even in better economic times, it can
take months for a replacement to begin.

“You really need to think through your leaving strategy, says
Nigel Parslow, UK managing director for Harvey Nash Executive
Search. “You should resign with a high degree of humility and
empathy.’

Who should I discuss my resignation with?

As well as telling your line manager, you may also have a sponsor
or mentor in the company — perhaps the person who brought you
in. They should be informed, too.

Once you have resigned, keep it to yourself. Your boss and
your company should decide when it is going to become public
knowledge. And when you do tell your friends and colleagues, you
need to give them the same line you gave your boss.

It leaves a nasty taste if your ‘real’ reason for leaving gets back to
your manager — and it is far more likely to do so when people start
to regard you as an ex-colleague.
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What if my employer tries to tempt me
to stay?

You should always listen to what they have to say because you
never know what might have been round the corner. But it is worth
remembering that those who accept offers to stay, especially when
they are just for more money, often leave fairly soon anyway — and
it can be much messier the second time round.

Why should | worry about my old boss when
I already have a new job?

An amicable parting of ways will mean that any onerous contractual
obligations are unlikely to be enforced. Furthermore, your brilliant
new job might not work out — and even if it does, a good relation-
ship with your old boss is something you may wish to fall back on
several jobs hence.

‘I still get reference calls from people who worked for me seven
to nine years ago, says Mr Viscusi.

While many companies no longer provide formal references, a
boss you get on well with may give you an informal reference. Even
if external factors such as a takeover mean things have worked out
badly for you, you want someone who can explain why you left in
a way that reflects well on you. And, of course, if you stay in the
same sector, there is always a chance you will run into your boss
again.

Surely it is still possible to leave with
a bang?

Ten years ago, a churlish exit could be easily airbrushed out of
your history. But networking sites, databases and online corporate
alumni resources mean your former bosses are far easier to uncover
than they once were.

You do not want to be forever haunted by an ill-considered
swipe you made in 2009.
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Working during your notice period

Once you have decided you are going to leave a job, your relationship
with your employer changes fundamentally. How should you make
the best of your last days at a company?

How should I behave?

“Whether you’ve handed in your notice or not, you should carry
on working with integrity, says Moira Benigson, managing partner
of MBS Group, an executive search company. “You never know
when you’ll need your employers again or when you’ll come across
them.

Don’t be tempted to download files or pilfer contacts, says
Hannah Stratford, head of business psychology at HR consultancy
ETS. ‘It might seem like a good idea at the time but it isn’t. It will
make everyone, including your new employer, question your integrity.’

Ms Stratford adds that you also need to stay engaged. ‘Having
decided you’re going to move on, the tendency is to emotionally
detach yourself. You should try to resist that. It is very important to
continue to be professional. You want to be remembered for the
right reasons.’

What if I haven’t resigned yet?

This can be very difficult, especially if you know you’re leaving long
in advance (for instance, if you’re moving for family reasons).
‘Ideally you’d be honest and open, but you don’t want to put your
career and salary at risk,” says Ms Stratford.

‘It’s a high-wire act,’ explains John Lees, an executive coach and
author of Take Control of Your Career. ‘How you engage with
things like long-term projects can be very tricky. You can’t let it slip
in passing, but at the same time it is fraudulent to say that you’re
fully committed to these projects.’

Ms Stratford says: “You may need to play for time a bit. You
might use other work commitments as an excuse not to take on



Moving Onwards and Upwards

more projects or put another member of your team forward as a
developmental opportunity.’

Ms Benigson adds that you need to be careful in the language
that you use to describe your current employer: ‘Don’t bad-mouth
your organization to make yourself feel better about leaving or to
talk yourself into acting.’

What should I do after I’ve resigned?

‘Offer to help recruit and support your replacement,” says Ms
Stratford. ‘A smooth transition reflects well on you and a good
relationship with your successor means they won’t classically blame
problems on the last guy.’

Mr Lees takes a similar line: ‘Some people work flat out until
their last day and don’t do any transition. Ensuring knowledge is
transferred is more important than finishing every last part of a
project.

He adds that even once you’ve resigned, you may need to be
careful about who you tell: ‘People often leak to trusted colleagues
and friends before an official announcement is made. But you must
give a huge amount of respect to the official channels.’

What if I’'m being held to a long notice period?

‘Sometimes you might need to plead and beg,’ says Ms Benigson.
‘T've heard of the CEO of the recruiting company calling up the
other CEO to reason with him.’

How to work with the person you will
replace

Time spent working alongside the person you’re going to replace
should be a chance to transfer knowledge and ensure the smoothest
of handovers. But not everyone wants to help their successor.
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What is the ideal scenario?

Gary Fitzgibbon, a business psychologist, says: ‘If someone good is
overlapping with you for a few weeks and they’re happy to be going
and to share what they know with you, then it’s a gift.

John Lees, author of The Interview Expert and How to Get a Job
You’ll Love, adds: ‘It can be extremely positive and show that a
company takes succession planning very seriously.

How do I avoid problems?

Difficulties typically arise when the incumbent was passed over for
the job or there is vagueness about the date of their departure.
‘Beware of being a hostage to fortune,” says Mr Lees.

That said, there will be situations where a carrot will be dangled
in front of you but without a firm commitment. ‘In this situation,
the best thing to do is to negotiate a review date as part of the offer,
says Mr Lees. ‘It’s very easy to be dazzled in the headlights and
seduced by the positives. But you have more power to resolve things
before you sign on the dotted line.

How do I deal with someone who
resents me?

This usually occurs when your predecessor is an interim who
wanted the job themselves.

‘It can be difficult,’ says executive coach Ros Taylor. “They might
be very bitter, but they might also be the key to the knowledge that
you need.’ In this case, she explains, ‘you need to square up to them
and say, “I know you think you should have got the job but I did.”
Don’t pretend they’re not there and let the resentment build up.’

Also, be empathetic: tell them they have information you need
and use a little flattery to persuade them to help you. Explain that
it is better to leave a good legacy rather than a bad one.

Mr Fitzgibbon says: ‘It’s about building a relationship with them.
The animosity will often go after one or two conversations. Don’t
go in saying how sorry you are that you got the job and they didn’t.
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But if the subject comes up, let them have their say. It’s like dealing
with complaints: you should let people express themselves.’

However, he adds: ‘If you can’t form a relationship with the
person, you should talk to HR... Explaining there are problems
now means you’re less likely to be blamed later.

How do I deal with an incumbent who is
hanging on?

Typically this happens when you have been given a possibility
rather than a firm offer. Ms Taylor suggests: “You might point out
that two people are effectively being paid to do the job and try to
get a time limit set on it.’

‘If the person is approaching retirement, they may not have come
to terms with this.

However, Mr Fitzgibbon says you need to be realistic about
yourself too. ‘The possibility of a job is not a job, so treat it with a
pinch of salt. It might be hope on your part and a lack of objectivity
about your situation.

Finding a job while working

As the old saying goes, the best time to find a job is when you have
a job. But how do you find the hours to do so — and how do you
ensure you don’t upset your present employer?

How difficult is it?

‘It’s easier than it was, says Clive Davis, a director at Robert Half,
the financial recruitment firm. ‘You can do everything electronically
and people are far more flexible. [Recruiters] will also often see you
outside normal working hours.” Corinne Mills, managing director,
Personal Career Management, says, ‘It’s always easier to look for a
job while you’re employed — there are so many networking oppor-
tunities with suppliers, customers, conferences and so on. You also
have more confidence.’
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How should I deal with the need to leave work?

Ms Mills advises against inventing doctor’s appointments. ‘There’s
always a danger you can get caught out and that can lead to
disciplinary measures. It’s better just to say “I have a personal matter
to deal with.” Or don’t say anything. Just explain you need to come
in late.

You have to create time (or take leave) to find a new job. ‘People
often use lack of time as an excuse,” says Ms Mills. “If you’re doing
that, you don’t want it enough. Your career is more important than
your job.’

Should I tell my employer?

This is not usually a good idea. Justin Spray, a director of business
psychologists Mendas, says, “You can’t predict how an employer
will react to your looking elsewhere. Some will immediately limit
your opportunities or react very emotionally.

It’s natural to feel a bit guilty but you shouldn’t get too hung up
on this. If you are confronted, the best response is to say that you’re
committed to the organization, but that it makes sense to be aware
of what is on offer.

However, there are times when it’s not a bad idea to let your
company know that others may be interested in you. ‘Having candid
conversations with your employer about your career aims should
be part of your relationship with your manager, says Mr Spray.
‘A good way of starting [these conversations] might be to tell your
boss that you’ve been approached by a headhunter.

Can online services help?

Social media are a double-edged sword. This year, a UK executive
was sacked for saying on LinkedIn he was interested in career
opportunities. “You need to be very cautious about what you post
online,” says Mr Davis. ‘Don’t over-communicate.” Keep online profiles

up-to-date, so the fact that you’ve recently changed them is no
big deal.
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However, the web and social media provide fantastic oppor-
tunities, even delivering job alerts to your smartphone. Mr Davis
adds: ‘Because there are so many opportunities out there, you need
to be very clear about what you want.

What should | watch out for?

Ms Mills warns that some unscrupulous companies interview
competitors’ staff as a means of gathering competitive intelligence.
Be very careful what you divulge.

You should also look internally. “This should be a first resort, not
a last resort, she adds.
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Work and the rest
of your life

How to avoid burnout

We are constantly being asked to do more with less, work longer
and blur the boundaries of work and life. It’s no wonder that work-
related stress has become the leading cause of workplace absence.
But if you can’t avoid stress, how do you mitigate it? How do
you prevent yourself becoming overwhelmed by work, and avoid
burnout?

What is burnout and what are the signs?

‘Burnout is when people get to the end of their personal reserves,’
says Kevin Friery, clinical director of Right Corecare, an employee
assistance programme provider. “The well is empty and you’re
exhausted.” Geraldine Gallacher, executive coach, says: ‘If you’re
not sleeping, are drinking more, beginning to feel angry for no
particular reason and losing interest in things that normally excite
you, then you’re on the road to burnout.” She adds: ‘A lot of my
clients find themselves in the “tired but wired” phase where they are
exhausted but somehow can’t rest.’

What are the causes?

‘The biggest issue is workload and a long-hours culture, says
Andrea Broughton, principal research fellow at the Institute for
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Employment Studies. However, she adds that ‘people can manage a
big workload if their private life is going well, but when that starts
to go wrong, everything else goes wrong’.

Other factors can include reporting to multiple bosses, lack of
empowerment, an inability to delegate and someone’s underlying
mental and physical health.

What steps can | take to prevent burnout?

‘Take control of your workload, says Ms Broughton. ‘Ask what
you can delegate. Talk through workload issues with your manager
and have the confidence to prioritize.” Do not take on more than
you can cope with, take breaks and recognize that when it comes to
hours worked, less can be more.

Mr Friery says: “You can develop skills like being calm under
pressure. You also need to depersonalize difficult decisions and
recognize that they’re business choices you’re making.’ Having
good relationships with colleagues reduces aggravation — and you
can learn from people who appear to cope well with stress.

What should I do if it all gets too much?

“You need to accept that you can’t go on like this, which is easier
said than done, says Ms Gallacher. There is still quite a bit of
stigma around talking about stress, but you must. Ideally, speak to
someone not involved, such as a coach or a mentor.

“You need people to draw on as your own resources are depleted,
says Mr Friery.

If you do decide to take time off, you must ensure that the organ-
ization finds someone to pick up the slack, so you don’t come back
to the same problem.

What can I do to prevent burnout in those
I manage?

‘As a manager, you need to set a good example,’ says Ms Broughton.
‘Don’t work weekends. Don’t send e-mails at 3am.
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Encourage a culture where people can talk about problems and
have the support they need.

For everyone’s sake, your own included, have realistic expectations.
‘Recognize that they often won’t do your bidding perfectly,” adds
Mr Friery.

How to work part time

Part-time working is gaining in popularity and is seen by many as
a way of finding a balance between career and home life. But how
do you go about cutting your hours? And can you really further
your career on fewer than five days a week?

Can anyone do it?

Certain roles are better suited to part-time working than others.
‘If you’re client-facing in any way, it can be really difficult to go part
time, says Miranda Kennett, an executive coach. “Whereas, if you’re
in a strategic or planning role, it works far better.

That said, mobile phones, e-mail and laptops have made part-
time work easier for everyone. It is also worth remembering that
part-time working may not be doing a certain number of days per
week. It could mean doing nine months a year, which works very
well for jobs that are project-based.

How do I approach my employer?

“You need to go to your boss with a case,’ says Ian Gooden, chief
operating officer of HR consultancy Chiumento. ‘Don’t just say you
want to work part time — think about how it can be done and what
the benefits are for your employer. It will work if both parties want
it to work — and a lot of it comes down to your relationship with
your boss.’

He says a good way of pitching it is: “‘Would you rather have an
excellent person three days or an average person for five?’
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With many organizations still looking to cut costs, your employer
might well jump at the chance.

What are the practical points to making it work?

‘One big thing is flexibility, says Jennifer Marshall, who works four
days a week as an equity partner at Allen & Overy, the law firm.
‘I normally work Monday to Thursday, but if I have a meeting I will
change it.

Ms Marshall adds that you need to be in an organization with
the right culture, too. ‘I get fantastic support at the associate level.
We also have a policy that is written down for part-time equity
partners. I think that is important — as it means it has the official
stamp of approval. Our firm believes in it.

How do you ensure your job doesn’t creep back
into your day(s) off?

“You have to be quite firm,” says Ms Kennett. ‘But the most difficult
thing can often be disciplining yourself. Very conscientious people
often do a lot of work at home anyway.’

She suggests that you find something to do on your non-work
days. ‘Don’t fritter the time away, doing things like picking up the
dry cleaning.

Ms Marshall says: T tell people T'll be checking my e-mail at
such and such a time. That way, they don’t expect a response in five
minutes.’

She adds that people often ask if she does a five-day job in four
days. “The answer is yes, but previously I was doing a seven-day job
in five days, so I don’t feel like ’m being short-changed.’

Are there limits?

There is a general consensus that many people can do a full job in
four days a week but that once you get to three and below, you start
talking about job shares and all that that entails.
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Achieving a work-life balance while
doing an MBA

Many high fliers struggle with their work-life balance as it is, but
what happens when you start doing an executive MBA (EMBA)
alongside your job?

What problems am | likely to face?

‘It’s extremely difficult,” says Cary Cooper, professor of organiza-
tional behaviour at Lancaster University Management School. “You
work all day long and then you have to do your [programme] at
night. You have to do your course, ensure you show your employer
commitment and try and give your family enough time too.’

He notes that the recession has made things even harder.
‘Companies have downsized and there’s more work for those who
remain — and they’re more insecure, so they feel the need to be
present and they feel guilty when they’re out of the office.

Ilona Simpson graduated from the IESE (Barcelona) global
EMBA programme in 2007, during which she was promoted and
moved from Germany to the UK. She says: “There is no balance if
you decide to do these things — it’s simply a matter of priorities.’

How do you deal with demands from
work?

It helps if you can convince your employer that doing an EMBA is
not just about your personal career, but is also about the skills that
will make you a more productive employee. An understanding
manager should let you delegate some of your responsibilities for
the duration of your course.

It is also crucial to kiss goodbye to presenteeism. ‘You have to
identify the things that really matter to your boss and company and
concentrate on those,” says Professor Cooper.

‘Work hard, but don’t work long. In the end, people will judge
you by what you achieve.’
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Another strategy for managing the juggling act is to seek out
projects in your EMBA that overlap with your job — either in terms
of subject matter or skill set.

What about demands from outside work?

“Your personal disposable time with your spouse and kids is going
to be at a minimum,’ says Professor Cooper. ‘Unless you have a very
supportive spouse, there may be problems at home.

Ms Simpson notes that EMBAs tend to put stress on any cracks
that may exist in a relationship. This means you have to nurture
personal and social relationships as they will help support you
during your EMBA. Some students have found an ideal solution is
for spouses to study for EMBAs together.

Tatiana Quadrello, a senior researcher at The Work Foundation,
adds that it is risky to sacrifice your social life: “We all know how
important networks are, both for support and your career. An
[EMBA] might take three years to complete. A lot can happen in
your life in that time.

It is important to still take holidays. Indeed, it is worth exploring
whether you can extend overseas study terms into family holidays
— or even combine them with work trips.

How can I avoid pressure?

Elena Liquete, MBA director at IESE, says it is easier to compart-
mentalize if you opt for a modular EMBA with study concentrated
into blocks of weeks during the year.

In any case, all EMBAs will have peaks and troughs in work so
you should try to plan around these strategically from the outset.

Working fewer hours

We are forever being told to work ‘smarter’ instead of harder and
to find a meaningful work-life balance. But standing in the way of
this are a long-hours culture, presenteeism and job insecurity. Is it
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actually possible to cut down our hours, boost our productivity and
go home on time?

What are the arguments for going home on time?

“You need to change your mindset,’ says efficiency coach Heather
Townsend. ‘Unless you actually bill by the hour, it should be about
what you put in, not how long you work. Remember, too, that people
become unproductive. When you stop being productive, put your
hand up. Leave the office and if you have to do an hour later at
home, do it.

Ms Townsend adds that you should find compelling reasons to
leave the office, such as meeting friends: ‘A lot of people who work
long hours do so simply because they have no good reason to leave.’

Do I need to reduce my workload?

Not necessarily — you may just need to plan better. Many people take
longer than they should over tasks simply because they approach
them chaotically. ‘Just take a few minutes out to plan what it is you
want to get done,’ says Clare Evans, a time management coach.

Fergus O’Connell, author of Work Less, Achieve More: Great
Ideas to Get Your Life Back, says you need to make realistic
commitments too: ‘“The boss says, “Can you do this by next week?”
and you say, “Sure.” What you should say is “Let me take a look so
I can build a plan.” That way you can do it with the least amount of
effort and firefighting. A lot of people make unrealistic commitments
and, as a result, work very inefficiently.

You should also build some flexibility into your planning so that
minor problems don’t throw your whole day out.

Mr O’Connell also recommends ruthless prioritizing. ‘People
often say “Everything I do is massively important.” This isn’t true.
Figure out what really matters.’

You can also make yourself more productive by taking breaks
and restricting time leeches, such as e-mail. ‘If you want an instant
reply or a discussion, pick up the phone rather than e-mail back and
forth,’ says Ms Evans.
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Can I just say no?

Recognize that your job has boundaries. A lot of people experience
a kind of ‘role creep’, where they constantly take on things they
shouldn’t be doing. ‘Learn to say no nicely,’ says Mr O’Connell. ‘It’s
an essential skill. People often think that if they’re overworked, they
just need to finish the next thing. But if you do that, it never gets
any better. Saying no doesn’t mean you’re not pulling your weight.
It means you’re saying no to unimportant things.’

What if | work in an office where presenteeism is
the norm?

At some point you might have to take a stand. ‘There is something
to be said for being assertive and standing up for yourself, says
Ms Townsend. “You may have a boss who works 10- to 12-hour
days. But you can set standards upwards as well as downwards.
You should also be realistic. How many e-mails and phone calls do
you miss by not being there after 6pm?’

If your boss is unhappy with you leaving on time, you may
wish to talk about being rewarded on your results. However,
Ms Townsend says, the likeliest outcome is: ‘You leave on time
and nothing happens.’

Working from home

Doing at least part of your job from home has become more popular
and much easier during the past decade; indeed, many companies
encourage it, not least because they save on office rents. But how do
you make the most of it? And when it comes to getting ahead, can
out of sight mean out of mind?

Is organizational culture important?

‘If you work in a results-based culture and have a lot of support,
it might be relatively easy, says Jane Sullivan, senior consultant
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at The Work Foundation. ‘But if you work for an organization that
judges people on how much time they spend in the office then it’s
much harder. Look at who gets promoted — figure out which one
your employer is.

Roger Delves, director of the MSc in Management at Ashridge
Business School, adds: ‘It can work better in places where people
direct strongly, and less well in more collaborative cultures.

If your boss is uncertain about letting you do it, you need to
agree clear performance targets and prove you can deliver.

Are there any practical points?

‘Only do it if you can devote space at home to it,” says Mr Delves.
‘Have somewhere separate — so you’re going into your professional
space. Some people can do this mentally, but most people need to
do it physically. It helps avoid mission creep.’

Some people hate working from home. Occasionally this is because
they are bad at disciplining themselves, but more often it is simply
because they feel isolated. ‘Some people energize themselves by
being with other people,’ says Mr Delves.

Remember that having children around can be problematic, even
if a partner is looking after them.

Finally, people often feel privileged but slightly guilty when
working at home and, as a result, overwork. ‘Of course, no one can
see you do this, notes Ms Sullivan.

How many days you do will vary according to your role. ‘Use
common sense and be sensitive,” says Ms Sullivan. ‘If you’re a manager
your staff expect to see you and you should want to see them.

Are some tasks better completed at
home?

‘I try and do one day a week, says Monica Burch, chairman of the
law firm Addleshaw Goddard. ‘It’s a bit of space for things you need
to really think about — like a speech you have to write. It’s very
concentrated, productive time.’
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Mr Delves adds: “You spend a lot less time being reactive and
responding to other people’s needs...It also works very well if you
have to deal with people in different time zones.’

How do | manage my visibility?

You may need to blow your own trumpet and make sure those who
matter are aware of what you have done, but staying in the loop is
just as important. ‘In many organizations the important stuff doesn’t
come through formal networks, says Ms Sullivan. In fact, if you
spend two days a week at home on concentrated productive work,
she says, you might want to put more effort into making connec-
tions while you are in the office. ‘In terms of your career, spending
proportionally more time in the office networking might be a better
idea’

You should also be proactive when you’re at home. E-mail people,
call them, nudge them electronically — this may be enough to create
a kind of presence.

Beating stress

Today’s work culture means most people are familiar with the
symptoms of stress and how to combat it through proper exercise,
relaxation and diet. But a deeper understanding of stress is necessary
to stop it adversely affecting both your career and your health — and
can even help you turn it to your advantage.

Is all stress bad?

Cary Cooper, professor of organizational psychology and health
at Lancaster University, says you need to learn to differentiate
between stress and pressure, which can be thought of as ‘good
stress’. ‘Pressure is stimulating and motivating and it makes you
more productive,” he says. ‘A lot of people love pressure... [But]
when the pressure becomes greater than your ability to cope then
you’re in the [bad] stress area.
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What should I look out for?

‘Learn to recognize your early warning signs,” says Jessica Colling,
product director at corporate well-being consultancy Vielife. These
can be behavioural, physical or cognitive — for instance, being
irritable, suffering from headaches or a sudden lack of confidence.
As many people are poor judges of themselves, she suggests asking
a friend or family member to help you spot signs of stress.

What are some of the root causes?

Job insecurities, excessive workloads, bullying bosses, a lack of
autonomy or a culture of long hours or micromanagement are all
more keenly felt in a downturn. ‘There have been so many [job] cuts
that workloads have increased massively, says Professor Cooper.
‘People feel guilty about leaving work at a reasonable time and
“presenteeism” takes over.

Ms Colling highlights the role of our own responses to pressure:
‘Often we cause ourselves stress through our reactions to situations,
rather than the situation itself.

How do I deal with it?

Recognize that stress becomes a vicious circle and that you need to
break the circle by addressing the causes rather than just working
harder. Few systems work well when operating flat out, so create
time to order your thoughts, plan your tasks and digest what is
going on around you. If you are constantly putting in long hours,
then create compelling reasons to leave work on time.

‘Think of this as a kind of emotional exercise,” says Professor
Cooper. ‘Even if you enjoy working from eight until eight, in the
long term it’s not good for you.’

More specifically, if your boss is micromanaging or overloading
you, then speak to them. If you manage others, remember that a
pressure-cooker environment is likely to impair productivity.
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How can I harness ‘good’ stress?

‘Recognize the fact that stress is there and reframe it as a positive
thing,” says Octavius Black, founder of the Mind Gym. “You might
think that the best moments in your life are full of stress — they’re
challenging and difficult. Or you could ask yourself how people you
admire would deal with what you consider a stressful situation.’

It is all about managing stress to keep the levels high enough to
drive you forward without leaving you overwhelmed. ‘Look for
the upside and use stress to your advantage, he says. ‘Overcoming
difficulties and challenges is how you progress.

Being fit for the job

Conventional wisdom suggests that being in good physical shape
improves most areas of your life, including your career. But how
do you strike the right work-Lycra balance — and can you take
being fit for the job too far?

How does fitness improve my performance
at work?

‘It does make a big difference,’ says personal trainer Kathryn
Freeland. ‘There are real mental and physical benefits. You eat better,
you feel more energetic, more alert and your head will be clearer.
You’ll also sleep better, which is really important.

Doing exercise can also help you cope with stress and it improves
the posture of those who are largely desk-bound. Moreover, she
says, ‘If you’re in good shape, you tend to shrug off illnesses better
and take less time off sick.

Octavius Black, founder of the Mind Gym, agrees. ‘I remember
a teacher saying being fit was worth an extra grade in exams, he
explains. “You’re more likely to be creative and proactive and you’ll
have more stamina, which is likely to feed into longer-term career
success. I'm always impressed with the number of CEOs and senior
politicians you see out running in places like Hyde Park.
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How do I fit exercise into my busy schedule?

‘If you can [work] it into your commute, you won’t have to take
time out and you’ll be energized when you arrive, Ms Freeland
says. Otherwise, she advises, ‘do whatever you’ll enjoy and stick
with and don’t set yourself up to fail by saying you’ll go five times
a week then getting upset when you only make two. Go on the basis
that something will always be better than nothing.

What should I avoid?

High achievers can be prone to exercise addiction and long workouts
every day. But not only do these eat up your time, they are also
counterproductive inasmuch as not resting can make you more
prone to illness and injury.

Bear in mind that your regime is not that interesting to others, so
avoid being an exercise bore. Also remember that sweaty workout
clothes are not a badge of honour. ‘It’s good that people know you
bike in, but don’t leave your cycling T-shirt on all morning,’ says
personal branding consultant Jennifer Holloway. ‘That sends out
the message that you have no self-awareness. If I'm looking for a
team leader, I won’t choose Mr Sweaty.’

Does it affect how others see me?

‘It does change perceptions, says Ms Holloway. ‘If you’re out of
shape, it’s a bit like being scruffy and can lead to the idea that
you can’t be bothered, whereas if you show people you’re willing to
invest in yourself, they’ll be willing to invest in you.’

People respect those who do something and stick with it — and
this is particularly true of weight loss because it’s so visible.

‘Exercise and sports can be very good for social cohesion and
a great way to form a social bond and rapport,” adds Mr Black.
T cycle and I feel a bond with other cyclists. I know people on
boards who have taken up running because the CEO does.



Working nicely
with others

How to talk people round

Having to implement decisions that employees may not like is a
big part of managerial life. So how do you convince your team to
follow your lead, especially if it involves a downside for them?

Can | prepare to persuade?

‘Plan your influencing strategy carefully,” says Melanie Long, a busi-
ness psychologist at talent measurement specialists SHL. ‘People
change at different times. You should focus on those who have
influence in the group. Identify role models and use the political
mechanics of the organization to target stakeholders.’

Your position will also be greatly strengthened if you develop
a good rapport with people by helping them, says Steve Martin,
co-author of Yes! 50 Secrets from the Science of Persuasion. “You
are at your most influential immediately after someone has said
“thank you” so build up obligations beforehand.’

How do I present the decision?

You need to appeal to hearts and minds. ‘Leaders often come up
with really strong rational arguments, says Ms Long. ‘But they
don’t include people so they feel part of it. Tell a story, appeal to
people’s emotions, and put yourself in their shoes. Consult widely
and act on this input, rather than presenting it as a fait accompli.

39



The Careerist

Jessica Pryce-Jones, CEO of performance consultancy iOpener,
says that fear of the unknown needs to be dispelled. ‘Connect back
to times where similar actions have worked,’ she says.

You should also recognize that influence is an ongoing process.
‘The process is like presenting a two-year-old with a Brussels
sprout, says Ms Pryce-Jones. ‘You don’t change it, but you do try to
make it palatable.

What about me?

‘Lead by example,’ says Ms Pryce-Jones. ‘You have to share the pain
as well”

One of the reasons that, historically, Japanese CEOs have had
relatively little difficulty persuading staff to take pay cuts is because
they so often take brutal ones themselves.

Mr Martin says that you should not tell people: ‘You should do
this because of my position in the hierarchy or because it comes
from the top.’ It is better to be seen as someone who is in a position
of authority.

If you are speaking to an audience you don’t know well, he says,
one of the best things you can do is tell them why they should listen:
‘credentialize yourself’. You can mention externalities, such as the
economy, but to dwell on them too much can look like you are trying
to avoid responsibility.

What about those I can’t talk round?

‘Do mention payback, says Ms Pryce-Jones. ‘Say, “I don’t like having
to do this, but when things get better you’ll be the first people whose
efforts are recognized.”

But along with the carrot, you should also invoke the stick. Make
it clear that if they don’t take the action, there will be negative
effects on other team members and third parties and their relation-
ships with them.

Mr Martin says: ‘You can also appeal to [personal] loss. It sounds
counter-intuitive but people are very risk averse. Say this is what
you could lose if you don’t take action.’
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Being a good team player

Advice on how to be a leader, a maverick and a standout is every-
where. But nowadays nearly all of us work collaboratively in teams
and being able to play nicely with others is hugely important.
So how do you strike the right balance between your own ambition
and being a team player?

Why is being a team player so important?

‘Almost everyone is part of a team in some sense,” says Graham
Abbey, an executive coach at March Friday. ‘The ability to work
together is incredibly important. If everyone was challenging the
status quo and pushing boundaries all the time, you’d have chaos.

What are the keys to working in a team?

“You need the capacity to understand other people and to see things
from their perspective, says Robert Myatt, a director at business
psychologists Kaisen. ‘Look for the sources of reciprocity and
collaboration. What are the currencies — such as time and expertise
— that you can trade?’

Ian Gooden, chief operating officer of HR consultancy Chiu-
mento, says: ‘Recognize and value diversity in working styles — you
don’t want a whole team of big-picture thinkers.” You should also
look at motivation: ‘Not everyone is there for the same reasons you
are. Understand what makes people tick.’

How do I deal with disagreements?

‘A lot of it is about self-awareness,” says Mr Abbey. “Where can
you make compromises that aren’t that important to you but mean
a lot to others? You need to achieve your goals without stepping on
too many toes and know which battles to fight.

However, there can be too much harmony. “You see plenty of
situations where a desire not to rock the boat means that you don’t
see big risks, says Mr Abbey. ‘If everyone plays too much for the team,
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you can get a kind of groupthink and an abdication of personal
responsibility.

What about recognition?

“You need to put yourself somewhere between being too self-
aggrandizing and hiding your light under a bushel,” says Mr Myatt.
‘Make sure the right people know the right things about you. Don’t
believe that your achievements will speak for themselves but don’t
build your reputation at the expense of others.

Are senior teams different?

‘As you get higher up, the nature of teams changes,” says Mr Abbey.
‘Many people see teams as rallying behind one unifying cause. But,
at a senior level, people may have very different goals. So being a
good team player at this level requires recognizing many different
agendas and can be very political. It is about managing short-term
objectives and longer-term relationships.’

How do I deal with difficult colleagues?

‘Ultimately, this is the responsibility of the leader, says Mr Myatt.
‘If the leader is unaware of this, talk to them but show them the
evidence rather than offering opinion.’

As singling out individuals can be difficult and demoralizing,
Mr Myatt suggests building a contract with each other. ‘Agree how
things will be done and you’ll have a document to go back to.’

That said, if you can speak frankly to each other, you should.
‘One of the great themes in high-performing teams is the ability to
give each other feedback,” says Mr Gooden.

Working with people you don’t like

Colleagues are like family — you don’t get to choose them. So how do
you create a decent working relationship with those you don’t like?
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How do I approach the situation?

‘We tend to think that we should get on very well with everyone in
the office,” says Graham Abbey, an executive coach at March Friday.
‘But it’s not like that — and like and dislike are very different to
active dislike. It can be enough to focus on the work, not the person.
You also need to ask yourself how significant they are. If you can
avoid them easily, they’re not significant.’

Alan Redman, a business psychologist with the Criterion Partner-
ship, says: “There are plenty of people who are mildly irritating.
It becomes a real issue when you find the person teeth-grindingly
awful and you have to spend a lot of time with them.’

Whatever the case, you should address these problems rather
than let them fester and grow.

Can | make it better?

‘Dig into why you dislike them, says Mr Abbey. “When we find
something we dislike about people, we tend to focus on that and
dwell on it.” It helps if you separate the behaviours from the person
too. So, instead of disliking Bob, it might be that you just dislike the
way Bob talks loudly on the phone or eats egg sandwiches.

Mr Redman says that you need to change the dynamic. “You
want to move on from antagonism to acceptance, he explains.
“You accept that they’re irritating and deal with it. You might even
get to alteration, where you’re in a position where you can work
on both the other person and yourself.

Ask what the situation says about you, adds Mr Abbey. ‘Am
I being less tolerant than I could be?’

Can I confront them?

Again, you need to make it about the behaviour, not the individual,
because nobody likes being told that you hate them.

‘Use classical feedback techniques, says Mr Abbey. ‘Tell them
about the effect their behaviour has on you. Sometimes they won’t
even be aware that they’re doing it.’
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Mike Leibling, author of Working With the Enemy, suggests a
diplomatic approach. ‘Confront the issue without being confronta-
tional. You might say to them: “You and I haven’t got on brilliantly
in the past. What do I need to do?™’

What are the coping strategies?

Talking to others may help you see this person in a different light,
Mr Abbey says.

Mr Leibling adds: ‘You need to remember that it’s perfectly
normal not to get on with a certain percentage of people... Have a
sense of humour and turn it into a joke. Try not to carry the person
around in your head, but if you do, cut them down to size. Don’t
let them become a monster.’

What if I’ve tried everything and I still can’t
bear them?

Your first option here is to talk to your boss. If this fails you may
have to move — either departments or even companies.

Mr Leibling cautions that you should not view this as a nuclear
option. ‘It’s important to remember that getting out is not the last
resort, he says. ‘It’s the next-to-last resort: the last resort is a heart
attack or a breakdown — and getting out can be a very good decision.
If you’re at a party you don’t like, it’s not the party for you.’

How to ask for help

Many people would often rather suffer in silence for months than
ask a colleague or a superior for help. They think it reflects badly on
them and that only incompetents need assistance. This is far from
the truth. We should worry less and ask more.

Is there anything wrong about asking for help?

‘Leaders and managers tend to assume others will ask for help as
and when they need it, but they hugely overestimate how likely
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people are to do so,” says Francis Flynn, professor of organizational
behaviour at the Stanford Graduate School of Business. “What
prevents people from asking for help is a great fear of appearing
incompetent and a desire not to impose.” Both fears, he adds, are
unfounded. “What you tend to forget is that people get something
very positive out of helping others and organizations actually want
this kind of cooperation.

Corinne Mills, managing director of Personal Career Manage-
ment, agrees: ‘Not asking for help and letting problems build up are
actually a weakness and can make you a liability.’

Do I need to prepare to ask?

‘There’s nothing worse than ignoring someone for ages and then
suddenly asking for their help, says corporate psychologist Ben
Williams. ‘You want to set up a network of people you know well
so that when the time comes you can go to them for help — and if
you help other people, they will want to help you.’

Ms Mills says: ‘You should ask for help in a timely manner. Ask
when you think you might have a problem, not when everything’s
already gone horribly wrong. You don’t want people saying “Why
didn’t you ask sooner?”’

Who should I ask?

It depends on the problem. Possibilities include your manager or
other colleagues you know well.

For serious problems, the trick is often to contact people who are
informed but not overly involved. Many companies have employee
assistance schemes with advice lines, while others provide mentors.

Is there a right way to ask?

Good manners and a little charm never go amiss. ‘Say, “You obviously
have a lot of experience in this area and I’d be very grateful if...”’
suggests Mr Williams. ‘It’s not so much flattery as acknowledging

why you’re approaching the person.’
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Be very specific about what you want and try to anticipate
problems. If you are asking for help with a process you do not
understand, says Mr Williams, ‘describe your goals to the person in
question. Be very clear what you want to achieve.

If it is a personal matter, provide as much information as you
can. ‘Everyone has an inner life and employers do have a duty of
care to employees,” says Ms Mills.

What if they say no or ignore the request?

‘In some organizations you do have to scream before you get
help,’ says Ms Mills. ‘If you’ve been rebuffed and there are serious
implications, it’s worth putting it in writing in an e-mail to ensure
that you’re covered.

However, this is a last resort and in the first instance you should
always do it in person. ‘Unless it’s trivial, never ask for help via
e-mail. It’s much more difficult to refuse a request for help when it’s
done face to face, says Mr Williams.

How to apologize

Saying sorry at work is often difficult, especially as many see it as
a tacit admission of weakness. It shouldn’t be. Rather, your goal
should be to offer a good apology that leaves you stronger and
enhances your reputation. To achieve this means striking a balance
between contrition and not undermining your own position.

Why do people struggle with apologies?

‘Some people believe saying sorry is a sign of weakness and an
admission of wrongdoing that can damage your prospects,” says
corporate psychologist Ben Williams.

‘But the reverse is true. It’s a sign of tremendous strength and
confidence. Mistakes are also learning experiences, and it is important
to acknowledge them.’ Virginia Merritt of Stanton Marris, the strategic
leadership consultancy, adds: ‘Apologizing for wrong judgment
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calls is becoming a powerful demonstration of real leadership.
It can be a very brave thing to do and can really humanize leaders.’

What makes a good apology?

‘The important thing is that you have to mean it, says etiquette con-
sultant William Hanson. ‘If you don’t, there’s no point in apologizing.

Mr Williams says there is a certain structure to a good apology.
‘If you need to give an explanation, do it beforehand so it doesn’t
sound like justification. Use “I” language not “you” language: “I’'m
sorry I was late” rather than “It can be difficult to get to your meet-
ings on time.”

‘Anticipate negative reactions by using phrases like “I know
you’re upset. I didn’t mean anything by it.” Listen and use listening
body language.’

For big public apologies, Ms Merrit says a narrative is a good
idea. ‘T saw one leader talk about his moment of truth and tell
people when he recognized what he had done wrong, she says.
‘It had a huge impact on the people in the room.

She adds that an apology needs to be backed up by action. ‘If it’s
behavioural, rather than judgemental, you need to make a commit-
ment to change and ask for feedback. It can’t be just a mea culpa.’

If you are unsure about what you are doing, it is worth practising
on a friend or a trusted colleague beforehand. But make sure you
explain the situation neutrally: if you show yourself in an overly
flattering light, their comments will not be worth much.

What should I avoid?

“You need to ensure that any explanation doesn’t become an excuse,
as this will make the other person feel like you haven’t bought into
the message,” says Mr Williams.

Ms Merritt warns that if you are a leader it can be difficult —
and even feel wrong — to apologize for collective decisions. ‘But
you should. That is what is expected of leaders and hiding behind
the team makes you look like you are dodging responsibility,
she says.
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What if my colleagues are just being
oversensitive?

Mr Hanson advises that, although it may rankle, an apology is
often the easiest course of action. “They may be overly sensitive but,

in terms of your productivity and working life, it’s better to be on
good terms with everyone.

What if my apology is not accepted?

‘If they really won’t accept that you’ve apologized, there is not

a lot you can do but at least you know you’ve done it, says
Mr Hanson.

How to take praise

How to give positive feedback is a frequently discussed management
dilemma, but being the recipient of praise can be equally difficult.

How should I react to praise?

‘The first thing is to acknowledge the praise and say thank you,’
says business psychologist Ben Williams. ‘Some people are happy to
do this, while others find it awkward. But even if you’re the shy
type, you should make the effort.

Adrian Moorhouse of the organizational development consul-
tancy Lane4 says that the emotionally intelligent response is to
engage, using positive body language: ‘Look the person in the eye.
If you look away or at your feet, you might think you’re being
humble but you can appear ungracious. Front up and be interested.
It’s like getting a nice gift — you pay attention to it.’

Etiquette expert William Hanson adds: ‘A lot of people’s knee-
jerk reaction is to compliment back and this can sound insincere.
Don’t do it. Instead, make a mental note and if you return the
compliment, do so at a later date.
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Is receiving praise important?

Mr Moorhouse explains it is crucial in encouraging the confidence
of employees. ‘It’s quite fundamental,” he says.

It is also an opportunity to start a discussion. ‘Ask where specifically
you did well. Is there something you can do that builds on this?’

What if | work in a low-praise environment?

‘If people aren’t praising you, you’re probably doing fine, says
Mr Hanson. ‘You rarely write a letter of thanks to a hotel you
enjoyed staying in. It’s often not in our nature to compliment.’

Mr Williams notes that in some sectors, if everything is working
as it should be, that is seen as evidence of a job done well. But he
adds that you can help create a culture of praise: ‘If you want praise
from your boss, praise them. Don’t be smarmy but acknowledge
them and the work they do.

Can I use the praise afterwards?

Repeating it can sound boastful. ‘Don’t talk publicly about praise
given in private,” says Mr Williams. However, he adds, it is good
form to tell others if the compliments affect them. ‘If someone
praises you for a job, do pass it on to others involved in the project.’

It is worth jotting down the details of verbal good feedback as it
can be useful in your next appraisal.

What if you think it’s a backhanded compliment?

If in doubt, take it well: many managers are bad at giving feedback
and they may simply be being clumsy. ‘There are generation gaps
and gender gaps, says Mr Williams.

Mr Hanson says: ‘If it is meant badly, the best thing is not to rise
to it. If it’s part of a pattern you could fight back or say: “I know
you think you’re being funny but... ”” However, he adds: ‘In many

offices backhanded compliments are a form of humour. Respond in
kind.’
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How to be a boss, not a friend

Managers should aim to create a pleasant and convivial working
environment. But how do you ensure you don’t fall into the trap of
becoming your employees’ friend rather than their boss?

How do I treat employees?

Being liked and being respected aren’t an either/or proposition. “The
problem is we tend to select managers on technical competencies,
not personal and social competencies,’ says Cary Cooper, professor
of organizational psychology at Lancaster University Management
School. “If we did, we’d see less stress and higher morale and
productivity.

Professor Cooper says you should listen to people when they
talk about their personal lives and not be afraid to open up a bit
yourself. “There’s a psychological contract,” he explains. ‘It says:
“Pll be human and humane, but you have to deliver.” The loyalty
you get is great.’

Antoinette Oglethorpe, a leadership development consultant at
Workmaze, says: “The single biggest thing you can do as a boss is
show appreciation; people often just don’t give positive feedback.
Don’t do it in a “Cheers, good job” way; rather, say: “You made a
difference and this is why.”’

You should also aim to give staff a real sense of ownership. Seek
their views on decisions and explain the context of what is being
done. But give them some genuine skin in the game too, whether it’s
via low-priced options or a profit-share scheme.

How about factors beyond the interpersonal?

Free fruit and coffee will make the office a better place. But there are
other little things you can do too. ‘For high performers be flexible
about timekeeping, says Hannah Stratford, head of business psy-
chology at human resources consultants ETS. ‘If someone needs to
leave at 4.30 to play football, let them go, but equally you need to
say no when people aren’t performing.’
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What if I find myself crossing the line between
boss and friend?

‘It is very easy to become friends with those you manage, says
Ms Stratford, adding that the modern workplace, with its emphasis
on informal networks and relationships as ways of getting things
done, practically encourages this.

In some ways, however, the atmosphere you want to create is
more like that of a happy family with a head than a social group of
peers. ‘You want to make decisions that your staff will thank you
for in the long term, not the short term,” says Ms Oglethorpe.

How do I deal with unpleasant decisions?

‘Sometimes a manager just has to be comfortable in uncomfortable
situations,” says Ms Stratford. “You might have to withhold infor-
mation or make collective decisions with your peers that are best
for the company but not best for members of your team. She
adds: ‘I do think you can bring in a personal element even in formal
processes like redundancy.’

Professor Cooper says that in these cases you often reap the
rewards of having built good relationships earlier on: “When you
have to give staff bad news, they’re more likely to take it well if they
know you care.

Working for two bosses

The difficulties of working for more than one person have been
recognized since Biblical times (Matthew 6:24, ‘No man can serve
two masters’). The trouble is, with project-based work and matrix
structures, having several bosses is becoming ever more prevalent.

What difficulties am | likely to encounter?

“You might have conflicting priorities, two people saying their tasks
are urgent and you may even encounter jealousy,’ sums up executive
coach Miranda Kennett.
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John Gibbs, people partner for corporate finance at PwC, says
problems arise when you overcommit. ‘Often this happens when
several projects go into a final phase together.’

What can I do to prevent problems?

The keys things to strive for are organization and clarity. ‘Set
out what you’re trying to achieve,” says Jane Clarke of business
psychologists Nicholson McBride. ‘Get it signed off and agreed
and then have it reviewed often. You might want to have a regular
three-way call. This can be very helpful as it allows you to prioritize
competing agendas.’

If the two bosses cannot agree on priorities, ‘Ask what the busi-
ness requires. Refer to common purposes.’

Ms Kennett says you need honesty about urgency: ‘You should
establish what the real timetables are.’

She says that it is human to try to please everyone and overreach
yourself but that you need to avoid that temptation. ‘Make sure you
have a job description. When you’re coping well, people tend to pile
things on you, but you need to watch this. Often tasks are delegated
just because your manager doesn’t like doing them.

Above all, Mr Gibbs advises: ‘Have these conversations early.
Problems will be sorted and your reputation enhanced.

What general workplace skills can help me?

‘Build strong relationships,” says Mr Gibbs. ‘These and a good
history of delivering will give you some wiggle room if there are
problems. It’s also important to flex your style to suit the two
different managers.’

Ms Clarke says, “You need to master the art of handling conflict,
saying no and having difficult conversations.’

What if things get on top of me?

‘Its better to be honest and come clean rather than struggle and
eventually let everyone down,” says Mr Gibbs.
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If the problem is the two bosses being unable to agree your
priorities, Ms Kennett says, ‘Try and get them in a room together to
talk. You may even need a third person to facilitate.”

Are there any upsides?

“Youw’ll get known more widely and the flexibility you gain working
for people with different styles is a good thing,” says Mr Gibbs.

Ms Clarke adds: ‘At least you haven’t got all your eggs in one
market. If you only have one boss and they get canned, you could
be in trouble.

A boss you don’t respect

Working for a manager you do not respect can be difficult. But if
you examine why you don’t respect them you may find things are
not as bad as they seem. And even if you discover that you cannot
respect your boss, there may be other ways of motivating yourself.

How important is it?

‘The single biggest determinant of engagement is your relationship
with your boss,’ says David Pendleton, a founder of Edgecumbe, the
organizational psychologists. ‘It affects everything from how long
you stay to your discretionary effort. People join a brand but they
leave a manager.

Blaire Palmer, managing director of Taming Tigers, a coaching
consultancy, says: “Whether they’ll admit it or not, the number-one
thing most people want to do in their job is to please their manager,
so it is a very significant issue if you don’t respect them.’

Is the problem you?

‘It may be perception, not reality, says Ms Palmer. ‘“You might
admire a firm hand but your manager may be a collaborator and
a listener, so you think they’re wet and a drip. The job of leading
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people is an art, not a science, and you may not understand their
methodology.

John Hoover, author of How to Work for an Idiot, says: “We’re
socialized to rebel against authority and often wind up taking out
unresolved adolescent issues on those above us for the rest of our lives.
You should question your own motives. Beware of your inner idiot.’

It is also worth asking yourself whether the problem is dislike
rather than disrespect. If this is the case, it may be enough to realize
that you will never be friends, but recognize that the boss is effective
and gets the job done.

How can I resolve issues of respect?

Mr Pendleton says you should ask why the person acts as they do.
For instance, you might think your boss leaves early because they
are lazy and then discover it’s because they have a very ill child.
‘A lot of problems come down to misattribution errors,’ he says.

Can | work for a boss if respect is impossible?

Your boss is very important but they are not the only reason to be
positive about what you do. ‘Find other sources of engagement,’
says Ms Palmer. ‘It might be the work itself, it could be career
development or it might be colleagues you like and respect.

She adds that you may be able to find substitute bosses too:
“You could build a good relationship with your boss’s boss or find a
mentor.’

Mr Hoover adds that working for a poor boss also has upsides.
‘If the boss is an idiot, you can respect yourself for developing the
skills to work round that person.’

He adds that even if no one on your team respects the boss,
there are better ways of dealing with this.

‘Rather than fall into groupthink where everyone badmouths the
boss, be the person who shows everyone else how you can deal with
them,” he says. ‘Remember that nobody advances their career by
making their boss look stupid — and if they really are stupid, they’ll
do it themselves.’



Networks,
power and
influence

How to network

The ability to leverage your business connections has become more
important as we have moved from jobs for life to portfolio careers.
For most people, it is now right up there with hard work, manage-
ment skills and ambition in terms of bringing opportunities your way.
While old-style school and university networks still exist, factors
from flatter hierarchies to social media mean that networking has
never been more democratic, accessible or important.

How and where do I do it?

Chances are you network to some extent already. Nonetheless,
every event you attend is a potential opportunity. If you want a few
points of entry, places such as local business groups and entrepre-
neurs’ associations are worth looking at and there are dedicated
networking organizations such as BN

Failing these, you could set up your own group. ‘Hold a regular
get-together of colleagues on the same day, at the same time and at
the same venue for, say, four weeks running, says Carole Stone,
author of The Ultimate Guide to Successful Networking. ‘Keep it
to one-and-a-half hours maximum, otherwise people miss each
other.’
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Unless you’re a natural, meeting people at
events is a bit of an art form

Decide who you want to target and do some research on them -
most people respond well to interest. As with most introductions, a
mutual acquaintance is best, but failing that, you can just introduce
yourself — and if you have done your homework you should be able
to find some kind of shared interest. You need to bring something
to the party, too — it is not enough to show up and expect a business
card. You don’t actually need to spend that long with people unless
you’re getting on like a house on fire — a few minutes will do.
But when you do leave them you should try to introduce them to
someone else before doing so.

Take a practical approach to who you
speak to

A Fortune 500 chief executive may be about as interested in
networking with you as you are in networking with your neighbour’s
pet, so someone a couple of ranks down may be a better target.

Itis unwise to brush off junior people as unimportant.‘Remember,
the PA is the gatekeeper to your meeting the top person and should
be kept in the loop and treated well,” cautions Ms Stone.

Besides, today’s junior executive could be tomorrow’s senior
executive and favours done to those at the beginning of their
careers can be an excellent long-term investment.

Perhaps the best way to think about networking is that it’s a bit
like business karma: good deeds are likely to be rewarded.

What about electronic networking such as
LinkedIn and Facebook?

These have changed the world of networking in a number of ways:
they have made it far easier; they are a fantastic way of keeping
tabs on those you network with; and, in a world where increasing
numbers of people have working relationships with large numbers



Networks, Power and Influence

of people they have never met, they can act as a kind of virtual
networking organization.

That said, it is worth remembering that a lot of these connec-
tions are made because people are too polite to say no. Moreover,
something that requires so much less effort is unlikely to result
in the kind of personal connection that a real meeting does. Best,
then, to use social networks as a kind of adjunct to face-to-face
networking.

How to work the Christmas party

The company Christmas party can be a surprisingly useful oppor-
tunity to enhance your career prospects and make valuable contacts.
But it is important to get the balance between work and play right.

How do I approach the party?

‘Remember that the Christmas party is not work, says David
Pendleton, a founder of Edgecumbe, the organizational psychologists.
‘It’s a completely different way to interact with people who you
may normally only discuss tasks with, but it’s still a work event.’

Networking expert Carole Stone says it is an opportunity to
build on existing relationships and to talk to colleagues that you do
not normally deal with. ‘It’s an opportunity to look sideways outside
your area. You never know who you’ll meet and what you’ll learn,’
she says.

How do I work the party?

‘The biggest area is connections and networks, says Simon
Hayward, managing partner of Cirrus, the employee engagement
specialist. ‘It’s also an opportunity to use a bit of disclosure and to
find out a bit about people and to build a bit more trust. Trust is a
huge enabler.

But Mr Hayward says there is no point faking an interaction.
‘Don’t be manipulative, be genuine and have fun together. It allows
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barriers to come down so you can know people on a more intimate
level, he says. “When you make those intimate connections, it means
you can offer favours and pull in favours. It removes formality and
can be much better than a business meeting. There’s value to the
individual and the organization.’

What about talking to senior people?

‘If there’s someone you want to meet, this is the perfect oppor-
tunity,” says Mr Hayward. ‘The layers of the organization are much
vaguer. But remember it’s a party — make conversation interesting
and genuine, don’t just pursue an agenda and don’t forget the
marketing director is human.’

Ms Stone says being tactful is important. ‘If you are sitting next
to the CEQ, don’t say: “I have this idea.” Rather, talk to them, then
at the end ask if you can send them an e-mail or drop in to see
them,” she says.

How formal should I be?

‘Don’t be a party pooper,’ says Ms Stone. ‘Talk to everyone — and
if you drink, have a couple of drinks.’

Mr Pendleton warns, however, that the situation will dictate the
level of formality — so be careful about alcohol. “You can be a bit
bolder, but be personally sensitive like you would at any social
function,” she says. ‘Avoid the mistletoe and don’t drink too much
- in whole-company events, serious errors of judgement get around

like wildfire.

How should I follow up with people
I’'ve met?

‘Drop them an e-mail afterwards,” says Mr Pendleton. ‘Remember:
relationships are fed by regular contact. Send them a link that
might be of interest or follow them on Twitter. It takes 15 seconds.
Technology has made following up so much easier.’
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Handling important people

Meeting very senior people can be a big opportunity but it is also
a potential minefield — and has much in common with meeting
celebrities or sporting heroes. So how do you ensure you make the
most of your time with them and a leave a good impression?

How do I prepare?

“You need to understand who you’re dealing with, says Dirk
Schlimm, author of Influencing Powerful People. “Talk to people
who’ve met them.

Peter Godfrey, an entrepreneur and corporate adviser, says:
‘Practise a speech that’s a few minutes long. Have a start, a middle
and an end. Think about a few good points you want to get across.’

How should I behave?

Popular culture would have us believe that CEOs love upstarts
who speak truth to power. But this is rarely true. “There’s often
very little upside — and considerable downside - to telling a senior
person the unvarnished truth about themselves,” says Rob Yeung,
a psychologist at Talentspace and author of I is for Influence.
‘The messenger can get shot.

Instead, you want to adapt to how they do things and behave
with diplomacy. ‘Let them know you understand who you’re deal-
ing with,” says Mr Schlimm. ‘Show them you get it.

Mr Godfrey says it’s a mistake to assume that a senior person
will know more than you do as they tend to have an overview.
In fact, if you’re being asked to a meeting for your knowledge, this
can make things quite easy.

Far trickier, says Mr Schlimm, is when you’re asked for an opinion.
“Try and say things like, “Is this too risky?” rather than “This is too
risky.” Be non-confrontational and indirect. You don’t want to be
put in your place.

For these reasons, first-hand stories that illustrate points are
very good.
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What about social situations?

Many of the same rules apply. ‘If you’re making small talk, larger-
than-life executives often have a wide range of interests and probably
love to hear about your hobbies,” says Mr Schlimm. ‘But even here,
make sure you’re talking about something you know well.’

Mr Yeung suggests: ‘Treat them as you would someone older at
a wedding that you’re meeting for the first time. You don’t know
their rules and need to conduct yourself in a certain way.

If you’re stuck for something to say, ask open-ended, general
questions and listen; it is better to be remembered as a good listener
than someone who said too little — or too much.

What if things go wrong?

People often make gaffes when an important person lets their guard
down, so you need to keep reminding yourself that they’re not an
old friend.

If things do go bad, says Mr Schlimm, ‘shut up and listen. If they
start getting upset with you, don’t put more fuel on the fire. Don’t
try and talk your way out. Instead, project back to them.

If they remain offended, Mr Yeung suggests, ‘you should demon-
strate great contrition. Most people will accept an apology.’

Mr Schlimm adds that you need to watch out for yourself too:
‘Powerful, charismatic people can sometimes take you places you
don’t want to go. Decide where your line is and consider finding an
accountability partner.’

How to work a room

How many of us have faced a room full of people, wishing we could
be one of those confident types who glides effortlessly from group
to group? But chances are, it does not come naturally to them either.
So how can you become one of those people?
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Can I prepare?

‘It’s a good idea to get a guest list beforehand and pick out the people
you want to meet,” says Carole Stone, author of The Ultimate Guide
to Successful Networking.

Miranda Kennett, founder of First Class Coach, says: ‘You need to
get over your antipathy and put yourself in the role of a detective.
Tell yourself that there are interesting and useful people in that
room and your role is to find them.” Even if you do not know who
is in the room, it is a good idea to go in armed with a couple of
generic icebreakers.

What if I really struggle with these
events?

‘The alternative,” says Ms Stone, ‘is not to work the room, which
is really stupid, given that you’re already there. If it helps, say to
yourself, “I’ll stay for 40 minutes and talk to three people.”’

Jane Clarke, a director at business psychologists Nicholson
McBride, says that many people worry that they will have nothing
to say or feel morally wrong about schmoozing. The trick is to
reframe these thoughts. ‘Paradoxically, people who are somewhat
introverted are actually better at meeting people once they overcome
their reluctance because they listen as well as talk and they’re not as

boorish as extroverts, she explains.

How do | meet people?

Anyone standing alone probably feels as you do, so go and introduce
yourself. If you cannot find anyone by themselves in the room, you
will probably find them at the bar. Failing that, work your way into
a group. ‘Just be honest,” says Ms Stone. ‘Say you don’t know anyone
there.

And go in with the right mindset: that you will bring something
interesting to the conversation.
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How do I get away from people?

If you only want five minutes with people, they probably only want
five minutes with you. ‘It’s always best to leave people wishing
you’d said a little more, advises Ms Stone.

The best way to leave someone is by introducing them to
someone else before moving on, rather like an occupational dance.
You should never sit down as that makes it much harder to move
on. And, for those with a more devious streak, there are plenty of
tricks. Ms Stone says: ‘I used to know a man who always carried
two glasses of wine, so he could always say, “If you’ll excuse me,
I have to deliver this.”’

What should I avoid?

Obviously you should not get too drunk or spit canapés on to
your new acquaintance. Ms Kennett warns you should not go in
for the kill either. It’s a real mistake to make a big sales pitch to
someone you’ve just met. All you should aim to do is break the ice
and exchange details, she says.

Ms Clarke adds you should also try to find a good level with
whomever you are talking to: ‘Don’t come across as overly confident
if you’re speaking to someone your junior or overly subservient if
you’re speaking to someone above you.’

Building a power base

People often associate building power with being terribly underhand.
But in reality it simply involves managing things like trust, loyalty
and influence rather than anything more Machiavellian.

Why do I need a power base?

‘In the modern workplace your responsibility exceeds your formal
power, explains Jo Owen, social entrepreneur and author of Power at
Work: The Art of Making Things Happen. ‘“We no longer command
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and control. In order to get things done, you need to have a broad
alliance of people you can influence and whose support you can
count on. Having a power base is about making things happen.
People talk about your IQ and your EQ but they often forget your
PQ - your power/political quotient. You really need all three to get
ahead.

What are the basics?

‘There are three factors at work, says Ceri Roderick, a partner
at occupational psychologists Pearn Kandola. ‘There’s what you
know: key information that makes you a go-to person. There’s what
you’re good at: things you can do that others can’t. And there’s who
you know and the relationships you build.

It is not so much about being liked, but more about being trusted
and being seen as someone who can deliver. Peter Shaw, an executive
coach at Praesta, says that being powerful is ‘being regarded as
someone whose views are sought out’.

How do I go about it?

Build your base incrementally, one person and one event at a time.
‘An important aspect is having followers, says Mr Shaw. ‘Show interest
in people’s development and introduce them to opportunities.’

Of course, you will need to be tough with people sometimes, but
dealing with difficult problems head on will improve your standing
in the long run.

Mr Owen says that for a truly effective power base, you need to
have the right role in the right company. Large multinationals often
have places where CEOs tend to be groomed — be it geographic
(such as a French company’s Paris HQ) or functional (such as the
marketing department at Procter & Gamble).

‘People often imagine power is about grabbing positions and
holding money,’ says Mr Shaw. ‘But it’s usually much more subtle.
I once knew someone who built up a big power base by judging
which were the right meetings to attend — where the key players
were. He went to them and made sure he asked the right questions.’
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What does not work?

Mr Roderick says that being sycophantic is something senior
managers will recognize. ‘You need to bring something to the
relationship.’

He also says that in spite of the stereotypes, steer clear of under-
handedness. ‘Most people are very keenly attuned trust detectors
and very, very good at spotting when you’re faking it.

What about moving to another organization?

When you move organizations you often start again from square one.
‘If you’ve been somewhere 10 years, you build up a very elaborate
network of influence and trust,” says Mr Owen. For this reason, you
should try to extend your network of influence beyond your own
business — for instance, through suppliers and customers.



Keeping up
appearances

How to rebrand yourself

Whether you’re worried that colleagues see you as a little steady
and dull or you’re moving into a new position and concerned about
the impression you’re going to make, the idea of treating yourself as
a brand that needs refreshing from time to time is one that’s gaining
increasing currency in the workplace.

Is rebranding just like a makeover?

Far from it. Like businesses, individuals often need to rebrand
themselves when perceptions do not accurately reflect the underly-
ing reality. “You might have joined a business very young and grown
up,” says Wally Olins, chairman of Saffron Brand Consultants, ‘but
people still perceive you as the office junior.

Equally, it could be that part of who you are is having a dispro-
portionately negative impact on your overall image — for example,
a messy desk could cast you as disorganized, or a tendency to raise
your voice could lead to the perception that you are unreasonable.

Are there any easy wins?

There are plenty of little, cosmetic things that can tarnish your
brand, says Kim Fletcher, managing director of Trinity Management
Communications. ‘I used to cycle in and instead of changing imme-
diately, I’d answer a call and before I knew it, I’d been working for

65
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an hour in scruffy old clothes,” he says. ‘Looking like that at your
desk does belittle you in other people’s eyes.

Addressing areas such as this is a quick way to brush up your
workplace image. “Try and see yourself through your colleagues’
eyes and write down a list of things you need to work on,” he says.

What if my brand has more fundamental
problems?

In this case, you may need to dig deeper. ‘The key is discovering
what people find compelling about you and building on that foun-
dation,’ says Louise Mowbray, a personal branding consultant. She
suggests you go to your ‘market’ or ‘audience’ — colleagues, senior
managers or suppliers — and ask them how they perceive you, what
irritates them and what they like. Then work on the bad points and
deliver on the good ones. ‘It’s about adding value and giving people
what they want consistently,” she says. ‘Consistency builds trust in a
personal brand.’

You need to find your niche, then get your name out as the person
to go to for whatever it is. Ms Mowbray adds that this should be
subtle: ‘Arrange for a speaker to come in who’s an expert in your
area and do the organizing; some of their brand will rub off on you.
Blog. Write articles. Show people how great you are — don’t tell them.’

How long does it take?

Just as it takes a long time to create bad perceptions, erasing them
can’t be done overnight.

What if there are failings from your past that are not so easy to
consign to history? Mr Olins says you can’t deal with problems by
ignoring them — if you worked for a failed bank, being upfront
about it may help your brand recover but pretending it never
happened won’t. But there are limits to what a rebranding can
achieve. There is the so-called ‘career-limiting move’ — a mistake so
egregious, you never recover. ‘Some events are so strong you can’t
dissociate yourself from them, says Mr Fletcher. ‘In this case, you
need to move jobs. That’s the best rebranding opportunity of all”
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Performing well in meetings

Meetings are often a microcosm of the world of work. In these
gatherings, decisions are made, office politics played out and repu-
tations burnished or tarnished. How do you ensure that you come
across as best you can?

How do I get my point across?

First, prepare what you want to say beforehand. This is not just to
help you clarify your thoughts but also because you should be ready
for people to disagree with you — even if they do so just for the sake
of looking clever in front of others. Meetings are not meant to be
hostile occasions but it helps to think of them as debates. Practising
beforehand will help you avoid being outmanoeuvred.

Second, select the right time to make your point. ‘Don’t rush in
until you know the lie of the land,” says Professor Nigel Nicholson
of London Business School.

Try to speak to everyone in the meeting, not just the chairperson.
“You should keep your voice grounded [in terms of pitch],” adds
Nick Smallman, managing director of Working Voices, a personal
impact consultancy. It makes you more credible.

Get your message across succinctly and in sober language and
resist the urge to show off; if you only need 30 seconds, only take
30 seconds. It is far better to have a reputation for being a wise
person of few words than one for someone who prizes quantity
over quality.

Finally, frame your position as something that is in everyone’s
interest rather than just your own.

How should | respond to other people’s
points?

If you do disagree with someone else, base your argument on cool
logic, not hot emotion. Ask questions rather than reject things out-
right. This is an extension of good etiquette — it is all about engag-
ing with those around you. ‘Show an interest in your colleagues,’
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says Professor Nicholson. ‘People are flattered when others take an
interest.’

Body language helps here. ‘People who are interested will focus
on the speaker with their eyes and sit forward,” says Mr Smallman.
‘They nod. They look engaged.

Professor Nicholson agrees: ‘People get so wrapped up in their
own agendas — showing empathy is very important and often helps
you get the outcome you want.’

What if you are chairing the meeting?

Strong leadership is not usually called for. ‘If you’re the chair, you
should be someone who can see the subtext as well as the text,
explains Professor Nicholson. ‘You want to ensure the job gets done
and that everyone leaves the room feeling OK.

This means nudging those who tend towards loquacity towards
their points, helping those who shrink back to find their voices,
making those who disagree find common ground. ‘A good meeting
should feel like a forum where everyone’s voice can be heard, says
Mr Smallman.

What about the end?

Overrunning is one of the biggest complaints and if you are the
chair, one of the easiest wins for you is to guide things to a timely
end. Just because a meeting has been scheduled for an hour, it does
not mean it needs to take an hour. If you manage to cover all the
necessary ground in 30 minutes, call the meeting to an early finish.
You will be giving everyone half an hour of their lives back, and
they will be grateful for that.

Professional awards

It’s a running joke that every industry has its Oscars. But how valu-
able is winning a gong in your industry? And what should you do if
you are honoured in this way?
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Do awards really make you stand out?

“They differentiate you from other people and act as a kind of third-
party endorsement, which is very valuable in today’s tough jobs
market,” says Catherine Kaputa, a New York-based personal brand-
ing expert. ‘People like things that are easy to latch on to and
remember, so they’ll say: “Oh, he or she won an award for that.”
It can become a kind of recommendation.’

Alan Young, creative director at St Luke’s, the London advertis-
ing agency, adds: ‘In creative circles, there’s a huge desire for
peer group recognition and having produced award-winning work
will certainly keep you employable and may boost your earning
power.

Are all awards equal?

No. For a start, awards are much more important and prevalent in
some sectors than others. Second, the money-making potential for
the people behind the awards (usually via pricey ceremonies and
high entry fees) means there are plenty of less credible schemes out
there. So you need to do your research.

‘There are awards that aren’t worth the paper they’re written on
and to be encouraged by them is a road to confusion,” warns Ben
Williams, a business psychologist in Edinburgh. Indeed, having a
low-rent award might even tarnish your personal brand by making
you look like an easily impressed sucker.

Should I advertise my awards?

“You need to weave it into your personal narrative rather than
shout about it,” says Ms Kaputa. ‘You don’t want to seem arrogant.
If a third party brings it up, that’s great.

Equally, you should not campaign too hard to be entered for
awards. It is fine to promote yourself, but do not appear to be overly
self-promoting or, worse, deluded. Stevan Rolls, human resources
director of the professional services firm Deloitte, says that for
those who win them, an award is usually just the icing on the cake:
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‘The important thing to remember is that...they tend to be good
anyway — that’s what really drives their career progression.

Are there other benefits?

Whether or not you win, awards can still be a powerful incentive to
raise your game. ‘Being in the running for an award can give you a
goal to work towards and act as a motivator, says Ms Kaputa.
‘There’s a human need to show how good we are, particularly if
we’re ambitious.’

Awards can also have wider implications for the organization as
a whole. “When an individual or a team wins an award, it says
something about us as a firm,” says Mr Rolls. ‘Everyone feels good.

Mr Williams says they can also help put training and development
on the agenda.

Are there any pitfalls to watch out for?

‘If you become too fixated on them and don’t win, you can be
crushed,” says Mr Young. He adds that too narrow a focus on
sectoral prizes can be harmful in other ways, too. ‘In our industry,
the ads that win awards are often the crazy, weird showy things that
slip through the net. Having an award-winning agenda can often
create a lot of tension with the clients you’re working with.

How to make a good first impression

As the saying goes, you never get a a second chance to make a first
impression. So whether it is your first day in a role, a job interview
or just a meeting with a new client, how do you make one that
counts?

Why are first impressions so important?

Corinne Mills, managing director of Personal Career Management,
explains that people do not just hold on to first impressions, they
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also actively seek to reinforce them. ‘If you make a good first
impression, people will look for the best in you. If you make a bad
or indifferent first impression, you have to work so much harder
afterwards.

Louise Mowbray, a personal branding consultant, agrees: ‘If you
make a bad first impression, it’s very difficult to reverse — it can take
around 100 directly opposing experiences to change that opinion.’

How should | prepare?

‘It’s all visual to start off with, says Ms Mills. ‘You need to look
contemporary and appropriate — if you’re starting a new job, then
this is the time to get a new suit and a new haircut. If you look
up-to-date, others will believe that your ideas and thinking are
up-to-date; people do make these assumptions.’

Ms Mowbray says you need to ensure you are physically relaxed.
‘Body language doesn’t lie: ensure you’re relaxed when you meet
someone — and make sure you don’t have to run to meetings.’

How should I behave?

“Treat people as though they are your peers, advises Ms Mills.
‘Don’t be too deferential or cocky. Have a sense of self.

Nick Smallman, founder of Working Voices, a communication
and presentation skills consultancy, says you should put the other
person at ease, speak in a level, clear voice, be open and confident,
ask questions and listen — it is a truism that most people’s favourite
topic is themselves.

What are the main pitfalls?

You need to be authentic. Unrealistic embellishments will not help
your confidence and can create future problems. ‘Don’t put your-
self in a position where you’re forever having to cover up, says
Ms Mowbray.

Finally, remember that good manners go a long way — so do not
take mobile phone calls unless you absolutely have to.
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What if things are going badly?

‘It’s worth asking the other person,” says Ms Mills. ‘Say something
like, “Is this a bad time for you?” or “Am I missing something?”’

This, she explains, shows both confidence and sensitivity. ‘I had
a client who had a job interview with a chief executive who barely
looked at him. After a while, he asked, “Is something wrong?” and
the guy said, “Didn’t anyone tell you before you came in? My father
just died.” After that, the interview actually went okay and he got
the job.

How do | cement a good first impression?

‘Once you’ve made a good first impression, you should try and find
a way to show that you can produce, says Mr Smallman. ‘If you say
you will e-mail someone a useful website or some information, do
it the following morning. That way, they’ll believe that you deliver.’
Not least, of course, because the terrific first impression you made
means they will be looking for the good points in you anyway.

Manners at work

Stereotypically, the cut-throat world of business favours the aggres-
sive, the abrasive and the generally Type A. But is there room for
good manners or do they just make you look like a pushover?

What good are manners at work?

Ben Williams, Edinburgh-based chartered psychologist, says that
polite workplaces tend to retain staff longer, run more smoothly
and be less prone to backbiting and internal sabotage. ‘If you fail to
show respect to people, their commitment drops and the quality of
their work drops, he says. “They’re less willing to go the extra mile
for you.

William Hanson, a Manchester-based etiquette consultant,
says that as you climb the corporate ladder and are asked to be
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a representative of your company, manners become increasingly
important. “We’re often called in to improve people’s social skills
when they’ve taken up a new role.’

What should I do?

Jacqueline Whitmore, an etiquette expert based in Palm Beach,
Florida, says even simple good manners can go a long way. ‘A lot
of people come to work and don’t even say good morning to their
co-workers. Just by doing that, you can start to set the tone.’

She says a major source of unmannerliness in the modern work-
place is technology. ‘If you’re in a meeting, don’t sit there tapping
away on a BlackBerry.

Similarly, you should tell people off in private (and perhaps praise
them in public); frame things the right way; use ‘I’ statements, not
‘you’ statements; and try to understand what your co-workers are
sensitive to.

‘No one gets up and decides to be rude,’ she says. ‘But people
don’t know what they don’t know. You need to solicit feedback
from colleagues. Or if you’re going abroad on business, buy a few
books on the country or read a few websites.’

What do I get out of it?

‘If you’re kind and well mannered it becomes part of your personal
brand and who you are,” says Ms Whitmore. ‘Equally rudeness can
become part of your brand.

Polite people are easier to get on with, they make better first
impressions and others are more likely to think well of them,
regardless of how they actually perform; they are also likely to be
more confident as they’ll know how to behave.

Does being polite make me a pushover?

No, says Mr Hanson — but you have to be emotionally intelligent.
‘Ideally you should be polite but someone your colleagues know
not to mess with.
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Mr Williams takes a similar line. ‘You can be very assertive and
still be courteous. If you lower your standards, you just let yourself
down, whereas if you stay polite, it keeps you in the powerful position.’

Are there any easy wins?

‘It’s not rocket science but a bad handshake makes a very bad
impression,’ says Mr Hanson.

Other easy wins include not taking phone calls when you’re talk-
ing to someone, looking at people when you talk to them, and dress-
ing appropriately, even if it means being occasionally overdressed.

Delivering presentations

For many people, making a presentation is one of the most terrify-
ing parts of working life. But, done well, presentations can also be
a good opportunity to shine and impress people far beyond your
immediate team.

Why are presentations important?

‘Presentations are extraordinarily good for your reputation if you
do them properly, says Nick Smallman, managing director of Work-
ing Voices, communication and presentation skills consultancy. ‘It’s
like doing your own PR and it’s a chance for more people to see
what is good about you. Good presenters get promoted.’

The problem, says Bob Etherington, author of Presentation Skills
for Quivering Wrecks, is that most people are not very good at
them. ‘Most speakers want to get off the stage and most audiences
want to get out of the room. If you can do a half-decent job, you’re
head and shoulders above the rest,’ he says.

How should | prepare?

‘Research your audience so you get the message right for them,
says Mr Smallman.
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When you give your presentation, you should not be delivering it
for the first time. Rehearse in front of colleagues and family, or by
using a video camera rather than a mirror. You should not need a
script — though cue cards are usually acceptable.

How do I deal with nerves?

‘Imagine doing the presentation beforehand,” says Ben Williams,
Edinburgh-based business psychologist. ‘Take yourself through the
whole movie and picture the audience responding really well. When
you go along on the day, it’ll be like déja-vu.

What makes a good presentation?

‘A good presentation should be a conversation with your audience,’
says Mr Smallman. ‘It should feel intimate, even if it’s 200 people.

In fact, it makes good sense to think of your audience as lots of
groups of a few people rather than a monolithic bloc. You need to
start with a strong opening: wake people up and intrigue them; you
can even antagonize them a bit if it gets their attention.

Do not try to pack too much in, warns Mr Etherington. ‘Unless
you’re a real pro, aim to get one or two major points across,
he says.

Remember that people learn by repetition. Dry facts, he explains,
are not persuasive, ‘but people love stories and a bit of theatre —
when Khrushchev banged his shoe at the UN, it was pre-prepared;
and we once paid an actor to interrupt. Prod people every 30 seconds
or so to keep them with you.

You need a big finish too, says Mr Etherington. ‘It’s actually quite
easy to manipulate an audience into applause, he says. ‘It’s the
rhythm. Deliver three final points in a low, calm voice standing still,
then at the big moment become animated and raise your voice.

What about PowerPoint?

‘The odd picture or graph can work well but complex slides are
suicide, says Mr Smallman.
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Bullet points are dreadful too, as is reading from slides. Many
people make the mistake of spending eight hours on their PowerPoint
presentation and half an hour on what they are going to say. This is
back to front: PowerPoint should be a sparingly used visual aid, not
a crutch.

Coping with being seen as too young

Ageism is usually an obstacle faced by older people. But if you are
rising up the ranks fast, how do you deal with people who think
you are too young for the job?

How do I cope with this issue in
interviews?

‘Focus on your experience, says Isabelle Ratinaud, marketing director
of the recruitment site Monster. “You might have a short CV in terms
of time but have accomplished a lot, so talk about quantifiable
results and try to link these to business performance.

How do I approach the job?

‘Senior younger people often feel they have to prove their skills,” says
Cary Cooper, professor of organizational psychology at Lancaster
University. “They think: “I’'m 20 years younger and these older people
will resent me — I need to show them I’'m worth this role.” They
would be far better off engaging with them and listening.’

Elizabeth Bacchus, a career coach, says: ‘People worry that they
won’t be taken seriously. One of the key things is to be confident.
Show you can work with colleagues and make sure you contribute
to discussions. Remember some of the advantages of youth are
energy, enthusiasm and a fresh perspective — and make sure you
don’t lose your sense of self. You’re employed to bring something
you have to the table, so you shouldn’t act like everyone else.
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What about managing a team?

Use your emotional intelligence and remember that everyone likes
to be listened to. “You will often need to be a bit of a chameleon,’
says Ms Bacchus.

“You need to respect people’s experience and ask for advice,
adds Professor Cooper. ‘But if you ask for advice, you must use it
where you feel it’s relevant. If you don’t, this will backfire.’

Help those you manage to learn new skills and develop their own
careers, drawing on the experience of older members if possible.
Ms Ratinaud says perhaps the single best thing you can do is to
prove yourself: ‘People will respect you if you deliver great results
and advance the team’s reputation.’

How do I defuse obvious prejudices?

‘If you look very young, you might try to ensure you dress appro-
priately and soberly, says Ms Ratinaud, noting that young men
sometimes wear poorly fitting suits and younger women can be too
creative with their attire. ‘Present yourself as mature in terms of
voice and gestures too.’

What about people who still
undermine you?

‘If someone makes a cutting comment, try to turn it into a positive,
says Ms Bacchus. ‘Say: “I don’t know much about that — what can
Ilearn from you?”’

However, Professor Cooper adds: ‘With some, you will never
connect. They will be putting you down the whole time. You can’t
ignore it or pussyfoot around it because they will make it impossible
for you to do your job. Rather, you have to confront it head on and
have a meeting where you get it out. Don’t be personal but explain
the reality — that they need to get over it because you are now their
boss.’
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Writing for work

What we write at work forms an important part of how we are
perceived. Yet many people barely think about what they have
committed to permanence and leave behind a record of difficult-to-
decipher, error-strewn, jargon-riddled prose.

How important is written communication?

‘Most people in business spend a lot of time writing documents
or if they’re more senior, reading them, says Neil Taylor, of The
Writer, the business language consultancy. ‘If you’re the author,
your bid might be competing with six other bids that are essentially
the same — or you might write a document for the board three times
a year. How you write it makes a huge difference.’

Your written output helps shape your reputation, says Robert
Myatt, a director at Kaisen, the business psychologists. ‘In an age
where e-mails are cc’d to hundreds of people it’s a real chance to
stand out.’

Mr Taylor adds that a lot of writing is actually a sales pitch.
“You’re selling an idea, your services or even your personality.’

What are the most common problems and
how do I address them?

‘People get into a speed habit,” says Stephen Lloyd, a business writ-
ing consultant. ‘T always say, “You should think, write and review,”
but often people just do the writing.” Mr Lloyd says this is particularly
true of e-mails. ‘Because they are often used for informal communi-
cation, people treat them informally. But an e-mail can be a very
important business document. Taking a little more time over what
you write often saves time in the long run.’

Mr Taylor says the desire to sound professional and businesslike
can also lead to poor writing. ‘People forget they’re people. They make
their writing complex and dense because they feel it’s expected of
them. It’s not. Good writing is short, engaging and gets the point over.’
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While concision and clarity should always be the goal, they do of
course vary between industries. ‘In a retail environment, you probably
want to be pithy and succinct and you might be able to get away
with using a lot of abbreviations — anything too long might be seen
as verbose, Mr Myatt says. ‘In a law firm, however, people may
take huge pride in the quality of their written communications.’

What about jargon?

‘Jargon doesn’t help anyone — it’s putting up a barrier and often
looks like you’re hiding an inability to communicate clearly,
Mr Lloyd says.

There is nothing wrong with using the language of your business,
but it should be used to clarify rather than obfuscate. As Warren
Buffet states in the preface to A Plain English Handbook: How to
Create Clear SEC Disclosure Documents: ‘Write [in plain English]
as this handbook instructs you and you will be amazed at how
much smarter your readers will think you have become.

He also offers this tip: “When writing Berkshire Hathaway’s
annual report, I pretend that ’m talking to my sisters... They will
understand plain English, but jargon may puzzle them.’

Are there some things | should never write?

The internet is littered with specific examples of this, but a good
workaday rule is never to write in anger. ‘Don’t e-mail if you
feel emotional, Mr Myatt says, “Write it by all means, but don’t
send it.

How to blow your own trumpet

We have long been told that we are the CEOs of our own careers.
But many people still struggle to be their own marketing director.
So how do you promote yourself without coming across as self-
promoting?
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Why do I need to promote myself?

‘It’s no longer enough to be good at your job,’ says Lesley Everett,
founder of Walking Tall, a personal branding consultancy. ‘You
need to promote yourself and take an entrepreneurial approach to
your career — with your behaviour, attitude and visibility.’

She argues that in many sectors and countries, reticence and
self-deprecation have given way to an altogether more proactive
approach to self-promotion. ‘People are very busy and love clarity,
she says. ‘If you can tell them what you really bring to the table
they’ll thank you for it

How do I get it right?

There are two essential ingredients. First is authenticity: your
message needs to reflect the real you. ‘It’s like a signature dish,” says
Jennifer Holloway, founder of executive coaching company Spark.
“You need to look at the ingredients that make you different and
combine them in the best possible way. Second, she says: ‘Blow
your trumpet at a volume that suits you. You need to be comfortable
with it.’

Gregarious people can often get away with being a bit over the
top, but others can struggle. ‘The first time you try increasing the
volume, you may feel uncomfortable, but if it suits you, you’ll get
used to it, she says. ‘One guy I work with won’t even say he’s a
marketing director because he thinks the term “director” is too
showy. We’ve agreed he’ll say he’s “responsible for marketing”,
which is a step forward for him.

Do I give everyone the same message?

“Your message needs to be consistent, but it can be multilayered so
you can tailor it to your audience,’ says Ms Everett. You shoul