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What Are Core Values?  
Core values are part of a company’s DNA. They define what an organization stands 

for, highlighting an expected and ultimate set of behaviors and skills. A company’s 

values lie at the core of its culture. Values are fundamental, enduring, and 

actionable. 

Driving priorities and decisions, values help determine how a company spends its 

time and money. The actual values of an organization are determined mainly by 

where it invests its resources and how its employees behave, not what the leader 

says or what’s posted on company walls. 

Why Corporations Need Core Values 
Human capital is the lifeblood of today’s enterprises. Attracting top talent in a fast-

changing global marketplace—and retaining them—takes more than high salaries 

and benefits packages. Talented people want to work in environments where they 

can develop and thrive. Top performers seek out organizations with values that 

match their own. 

As a consequence, the importance of a company’s culture is becoming more 

apparent.  Numerous research studies have highlighted that corporate culture is a 

primary driver for innovation. 

When core values are successfully integrated into an organization, they set the 

foundation for their culture. Values set the climate of the workplace and help 

determine how success is defined and measured. 

PRINCIPLES BEHIND VALUES 
At Choptank Transport our core values are broken down into 4 quarters.  You 

must first commit to your goals and your teams.  Next you must be ready to ADAPT 

to the inevitable obstacles and changes that will come along throughout the year.  

Through those changes, and challenges met you will GROW, and finally, if you have 

put in the work and stayed true to the values, you will SUCCEED.  Each month we 

introduce a “Principle” that supports and advices you towards your goals and living 

the core values.  The following pages contain a compendium of articles and advice 

to help along the way. 
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MISSION STATEMENT 

By providing an exceptional workplace and leveraging our core values 

to give 100% COMMITment, ADAPT to the market and our customer’s 

needs, GROW professionally to provide superior service, which allows 

us to SUCCEED in delivering incomparable service. 

 

VISION STATEMENT 

To be in the Top 25 best 3PL’s in the industry; attained by having the 

best customer service in the industry through investing in our people 

and creating a culture of engaged, highly trained professionals. 

 

PURPOSE 

To be the top employer of choice and enable our people to live their 

best life and be leaders and mentors in their communities. 
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5 Qualities You Need to 

Reach Your Biggest Goal 
SUCCESS MAGAZINE 
  

Starting today and moving ahead, don’t be one 

of those people that doesn’t achieve their 

dreams. Not because you fail—because we all 

make mistakes. More because we should live with absolutely no regrets, because 

you don’t want to go through life knowing that you didn’t go for it in life. 

People that have not achieved their goals is usually not because their goal wasn’t a 

great one—it’s because they give up too soon, before reaping the rewards of their 

efforts. 

If this resonates with you, I want you to change that—to become one of those 

people who do achieve their dreams. 

Here are five qualities you need to reach your biggest goals: 

1. Be positive. 

I have always believed that everything starts with a positive mindset. What you put 

your mind to is where you will put action to. You have to believe in yourself and 

stay positive as much as you can. Some of the best ways to do this are to surround 

yourself with positive, inspiring people; journal your progress; and start each day 

reading an inspirational article or listening to something positive and motivational. 

2. Be persistent. 

At times when you are trying to reach a large goal, there are people that are going 

to say “no” to what you want and need. I have been told that and you will, too. 

Strong, successful people do not give up. You don’t want to push too hard on 

people—sometimes it just takes a 15 percent shift in your strategy. And sometimes 

it’s that very next person who will say “yes.” So keep moving forward on your goals. 

Always believe that today is going to be your day. 

3. Be patient. 

http://www.success.com/article/john-c-maxwell-5-reasons-why-dreams-dont-take-flight
http://www.success.com/article/john-c-maxwell-5-reasons-why-dreams-dont-take-flight
http://www.success.com/article/john-c-maxwell-5-reasons-why-dreams-dont-take-flight
http://www.success.com/blog/stop-fantasizing-and-start-saying-yes-and-to-your-dreams
http://www.success.com/blog/stop-fantasizing-and-start-saying-yes-and-to-your-dreams
http://www.success.com/article/it-takes-a-positive-attitude-to-achieve-positive-results-0
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You must also have amazing patience when going for your biggest goals.  We all 

want to achieve our goals today. We want the fruits of our labor right now, but 

sometimes the timing isn’t right for our goal. As Beverly Sills said, “There are no 

shortcuts to any place worth going.” Get into a mindset that the wait will be worth 

it. Take massive action on anything that you can, but remember that great things 

take time. Your dreams are worth the wait. 

4. Be resilient. 

Throughout our lives, there are people and situations that will try to throw us off 

our path to success. There will be people that will try to tell you that you can’t do it, 

and there will be challenges along the way that might want to make you quit. 

Resilience is definitely a quality that you need to have in order to make it. If you find 

yourself doubting yourself at times, one of the best things you can do is hire a 

mentor or coach to help you positively push through. Alone you can do a lot, but 

together with the right support system, you’ll find that you’ll accomplish so much 

more. 

5. Be adaptable. 

As Og Mandino said, “Always take the attitude of a student. Never be too big to ask 

questions, never know too much to learn something new.” You must always learn 

and grow through life because that will help you achieve great success. You must 

have an open mind to the awesome possibilities and opportunities out there. 

Surround yourself with really smart people who you can learn and grow from. 

When you surround yourself with others who have already taken the path that you 

are on, it’ll open you up to awesome strategies to achieve success.  

You deserve to achieve your goals and dreams. If want it, you have to go for it—but 

you have to do the right things to achieve it. Be positive, persistent yet patient, have 

resilience and always be adaptable. 

What are your big goals that you want to achieve? Believe in yourself. 

You can do this! 

 

http://www.success.com/article/how-to-deal-with-critics-and-rejection
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S.M.A.R.T. goals 
You could say that the whole human endeavor is geared towards setting and 

achieving goals. Goals are part of every aspect of life: how you conduct your 

relationships, what you want to achieve at work, the way you use your spare time... 

Everything comes down to priorities, and what you would like to accomplish in 

every aspect – whether you make a conscious choice or go with subconscious 

preferences. 

Without setting goals or objectives, life becomes a series of chaotic happenings you 

don't control. You become the plaything of coincidence. Accomplishments like 

sending someone to the moon, inventing the iPod etcetera are the result of a goal 

that was set at some point. A vision that was charted and realized. 

Think about the accomplishments that you’ve achieved in your life, both personal & 

professional, small & large. How did you achieve them? The simple answer is 

GOALS. Goals impact every part of our lives: from how we form & conduct 

relationships, the things we want to accomplish professionally, to the way we use 

our spare time.  

Life without goals is structure less and leads to chaos. The importance of goal 

setting is seen throughout history with great accomplishments such as the 

invention of the automobile to even smaller things we take for granted such as air 

conditioning & heating. The point is, in order to accomplish things and achieve 

success, we must start with creating goals and, to ensure success, those goals 

should be SMART. 

What is SMART goal setting? 

SMART goal setting brings structure and trackability into your goals and objectives. 

Instead of vague resolutions, SMART goal setting creates verifiable trajectories 

towards a certain objective, with clear milestones and an estimation of the goal's 
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attainability. Every goal or objective, from intermediary step to overarching 

objective, can be made S.M.A.R.T. and as such, brought closer to reality. 

In corporate life, SMART goal setting is one of the most effective and yet least used 

tools for achieving goals. Once you've charted to outlines of your project, it's time 

to set specific intermediary goals. With the SMART checklist, you can evaluate your 

objectives. It clarifies the way goals came into existence, and the criteria their 

realization will conform to. 

We all have goals and things we want to achieve but many of us get stuck when we 

ask ourselves, “How do I achieve such things?” Enter SMART goal setting. SMART 

goal setting creates structure and trackability for your goals and objectives. It takes 

away the vagueness of goal setting and sets a clear path with milestones and 

reveals how attainable that goal is. But wait, there’s more. Every goal or objective, 

no matter how important, both professional and personal, can be made S.M.A.R.T.  

Creating SMART goals involves charting out your project then setting specific 

intermediary goals. Then, you use the SMART checklist to evaluate your objectives. 

This allows you to clarify the path to the ultimate goal, allowing your objective to 

become reality.  

What does S.M.A.R.T. goal setting stand for? 

Why not think of a small goal you want to set right now, personal or professional. 

To make your goal S.M.A.R.T., it needs to conform to the following criteria: Specific, 

Measurable, Attainable, Relevant and Timely. 

Creating a SMART goal involves your goal conforming to the following criteria: 

Specific, Measurable, Attainable, Relevant and Timely.  

S.M.A.R.T. goal setting: Specific 

What exactly do you want to achieve? The more specific your description, the bigger 

the chance you'll get exactly that. S.M.A.R.T. goal setting clarifies the difference 

between 'I want to be a millionaire' and 'I want to make $8,333 a month for the next 

ten years by creating a new software product'. 

Questions you may ask yourself when setting your goals and objectives are: 

What exactly do I want to achieve? 

Where? 
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How? 

When? 

With whom? 

What are the conditions and limitations? 

Why exactly do I want to reach this goal? What are possible alternative ways of 

achieving the same? 

When asking yourself what you want to achieve, it’s important to be as specific as 

possible. The more specific you can be, the more likely you’ll be able to achieve 

your SMART goal. S.M.A.R.T. goal setting allows for clarity. It’s the difference 

between ‘I want to lose weight’ and ‘I want to lose 20 pounds in the next year by 

eating healthy and following a workout plan.’ 

 

Ask yourself these questions when creating your goals and objectives: 

What is it that I’m hoping to achieve? 

Where do I want to achieve it? 

How will I achieve it? 

When should it be complete? 

Who will/needs to be involved? 

What conditions and limitations need to be factored in? 

What is the purpose of this? Are there other ways to achieve this? 

 

S.M.A.R.T. goal setting: MEASURABLE 

Measurable goals means that you identify exactly what it is you will see, hear and 

feel when you reach your goal. It means breaking your goal down into measurable 

elements. You'll need concrete evidence. Being happier is not evidence; not 

smoking anymore because you adhere to a healthy lifestyle where you eat 

vegetables twice a day and fat only once a week, is. 
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Measurable goals can go a long way in refining what exactly it is that you want, too. 

Defining the physical manifestations of your goal or objective makes it clearer, and 

easier to reach. 

Measuring your goals enables you to not only keep track of your progress, but 

know when you’ve completed your objective. In order to know that you’ve done so, 

you need concrete evidence. An emotional feeling is not evidence, seeing your 

weight continue to drop because you’ve implemented a healthy lifestyle that 

involves new eating habits and a workout routine, is.  

Measureable goals allow you to not only keep track of your progress, but enable 

you to know when you need to make changes in your plan if you’re not meeting 

specific milestones that you’ve set. They keep the path clear towards obtaining your 

ultimate objective.  

S.M.A.R.T. goal setting: ATTAINABLE 

Is your goal attainable? That means investigating whether the goal really is 

acceptable to you. You weigh the effort, time and other costs your goal will take 

against the profits and the other obligations and priorities you have in life. 

If you don't have the time, money or talent to reach a certain goal you'll certainly 

fail and be miserable. That doesn't mean that you can't take something that seems 

impossible and make it happen by planning smartly and going for it! 

There's nothing wrong with shooting for the stars; if you aim to make your 

department twice as efficient this year as it was last year with no extra labor 

involved, how bad is it when you only reach 1,8 times? Not too bad... 

This is the part of S.M.A.R.T. goal setting where you need to be speculative of your 

goal. Ask yourself, ‘do I have the resources (time, money, talent) to achieve this?’ If 

not, can you get these resources and how hard will it be to do so? This is where you 

also need to consider other factors such as prior obligations that you have. Does 

this goal take priority over others? 

Don’t be discouraged from setting high goals. Just be aware that, with high goals 

and objectives, comes great amounts of effort and sacrifice. 

S.M.A.R.T. goal setting: RELEVANT 
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Is reaching your goal relevant to you? Do you actually want to run a multinational, 

be famous, and have three children and a busy job? You decide for yourself 

whether you have the personality for it, or your team has the bandwidth. 

If you're lacking certain skills, you can plan trainings. If you lack certain resources, 

you can look for ways of getting them. 

The main questions, why do you want to reach this goal? What is the objective 

behind the goal, and will this goal really achieve that? 

You could think that having a bigger team will make it perform better, but will it 

really? 

Achieving a goal won’t matter if it isn’t relevant to you or your company. This is 

where you take a step back and evaluate the goal by asking ‘why? What is the 

purpose of having this goal? What do you hope will result from completing this 

objective? 

By evaluating if your goal is relevant, you can then decide to move forward with 

your plan to achieve it. The idea of this is to ensure that you’re setting the best 

goals possible to meet your objectives efficiently and effectively.  

S.M.A.R.T. goal setting: TIMELY 

Time is money! Make a tentative plan of everything you do. Everybody knows that 

deadlines are what makes most people switch to action. So install deadlines, for 

yourself and your team, and go after them. Keep the timeline realistic and flexible, 

that way you can keep morale high. Being too stringent on the timely aspect of your 

goal setting can have the perverse effect of making the learning path of achieving 

your goals and objectives into a hellish race against time – which is most likely not 

how you want to achieve anything. 

Creating a timeline for not only yourself but everyone involved in your objective will 

create action. Install deadlines to keep those involved focused and moving. But 

make sure to keep it realistic and flexible to ensure high morale. If a timeline is too 

stringent it can have a negative impact and make those involved not want to 

achieve anything. Having a timeline not only motivates action but also allows for 

assessment 

SMART+ goals 
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Another thing that's very important when setting SMART goals, is formulating it 

POSITIVELY. Remember that what you focus on, increases. So when you focus on 

NOT doing something, all you think about is that thing. And it will increase. So don't 

'stop procrastinating', but 'achieve a daily discipline'. 

When formulating and implementing your SMART goals, always remember to stay 

flexible. Chances are, as with most things in life, everything will not go as planned. 

When something unexpected occurs, keep focused, analyze your plan, adjust 

accordingly, and stay S.M.A.R.T.  
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What is a Standard Operating Procedure 

(SOP)?  
 

An SOP is a procedure specific to your operation that describes the activities 

necessary to complete tasks in accordance with industry regulations, provincial 

laws or even just your own standards for running your business. Any document 

that is a “how to” falls into the category of procedures. In a manufacturing 

environment, the most obvious example of an SOP is the step by step production 

line procedures used to make products as well train staff. An SOP, in fact, defines 

expected practices in all businesses where quality standards exist. SOPs play an 

important role in your business. SOPs are policies, procedures and standards you 

need in the operations, marketing and administration disciplines within your 

business to ensure success. These can create: 

 efficiencies, and therefore profitability  

 consistency and reliability in production and service  

 fewer errors in all areas  

 a way to resolve conflicts 

 a healthy and safe environment  

 a roadmap for how to resolve issues – and the removal of emotion from 

troubleshooting – allowing needed focus on solving the problem  

 a first line of defense in any inspection, whether it be by a regulatory body, a 

partner or potential partner, a client, or a firm conducting due diligence for a 

possible purchase  

 

Setting Company Standards 

You have personal values, beliefs and performance benchmarks. Your business 

also has these characteristics and they are referred to as company standards. Think 

of standards as your business personality and vision coupled with the rules you live 

and work by. Your business standards will likely mirror your personal standards, 

and your customers, clients and employees will form an opinion about your 

business—and your brand—based on these values. 
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What are standards? 

Your standards define how your company acts, which, in turn, builds trust in your 

brand. They can be guidelines that describe quality, performance, safety, 

terminology, testing, or management systems, to name a few. They can comply 

with authoritative agencies or professional organizations and be enforceable by 

law, such as required medical degrees for doctors or credentials for financial 

planners. Or they can be voluntary rules you establish to create confidence among 

your clients that your business operates at a high and consistent quality level, such 

as a restaurant only using the highest quality, locally-sourced ingredients. 

Standards must align with your mission, business objectives, and organizational 

leadership, and be implemented consistently across your enterprise. Employees 

need to buy in to the value of adhering to standards so everyone is pulling in the 

same direction and reinforcing your brand. 

Standards and policies 

By creating standards and policies for your business, you set benchmarks that your 

staff must meet. 

For example, you may have a standard for serving customers that involves being 

courteous, completing transactions within a certain time, and doing everything in 

your power to accommodate customer requests. This can improve the experience 

of your customers, suppliers and/or distributors in their dealings with you. 

Customers who have a positive experience are more likely to become repeat 

customers, and are less likely to complain about your business. 
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7 Tips for Effective Time Management 

Time is precious. Yet there are 

never more than 24 hours in a 

day. Some people respond to this 

fact of life with focus and 

purpose. Others freak out. 

Are you in the latter group? You 

don’t have to be. With the right 

approach, you can work 

efficiently, productively, and 

relatively stress-free. 

Here are seven tips for effectively managing your time: 

1. Know your goals. Make sure you’re engaging in activities that support your 

goals, both short- and long-term. Everything else is a potential time-waster. Your 

daily plan should revolve around working on tasks and activities that directly relate 

to your most important metrics. 

2. Prioritize wisely. Stephen Covey, co-author of First Things First, offers an 

organizational tool for your to-do list based on how important and urgent tasks are. 

Looking at what goes into making up your day, where do your activities fit into 

these categories? 

IMPORTANT VS. URGENT 

Important and urgent — Tasks that must be done. Do them right away. 

Important but not urgent — Tasks that appear important, but upon closer 

examination aren’t. Decide when to do them. 

Urgent but not important — Tasks that make the most “noise,” but when 

accomplished, have little or no lasting value. Delegate these if possible. 

Not urgent and not important — Low-priority stuff that offer the illusion of 

“being busy.” Do them later. 

http://blog.intuit.com/employees/how-to-get-more-from-setting-goals/
http://blog.intuit.com/employees/how-to-get-more-from-setting-goals/
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Write down your three or four “important and urgent” tasks that must be 

addressed today. As you complete each one, check it off your list. This will provide 

you with a sense of accomplishment and can motivate you to tackle less essential 

items. 

3. Just say no. You’re the boss. If you have to decline a request in order to attend to 

what’s truly important and urgent, do not hesitate to do so. The same goes for any 

projects or activities that you’ve determined are headed nowhere: Be prepared to 

move on to more productive tasks. Learn from the experience to avoid wasting 

time later on. 

4. Plan ahead. One of the worst things you can do is jump into the workday with 

no clear idea about what needs to get done. The time you spend thinking ahead 

and planning your activities is trivial compared with the time you’ll lose jumping 

from one thing to the next (and rarely completing anything). Depending on your 

personality, try one of these options: 

The night before — At the end of the day, take 15 minutes to clear your desk 

and put together a list of the next day’s most pressing tasks. It’s a great 

decompression technique, and you’ll feel better sitting down at a clean desk in 

the morning. 

First thing in the morning — Arrive a few minutes early and assemble your 

prioritized to-do list (see #2). This may prove to be the most productive part of 

your day. 

5. Eliminate distractions. Start paying attention to the number of times someone 

interrupts you when you’re in the midst of an important task. Track self-induced 

interruptions, too, particularly those of the social media variety. Your smartphone is 

extremely useful, but it’s also addictive and among the most insidious time-wasters 

known to mankind. 

Instead of being “always on,” plan a break in the day to catch up on email, call 

people back, talk with staff, etc. 

6. Ask for Help. You are part of a team.  If you can be more productive for the 

company and your team by focusing on important tasks, ask for help!  

7. Take care of yourself. Be sure to get plenty of sleep and exercise. An alert mind 

is a high-functioning mind and one that’s less tolerant of time-wasting activities. 
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“THE ONLY 

CONSTANT 

IN LIFE IS 

CHANGE.”  - 

HERECLITUS 

OF EPHESIUS 
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10 Tips for Overcoming Your Fear of Change at Work 

1. Acknowledge the change. The most important thing to do when 

change is happening in the workplace is to acknowledge it. Recognizing and 

accepting change is one of the first steps towards managing it. 

2. Face your fears. When you fear change take some time out for yourself. 

Writing down these fears in an objective form can stop you dwelling on them. 

Go through each fear and write down what you would do if that fear came to 

pass. Knowing you have a backup plan can really help to defuse the 

emotional anxiety. 

3. Confront your feelings and seek support. Face your feelings about 

fear and the transition you are going through, especially when the change is 

imposed and beyond your control. Change could mean that you have to cope 

with a loss of co-workers, team, and a project that you really care about. You 

don't have to act as a victim, even when you are not in control. The best thing to 

do is to accept your feelings and then reach out to close colleagues, partner, loved 

ones and talk to them about what you are feeling. 

4. Stop the fearful thoughts and replace them with something 

positive. Fear can come from creating negative thoughts and scenarios in 

your head about what the future holds. How you are describing the change 

to yourself? What you see to be the negative aspects of the change? What 

impact it has on you and your life? The moment you become fearful and 

have negative thoughts, stop them in their tracks and turn them into 

something positive. Ask yourself questions. In the past when I handled change 

really well what did I do? How did I handle it? What actions did I take that really 

worked for me?  

5. Be flexible and embracing of change. Instead of hiding from your 

fear and creating defenses to keep it away from you, be open and flexible to 

taking on new challenges and tasks. Chansky says to approach change with 
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an open attitude of learning. “Even if you don't like something new in the 

system, if you are flexible, people will want to work with you, and there is a 

greater chance of change. If you “rage against the machine, so to speak, no 

one is going to rush to have your back.” 

6. Be part of the change. Adopt an attitude of anticipation and excitement. 

Welcome change as an opportunity. Get involved in new committees and 

work teams. Be an influencer and driver of change. That way you will feel 

empowered and less fearful. See the positive in the way forward. 

7. Communication, communication and more 

communication. Communication is always important and especially 

when you face change. Part of the fear of change is the unknown. If the 

organization is not communicating change effectively, make it your business 

to be proactive in finding out more about what the change involves. Don’t sit 

back. Talk to your boss, your boss’s boss and your co-workers to get their 

understanding. Don't make these sessions negative. Instead ask constructive 

questions to find out meaningful information to help you understand better. 

Be aware that sometimes when talking to co-works news can be distorted 

and can be mixed with rumor. 

8. Reduce Stress and anxiety. In times of stress caused by change we 

may feel tired and un-energized. This is the time we need to focus on being 

strong, fit, healthy and resilient. To be resilient you need to be clam and in 

control so that you are able to make good, clear and rational decisions. Focus 

on your exercise and nutrition, breathe deeply and smile. This doesn’t have 

to be extensive; 20-30 minutes of meditation; yoga or even walking to clear 

your head is sufficient. 

9. Have a sense of meaning. Take time to take stock of how valuable you 

are to the organization. Acknowledge your successes and the valuable skills 

and attributes you offer the organization. This is perhaps the time to make 
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yourself more valuable. Research tells us that valuable employees typically 

get through changes unscathed, or even better than before. 

10. Continue to do your work and see the big picture. It is easy 

during times of reorganization to sit back and see what will happen 

tomorrow. It is easy to have that attitude as in some cases the work you are 

doing might change. However, remember that till you have a new direction 

you need to focus on achieving your designated goals and tasks. Remember 

that a great positive attitude should impress a future boss. 

 

 

 

 

 

 

 

 

 

 

 

 



 

23 

10 Tips for Dealing with 

Change Positively in Your 

workplace 

 “The oldest and strongest emotion of mankind is fear, and the oldest and strongest kind of 

fear is fear of the unknown.” H.P. Lovecraft 

Many of us look forward to changes at work and we often have conversations with 

our colleagues about how things should be different, yet when things do change we 

are often terrified and feel uncomfortable. Change is inevitable and necessary 

these days in order for businesses and organizations to survive and thrive. 

Sometimes change can be imposed on us and with that may come changes to our 

immediate boss, team, work priorities and even changes to our role. So we must 

learn to overcome fear and embrace the changes ahead. 

Why Do We Fear and Resist Change so Much? 

We fear change at work for a variety of reasons. These fears are often associated 

with fear of failure, fear of success, fear of rejection, fear of criticism and fear of the 

unknown. 

The growing research in neuroscience is proving the belief that “we are creatures of 

habit” to be very true. We like “Certainty.” Certainty brings with it clarity and 

predictability, ambiguity which can often come with change activates a threat circuitry in 

the brain. This can trigger powerful effects on our body and our emotions – which 

we sometime refer to as “stress.” David Rock, author of the “Handbook of 

Neuroleadership” explains that uncertainty registers as an error, gap, or tension in 

the brain: something that must be corrected before one can feel comfortable again. 

That is why people crave certainty. Not knowing what will happen next can be 

profoundly debilitating because it requires extra neural energy. This can diminish 

memory, undermine performance, and disengage people from the present. 

Dr. Tamar Chansky, author of “Freeing Yourself from Anxiety” says changes at work 

are among the top life stressors that one can experience. “How we thrive is through 

routine and predictability. It gives us a sense of control. When there are big 

changes, we are suddenly thrown into a state of uncertainty.” 
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Therefore, it is perfectly normal to feel fear and be unsettled with change; it is a 

normal human behavior when we don't feel totally in control and certain about the 

future. The unhealthy part occurs with inappropriate and unhelpful responses. 

Fighting change, presenting a negative attitude or ignoring its meaning. Intelligent, 

mature and driven employees will manage their fear and look for avenues to adjust 

to change and thrive in the new environment. 
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7 Tips to Get Organized at Work 
 
No one wants to be considered the office airhead. But losing just one important 

phone number (“I can’t believe I spilled coffee on that sticky note!”) or forgetting 

one vital meeting (“Where is my darn calendar, anyway?”) because you’re 

disorganized may make you look like one. These five organizing tips can help you 

become known for your brilliant ideas rather than your scattered brain. 

 

1. Be proactive 

Most people take the work one day at a time, coming in ready to take on 

whatever happens. However, that means you are reacting to a situation 

rather than preparing for it in advance. The best way to make the most of 

your day is to prepare for it in advance. Know what you need to do for the 

next day and make preparations for them before you leave for the day. This 

not only takes the guesswork out of your workday, it might even give you 

some insights or ideas of how to do the work better. 

 

2. Chuck Your Junk 

Just like when you declutter at home, think about whether you’ve needed 

something within the last year. Make a “toss” pile, a “store” pile and a currently 

active “to-do” pile. That take-out menu from the bankrupt sandwich shop down the 

street? Toss it. The budget report from 2009? Store it, but only one copy. A printout 

of the presentation you’re giving on Friday? Keep it on hand. 

 

3. Store, Store and Store Some More 

Resist the urge to be a perfectionist in dealing with the old paperwork in your 

“store” pile, or you’ll be lost amid stacks of miscellany for days. Just create a way to 

organize your materials in a way that makes sense to you. Everything related to one 

subject could go in one labeled plastic bin or box, for example.  

 

4. Tackle Your To-Do Pile 

This is where you should invest your efforts for the biggest payoff in long-term, 

sustainable organization. Create file folders for each project you are currently 

https://oas.monster.com/RealMedia/ads/click_lx.ads/us.monster.en/career-advice/get-organized-at-work/1285023098/Middle1/default/empty.gif/7261615743566b486e53384143306e52?x
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working on (or a different folder for each customer or for each upcoming due date -- 

whatever makes sense for you & make it both digital & physical). When you complete a 

project, go through the file and discard the unimportant documents within. Then 

store the folder -- which has been winnowed down to include only the project 

essentials -- into an appropriate bin. 

 

5. Keep Your Desk Clear 

The surface of your desk should now be visible. Hooray! Keep it that way. One 

surefire way to prevent clutter from accumulating on your desk is to adopt the one-

touch rule. Deal with every piece of paper that crosses your desk immediately. 

Trash it, act on it, file it or -- if you really must -- place it in your inbox until you have 

time to deal with it. (The one-touch rule is also applicable to email. Either respond right 

away, or direct your incoming messages to appropriate email folders.) 

 

6. Make a list 

Part of being proactive is making a list of all the things you need to do for 

each day. The benefits of this is you don’t forget anything. An added bonus to 

making a list is crossing it out. It gives you a concrete way to keep track of the 

tasks you need to do, and it motivates you to keep doing it because it gives 

you such a sense of satisfaction and accomplishment crossing each item on 

your list. 

 

7. Use Technology Wisely 

Strive to keep phone numbers and other often-used data on your computer 

and/or mobile phone. Online organizers -- which you can access via your 

computer or your phone -- can combine your calendar, address book, to-do 

lists and more. They can also send you pop-up reminders about meetings 

and deadlines. It may take a little time to master using these tools, but they’ll 

save you time (and lots of sticky notes) in the long run. 
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17 good work habits to develop 
Here are the basic skills all newcomers & veterans need to have on any job, and 

qualities which the company will be looking for during your performance 

evaluation: 

1) Punctual. Be punctual for work. Even better, be early.  

2) Interpersonal. Be friendly, pleasant and have a positive attitude towards your 

colleagues and your boss. Don’t show your temper, keep a long face or be sarcastic 

as it is totally unacceptable. (Maintain a pleasant and upbeat telephone-voice when 

you make or take calls as this reflects the image of the company.) 

3) Initiative. Take the initiative to get things done, even if that means you have to 

fill up the kettle and boil the water — just do it. 

4) Neat, tidy and clean. Make sure your desk or workstation is neat, clean and 

pleasant. Clear perishable rubbish immediately and wash your mug at the end of 

the workday. The same attitude applies to the general office area and restrooms — 

use them considerately for others to enjoy as well. 

5) Organized. The best indicator is to see if your tray, desk, drawers and cabinets 

are cluttered and messy or well-labelled and orderly. 

6) Systematic. A good system smoothens work processes. Generally, established 

companies have a standard operating procedure (SOP) manual as a guideline.  

7) Efficient. Some people are naturally efficient. You can develop this skill by 

thinking things through. By doing so, you will know how processes can be done in a 

faster, smarter and more convenient way. 

8) Problem solving. Understand what you are doing and improvise on existing 

work processes. Give feedback, ideas and suggestions to colleagues and clients to 

help them come up with solutions. 

9) Follow-up. This does not mean chasing people after a day’s notice. Give them a 

gentle reminder after a space of three days. Most people understand urgency and 

will help you expedite matters if you underline the importance of the deadline. 

10) Fast. Learn to work fast on routine jobs. But this does not mean rushing to get 

things done. 

11) Accuracy. Learn to pay attention to details especially if you are dealing with 

numbers and dates. 
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12) Fewer mistakes. Everybody makes mistakes, but you should aim to make 

fewer mistakes on routine jobs. Always be mindful that some mistakes come with a 

cost. 

13) Paperwork. Be good in your paperwork. Clear paperwork as soon as possible 

and keep all your files updated so that you have important details at your 

fingertips. 

14) Teamwork. Be a team player. Be willing to share ideas, work experience, 

information, so other colleagues won’t have to re-invent the wheel. This is how you 

build trust with each other. 

15) Office etiquette. Don’t spend too much time on personal calls, e-mails, text 

messages or tea breaks. Respect others’ personal space and desk.  

16) Priority. Know what is important and what can be shelved. Stay focused, keep 

to your deadlines, and plan your work for the day and the week. 

17) Responsibility. Know your level of responsibility with the company and take 

ownership for your job scope and inventory. 

The sooner you acquire or boost these skills, the faster you will shine in your new 

job and impress the people you work with. 
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WHY PROCRASTINORS PROCRASTINATE 
 October 30, 2013 By Tim Urban, www.waitbutwhy.com 

pro-cras-ti-na-tion |prəˌkrastəˈnāSHən, prō-|noun 

the action of delaying or postponing something: your first tip is to avoid procrastination. 

Who would have thought that after decades of struggle with procrastination, the dictionary, of all places, would 

hold the solution. 

Avoid procrastination. So elegant in its simplicity. 

While we’re here, let’s make sure obese people avoid overeating, depressed people avoid 

apathy, and someone please tell beached whales that they should avoid being out of the 

ocean. 

No, “avoid procrastination” is only good advice for fake procrastinators—those people that 

are like, “I totally go on Facebook a few times every day at work—I’m such a procrastinator!” 

The same people that will say to a real procrastinator something like, “Just don’t 

procrastinate and you’ll be fine.” 

The thing that neither the dictionary nor fake procrastinators understand is that for a real 

procrastinator, procrastination isn’t optional—it’s something they don’t know how to not 

do. 

In college, the sudden unbridled personal freedom was a disaster for me—I did nothing, 

ever, for any reason. The one exception was that I had to hand in papers from time to time. 

I would do those the night before, until I realized I could just do them through the night, 

and I did that until I realized I could actually start them in the early morning on the day they 

were due. This behavior reached caricature levels when I was unable to start writing my 90-

page senior thesis until 72 hours before it was due, an experience that ended with me in 

the campus doctor’s office learning that lack of blood sugar was the reason my hands had 

gone numb and curled up against my will. (I did get the thesis in—no, it was not good.) 

Even this post took much longer than it should have, because I spent a bunch of hours 

doing things like seeing this picture sitting on my desktop from a previous post, opening it, 

looking at it for a long time thinking about how easily he could beat me in a fight, then 

wondering if he could beat a tiger in a fight, then wondering who would win between a lion 

and a tiger, and then googling that and reading about it for a while (the tiger would win). I 

have problems. 

To understand why procrastinators procrastinate so much, let’s start by understanding 

a non-procrastinator’s brain: 

www.waitbutwhy.com


 

30 

 

Pretty normal, right? Now, let’s look at a procrastinator’s brain: 

 

Notice anything different? 

It seems the Rational Decision-Maker in the procrastinator’s brain is coexisting with a pet—

the Instant Gratification Monkey. 

This would be fine—cute, even—if the Rational Decision-Maker knew the first thing about 

how to own a monkey. But unfortunately, it wasn’t a part of his training and he’s left 

completely helpless as the monkey makes it impossible for him to do his job. 

https://4.bp.blogspot.com/-dID9_Fb3jsQ/Upvh1rjLxYI/AAAAAAAAGb8/fVhfjlj3Pks/s1600/NP+brain.png
https://1.bp.blogspot.com/-S6ryaE6HuZg/Upvh2oS7q9I/AAAAAAAAGcI/R2-QDRd6A7o/s1600/P+brain.png
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https://2.bp.blogspot.com/-Itw_OLDmScQ/Upvh0zdThcI/AAAAAAAAGbc/oTJBvQsSgaA/s1600/IGM+RDM+interacting+1.png
https://1.bp.blogspot.com/-TUld_HzbZP8/Upvh1CFYvBI/AAAAAAAAGbo/i3VQRZ3zPjU/s1600/IGM+RDM+interacting+2.png
https://3.bp.blogspot.com/-VG-qHIJJeM4/Upvh1QrCVkI/AAAAAAAAGcE/XwQWbOsUIok/s1600/IGM+RDM+interacting+3.png
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The fact is, the Instant Gratification Monkey is the last creature who should be in charge of 

decisions—he thinks only about the present, ignoring lessons from the past and 

disregarding the future altogether, and he concerns himself entirely with maximizing the 

ease and pleasure of the current moment. He doesn’t understand the Rational Decision-

Maker any better than the Rational Decision-Maker understands him—why would we 

continue doing this jog, he thinks, when we could stop, which would feel better. Why would 

we practice that instrument when it’s not fun? Why would we ever use a computer for work 

when the internet is sitting right there waiting to be played with? He thinks humans are 

insane. 

In the monkey world, he’s got it all figured out—if you eat when you’re hungry, sleep when 

you’re tired, and don’t do anything difficult, you’re a pretty successful monkey. The problem 

for the procrastinator is that he happens to live in the human world, making the Instant 

Gratification Monkey a highly unqualified navigator. Meanwhile, the Rational Decision-

Maker, who was trained to make rational decisions, not to deal with competition over the 

controls, doesn’t know how to put up an effective fight—he just feels worse and worse 

about himself the more he fails and the more the suffering procrastinator whose head he’s 

in berates him. 

It’s a mess. And with the monkey in charge, the procrastinator finds himself spending a lot 

of time in a place called the Dark Playground.  

The Dark Playground is a place every procrastinator knows well. It’s a place where leisure 

activities happen at times when leisure activities are not supposed to be happening. The 

fun you have in the Dark Playground isn’t actually fun because it’s completely unearned 

and the air is filled with guilt, anxiety, self-hatred, and dread. Sometimes the Rational 

Decision-Maker puts his foot down and refuses to let you waste time doing normal leisure 

things, and since the Instant Gratification Monkey isn’t gonna let you work, you find 

yourself in a bizarre purgatory of weird activities where everyone loses.  

https://2.bp.blogspot.com/-CLsCpHveOY0/Upvh1oFtMNI/AAAAAAAAGcA/Bu92QWsX0dQ/s1600/IGM+RDM+interacting+4.png
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And the poor Rational Decision-Maker just mopes, trying to figure out how he let the 

human he’s supposed to be in charge of end up here again. 

 

Given this predicament, how does the procrastinator ever manage to accomplish anything? 

As it turns out, there’s one thing that scares the #$@! out of the Instant Gratification 

Monkey: 

https://store.waitbutwhy.com/collections/posters/products/dark-playground-poster-18x24
https://store.waitbutwhy.com/collections/posters/products/dark-playground-poster-18x24
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The Panic Monster is dormant most of the time, but he suddenly wakes up when a 

deadline gets too close or when there’s danger of public embarrassment, a career disaster, 

or some other scary consequence. 

 

 

https://4.bp.blogspot.com/-MlSCOooBXFE/Upvh3lkFkhI/AAAAAAAAGck/ItaOXl_J2rU/s1600/PM.png
https://1.bp.blogspot.com/-bRsO0-Gbt5I/Upvh2hIjDJI/AAAAAAAAGcs/Bs_y-0os0aY/s1600/PM+Scare+1.png
https://2.bp.blogspot.com/-m06IHIKx56Q/Upvh284PRiI/AAAAAAAAGcg/Dki558dQ1O4/s1600/PM+Scare+2.png
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The Instant Gratification Monkey, normally unshakable, is terrified of the Panic Monster. 

How else could you explain the same person who can’t write a paper’s introductory 

sentence over a two-week span suddenly having the ability to stay up all night, fighting 

exhaustion, and write eight pages? Why else would an extraordinarily lazy person begin a 

rigorous workout routine other than a Panic Monster freak-out about becoming less 

attractive? 

And these are the lucky procrastinators—there are some who don’t even respond to the 

Panic Monster, and in the most desperate moments they end up running up the tree with 

the monkey, entering a state of self-annihilating shutdown. 

Quite a crowd we are. 

Of course, this is no way to live. Even for the procrastinator who does manage to eventually 

get things done and remain a competent member of society, something has to change. 

Here are the main reasons why: 

1) It’s unpleasant. Far too much of the procrastinator’s precious time is spent toiling in the 

Dark Playground, time that could have been spent enjoying satisfying, well-earned leisure if 

things had been done on a more logical schedule. And panic isn’t fun for anyone. 

 

2) The procrastinator ultimately sells himself short. He ends up underachieving and 

fails to reach his potential, which eats away at him over time and fills him with regret and 

self-loathing. 

 

3) The Have-To-Dos may happen, but not the Want-To-Dos. Even if the procrastinator is 

in the type of career where the Panic Monster is regularly present and he’s able to be 

https://4.bp.blogspot.com/-Jjn22OLAd2E/Upvh3ICJbGI/AAAAAAAAGcY/fe37M2hsFiU/s1600/PM+Scare+3.png
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fulfilled at work, the other things in life that are important to him—getting in shape, 

cooking elaborate meals, learning to play the guitar, writing a book, reading, or even 

making a bold career switch—never happen because the Panic Monster doesn’t usually get 

involved with those things. Undertakings like those expand our experiences, make our lives 

richer, and bring us a lot of happiness—and for most procrastinators, they get left in the 

dust. 

 

 

So how can a procrastinator improve and become happier? See Part 2, How To 

Beat Procrastination. 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://www.waitbutwhy.com/2013/11/how-to-beat-procrastination.html
https://www.waitbutwhy.com/2013/11/how-to-beat-procrastination.html
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  “DON’T JUDGE 

EACH DAY BY 

THE HARVEST 

YOU REAP, BUT 

BY THE SEEDS 

YOU PLANT.” – 

ROBERT LOUIS 

STEVENSON 
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TIPS FOR SUCCESSFUL EMPLOYEE COACHING AND MENTORING 
Coaching and mentoring your employees requires a continuous effort to make it a 

part of your management practices. Use the tips in the following list to help 

incorporate coaching and mentoring techniques into your management practices: 

 Delegate: Articulate the results you want to see, set parameters, determine 

what support the employee needs, and set times to conduct progress 

reviews along the way. 

 Give performance feedback: State what you observe, be specific and direct, 

show sincerity, and communicate face-to-face for both positive and negative 

performance efforts. 

 Motivate employee performance: Give timely recognition for a job well 

done and provide favorable assignments that challenge your staff and meet 

business needs at the same time. 

 Mentor employee growth: Pass on words of wisdom that guide behavior 

for success and ask employees for ideas to make improvements and solve 

problems. 

 Focus employee performance: Collaboratively set goals with action plans 

that define the key steps for achieving the goals. 

 Set meaningful goals: Define the results that need to be achieved and how 

the goals will be measured. 

 Assess employee performance: Don’t wait for the annual review. Meet one-

on-one with each staff person at least once per quarter to review 

performance; adjust plans accordingly to keep priorities current. 

 Aid career development: Collaboratively set plans that define how 

employees will prepare themselves — from training to work assignments — 

to grow in their skills and capabilities. 

 Deliver training: Give step-by-step instruction that involves your employee 

doing the skills or procedures in a hands-on way. 

 Reinforce good performance: Catch employees doing quality work and 

demonstrating positive behaviors with the same effort that you catch them 

when performance doesn’t go as well as needed. 

http://www.dummies.com/how-to/content/business-coaching-using-constructive-feedback-vers.html
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COACHING 
 Instructing involves imparting new 

             knowledge. 

 Coaching involves developing and 

             building on the knowledge already 

             learned. 

 Training involves a combination of 

             both instructing and coaching. 

 

1) Identifying Development Goals  

Coaching is about developing others and helping them achieve their goals. You’re 

there to support the individual, once you have discussed and identified their ‘why’ 

then you should guide them towards ‘the how’. Get them to think about where they 

are now and where they want to go in the future (think 1 year from now, 2 years, 5 

years etc.). 

The ability to help others gain in self-awareness is a key skill for a coach. Once a 

developmental goal has been identified then it’s time to review options, 

opportunities and possibilities. Try to use questions to engage team members, get 

them to review their current performance level and identify any gaps in skills and 

knowledge. 

One of the most popular models used at this initial stage of the development 

process is the GROW model as outlined below: 

Goals: What do you want to achieve? 

Reality: What steps have you completed so far? What has been the result? 

Options: What options/alternatives are available? 

Way Forward: How can you move forwards? What do you need to do? 

This model should provide an easy to use framework to establish some clear goals 

that lead to action. 

2) Facilitate Learning 

It’s important to remember as mentioned above that the coach or mentor is a 

facilitator, not an instructor. The word facilitation is taken from the French word, 

‘Facile’ which means to make easy. 
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It is key that as a facilitator you lead your team member to the right answer and 

you use good questions to make it easy for them to get to the right answer (or 

solution). By using questions, you allow them to learn through self-discovery and at 

same time it encourages them to take accountability for their own learning by 

discovering ‘the how’. 

The effective coach works with the employee to find learning methods that suit 

them. They help the employee to clarify how they learn best, and create a 

development plan to make sure the coaching and mentoring process works best 

for them. 

3) Listen 

The most important skill a coach must practice is active listening (the opposite 

being passive listening). We often take listening for granted, we assume if we start 

to speak the person we are trying to speak will always listen to what we say. 

When someone tries to ensure the other person fully understands, it forces them 

to revisit the issue and see it clearly themselves by clarifying their own 

understanding – this will help become more aware and make a better decision on 

how they can move forwards. 

Being a good listener also helps build a better rapport with team members and 

means you can respond appropriately, ensuring you ask the right questions. The 

Development of good listening skills can be a huge asset in life and is an absolute 

must for being an effective coach. 

4) Build Rapport  

The easiest way to build a rapport with someone is to listen to them and respond 

appropriately. At the start of your developmental meeting, establish boundaries 

and be clear about the learning and development objectives. 

Help your employees understand the importance of their development in relation 

to their job or professional career and help them establish their ‘why’. Discuss your 

own personal experiences and try to find things you have in common and build 

trust and mutual respect. 

Try to never make promises – if you have no choice, then make sure you follow up 

on these and provide them with an update as soon as possible. Failure to do so will 

result in a loss of trust. 
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5) Remove Barriers 

Ask them what’s stopping them from achieving their goal or what problems they 

expect to encounter during each stage of the development plan. Again, use your 

own experiences and explain how you overcome your own barriers or fears. 

The best way to eliminate these are to discuss them as soon as possible and 

identify how they can overcome these. Develop a step-by-step action plan, work 

through them and provide constant support to help them to see through 

difficulties. 

FEAR = False, Evidence, Appearing, Real 

You should also explore any worst case scenarios, and help them realize that these 

are seldom as bad as first thought. Help them move beyond these barriers and to 

feel free. 

6) Reviewing and Action Planning 

Effective coaching is helping others achieve their goals. At the end of each coaching 

session, leave enough time to review, check understanding and confirm an action 

plan. Make sure you keep notes, and keep these on record with an agreed date to 

review and follow-up. The best development plan is useless unless executed and 

your employee is clear on what needs to be done to move forwards. 

Think about the milestones and expected outcomes as a result of your coaching 

session and dates for completion. The coach should work with the employee to set 

meaningful goals and identify steps and behaviors that need to be taken to achieve 

these goals. Once goals have been established then the employee is now 

accountable for them. 

7) Support and Encourage  

Ensure you are available to your employee when they need help, need to vent 

anger (without judgement) or hit a road-block. Provide support and motivation and 

keep them on track when necessary. 

When they achieve a success, celebrate this with them and congratulate them. 

Provide feedback and review both their positive and negative behaviors with them. 

The more time you spend helping them develop, will result in them trusting you 

more, improved communication and better rapport. 
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The Surprising Power of Appreciation At Work 

Remember when your mom told you, “If you can’t say something nice, don’t say 

anything at all?” Turns out, there’s a lot of merit to that advice. 

No one likes a complainer. When you show up to work and try your best to add 

value while being as positive as possible, the resident Debby Downer of the 

workplace can instantly turn your best intentions into another bad day. 

Having to tolerate a perpetual complainer in the workplace has many downsides, 

not only for you but for the rest of the team. Here’s how. 

How Constant Complaining Impacts the Team 

You bring people down. As the saying goes, misery loves company. It’s to be 

expected that enduring a constant barrage of complaining would have a negative 

effect on you as an individual. One person’s negativity spreads to others, and can 

put people in a funk over time. 

It hurts morale. Constant complaining can have a cumulative negative effect for 

everyone on the team. Over time, the continuous talk track of negativity begins to 

wear on people and performance, usually just making things worse. 

It hurts productivity. A recent study by Michigan State University researchers 

found that negative-minded workers are more likely to become defensive and 

mentally fatigued, which decreases productivity. 

It makes you look unprofessional. Sure, you may think of it as a way to help bond 

with your coworkers by creating a common “enemy”. But the reality of the matter is, 

most people have no interest wallowing with you. 

It shuts things down and limits possibilities. When you begin to focus on the 

negative your internal (and external) narrative becomes centered on what’s not 

working and you inevitably begin to go down a rabbit hole that becomes more and 

more difficult to pull yourself out of. Alternatively, when you focus on 

what is working, and when you take an appreciative approach to your work you 

keep the door open for many more possibilities. 

 

http://msutoday.msu.edu/news/2015/workplace-negativity-can-hurt-productivity/
http://www.forbes.com/colleges/michigan-state-university/
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The Benefits of a Positive Outlook 

So, how do we move away from negativity in the workplace? The good news is, 

whether positive or negative, emotions spread. If you can begin to intentionally 

express positive emotions, like appreciation, in your organization, it can eventually 

turn the mood around. 

This concept of emotional contagions can work to spread negative or positive 

thinking. Each of us has the power to change the mood of our organization by 

choosing our attitude and providing feedback to others who are ruining the vibe 

around the office. 

I recently spoke with Positivity Strategist Robyn Stratton-Berkessel, a respected 

leader in organizational development through Appreciative Inquiry. Her advice? 

“What you focus on, grows.” 

“It seems simple: you focus on joy and you grow joy; you focus on trust and you 

grow trust; you focus on integrity, you grow integrity. When you train your 

appreciative eye in this way, you see there is so much to be appreciated—from the 

glorious sunrise, to the smiles of your colleagues, and the feeling of satisfaction for 

a job well done.  

“This is a big shift from the traditional view of organizational life where we’re 

rewarded to focus first on mistakes and problems, while the strengths and best 

assets get taken for granted. This human pattern is built into our evolutionary need 

for survival: people shut down (or attack) when faced with threat, and they open up 

(and include) when they feel safe. When one’s mind and heart is open, positive 

emotions, thoughts and actions follow.” 

 

 

 

 

 

 

 

http://nymag.com/scienceofus/2015/04/there-an-antidote-for-emotional-contagion.html
http://positivitystrategist.com/about/
http://positivitystrategist.com/appreciative-inquiry-overview/
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The Power of Positive Thinking in the Workplace 

It is a mental attitude that expects good and constructive results. However, it does 

not deny the existence of negative results or things beyond one’s control. It is a 

way of looking at things from a different perspective. One that concentrates 

on solutions rather than problems. 

Positive thinkers know that when things go bad or unexpected result occurs, it is 

only momentary. That a positive result is achievable. 

Practicing Positive Thinking In The Workplace.  

One cannot pay lip service to positive thinking. You need to practice and make 

positive thinking your prevailing attitude towards life. This will transfer towards 

positive thinking in the workplace. So, how do you make it a prevailing attitude? 

Entertain positive thoughts. It takes as much effort to think about the negative as 

it is for the positive. Concentrate on the positive and expect a positive result. 

Positive thinking in the workplace is solution thinking. 
 When a project goes bad and not in the desired direction - a positive thinking 

person concentrates on solutions instead of the problem. Ever noticed some 

colleagues have a natural tendency to point fingers when things do not go right? 

They tend to whine and complain instead of starting to work on a solution 

immediately? Positive thinkers live up to the challenge of the problem 

and commit themselves to seeking a solution to the problem. 

 

Positive thinking in the work place involves thinking in these 

words – “I can”, ”I will”, "I am able”, "I am ready". 
It also involves taking the initiative to seek answers and solutions. And to be 

proactive in learning about the information needed to complete the assignment at 

hand. A positive thinker in the workplace concentrates on the assignment and is 

not distracted by negative thoughts. 

Is positive thinking in the workplace easy? Well, it is as easy as you want it to be. It is 

also as difficult as you expect it to be. There will be times when you cannot help but 

feel negative. When such feelings arise, remind yourself it is as easy to look for a 

positive angle to things as it is for a negative angle.  
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Communicating Effectively 
The Manager 

There are a number of things a manager can do to improve his or her 

communication skills: 

 

1. Consider the Situation Before Taking Any Action 

Our emotions tempt us to make quick decisions based upon superficial evidence 

which may not reflect the true nature of the problem.  

 

2. Gather and Confirm Information Before Making a Decision 

We have a tendency to confuse symptoms with disease, and consequently treat the 

symptom rather than the underlying illness. Technology enables us to capture 

massive amounts of data and slice and dice it to make it appear any way we want. 

But data is a representation of the problem, not the problem itself. Observing the 

work of the employees and talking and listening to them about the aspects of their 

job can lead to better conclusions. 

 

3. Focus on Problems, Not Personalities 

Whenever dealing with any issue that might have emotional content, the “24-Hour 

Rule” should be in effect: Don’t send any email, message, letter, memo, or report to 

others until you’ve had a day to reflect upon its content and are sure it 

communicates the facts and the tone you wish. 

 

4. Manage Individuals, Not Groups 

Group communications are perfect for providing general information, education, 

and praise; however, they should not be used for individual direction or criticism. 

Remember, praise in public and criticize in private. 

 

5. Meet Subordinates Face-to-Face 

The meaning and intent of written words without the context of a physical presence 
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is often misunderstood, and can lead to confusion and conflict. There is no 

substitute for looking someone in the eye and seeing their reaction to your 

conversation to clarify content and assure comprehension and agreement. 

Managers often hide behind memos and notes as if their subordinates were robots 

to be moved into place and programmed. However, successful leaders seek 

personable commitment and build bridges of trust, mutual respect, and shared 

experience.  

 

6. Assign Tasks Directly and Clearly 

People work best when they know what is expected of them. Good managers 

identify the goals and measures in simple, understandable terms, assign 

responsibility unequivocally, and confirm that the information is understood by 

those to whom it is directed. Good managers follow up and give corrective input to 

ensure that each of his subordinates is on the same page and working toward the 

same objective. Management’s challenge is to maintain and further develop 

employee enthusiasm and commitment, even during times of stress. 

Mistakes are part of growing, and falling short and correcting the course are regular 

occurrences in business and in life.  

 

Communicating Effectively: The Employee 

 

1. Never Personalize Criticism 

Whether you’re giving or receiving criticism, it should be based upon observed 

actions and results, not intent. It is impossible to know the motivations behind any 

activity, only the physical actions and outcome of the activity. As a consequence, 

criticism should be given and accepted unemotionally, considered for its validity 

and pertinence, and implemented when action is justified. In other words, don’t be 

too sensitive or defensive when you receive feedback. Consider the information 

received as intended to get a different result, not a personal attack. 

 

2. Understand the Situation 

Receiving criticism is part of learning and growing and can come at any time.  



 

47 

Constructive criticism is part of a regular employee performance review, designed 

to give both parties feedback. Use both opportunities to build your relationship and 

get information. Use a review as an opportunity to receive and give intelligence that 

might otherwise be missed. 

 

3. Be Understanding 

Whenever you receive what you consider to be an unjustified personal attack or 

criticism, recognize the source and their circumstances before jumping to a 

conclusion. Unfortunately, people have bad days, and they often respond by 

assailing others for little or no reason. When heads are cooler and pressures are 

less, contact the assailant to learn more about the problem and how you can be 

part of the solution. You may discover that the stimulus for the assault was an 

overreaction on the sender’s part or had nothing to do with you or your work. 

 

4. Learn From Your Mistakes 

Whatever the stage of your career, you can and should continue to learn. Over your 

working life, you’ll work for and with superiors of varying capabilities and talents. 

Some you will remember because of their great leadership, while others you’ll 

remember because they were such poor managers. Even the latter can teach you 

something. 

 

Final Word 

Management and leadership is a learned skill. Effective managers have experience 

on both sides of the spectrum, taking directions as well as giving them. And the 

success of a company is directly related to the skill of its managers and their ability 

to lead employees through difficult and testing times. 

 

By analyzing and being thoughtful in your communications with both your 

subordinates and superiors, you can better learn how to lead in whatever position 

you have. In this way, you’ll not only secure your future prospects, but you’ll also 

create a more productive and better working environment for yourself and your 

colleagues. 
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“IF YOU TELL 

THE TRUTH, 

YOU DON’T 

HAVE TO 

REMEMBER 

ANYTHING.” –

MARK TWAIN 
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BE YOUR OWN MASTER & MOTIVATOR 
 

Life is exciting when we are young, the uncertainties and the possibilities. But as 

we grow older, it becomes less so - perhaps bored by the monotony of our adult 

lives. This spills over into our work life (if it does not start there). Of course, the 

solution is not difficult or very far away. Self-motivation is the intrinsic drive that will 

get us through the daily grind. Here we focus on motivation at the workplace, 

considering we spend a lot of our waking hours earning our living. 

 

(Re-) discover your interests:  

Find out what you love about work. This is easier said than done. It requires you to 

identify those moments at work when you are in your element. What leaves you 

with more energy at the end of the activity than when you started? For some, it is 

travel, while for others, it is gleaning insights from raw data. Find a role that lets you 

do these tasks the most. 

 

Work on yourself:  

Invest at least 30 minutes to an hour on yourself daily. Use that time to take 

account of what you have achieved and what you can do. Develop a sense of 

optimism and confidence in your abilities. From there on, use that time to learn 

new skills or acquire additional qualifications. At work, take pride in your work by 

delivering high quality results. Make sure that you are physically fit. Once you are 

confident, volunteer to help others with their work. You will benefit just as much as 

they do. 

 

The company you keep:  

You are the average of the five people you spend the most time with. So spend time 

with confident and motivated people at the workplace. Choose well, for these 

people will influence you and their behavior and outlook will become part of your 

habits. The cheer and optimism of motivated people rubs off on those around 

them and you get a chance to consciously learn from and emulate them. 

 

Dreams and goals: 

Spend some time to identify your life's dreams, for you surely had a few when you 

were younger. Set yourself concrete goals for the year to fulfil these. Having goals 

gives you direction in thought and effort. Such clarity can motivate you. 
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Accountability: 

Be accountable. Accountability is the single largest source of motivation. If the 

present job structure does not involve accountability to a team or subordinates, 

involve a family member or a friend as a 'goal partner'. A goal partner is a person 

who is aware of your goal and with whom you share the progress made. Hold 

yourself accountable to him. 

 

Baby steps: 

Take the first step right now. Start small, but make regular progress. Break down 

the goal into tasks and each task into smaller steps. Focus only on the next step 

and even distasteful difficult tasks become easier. To build persistence, spend some 

time every day, even if it is five minutes. Soon you will find that the momentum 

builds up, the tasks bring its own pleasure and your motivation improves. 

 

Keep a track:  

Only what is measured gets done. So monitor and record your efforts and progress 

towards your goal. It will help you review and streamline your goals and your 

system. The tracker itself becomes a source of motivation as it reflects your 

progress. 

 

Learning: 

Focus on learning. The highest levels of motivation come from a feeling of control 

and achievement that comes from learning and mastering new skills. Take every 

opportunity to step outside your comfort zone, take on multiple tasks (insulating 

them in separate compartments), accept mistakes as a learning experience and 

stop offering excuses. 

 

Celebrate: 

Sustained motivation is possible only when there is an element of fun. So celebrate 

your progress. Figure out which portions of your work can be made into 

experiences you enjoy. Sometimes work is much more fun than leisure. 

 

Help others: 

"You teach best what you most need to learn," said American writer Richard Bach. 

So, spending time and taking the effort to motivate others is good investment. 

While you help others, your own motivation will improve. 

http://businesstoday.intoday.in/story/career-tips-best-job-personality-type/1/21872.html
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Your satisfaction with your work is far too important to be ignored. Motivation is 

the cornerstone of satisfaction and it is within reach and success is a common side 

effect of a motivated worker. 
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8 Things Really Great 

Problem Solvers Do 
 

 

Life is full of problems and challenges. Most people become proficient at working 

through small issues or at least skirting around them. But those who are 

exceptionally good at solving problems have a distinct advantage on the path to 

success. They often become leaders among their peers. The bigger the problems 

they can solve, the more they achieve and the more respect they earn. 

Here are eight skills practiced problem solvers use regularly. 

1. Remain objective. 

Often problems occur because people are unaware of what's actually happening 

with the process. They get focused on a particular method or goal and then they 

unintentionally ignore what may be obvious warning signs. Great problem solvers 

approach each new problem as though it were brand new. That way they can apply 

a specific solution to the problem instead of a fix that may only go partway. 

2. List all the obstacles. 

Rarely are problems isolated. Certain fixes can trigger unwanted chain reactions 

with other processes or departments. Great problem solvers take a high-level view 

of the issues involved and jot down a list of all the potential factors that could get in 

the way of a solution. Then they can approach the issue in a comprehensive 

manner with a higher degree of success. 

3. Identify the opportunity. 

So many times great opportunities are wrapped up inside simple problems. The 

problem at hand may be symptomatic of bigger problems with your systems or 

perhaps your industry. Great problem solvers are also great opportunists. Before 

you try and fix the problem, assess the external factors and consider a future that 

doesn't require those choke points.  

http://bit.ly/1qdi3zA
http://bit.ly/1qdi3zA
http://www.amazon.com/Problem-Solving-101-Simple-People/dp/1591842425/?tag=roarin09-20
http://bit.ly/1969lfM
http://www.amazon.com/Moleskine-Classic-Notebook-Large-Notebooks/dp/8883701127/?tag=roarin09-20
http://bit.ly/KDCreateFuture
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4. Break down silos. 

You don't have to be in a big company to suffer from poor communication. Even 

two people in a department or company can be personally productive yet totally 

oblivious to the activities of each other. Great problem solvers are also great 

facilitators. They use their communication skills to help others share information so 

all bases are covered. They then encourage people to work together outside their 

respective roles so the sum is greater than the parts. 

5. Translate research into creative action. 

In this data driven world, people sometimes get lost in the numbers and anecdotes. 

Data and precedent are important but at some point you just have to take action. 

Great problem solvers understand that if the solutions always existed in the past, 

then problems wouldn't occur to begin with. Get enough research to understand 

the issues and then engage your creativity to find new ways to better solve old 

issues. 

6. Reverse Engineer. 

Many problems can't be solved in a linear manner. Great problem solvers have the 

vision to picture the ideal working scenario and then construct the methodology 

that will achieve the desired effect. Of course they also have to effectively 

articulate that vision to those who understand how to physically implement the 

solution. 

7. Enlist open-minded people. 

When tackling a big problem many people just grab anyone available with two 

hands and a brain. Unfortunately, closed-minded team members can not only delay 

the solution, they may instigate a bigger problem than the one you are trying to 

solve. Great problem solvers know the best results come from groups of open-

minded people. Your problem-solving team must be willing to get outside of the 

box and uncomfortable. Ultimately this approach will surface creative new 

solutions and processes. 

8. Cast ego aside. 

http://bit.ly/16QmUvC
http://www.amazon.com/Free-Idea-Monkey-focus-matters/dp/1936487101/?tag=roarin09-20
http://bit.ly/19qorrg
http://bit.ly/19qorrg
http://bit.ly/1wCQuCe
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So often great solutions go by the wayside when problem solving, because the 

leader wants the solution to be his or her idea. Great problem solvers get joy from 

the problem being solved. They are happy to give the credit to anyone who can 

resolve the issue and move everyone forward. They have no concern because in 

business there are no shortage of new problems to solve. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://bit.ly/1iladn3
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7 Steps of Problem-Solving in a 

Minute 
1 Find the Right Problems to Solve. 

Too often our approach to problem solving is reactive, we wait for the problems to arise. Firstly 

in our 7 problem solving steps, we advocate taking a proactive approach, go and find problems 

to solve; important and valuable problems. The real starting point then for any problem solving 

process is to find the right problem to solve. 

2 Define the Problem 

It is very tempting to gloss over this step and move to analysis and solutions. However, like the 

first step, it is one of the secrets of effective problem solving. Combining problems that are 

valuable to solve, with defining exactly what you are trying to solve, can dramatically improve 

the effectiveness of the problem solving process. The secret to defining the problem, is really 

about attitude. Try to see every problem as an opportunity. 

3 Analyze the Problem 

Analysis is a process of discovery of the facts, finding out what you know about the situation. In 

doing so you are breaking down complexity, stripping away the superficial and getting to the 

causes/issues. 

4 Develop Opportunities 

There are always more than one way to solve a problem, so take time to develop plenty of 

creative possibilities to solve the problem. 

5 Select the Best Solution 

Selecting is about making choices, about deciding. To do this you need to weigh up the 

competing value and risk of the different options you generated in the previous step. 

6 Implement 

Good solutions are often only as good as the way they are implemented. Implementation 

requires project management and a determination to deliver the outcomes essential to solving 

the problem you originally defined. 

7 Evaluate and Learn 

You will have done some things really well through this seven step problem solving process. It 

would be all too easy to forget them in rushing to solve the next problem, or to implement the 

solution. You should evaluate at least two areas: 

 How you carried out the seven step problem solving process 

 The effectiveness of the solution you implemented. Did it deliver the outcomes 

you expected? 
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ROOT CAUSE ANALYSIS 

Tracing a Problem to its Origins 

Learn how to use Root Cause Analysis to fix problems more easily. 

 In medicine, it's easy to understand the difference between 

treating the symptoms and curing the condition. A broken wrist, 

for example, really hurts! But painkillers will only take away the 

symptoms; you'll need a different treatment to help your bones 

heal properly. 

But what do you do when you have a problem at work? Do you jump straight in and 

treat the symptoms, or do you stop to consider whether there's actually a deeper 

problem that needs your attention? If you only fix the symptoms – what you see on 

the surface – the problem will almost certainly return, and need fixing over, and 

over again. 

However, if you look deeper to figure out what's causing the problem, you can fix 

the underlying systems and processes so that it goes away for good. 

Root Cause Analysis (RCA) is a popular and often-used technique that helps 

people answer the question of why the problem occurred in the first place. It seeks 

to identify the origin of a problem using a specific set of steps, with associated 

tools, to find the primary cause of the problem, so that you can: 

1. Determine what happened. 

2. Determine why it happened. 

3. Figure out what to do to reduce the likelihood that it will happen again. 

RCA assumes that systems and events are interrelated. An action in one area 

triggers an action in another, and another, and so on. By tracing back these actions, 

you can discover where the problem started and how it grew into the symptom 

you're now facing. 

You'll usually find three basic types of causes: 

1. Physical causes: Tangible, material items failed in some way (ie, a car's brakes 

stopped working). 
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2. Human causes: People did something wrong, or did not do something that was 

needed. Human causes typically lead to physical causes (ie, no one filled the brake 

fluid, which led to the brakes failing). 

3. Organizational causes: A system, process, or policy that people use to make 

decisions or do their work is faulty (ie, no one person was responsible for vehicle 

maintenance, and everyone assumed someone else had filled the brake fluid). 

 

RCA looks at all three types of causes. It involves investigating the patterns of 

negative effects, finding hidden flaws in the system, and discovering specific actions 

that contributed to the problem. This often means that RCA reveals more than one 

root cause. 

The Root Cause Analysis Process 

RCA has five identifiable steps. 

STEP ONE: Define the Problem 

 What do you see happening? 

 What are the specific symptoms? 

STEP TWO: Collect Data 

 What proof do you have that the problem exists? 

 How long has the problem existed? 

 What is the impact of the problem? 

You need to analyze a situation fully before you can move on to look at factors that contributed to 

the problem. To maximize the effectiveness of your RCA, get together everyone – experts and front 

line staff – who understands the situation. People who are most familiar with the problem can help 

lead you to a better understanding. 

STEP THREE: Identify Possible Causal Factors 

 What sequence of events leads to the problem? 

 What conditions allow the problem to occur? 

 What other problems surround the occurrence of the central problem? 

During this stage, identify as many causal factors as possible. Too often, people identify one or two 

factors and then stop. With RCA, you don't want to simply treat the most obvious causes – you want 

to dig deeper. 
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Use these tools to help identify causal factors: 

 Appreciation: Use the facts and ask "So what?" to determine all the possible consequences of a fact. 

 5 Whys: Ask "Why?" until you get to the root of the problem. 

 Drill Down: Break down a problem into small, detailed parts to better understand the big picture. 

 Cause and Effect Diagrams: Create a chart of all of the possible causal factors, see where the trouble may 

have begun. 

STEP FOUR: Identify the Root Cause(s) 

 Why does the causal factor exist? 

 What is the real reason the problem occurred? 

Use the same tools you used to identify the causal factors (in Step Three) to look at the roots of each 

factor.  

STEP FIVE: Recommend and Implement Solutions 

 What can you do to prevent the problem from happening again? 

 How will the solution be implemented? 

 Who will be responsible for it? 

 What are the risks of implementing the solution? 

Analyze your cause-and-effect process, and identify the changes needed for various 

systems. It's also important that you plan ahead to predict the effects of your 

solution. This way, you can spot potential failures before they happen. 
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The '8 Great' Accountability Skills For Business 

Success 
 

Personal accountability is a critical step towards improving leadership.  When 

people are accountable for their own decisions, work, and results, the effectiveness 

of an organization can greatly increase. 

One of the greatest issues in accountability stems from the amount of control 

people actually possess in their work. When employees are in control of the what, 

when, and how of a decision, their accountability is sky high. On the other hand, 

when others are in control of how work gets done, accountability significantly 

decreases. Studies on control and influence in autocratic, democratic, and laissez 

faire organizations show that the most effective organizations have teams where 

everyone feels they have influence. When people feel like their voice is heard, their 

investment in their work increases far more than when they’re being told what to 

do and exactly how to do it. 

The second issue we researched was the way leadership behaviors could promote 

a greater sense of accountability in others. Intuitively, leaders might think that 

demanding accountability, letting others make the decisions, or giving pep talks 

would make the difference. However, our experience is that none of these tactics 

work very well and all are suboptimal choices. Instead, we looked at 360-degree 

assessments from 40,000 leaders and examined leaders who scored in the 90th 

percentile on effectiveness for accountability. When I looked at these exceptional 

leaders’ behaviors I found eight that were linked to high personal accountability. 

They are as follows: 

1. Drive for Results. Sometimes in organizations it is really hard to focus. When we 

are sending multiple messages about what is critical and what others are 

accountable for, accountability dissipates. If you want people to be responsible, 

then you must clearly define the results that you want them to deliver, and let them 

have a fair amount of control on how they deliver those results. 

2. Honesty and Integrity. When your boss asks in a company meeting, “how’s that 

project coming?” do you honestly reply, “we are really behind” or “pretty 

good?”  Those who are accountable have the courage to tell the truth. This courage 
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is often reinforced because people see their managers being open and direct with 

them. 

3. Trust. We did some research on a set of leaders who were not trusted and found 

their employees had the following issues: 

 I am not confident that my efforts will be rewarded 

 I suspect the leader may take advantage of me 

 I constantly question the leader’s motives 

 I am sure they will take credit for my accomplishments 

These are not factors that will build accountability. In contrast, the three pillars that 

build trust are positive relationships, knowledge, and consistency of leaders. 

4. Clear Vision and Direction. There is an old Chinese proverb that explains this 

issue well: “The hunter that chases two rabbits catches neither one.” In 

organizations, people are often chasing multiple rabbits and they don’t catch any of 

them. How can you expect people to be accountable if they aren’t absolutely clear 

about the organization’s vision for where they’re going and what needs to be 

accomplished? Clearly, you can’t. 

5. Problem Solving and Technical Expertise. It is impossible to feel accountable 

when a person is confused and doesn’t know how things work. Teach your people 

the skills and give them the training they need, and make absolutely sure they 

know how to do the job you expect. 

6. Communication. When a leader can effectively communicate, others can 

understand what they are accountable for.  This requires being able to tell, ask, and 

listen to others. 

7. Ability to Change. We found that people who are really good at creating change 

in an organization had employees who are operating at higher levels of 

accountability. Leaders who are good at instituting change are effective at the 

following behaviors: accepting feedback, taking on challenges, innovating, 

spreading optimism, showing concern, and setting clear goals. 

8. Collaboration and Resolving Conflict. Collaboration is a difficult skill to achieve 

in an organization. Are you cooperating or competing with others in your group? 

Peter Blow at Columbia University did a series of studies on this issue that showed 
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that teams who collaborate and are cooperative are far more successful than those 

who compete. Cooperation breeds accountability. 

On the long personal and organizational “to do” list, accountability should be at the 

top of the list. If you see a fatal flaw in yourself or your current leaders on any of 

these eight points, you should address it immediately. In fact, the single greatest 

way to leverage accountability is to pick a few of these key behaviors to work on 

yourself. Why? The research is clear on this issue: great accountability in the 

organization begins with you. 
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Ethics & Behavior in the Workplace 
Workplace ethics and behavior are a crucial part of employment, as both are 

aspects that can assist a company in its efforts to be profitable. In fact, ethics and 

behavior are just as important to most companies as performance as high morale 

and teamwork are two ingredients for success. Every business in every industry has 

certain guidelines to which its employees must adhere, and frequently outline such 

aspects in employee handbooks. 

Behavior 

All companies specify what acceptable behavior is, and what is not, when hiring an 

employee. Many even summarize expected conduct in job descriptions or during 

the interview process. Behavior guidelines typically address topics, such as 

harassment, work attire and language. Workers who don’t follow codes of conduct 

may receive written and verbal warnings, and ultimately be fired. 

Integrity 

A key component to workplace ethics and behavior is integrity, or being honest and 

doing the right thing at all times. For example, health care employees who work 

with mentally or physically challenged patients must possess a high degree of 

integrity, as those who manage and work primarily with money. Workers with 

integrity also avoid gossip and sneakiness while on the job. 

Accountability 

Taking responsibility for your actions is another major factor when it comes to 

workplace ethics and behavior. That means showing up on scheduled workdays, as 

well as arriving on time and putting in an honest effort while on the job. Workers 

who exhibit accountability are honest when things go wrong, then work toward a 

resolution while remaining professional all the while. 

Teamwork 

A vital aspect of the workplace is working well with others. That includes everyone 

from peers to supervisors to customers. While not all employees will always like 

each other, they do need to set aside their personal or even work-related 

differences to reach a larger goal. In many instances, those who are not considered 

“team players” can face demotion or even termination. On the other hand, those 
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who work well with others often can advance on that aspect alone, with teamwork 

sometimes even outweighing performance. 

Commitment 

Ethical and behavioral guidelines in the workplace often place a high amount of 

importance on dedication. Although possessing the necessary skills is essential, a 

strong work ethic and positive attitude toward the job can carry you a long way. 

Plus, dedication is often viewed in the business world as “contagious,” meaning 

employees who give a strong effort can often inspire their co-workers to do the 

same. 
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EXTRA ADVICE 
 

26 Time Management Tricks I Wish I'd Known at 20 
 

1.  There's always time. Time is priorities. 

2.  Days always fill up. 

 "Only plan for 4-5 hours of real work per day" —David Heinemeier Hansson, 37 Signals 

3.  Work more when you're in the zone. Relax when you're not. 

 "It's normal to have days where you just can't work and days where you'll work 12 hours 

straight." —Alain Paquin 

4.  Respect your time and make it respected. 

5.  Stop multitasking. It merely kills your focus. 

6.  Set up a work routine and stick to it. Your body will adapt. 

7.  We're always more focused and productive with limited time. 

8.  Work is the best way to get working. Start with short tasks to get the ball rolling. 

9.  Work iteratively. Expectations to do things perfectly are stifling. 

 "Doing is better than perfect." —Facebook company motto 

10.  More work hours doesn't mean more productivity. Use constraints as 

opportunities. 

11.  Separate brainless and strategic tasks to become more productive. 

 12.  Organize meetings early during the day. Time leading up to an event is often 

wasted. 

13.  Group meetings and communication (email or phone) to create blocks of 

uninterrupted work. 

14.  Keep the same context throughout the day. Switching between projects/clients 

is unproductive. 

15.  Work around procrastination. Procrastinate between intense sprints of work. 

16.  Break the unreasonable down into little reasonable chunks. 

http://time.com/money/4484625/productivity-chronotype-best-time-ask-raise/
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 "A big goal is only achieved when every little thing that you do everyday, gets you closer to that 

goal." —Maren Kate 

17.  No two tasks ever hold the same importance. Always prioritize. Be really careful 

with to-do lists. 

18.  Always know the one thing you really need to get done during the day. 

 "Only ever work on the thing that will have the biggest impact." —Jason Cohen, @asmartbear 

19.  Break tasks into hour increments. Long tasks are hard to get into; feels like it all 

needs to get done. 

20.  Delegate and learn to make use of other people. 

 "If something can be done 80% as well by someone else, delegate!" —John C. Maxwell, Author 

21.  Turn the page on yesterday. Only ever think about today and tomorrow. 

 "Yesterday's home runs don't win today's games." -Babe Ruth, Hall of Fame baseball player 

22.  Set deadlines for everything. Don't let tasks go on indefinitely. 

23.  Set end dates for intense or stressful activities. Everything ends at some point. 

24.  Always take notes. 

 "Get a reminder app for everything. Do not trust your own brain for your memory." —Julien Smith, 

author 

25.  Write down anything that distracts you—Google searches, random thoughts, 

new ideas, whatever. 

 "The point is, if you write them down, they'll stop bubbling up when you're in the zone." —Steven 

Corona, Twitpic 

26.  Take breaks, sometimes. 
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For over 20 years, we’ve been building a team that has a passion for 

customer service and enjoys each other’s company. 

 

Our main goal is to utilize our relationships with our carrier network to get our 

customers the best rate and fastest delivery time for their products. 

 

Choptank Transport is a full service 3PL or third-party logistics company offering 

truckload, LTL, reefer or dry, intermodal, cross-docking, container services, trailer 

pool and more specialized freight services. Our corporate headquarters is located 

in Preston, MD, with additional offices in Baltimore, Tampa, Denver, Dallas, and 

Atlanta. 

 

Choptank serves the United States, Canada, Mexico and other international 

destinations. For the past decade we continue to have one of the fastest growth 

rates in the industry and numerous awards for customer service and employee 

satisfaction! 

 

 

www.choosechoptank.com 

 

 


