Career
Development

ALL-IN-ONE







[ ~ "~ Y

060

Career
Development

ALL-IN-ONE

by Shamash Alidina, Juliet Adams,
Stan Portny, Marshall Loeb,
Stephen Kindel, Dirk Zeller,
Natalie Canavor, Ray Anthony,
Barbara Boyd, Michael C. Donaldson

dummies

A Wiley Brand



Career Development All-in-One For Dummies®

Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com
Copyright © 2017 by John Wiley & Sons, Inc., Hoboken, New Jersey

Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections
107 or 108 of the 1976 United States Copyright Act, without the prior written permission of the Publisher. Requests
to the Publisher for permission should be addressed to the Permissions Department, John Wiley & Sons, Inc., 111
River Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/
permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and related
trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and may not be used without written
permission. Windows is a registered trademark of Microsoft Corporation. All other trademarks are the property of
their respective owners. John Wiley & Sons, Inc. is not associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO
REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS
OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES
OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR
PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE FOR
EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED
IN RENDERING LEGAL, ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE
IS REQUIRED, THE SERVICES OF A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE
PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN
ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR A POTENTIAL SOURCE OF
FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION
THE ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS
SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED
BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care Department within
the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For technical support, please visit
https://hub.wiley.com/community/support/dummies.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material included with
standard print versions of this book may not be included in e-books or in print-on-demand. If this book refers to
media such as a CD or DVD that is not included in the version you purchased, you may download this material at
http://booksupport.wiley.com. For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2017934011
ISBN 978-1-119-36308-8 (pbk); ISBN 978-1-119-36309-5 (ebk); ISBN 978-1-119-36317-0 (ebk)
Manufactured in the United States of America

10 9 8 7 6 5 4 3 2 1


http://www.wiley.com
http://www.wiley.com/go/permissions
http://www.wiley.com/go/permissions
https://hub.wiley.com/community/support/dummies
http://booksupport.wiley.com
http://www.wiley.com

Contents at a Glance

Introduction.................. 1
Book 1: Mindfulness............................... 3
cHAPTER 1:  Exploring Mindfulness inthe Workplace ...t 5
cHapTER 22 Discovering the Benefits of Mindfulness . ............ ... . ... 27
cHAPTER 3: Applying Mindfulness in the Workplace. ............. ... .. .. 47
cHAPTER 4:  Practicing Mindfulness in the Digital Age...................... ..., 73
Book 2: Project Management................................... 93
CHAPTER 1: AChieVing ResUlts .. ... .. i e 95
cHAPTER 22 Knowing Your Project’s Audiences ........oovvvnneeieninnnnnnnnn, 113
cHapTer 3: Clarifying Your Project. . ... o 133
cHAPTER 4: Developinga GamePlan........ ... 157
cHapTER 5: Keeping EveryoneInformed. ...t 183
Book 3:Leadership............................ 203
cHAPTER 1:  Building Your LeadershipMuscles .......... ...t 205
cHAPTER2: Managingasaleader....... ... ... 223
CHAPTER3: Creating a VisSion. . ...t e 243
cHAPTER 4: Leading across CUltures ........ ..ot 267
Book 4: Time Management ...............................oo.e. 277
cHAPTER 1: Organizing Yourself .. ... . i 279
cHAPTER 22 Setting Yourself Up forSuccess. ..., 285
cHAPTER 3: ValuiNg YoUur TIMe . ...t 297
cHAPTER 4: Focusing, Prioritizing, and Time-Blocking. . ....................... 307
cHapTErR 5:  Controlling Email Overload. ....... ... 327
Book 5: Business Writing...............................L 335
CHAPTER 1: Planning Your Message. ... ..ot 337
cHAPTER 22 Making Your WritingWork ...... ... i i 359
cHAPTER 3: Improving Your Work. ........ .o 381
CHAPTER 4: Troubleshooting Your Writing ..., 403

cHAPTER 5:  Writing Emails That GetResults. ...t 425



iv

Book 6: Presentations ..................... ... 447

cHapTER 1: Creating Compelling Content. ... ...t 449
cHapTER 22 Honing Your Platform Skills ... i 463
cHAPTER 3: Captivating Your Audience ........oviiiiiiin i 487
cHAPTER 4:  Keeping Your Audience Captivated. ..., 503
cHapTers: EndingonaHighNote............ . i i i 517
Book 7: Negotiation.......................................... 533
cHapTer 1: Negotiating for Life....... ..o 535
cHAPTER 22 Knowing WhatYouWant. ........ ... i 547
CHAPTER3: Setting GOoalS . ... ...ttt 567
cHAPTER 4: Asking the Right Questions. ... ... ..., 577
cHAPTERS: Closingthe Deal ... e 593
Index. ... ..o 617

Career Development All-in-One For Dummies



Table of Contents

INTRODUCTION ... e 1
ABOUt ThISBOOK. ... 1

Foolish ASSumptions. . ...t i e 1
lconsUsedinThisBook ............o it 2

Beyond the BoOK. ... .ot 2

BOOK 1: MINDFULNESS.................ccooiiiiiiaiie, 3
caerer ;. EXploring Mindfulness in the Workplace............. 5
Becoming More MindfulatWork ........ ... ... i i, 6
Clarifying what mindfulnessis............ . ... .o, 6

Taking a look at the background. ....... ... .. ... ... L. 7

Recognizing what mindfulnessisnt............ ... .. ... .. 9

Finding Out Why Your Brain Needs Mindfulness.................. 12

Evolving from lizard tospaceman.............. ..., 13

Discovering your brain’s hiddenrules ........................ 14

Recognizing that you are whatyou think. ..................... 15

Exploring your brainatwork........ ... ... o i il 18

Starting Your Mindful Journey........ ... i i 21

Being mindful atworkyourself......... ... . ... L 22

Overcoming common challenges ................ ... .. 23

Creating a mindfulworkplace ............ . i, 24

Living the dream: Mindfulness atwork ....................... 26

caerer 22 Discovering the Benefits of Mindfulness............ 27
Discovering the Benefits for Employees ......................... 27
Increased mental resilience.......... ... i, 28

Improved relationships. . ... i 31

Honed mental clarityand focus ......... ... ..., 33

Mindful leadership ... 35

Looking at the Organizational Benefits of Mindfulness............. 37

Happier, more engaged employees. ..., 38

Greater creativity. .. ..ot 39

Increased productivity .. ...oveerin 41

Improved decisionmaking. ... i 43

Reducing staffturnover ......... .o i 45

caerer s Applying Mindfulness in the Workplace............. 47
Gaining Perspective in the Modern-Day Workplace. ............... 47
Engaging witha VUCAworld ....... ... 48

Applying mindfulness in changingtimes...................... 49

Table of Contents A"/



vi

Employing mindfulness for new ways of working .............. 51

Building resilience. ... i 53
Adjusting Your Mental Mind-Set . ......... ... ... il 55
Focusing on the presentmoment...............oooviienn.... 55
Treating thoughts as mental processes....................... 56
Approaching rather than avoiding difficulties. ................. 58
Rewiring Your Brain ......... ..ot 60
Resculpting your brain to become more productive............ 61
Increasing your present-moment circuitry ........... ... ..., 62
Developing MindfulnessatWork .......... ..o, 63
Examining intentions and attitudes ............ ... ... ...... 63
Remembering that practice makes perfect.................... 67
Experimenting with mindfulness .............. ... .. ... .... 68
Acting ethically for the organization and its people............. 69
Living lifemindfully . ... i i 70
caerera: Practicing Mindfulness in the Digital Age ........... 73
Choosing When to Use Technology ..........ccoooviiiiiienn.. 73
Recognizing the pros and cons of technology. ................. 74
Rebalancing your use of technology. ......................... 76
CommunicatingMindfully ....... ... .o i 78
Emailing mindfully. ... ... oo 81
Phoningmindfully........ ... i 82
Using a smartphonemindfully ........ ... ... oot 83
Engaging with social mediamindfully ........................ 85
Writingmindfully . ... 85
Using Technology Mindfully........ ... oot 88
Focusingononetask .........couiiniiiniiiiiii i, 89
Discovering technology that enhancesfocus .................. 90
BOOK 2: PROJECT MANAGEMENT............................. 93
caerer: AchievingResults. ... 95
Determining What Makes a Projecta Project..................... 95
Understanding the three main components
thatdefineaproject...... ..o 96
Recognizing the diversity of projects ......................... 97
Describing the four stages ofaproject ....................... 98
Defining Project Management. ..........ooviiiiiiniiinnennn. 100
Starting with the initiating processes........................ 101
Outlining the planning processes..........ccovvviiiineeon.. 104
Examining the executing processes . ...........ccovvveeenn... 105
Surveying the monitoring and controlling processes .......... 106
Ending with the closing processes .............c.oov i, 107

Career Development All-in-One For Dummies



CHAPTER 2:

CHAPTER 3:

CHAPTER 4:

Knowing the Project Manager'sRole ............... ...t 107

Looking at the project managerstasks ...................... 107
Staving off excuses for not following a structured
project-managementapproach ........... ... ... oL, 108
Avoiding “shortcuts” ... ... i 109
Staying aware of other potential challenges.................. 110
Do You Have What It Takes to Be an Effective Project Manager?....111
QUESEIONS . et e e e e e 111
ANSWEL KBY . o vttt e 112
Knowing Your Project’s Audiences .................. 113
Understanding Your Project's Audiences. . .............c.oovun.. 114
Developing an Audience List . .........coviiiiiiiii i, 114
Starting your audience list. ... 114
Ensuring a complete and up-to-date audiencellist............. 118
Using an audience listtemplate ........... ... ... oot 121
Considering the Drivers, Supporters, and Observers ............. 122
Deciding when to involve your audiences. ................... 124
Using different methods to involve your audiences ........... 127
Making the most of your audiences’ involvement ............. 128
Displaying Your Audience List. .........coiiiiiiiniin .. 128
Confirming Your Audience’s Authority. .............. ... ... 129
Assessing Your Audience’s Power and Interest .................. 131
Clarifying Your Project................................. 133
Defining Your Project with a Scope Statement................... 133
Looking at the Big Picture: Explaining the Need for Your Project ...136
Figuring out why you're doing the project. ................... 136
Drawing the line: Where your project starts and stops......... 146
Stating your project's objectives . ........ ... o i 147
Marking Boundaries: Project Constraints ....................... 151
Working within limitations . ............ ... . oo oo 152
Dealingwithneeds ... ... ..ot 154
Documenting Your Assumptions .............ciiiiiiiiiiin 155
Presenting Your Scope Statement ......... ... .. i i, 155
DevelopingaGamePlan .............................. 157
Breaking Your Project into Manageable Chunks ................. 157
Thinkingindetail ........ ... o 158
Identifying necessary project work with
awork breakdown structure . ....... ... i 159
Dealing with special situations .......... ... . ... ... 167
Creating and DisplayingaWBS . ...t 170
Considering differentschemes . ........... ... .. ..ot 170
Developing your WBS . . ... it 171

Table of Contents vii



Categorizing your project'swork. ......... ..., 173

Labelingyour WBS entries.........ooiiiiiniiiiinnennnn.. 174
Displaying your WBS in different formats . ................... 176
Improving the quality of your WBS............. ... .. a.. 178
Using templates. . ...t 179
Identifying Risks While Detailing Your Work . .................... 180
Documenting Your Planned Project Work....................... 182
caerers: Keeping Everyone Informed .................... .. .. 183
Successful Communication Basics . ..., 184
Breaking down the communication process. ................. 184
Distinguishing one-way and two-way communication ......... 185
Can you hear me? Listening actively. ........................ 186
Choosing the Appropriate Medium for Project Communication....188
Just the facts: Writtenreports ..., 188
Move it along: Meetings thatwork . ......................... 190
Preparing a Written Project-Progress Report .................... 193
Making a list and checkingittwice ............. ... ... 193
Knowing what's hot (and what's not) in your report ........... 194
Earning a Pulitzer, or at least writing an interesting report ... .. 194
Holding Key Project Meetings ........ovvviiniiiii i 198
Regularly scheduled team meetings. . ............covvvinn... 199

Ad hocteammeetings .......ovviiiniin i 199
Upper-management progress reViews. ... .ov.ven e nenennennn 200
Preparing a Project Communications ManagementPlan.......... 201
BOOK 3: LEADERSHIP...... ... ..., 203
carrer 1 Building Your Leadership Muscles................... 205
Putting Your BraintoWork ... 206
Usingwhatyouhave...... ... .. oo, 206
Responding to situations flexibly ........................... 207
Taking advantage of fortuitous circumstances................ 208
Making sense of ambiguous or contradictory messages . ...... 209
Ranking the importance of different elements................ 209
Finding similarities in apparently different situations.......... 210
Drawing distinctions between seemingly similar situations. . . .. 211
Putting concepts togetherinnewways...................... 212
Comingup withnovelideas............. ... ... 212
Communicating Effectively. ......... ... i i i 213
Speaking begins with listening ............................. 214
Eliciting the cooperationofothers . ......................... 215
Driving Yourself .. ... oo 215
Developing a Sense of Urgency........covvvviinneiinneennn. 216

viii Career Development All-in-One For Dummies



CHAPTER 2:

CHAPTER 3:

DO WAt . o e 216

Form a “kitchen cabinet”. . ...... ... ... o i i 217
Being Honest and Searching forthe Truth ................... ... 218
Displaying Good Judgment ........ ...t 218
Being Dependable and Consistent. ..., 218
Creating an Atmosphereof Trust........... ..o, 219
Encouraging a Learning Environment ........... ... ... ... 220
Looking for Common Ground: The Type O Personality............ 221
Managingasaleader.................................. 223
Setting Reasonable Goals. . ......... .o i 223
DelegatingtoYourTeam ... ...ttt 225

Knowing howtodelegate. .. ..., 225

Knowing whattodelegate ..., 229
Settling DisputesinYourTeam . ........iiiinineeinnneennn. 232
Allowing Your Team to Find ItsOwn Path ....................... 233
Leading When You Aren't Really the Leader ..................... 234

Leadingasafollower ...... ..o, 235

Leading when your positionis honorary..................... 238

Leading when you're not expected to succeed. ............... 240
CreatingaVision........................................ 243
Where Do Visions Come From?. ... ...ttt 243

Experience lets you visualize from the way you live ........... 244

Knowledge lets you visualize from what you've learned. . ...... 244

Imagination helps turn randomnessintoavision ............. 245
Supplyingthe Human Element . ....... ... ... 246

Avision is a reminder of why you joined the group............ 246

A vision attracts commitment and energizes people........... 247
Establishing a Standard of Excellence .............. ... ... . ..., 248
Helping You Stay Ahead of theGame .......................... 248

Becoming a visionary . ......o.iiii i e 249

Benchmarking everything ......... ... i i, 250
A Vision Links the Presenttothe Future ........................ 251

Buildingonthepresent ..., 252

Envisioningthefuture........ ... . i 252
AVisionlsaDoableDream ......... ..o 253

Understanding whatisdoable................ ... ... .. 0. 253

Keeping the visionsimple. ........ ..o, 255
AVisionIsNotJustanldea.. ..., 255

A vision depends on your ability to createateam............. 255

Avision depends on the ability to createaplan............... 257
AVisionIsBasedonReality..........ov i, 258

Thinking beyond available resources........................ 259

Responding to diminishing resources ............. ...t 260

Table of Contents ix



X

A Vision Helps You Harness Opportunities...................... 260

Spotting an opportunity .. ... i 261

Searching outan opportunity ..., 261

Creating an atmosphere in which ideas flourish .............. 262

Moving from anideatoaplan........... ... ... i 263

AViSION ISDYNamMIC. ..ot e 265

caerera: Leading across Cultures............................... 267
LeadinginaDiverseWorld ....... ... ..o i 267

Putting the diverse needs of your group first................. 269

Listening to voices very different from yourown.............. 269

Eliciting cooperation from a diversegroup................... 270

Emerging as a Leader from a Cultural Group ... . ................ 271

Strive towant more. . ...t e 272
Tolerationisadirtyword........ooiviiiiiiiiin e, 272

Leading across International Divides .. ............. .o 273

Commit your brightestand best................. ... ..., 274

Use the de minimus rule in making decisions ................ 274

Understand that capital doesn'tmakeright .................. 274
Leadinginthe Virtual Age ...t 275

BOOK 4: TIME MANAGEMENT ..., 277
ciarrer: OrganizingYourself ... 279
Planning ... .. 279
Achievingpeaceof mind ............. ... i 280

Activating your subconsciousmind ........ ... . o, 280

The 1,000 percentreturn ... ..covviivin i 281

Assemble whatyouneed............... i, 281

Handle everything —once........ ..., 282

Grabbing the Three Keys to Personal Organization............... 282

Stepping backtoevaluate .......... ... .. i, 283

Developing neatness habits. ................ ... o il 283

RefUSINg t0 EXCUSE .. vttt e 284

cuarrer 2. Setting Yourself Up for Success ...................... 285
GettingtoKnow Yourself...... ... 286
Assessing your strengths and weaknesses ................... 286

Naming goals to give you direction ...................coo.... 287

Assigning a monetary worth toyourtime.................... 287

Identifying your rhythm to getinthezone ................... 288

Following a System ..ottt e 289
Scheduling your time and creatinga routine ................. 290

Organizing your surroundings. .. ....ovvt vt e, 290

Career Development All-in-One For Dummies



CHAPTER 3:

CHAPTER 4:

CHAPTER 5:

Overcoming Time-Management Obstacles. ..................... 291

Communicating effectively. . ....... ... oo i 292
Circumventing interruptions . . ... i i 292
Getting procrastination undercontrol....................... 292
Making decisions: Justdoit ... 293
Garnering Support While Establishing Your Boundaries........... 293
Balancing work and time with family and friends ............. 294
Streamlining interactions with co-workers and customers. . . ... 294
Keeping Motivation High ......... ... ... o i i, 295
ValuingYourTime................................ 297
Getting a Good Grip on the Time-Equals-Money Concept ......... 298
Calculating Your Hourly Income . ... 299
Boosting Your Hourly Value through Your Work Efforts........... 301
Making Value-Based Time Decisions in Your Personal Life......... 302
Deciding whether to buy time: Chores and responsibilities.. . . . . 303
Making time-spending decisions: Leisure activities............ 303
Looking atrewards .........ouuieurineiii i 304
Factoring in monetary and timecosts .............coovvnn... 304
Staying open to experiences and using time wisely............ 306
Focusing, Prioritizing, and Time-Blocking .......... 307
Focusing Your Energy with the 80/20 Theory of Everything........ 308
Matching time investmenttoreturn. ........................ 308
The vital 20 percent: Figuring out where
to focus your energy atwork. ... i 311
Personal essentials: Channeling efforts in your personal life. ...312
Getting Down to Specifics: Daily Prioritization ................... 315
Blocking Off Your Time and Plugging in Your To-Do Items......... 318
Step 1: Dividingyourday ........c.coviiiiiniin i 319
Step 2: Scheduling your personal activities................... 320
Step 3: Factoring in your work activities. . ................ ... 320
Step 4: Accounting for weekly self-evaluation
andplanningtime......... i 321
Step 5: Buildingin flextime .............. ... . o ool 321
Assessing Your Progress and Adjusting Your Plan as Needed...... 322
Surveyingyourresults ... 322
Tweaking your system ...ttt 324
Controlling EmailOverload ........................... 327
Managing Email Effectively. .......... ... o i i 327
Setting up filtering systems . ... 328
Separating Your Work and Private Life ......................... 329
Managing multiple email addresses. .................ooa... 329
Organizing and storingemail. ............ ... oo, 329

Table of Contents xi



Responding to Email More Quickly. ........... ..., 330

Employing an email response system .......... ... . oL 331
Automating your reSPONSES. .« v v vttt 333
BOOK 5: BUSINESS WRITING. ..., 335
ciarrer: Planning Your Message............................. 337
Adopting the Plan-Draft-Edit Principle.......... ... ... .. ... 337
Fine-Tuning Your Plan: Your Goals and Audience ................ 338
Defining your goal: Know whatyouwant .................... 338
Defining your audience: Know your reader................... 340
Brainstorming the best content for your purpose............. 344
Writing to groupsand strangers. ...t 345
Imagining your readers .........ovuuiiin it 345
Making PeopleCare ... .ottt e 347
Connecting instantly with yourreader....................... 347
Focusing on WIIFM .. ..o s 348
Highlighting benefits, notfeatures.......................... 349
Finding the concrete and limiting the abstract................ 350
Choosing Your Written Voice: Tone ..........cooviiviiinnnennn. 351
Being appropriate to the occasion, relationship,
and culture. ... e 352
Writing as your authenticself ........... ... ... . L. 353
Being relentlessly respectful ........... ... . il 353
Smilingwhenyousayit ..ot 354
Using Relationship-Building Techniques . ....................... 355
Personalizing whatyouwrite. ...... ... ... ... 356
Framing messageswithyounot/ ............ .. ... ..., 356
caerer 22 Making Your WritingWork............................ 359
Stepping into a Twenty-First-Century Writing Style . .............. 359
Aiming for a clear, simplestyle .. ....... ... . ... o L. 360
Applying readability guidelines .. ....... ... . o il 361
Finding the rightrhythm. ....... ... . o 364
Achieving a conversationaltone .............. ... 366
Enlivening Your Language .........oouiuiiniiiinn i 368
Relying on everyday words and phrasing .................... 368
Choosing reader-friendlywords . ... 369
Focusingontherealandconcrete .............coooviienn... 370
Finding actionverbs ... ... .. i 372
Crafting comparisonsto helpreaders........................ 373
Using Reader-Friendly Graphic Techniques ..................... 375
Building inwhitespace......... ..o i 375
Toyingwithtype. . ... 376

Xii  Career Development All-in-One For Dummies



Keeping colorssimple. ... 377

Adding effective graphics............ oo 378
Breaking space up with sidebars, boxes, and lists............. 378
caerer3: IMproving Your Work ... 381
Changing Hats: Going from Writer to Editor ..................... 381
Choosingawaytoedit.........ooviiiiiiiiniiii . 382
Distancing yourself from whatyouwrite..................... 384
Reviewing the Big and Small Pictures. ............ ... . ... ... 385
ASSESSING CONtENE SUCCESS . v v vttt ettt 385
Assessing the effectiveness of your language. ................ 386
Avoiding telltale up-down-up inflection...................... 388
Looking for repeatwordendings . ...t 389
Pruning prepositions. . . ....o i e 392
Cutting all non-contributingwords. .............. ..., 392
Moving from Passive toO ACtive. .. ... ov i i 395
Thinking action. ... ..ot e e 395
Trimming thereisand thereare............ ... coiviinvinn.. 396
Cutting the havesand have nots. . ........ ..., 397
Using the passive deliberately............ ..ot 397
Sidestepping Jargon, Clichés, and Extra Modifiers................ 398
Reining injargon ... ...t e 398
Coolingtheclichés. ... ... i e 400
Minimizing modifiers ........ ... i 401
cuaerera: Troubleshooting Your Writing........................ 403
Organizing Your Document .. ...t 403
Paragraphing forlogic......... ... 404
Building with subheads ........ .. ... ... o i il 405
Working with transitions ............. .o, 406
Working in lists: Numbers and bulleting ..................... 408
Catching Common Mistakes ....... ... ..o i, 411
USING COMMA SENSE .ttt ettt et 412
Using however correctly .......cooviniiniin it 413
Matching nouns and pronouUNS. . ....vvi i iie i 414
Weighing whichversusthat ......... ..., 415
Ponderingwhoversusthat. ...........cooviiviiniinennnn. 416
Choosing whoversus whom............oiiiiineiinennnnnn. 416
Beginningwithandorbut ........ ... .. i, 418
Ending with prepositions . .......cooviii i i 418
Reviewing and Proofreading: The Final Check ................... 419
Checking the big picture. . ... it 419
Proofreadingyourwork . .........cooviiiiii i 420
Creating your very own writing improvement guide............ 422

Table of Contents xiii



Xiv

cuaerers: Writing Emails That GetResults ..................... 425

Fast-Forwarding Your Agenda In-House and Out-of-House . ....... 426
Getting OfftoaGreatStart ...ttt 428
Writing subject lines that get your messageread ............. 428
Using salutations thatsuit............ ... . oo, 430
Drafting astrongemaillead .......... ... ... . .. ... 431
Building Messages That Achieve Your Goals..................... 433
Clarifyingyourowngoals. ... ..o, 433
Assessing what matters about your audience ................ 434
Determining the best contentforemails..................... 437
Structuring Your Middle Ground. . ... i 438
CloSINg StroNg . ..o v et 440
Perfecting Your Writing for Email ............. .. ... ... .. 441
Monitoring length and breadth............... ... . ... ... 441
Stylingitright. . ... 442
Going short: Words, sentences, paragraphs.................. 443
Using graphic techniques to promote clarity ................. 443
Using the signature block. ........ ... . i i 445
BOOK 6: PRESENTATIONS ..., 447
ciarrer 1. Creating Compelling Content......................... 449
Getting Your ContentUptoPar ..., 450
Determining your content’s purpose . ..........c..coveenn... 450
Covering your points in priorityorder ....................... 451
Navigating content ......... .. iiiiiiiin i 451
Adding Variety and Impact. ........ .. 452
Using facts ...t e 453
Giving examples. . ... 453
Citingreferences . . .ov it i 454
Telling Stories. .ot 454
Goingbythenumbers ... .. ... .. i i 455
QUOLING EXPEITS. . vttt e e 456
Contrastingand comparing. .......oovveiiniiin i, 456
Giving demonstrations . .. ..ot 457
Defining termsS . ..ot e 458
Answering rhetorical questions. . ......... ... o i, 458
Explainingyourself ... .. i 459
Making assumptions. . .....oovtn i e e 460
Showing testimonials .......... ... i 461
Making analogies. . ...t 461

Career Development All-in-One For Dummies



CHAPTER 2:

CHAPTER 3:

CHAPTER 4:

Honing Your Platform Skills .......................... 463

Using Your Voice to Command Attention ....................... 464
Rule 1: Speakoutloud ... ... i 464
Rule 2: Project your voice — without shouting................ 466
Rule 3: Varyyourvolume ... ... ..ot 467
Speaking softly. . ... 468
AdjUSEINg YOUr rate .. ..ottt 468
Adding a solid punchtoastatement........................ 470
Pausing eloquently ... ... .. o i 470

Captivating Audiences with YourEyes .. ................oooinn. 472
Understanding the importance of eye contact................ 473
Speakingwithyoureyes. ....... ...t 474
Keeping eye contact with a large audience................... 475

Finding the Right Posture. ....... ... i 475
Giving a bad impression with the wrong posture.............. 475
Standingtall . ... 477
Rockingandrolling ... 479
Moving gracefully and purposefully . ........... ... .. .. ... 480

Making the Right Facial Expressions. ..., 481

Gesturing Creatively ... ..ot 482
Exploring gesture types .. ... oo 482
Makingagrand gesture ... ...ttt 484
Eliminating distracting gestures ......... ... ... 485

Captivating Your Audience ........................... 487

Touching on the Laws of Communication Impact ................ 488

Starting with the Law of Primacy. . ... 489

Starting Offonthe Right Foot ......... ... .o i, 491
Making a dynamic firstimpression.................. .. .. ..., 491
Using mild-to-wild creativity. . ... 492

Building Your Introduction. . ... 496
Sticking with tradition........ ... . i 496
SPICING IEUP « v ettt 497
Engaging the audience with questions. ...................... 498
Adding alittlehumor ... ... 499
Settingthestage ...... .. 500
Starting out bold and interesting ............... .. ... L 501
Phrasing transitions ...ttt 502

Keeping Your Audience Captivated ................. 503

Standing and Shouting Out: The Law of Emphasis and Intensity. . . .504
Comparingand contrasting. . ........oouviiiiinniiineeen. 505
Changing your voiCe .. ... ov e 506
AddiNg PIZZazz .. ..o 506
Highlighting specificaspects .......... .o ... 508

Table of Contents XV



CHAPTER 5:

Using special effects . ...
Telling astory. ..ot
Demonstratingyour point ... ...t
PropPPINGUP « oot
Tech-iNgoUt . ...
Involving Your Audience: The Law of Exercise and Engagement. ...
Involvingthe audience ...ttt
Encouraginginteraction......... ...t i
Hitting Their Hot Buttons: The Law of Interest...................
Facing the Consequences: The Law of Effect ....................

EndingonaHighNote.................................

Concluding Effectively: The Law of Recency .....................
Affecting Your Audience RighttotheEnd .......................
Conclude, don'tinclude ........ ...,
Signalthattheendisnear.............. ...,
Enditalready. ...
Be neither meek norweak............ .. i il
Leave with astrongmessage. .........ccooiiieinnernnn...
Giving a Tactical Conclusion. . ...t i
Repeating a theme (withatwist). ......... ... ... oo it
Leavingthemsmiling ..ottt
Offering impressive incentives .............covviiiion..
Engineering Your Conclusion with Building Blocks ...............
Ending with motivation and inspiration......................
Advocating a new strategic approach and direction ...........
Giving the audience a happyending ............. ... ..
Offering an informational conclusion. .......................

Preparing . ..o e
Setting goalsand limits. ......... .. oo i
LiSteNiNg . o
Being clear .. ..o e
Pushingthe pausebutton ........ ... .. o,
Closingthedeal....... ..o
Handling All Sorts of Negotiations ................ooiviiia....
When negotiations get complicated.........................
International negotiations . ........... . ... o il
Negotiations between menandwomen .....................
Negotiation on the phone and via the Internet ...............

Career Development All-in-One For Dummies



CHAPTER 2:

CHAPTER 3:

CHAPTER 4:

KnowingWhatYouWant.............................. 547
Creating Your ViSioN .. ..ot i 548
Envisioning your future ..... ... ... i 549
Making a commitment ...... ... .. i 553
Identifyingyourvalues . ... ...ttt 555
Deciding How You Are Going to Achieve Your Vision.............. 555
Thethree-yearplan. ... 556
Putting your planintoaction........... ..., 558
Preparing Yourself for Negotiation. ............... .. ..ot 559
Aldsforalert .. ... 559
Dressing for SUCCESS . .ottt 560
Walking throughthedoor ....... ... ... ... 561
Leavingenoughtime. ... ... ..t 563
Defining YoUr Space . ...ttt 563
Negotiating onyourhometurf.......... ... . ... . ... 563
Seatingwith purpose ... 564
Planning the environment farinadvance.................... 565
SettingGoals ... 567
Settinga Good Goal ...t 568
Getting active participation from every team member......... 570
Keepingthe goalsoncourse ..., 571
Setting the right numberofgoals........................ ... 571
Setting specific rather than generalgoals.................... 572
Setting challenging yet attainable goals. ..................... 572
Prioritizingyour goals. ... ..ot 573
Separating Long-Range Goals from Short-Range Goals ........... 574
Setting the Opening Offer ... ... i 574
Breakingthe Stone Tablet ........ ... . o it 575
Asking the Right Questions........................... 577
Tickle It Out: The Art of Coaxing Out Information ................ 577
Battlingthejargon. ... 578
Clarifying relativity. . . .. ..o 579
Asking Good Questions: A Real Power Tool ..................... 580
Avoid intimidation.......... ..o o 582
Ask, donttell ..o 583
Avoid leading questions . ... ... i 584
Don'tassume anything. .........c.oiiiiiiini .. 585
Ask open-ended qUestions ........ .. 587
ASK agaiN. ..ot 588
Useyouraskswisely. ..., 589
Acceptnosubstitutes . ... 589

Table of Contents xvii



Dealing with Unacceptable Responses ......................... 590

Don't toleratethedodge .......... ..., 590
Don't accept an assertion fortheanswer .................... 590
Don't allow too many pronouns . ......ooinei .. 591
Look for Evidence of Listening. .. .......cooviiiiinniiiinaenn.. 591
CHAPTER 5: Closing theDeal........................................ 593
Good Deals, Bad Deals, and Win-Win Negotiating................ 594
Assessingthedeal. ... ... ... i 595
Creatingwin-windeals . ..., 597
Concessions versus Conditions. . .......ooveiiiineiiinnaee.. 599
What It Meansto CloseaDeal............ccoiiiiiiiiin... 601
Understanding the Letter ofthelaw........... ... .. ... ... 602
Legal definitionof acloseddeal ............... ... ... ..., 602
Offersand counteroffers ..., 603
Written versus oral contracts. . .........coiiii i 603
Legal protection beforethecontract ........................ 604
Recognizing Whento Close .......coviiinii i 604
Knowing HOw to CloSe . ..o ot 605
The go0od CloSer . ..ot e e e 605
The only three closing strategies you'lleverneed ............. 606
Using linkagetoclose........coviiiniiiin it 607
Barriers to CloSiNg. . . oot e e 609
Overcoming fears ...t i et 609
Overcoming objections. .. ....ov it 611
Closing When It's Allinthe Family. ........... ... ..o i 613
WhentheDeallsDone. ... ..ot 614
Review the process . ... .covvin i i 614
Set up systems for checking the system ..................... 615
Remembertocelebratel. ... ... ... . i 616
INDEX . . 617

Xviii  Career Development All-in-One For Dummies



Introduction

hen was the last time you received an email and cringed at the muddled

organization and horrible grammar? Or you felt so overwhelmed that

your productivity plummeted? Or how about the last time you or a col-
league were so nervous during a presentation that you came across as unprepared
or worse — unprofessional?

Unfortunately, business professionals in all stages of their careers encounter these
situations at one point or another. Although these instances may seem benign on
the surface, they harm your professional reputation, which is hard to reverse.
Would you want to do business with someone who is so unorganized that he con-
stantly misses deadlines or turns in shoddy work because he’s rushed? Of course
not! Time management and having a solid organizational system are just a couple
of the secrets to success that we discuss in this book.

About This Book

This book provides you with detailed information on topics that will help you gain
the confidence needed to grow and advance in your professional life. You’ll read
about how practicing mindfulness can make you a more effective manager, how
to craft the perfect written document that gets results, how to present like a pro,
and more.

Foolish Assumptions

There’s a time and a place for just about everything and assumptions are no
different. First, we assume that you are a business professional and you’re
ready, willing, and able to devote some time and energy into your professional
development.

We also assume that you have at least a general knowledge of the major software

packages that businesses use and are interested in utilizing them to advance in
your professional activities. If that’s the case, this is the book for you!
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Icons Used in This Book

TIP
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LD,
TECHNICAL
STUFF

WARNING

Throughout this book, you’ll find special icons to call attention to important
information. Here’s what to expect.

“If you see people falling asleep during your presentations, bang a book against
the table to wake them up.” Kidding!

This icon is used for helpful suggestions and things you may find useful at some
point. No worries, though: No one will be falling asleep during your presentations
if you take to heart the tip written here!

This icon is used when something is essential and bears repeating. Again, this
icon is used when something is essential and bears repeating. (See what we did
there?)

The little Dummies Man is information to share with the people who handle the
technical aspect of things. You can skip technical-oriented information without
derailing any of the hard work you’re putting toward achieving your best profes-
sional self.

Pay attention to these warnings to avoid potential pitfalls. Nothing suggested
will get you fired or arrested (unless you do something like practice mindful-
ness so well that you start to nod off while driving or during meetings with the
CEO — we can’t help you there). If you see this icon, slow down and proceed
with caution.

Beyond the Book

2

Although this book is a one-stop shop for your professional development, we can
cover only so much in a set number of pages! If you find yourself at the end of this
book thinking, “This was an amazing book! Where can I learn more about how
to advance my career by working on my professional development?” head over to
www . dummies . com for more resources.

For details about significant updates or changes that occur between editions of
this book, go to www.dummies.com, search for Career Development All-in-One For
Dummies, and open the Downloads tab on this book’s dedicated page.

In addition, check out the cheat sheet for this book for tips on making presenta-
tions, making the most of your time, and more. To get to the cheat sheet, go to
www . dummies . com, and then type Career Development All-in-One For Dummies in the
Search box.

Career Development All-in-One For Dummies
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IN THIS CHAPTER

» Identifying what mindfulness is and
is not

» Retraining your brain

» Getting started

Chapter 1

Exploring Mindfulness
in the Workplace

n tough economic times, many organizations look for new ways to deliver

better products and services to customers while reducing costs. Carrying on

as normal isn’t an option. Leaders must engage staff, and everyone needs to
become more resilient in the face of ongoing change. For these reasons, more and
more organizations offer staff training in mindfulness.

Major corporations, such as General Mills, have offered staff mindfulness training
in recent years. Google and eBay are among the many companies that now provide
rooms for staff to practice mindfulness during work time. Business schools such
as Harvard Business School now include mindfulness principles in their leader-
ship programs.

So what is mindfulness, and why are so many leading organizations investing
in it?
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Becoming More Mindful at Work

6

In this section, you discover what mindfulness is. More importantly, you also
discover what mindfulness is not! You find out how mindfulness evolved and why
it’s become so important in the modern-day workplace.

Clarifying what mindfulness is

Have you ever driven somewhere and arrived at your destination remembering
nothing about your journey? Or grabbed a snack and noticed a few moments later
that all you have left is an empty wrapper? Most people have! These examples are
common ones of mindlessness, or going on autopilot.

Like many humans, you’re probably not present for much of your own life. You
may fail to notice the good things in your life or hear what your body is telling you.
You probably also make your life harder than it needs to be by poisoning yourself
with toxic self-criticism.

Mindfulness can help you to become more aware of your thoughts, feelings, and
sensations in a way that suspends judgment and self-criticism. Developing the
ability to pay attention to and see clearly whatever is happening moment by
moment doesn’t eliminate life’s pressures, but it can help you respond to them in
a more productive, calmer manner.

Learning and practicing mindfulness can help you to recognize and step away
from habitual, often unconscious emotional and physiological reactions to every-
day events. Practicing mindfulness allows you to be fully present in your life and
work and improves your quality of life.

Mindfulness can help you to

¥ Recognize, slow down, or stop automatic and habitual reactions
¥ Respond more effectively to complex or difficult situations

¥ See situations with greater focus and clarity

¥ Become more creative

9 Achieve balance and resilience at both work and home

BOOK 1 Mindfulness
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FIGURE 1-1:
Mindfulness
timeline.

Mindfulness at work is all about developing awareness of thoughts, emotions,
and physiology and how they interact with one another. Mindfulness is also about
being aware of your surroundings, helping you better understand the needs of
those around you.

Mindfulness training is like going to the gym. In the same way as training a mus-
cle, you can train your brain to direct your attention to where you want it to be. In
simple terms, mindfulness is all about managing your mind.

Taking a look at the background

Mindfulness has its origins in ancient Eastern meditation practices. In the late
1970s, Jon Kabat-Zinn developed Mindfulness-Based Stress Reduction (MBSR),
which became the foundation for modern-day mindfulness. Figure 1-1 shows how
it developed.

1970s 1980s 1990s 2007 2012 2013 2014
Jon Kabat-Zinn Mindfulness Mark Williams Google First Senator Tim Mindfuiness at
develops MBCT >~ increasingly >~ and P>~ offers staff |>| Mindfulness at (>~ Ryan publishes > Work
used in colleagues mindfulness Work A Mindful For Dummies
healthcare develop MBCT training conference Nation published

In the 1990s Mark Williams, John Teasdale, and Zindel Segal further developed
MBSR to help people suffering from depression. Mindfulness-Based Cognitive
Therapy (MBCT) combined cognitive behavioral therapy (CBT) with mindfulness.

Since the late 1970s, research into the benefits of mindfulness has steadily
increased. Recent studies have examined, for example, the effect of practicing
mindfulness on the immune system and on those working in high-pressure
environments.

Advances in brain-scanning technology have demonstrated that as little as eight
weeks of mindfulness training can positively alter brain structures, including the
amygdala (the fear center) and the left prefrontal cortex (an area associated with
happiness and well-being). Other studies show benefits in even shorter periods
of time.

Busy leaders who practice mindfulness have long extolled its virtues, but little
research has existed to back up their claims. Fortunately, researchers are now
increasingly focusing their attention on the benefits of mindfulness from a work-
place perspective.

CHAPTER 1 Exploring Mindfulness in the Workplace 7/

Exploring Mindfulness
in the Workplace



8

MBSR and MBCT are taught using a standard eight-week curriculum, and all
teachers follow a formalized development route. The core techniques are the same
for both courses. Most workplace mindfulness courses are based around MBCT or
MBSR but tailored to meet the needs of the workplace.

Although MBSR and MBCT were first developed to help treat a range of physi-
cal and mental health conditions, new applications for the techniques have been
established. Mindfulness is now being taught in schools and universities, and has
even been introduced to prisoners. Many professional education programs, such
as MBAs, now include mindfulness training.

Researchers have linked the practice of mindfulness to skills that are highly
valuable in the workplace. Research suggests that practicing mindfulness can
enhance

¥ Emotional intelligence

¥ Creativity and innovation

3 Employee engagement

¥ Interpersonal relationships

¥ Ability to see the bigger picture
¥ Resilience

¥ Self-management

3 Problem solving

3 Decision making

¥ Focus and concentration

In addition, mindfulness is valuable in the workplace because it has a positive
effect on immunity and general well-being. It has been demonstrated to relieve
the symptoms of depression, anxiety, and stress.

ACT

In the late 1980s, research began by Steven Hayes and colleagues for another form of
training called Acceptance and Commitment Theraphy (ACT). ACT combines mindful-
ness and acceptance with action-based strategies. In the last few years, ACT has begun
to be adapted to meet the modern workplace, sometimes called Acceptance and
Commitment Training.

BOOK 1 Mindfulness



Recognizing what mindfulness isn't

Misleading myths about mindfulness abound. Here are a few:

Myth 1: I will need to visit a Buddhist center, go on a retreat, or travel to the Far East to
learn mindfulness.

Experienced mindfulness instructors are operating all over the world. Many
teachers now teach mindfulness to groups of staff in the workplace. One-to-one
mindfulness teaching can be delivered in the office, in hotel meeting rooms, or
even on the web. Some people do attend retreats after learning mindfulness if
they want to deepen their knowledge, experience peace and quiet, or gain further
tuition, but doing so isn’t essential.

Myth 2: Practicing mindfulness will conflict with my religious beliefs.

Mindfulness isn’t a religion. For example, MBSR and MBCT are entirely secular —
as are most workplace programs. No religious belief of any kind is necessary.
Mindfulness can help you step back from your mental noise and tune into your
own innate wisdom. Mindfulness is practiced by people of all faiths and by those
with no spiritual beliefs. Practicing mindfulness won’t turn you into a hemp-
clad tofu eater, a tree-hugging hippie, or a monk sitting on top of a mountain —
unless you want to be one of these people, of course!

Myth 3: ’'m too busy to sit and be quiet for any length of time.

When you’re busy, the thought of sitting and doing nothing may seem like the last
thing you want to do. In 2010, researchers at Harvard University gathered evidence
from a quarter of a million people suggesting that, on average, the mind wanders
for 47 percent of the working day. Just 15 minutes a day spent practicing mindful-
ness can help you to become more productive and less distracted. Then you’ll be
able to make the most of your busy day and get more done in less time. When you
first start practicing mindfulness, you’ll almost certainly experience mental dis-
tractions, but if you persevere you’ll find it easier to tune out distractions and to
manage your mind. As time goes on, your ability to concentrate increases as does
your sense of well-being and a feeling of control over your life.

Myth 4: Practicing mindfulness will reduce my ambition and drive.

Practicing mindfulness can help you become more focused on your goals and bet-
ter able to achieve them. It can help you become more creative and gain new
perspectives on life. If your approach to work is chaotic, mindfulness can make
you more focused and centered, which in turn enables you to channel your energy
more productively. Coupled with an improved sense of well-being, this ability to
focus helps you achieve your career ambitions and goals.
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Myth 5: If I practice mindfulness, people will take me less seriously and my career pros-
pects will be damaged.

Some of the most successful and influential people in the world practice mindfulness.
Senator Tim Ryan and Goldie Hawn, for example, are keen advocates of mindful-
ness. Practicing mindfulness doesn’t involve sitting cross-legged on the floor — an
office chair is fine. If you find it impossible to sit quietly and focus because you work
in an open-plan office, or you’re concerned about what others think, plenty of other
everyday activities can become opportunities to practice mindfulness that nobody
will notice. Walking, eating, waiting for your computer to boot up, or even exercising
at the gym are all good opportunities to practice mindfulness. Mindfulness can be
practicing with your eyes open, while you’re moving around during the day.

Myth 6: Mindfulness and meditation are one and the same. Mindfulness is just a trendy
new name.

Fact: Mindfulness often involves specific meditation practices. Fiction: All medi-
tation is the same. Many popular forms of meditation are all about relaxation —
leaving your troubles behind and imagining yourself in a calm and tranquil special
place. Mindfulness helps you to find out how to live with your life in the present
moment — warts and all — rather than run away from it. Mindfulness is about
approaching life and things that you find difficult and exploring them with openness,
rather than avoiding them. Most people find that practicing mindfulness does help
them to relax, but that this relaxation is a welcome by-product, not the objective!

Training your attention: The power of focus

Are you one of the millions of workers who routinely put in long hours, often for
little or no extra pay? In the current climate of cutbacks, job losses, and business
efficiencies, many people feel the need to work longer hours just to keep on top
of their workload. However, research shows that working longer hours does not
mean that you get more done. Actually, if you continue to work when past your
peak, your performance slackens and continues to do so as time goes on.

Imagine your job is to chop logs. After a while, your axe needs sharpening and
your muscles need resting. If you keep going, you’ll become inefficient and are
more likely to have an accident. By taking a break and sharpening your axe, you
can return to the job and get more done in less time. You’ll probably enjoy the job
more too. Mindfulness practice is like taking that break — you reenergize and
sharpen your mind, ready for your next activity.

Discovering how to focus and concentrate better is the key to maintaining peak
performance. Recognizing when you’ve slipped past peak performance and then
taking steps to bring yourself back to peak are also vital. Mindfulness comes in at
this point. Over time, it helps you focus your attention to where you want it to be.
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