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Introduction
Being told to work hard is a broad and somewhat unhelpful piece of advice if you do not know where to focus 
your efforts, which is why this guide will provide you with the awareness you will need to make the most of the 
opportunities that will present themselves throughout your career. 

In addition, it will help you make the transition from study to work as quick and successful as possible. So, think 
of this as a workplace experience without actually having to attend work.

The measure of 
intelligence is 
the ability to 
change and 
adapt.

When you focus 
on problems, 
you get more 
problems. 
When you focus 
on possibilities, of this as a workplace experience without actually having to attend work.

The following slides are interrelated and have been arranged to help you think and plan strategically about your 
route to success, so please ensure that you view each and every slide in order.

on possibilities, 
you get more 
opportunities.
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Self-Awareness
Self-awareness is the first section in this guide because understanding our emotions, strengths, weaknesses, 
and values is essential to making effective decisions and building a stable foundation for personal growth and 
success. Self-awareness also helps us align our actions with who we truly are.

Knowing ourselves is the foundation for workplace success because it helps us act on choices rather than 
impulses, which builds confidence in our capabilities and helps us minimise weaknesses while maximising impulses, which builds confidence in our capabilities and helps us minimise weaknesses while maximising 
strengths.

To support you on this path, we recommend taking the free personality test at 16personalities.com, as it and 
the associated information will provide valuable insight into your personality profile.

https://www.16personalities.com/
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Self-Awareness
The profile on the right shows the nine key factors that define our standard 
mode of operation, and they help to identify the types of jobs and cultures 
that suit our specific profile.

For example, Steven has a slight tendency to work independently rather 
than in a group. In addition, he prefers working in an environment where 

Task

Explicit

Individual

Relationship

Implicit

Group

Steven’s Profile

than in a group. In addition, he prefers working in an environment where 
power is shared, rather than concentrated.

Training and development activities can also influence some of these 
factors. For example, Steven didn’t always communicate explicitly, as he 
was trained as a departmental manager to do so.

Use the key below to gain an understanding of each section within the chart.

1. Task/Relationship: Approach to achieving objectives.
2. Explicit/Implicit: Preferred mode of communication.
3. Individual/Group Identity: Preference to work alone or in a group.
4. Risk-Taking/Risk-Avoiding: Attitude to risk.

Individual

Risk Taking

Tight

Shared

Linear

Facts

Group

Risk Avoiding

Loose

Concentrated

Circular

Thinking
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4. Risk-Taking/Risk-Avoiding: Attitude to risk.
5. Tight/Loose: Scheduled or organic organisation.
6. Shared/Concentrated: Orientation to power sharing.
7. Linear/Circular: Approach to problem-solving.
8. Facts/Thinking: Decision making alignment.
9. Simple/Complex: Appetite for simple or complex information.

Simple Complex



Cultural-Awareness
When you look at Steven's profile from a cultural perspective, relative to the graphic below, you can see that he 
doesn't differ much from the aggregated UK profile simply because he has always lived in the UK.

However, the comparisons become much more meaningful when we add China's profile in the next section.

Task

Explicit

Individual

RiskTaking

Tight

Relationship

Implicit

Group

Risk Avoiding

Loose

tionshipTask

Explicit

Individual

RiskTaking

Tight

Rela

Implicit

Group

Risk Avoiding

Loose

Steven’s Profile United Kingdom Profile
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Cultural-Awareness
As you can see below, there are significant cultural differences in the highlighted areas. Firstly, the Chinese are 
generally more aligned with relationships than tasks. Secondly, the Chinese  generally operate more as a 
group than as individuals. Finally, power is concentrated centrally, rather than being shared.

The point here is to emphasise that we need to adapt to the environment that we find ourselves in to be 
effective and successful.effective and successful.
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Personal Development
Achieving our goals is not as important as who we become in the process. This means that we need to decide 
what kind of person we want to be, while occasionally asking ourselves whether we are achieving our goals 
and what may need to change.

Continually learning new skills is essential for success because it enables us to adapt more quickly and 
effectively. Equally, learning new things gives us more energy and the ability to work in harmony with our 

You alone are 
responsible for 
what you do, 
and don’t do, or 
how you 
respond to 

Your attitude 
affects 
everything you 
do in your quest 
for success . 

effectively. Equally, learning new things gives us more energy and the ability to work in harmony with our 
environment.

It is also important to take care of our bodies and minds because health is wealth, and we need to look after 
ourselves to have the energy to relentlessly pursue possibilities and opportunities.

A positive attitude gives us the power over our circumstances, instead of the circumstances having the power 
over us, and as Dylan Thomas once said, life always offers a second chance, and it's called tomorrow. So if 
you want a different result, then you need to make a different choice.

Everything in our lives exists because we made a choice. After all, choices are the route to our results, 
starting with a behaviour and then becoming a habit. This means that small, smart choices (critical thinking) 
and consistency over time will make a significant difference.

respond to 
what’s done to 
you.

Darren Hardy

A positive
attitude is an 
important
tool. 

The way to 
manage your
attitude is to 
understand that
the brain can be 
programmed
for success.
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and consistency over time will make a significant difference.

Visualisation is another powerful tool to help us realise our goals because we are essentially programming our 
subconscious mind to make something happen, which means it is a good idea to dream. However, there has 
to be more action than dreaming.

for success.



Personal Development
Self-discipline is essential for achieving success, as it helps us to manage our thoughts, emotions, and 
actions, enabling better time management, productivity, and decision-making. 

Once you have a clear goal in mind, you will be more motivated to take action. The next step is to create a 
plan for how you will achieve your career goals. The plan should be as specific as possible so that you are 
less likely to give up. This is where this guide comes into play, as it will make you aware of the necessary 

Focus on the 
positive aspects 
of your life and 
magnify them, 
because 
focusing on the 

Neuroscience 
has found that 
regular exercise 
increases the 
production of 
neurons in your less likely to give up. This is where this guide comes into play, as it will make you aware of the necessary 

skills and understanding to create your plan for success.

Always be open to receiving new opportunities and experiences, and avoid distraction, in the form of social 
media, email, TV, and even your own thoughts, because procrastination is a major thief of time that leads to 
stress and anxiety.

Choose thoughts that foster positive emotions and actions, count your blessings, and use empathy to reduce 
negative reactions. You can't control every aspect of life, but you can control your thoughts and reactions. 
Also, ensure that you avoid negative people, as they have a problem for every solution.

Exercise regularly, don't make excuses to skip it, and don’t dwell on negative thoughts at all.

focusing on the 
positives 
creates a self-
fulfilling 
prophecy, as 
you become 
more 
optimistic, 
more confident, 
and more 
successful.

neurons in your 
brain that 
improve learning 
and memory. 

Exercise also 
boosts our mood 
and lowers stress 
levels.
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Development pointers

Dress well Smile Speak the Truth Maintain eye contact
Speak slowly Keep your word Take ownership Don’t worry about what others think of you
Listen then speak Reflect and adapt Live your own life Bring solutions, not problems
Stay curious, not judgmental Always deliver on your commitments, on time



Personal Presentation and Perception
Personal presentation is important because it directly affects how others perceive us and our professionalism.

A professional appearance and confident demeanour signal competence and reliability, and can influence 
hiring decisions, client trust, and networking opportunities. In addition, dressing appropriately for our industry 
and role shows respect for the workplace and clients.

Present yourself 
intentionally, 
online and in 
person.

Your brand and 

Always be at 
least five 
minutes early for 
meetings. 

This will help you 
When we look professional, we feel more confident in meetings, presentations, and negotiations as 
ambassadors for our organisation. Equally, those who maintain a professional image are more likely to be 
considered for leadership roles, because personal presentation signals readiness to take on greater 
responsibility.

Personal perception works hand in hand with personal presentation because both aim to build a consistent, 
trustworthy image that aligns with how we want to be perceived. While many factors influence perception, 
consistency is the foundation of effective perception management.

The ability to manage personal perception involves appreciating how others interpret our actions and 
behaviours because these factors can significantly impact our careers and relationships. Techniques include 
effective communication, creating a personal narrative, and being aware of how our behaviour influences 

Your brand and 
reputation often 
speak before you 
do, so make 
them count.

This will help you 
avoid becoming 
flustered and will 
give the 
impression that 
you are 
organised and 
reliable.
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effective communication, creating a personal narrative, and being aware of how our behaviour influences 
others' views of us.

Personal perception isn’t only about what we say, it’s about what we consistently do. If our words, actions, and 
values align, our reputation will reflect that, and we need to be mindful of this throughout our careers.



Critical Analysis and AI
Critical analysis is an essential skill because a belief based on incorrect information can negatively affect our 
decisions, and reputation. This means it is imperative that our analysis is grounded in facts and that we 
develop the ability to make sense of new information amid irrelevant data.

There is much talk about the world becoming polarised, which predominantly means that people choose to 
believe what they want to, and can take a side based on false truths. In addition, this situation isn't helped by 

A fact is 
information 
minus emotion.

An opinion is 
information plus 

Knowledge is 
power only if a 
one knows what 
facts are not 
worth bothering 
about.believe what they want to, and can take a side based on false truths. In addition, this situation isn't helped by 

some social media applications because the ‘like’ feature encourages similar content, which can reinforce bias 
over time.

Critical analysis is the process of considering and evaluating information and the claims of theorists, experts, 
official bodies, and journalists, etc., while asking yourself if the basis of these claims is sound and whether 
they apply or are relevant to the situation you are exploring, with the potential aim of supporting an argument 
or proposal.

Critical analysis is not just summarising or stating opinions; it’s digging into why something works or doesn’t, 
what it really means, and how it connects to bigger ideas to help make good decisions and to adapt effectively 
and efficiently.

information plus 
experience.

Ignorance is an 
option lacking 
information.

Stupidity is an 
opinion that 
ignores fact.

about.
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The steps in critical analysis are to read or observe, ask questions, identify patterns and techniques, formulate 
judgments, support your points, and reflect on implications, such as risk.

The common pitfalls are simply summarising without analysis, letting personal opinion override evidence, 
ignoring context or underlying assumptions, and failing to justify claims with examples.



Critical Analysis and AI
When using critical thinking to solve problems, it can help to break information into small, related sections and 
always to maintain a long-term view of the proposed solution. Equally, it is a good idea to test our ideas on the 
people around us, such as a team.

Critical analysis is extremely important when utilising AI because we need to think very carefully about the 
questions we ask and how we ask them, to ensure we obtain an appropriate answer.  Equally, we need to 

Where success is 
concerned, 
people are not 
measured in 
inches or 
pounds, or 

Critical thinking 
is so important 
that education 
experts are now 
pushing for 
schools to start questions we ask and how we ask them, to ensure we obtain an appropriate answer.  Equally, we need to 

analyse the results to ensure the answer is one we can trust to support our decision-making.

Failure to do this effectively will mean we do not add value to the educated decision-making process, which in 
turn makes our participation ineffective and redundant.

Development pointers

Avoid confirmation bias Fix root level issues Check the logical chain
Assess conviction for the plan Assess potential bias Perform simple tests
What could change your mind? What if an opposite where true?         Avoid confusing language
What are the alternatives? Challenge over complication Adapt effectively and efficiently

pounds, or 
college degrees, 
or family 
background; they 
are measured by 
the size of their 
thinking.

John C. Maxwell

schools to start 
teaching it. Partly 
because it works 
in tandem with 
communication, 
collaboration, 
and creativity.
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What are the alternatives? Challenge over complication Adapt effectively and efficiently
Surface blind spots and unseen variables



Communication
The ability to communicate at all levels is an essential skill to learn, and cultural awareness is essential for 
fostering effective communication and interaction in today's diverse environments.

To put this into context, people from the United Kingdom and China tend to communicate implicitly (not directly 
expressed). In contrast, more people in the United States and Germany tend to communicate explicitly 
(directly expressed).

If you don’t 
advocate for 
yourself, no one 
else will.

Silence sends a 

Prioritise what 
you really need 
to say and leave 
the rest for 
another time or 
channel.(directly expressed).

It is better to be structured and clear about what we have to say, particularly when dealing with clients, 
managers, and people who report to us. However, we should remain receptive to implicit communication, to 
maintain a personal touch.

Another essential element of communication is active listening, which involves thinking and acting in ways that 
connect us with others by paraphrasing and confirming what others have said, and by responding only after 
the other person has finished speaking, as this makes us more believable and builds trust.

We all perceive reality differently due to our unique experiences, beliefs, and values, so effective 
communication requires understanding varied perspectives, rather than arguing over who is right.

Silence sends a 
message that 
you are content, 
irrespective of 
your intent.

channel.
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Ask yourself daily how you could communicate better, rather than focusing on what you might have done 
wrong, by recalling the frustration of miscommunications to motivate continuous improvement in your 
communication style.



Despite our best efforts, sometimes our communication doesn’t go as well as hoped, and we need to express 
anger constructively to avoid conflicts. So we need to pause, breathe, and set aside the accusations fuelling 
our anger before communicating our feelings without judging the other person.

Smiling is often an effective way to enhance our communication because we feel better when we do so, and 
others perceive us as more sociable and friendly.

Communication
Being concise 
when speaking is 
important 
because it helps 
ensure clarity 
and keeps the others perceive us as more sociable and friendly.

Always use phrases that evoke a positive response. For example, use "I need your help” or “I need your 
advice”, as opposed to “we need to talk”.

Try to remember people's names by repeating them three times, even if you only do so in your own mind, and 
avoid the word maybe, and vague words entirely because this will make you sound smarter and more 
compelling. In addition, use numbers where possible to make your point, as people prefer definitive 
information.

Development pointers

Listen more than you speak Pause before responding Practice non-verbal awareness

and keeps the 
audience 
engaged by 
eliminating 
unnecessary 
details. 

Concise 
communication 
saves time and 
allows listeners 
to focus on the 
key messages 
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Listen more than you speak Pause before responding Practice non-verbal awareness
Write with intention Ask open ended questions Be clear and concise
Schedule daily alignment check-ins Ask for feedback on your communication

key messages 
being conveyed.



Influence and Persuasion
In a business context, influence generally refers to the ability to affect the decisions, actions, or opinions of 
others within or outside of an organisation. It’s about shaping outcomes, guiding behaviour, or swaying 
stakeholders without necessarily relying on formal authority or direct control.

Key points about influence in business are:

Focus on vision, 
mission, and core 
values.

Focus on 
strategic 

1. The use of professionalism, respect, empathy, and strategy.
2. Using connections and credibility to drive decisions and opportunities.
3. Helping people to understand a viewpoint or to take specific actions.

In addition, influencing without authority requires:

1. Creating good connections that nurture positive relationships.
2. Listening to and understanding people’s hopes and fears, and how they process information.
3. Focusing on the why, while being honest, consistent, helpful and reliable.
4. Learning to write and communicate with compelling arguments.
5. Being able to address objections effectively.

strategic 
priorities, long-
term goals, and 
initiatives.

Focus on 
strategies, 
tactics, and an 
action plan.
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In short, influence is the power to change or guide behaviour, thinking, or outcomes in a business setting, 
often through communication, relationships, and expertise rather than formal power.

Being able to influence without authority is extremely powerful and rewarding. However, it takes time and effort 
to master the process. So, set it as a mid to long-term objective.



Influence and Persuasion
Persuasion is the act or process of convincing someone to adopt a belief, opinion, or course of action through 
reasoning, argument, or an emotional appeal. It can also refer to the power or ability to persuade others 
effectively.

In 1978, researchers at Harvard University conducted The Copy Machine Study. They set up a series of 
simple tests to see whether people in a queue to use a photocopier would let a study participant jump the 

Base suggestions 
on supported 
ideas, and if you 
need to go to 
your manager 
with a problem, simple tests to see whether people in a queue to use a photocopier would let a study participant jump the 

queue after a short statement. The questions they asked were:

1: “Excuse me, I have five pages. May I jump the queue and use the photocopier?”
2: “I have five pages. May I jump the queue because I am in a rush?”
3: “I have five pages. May I jump the queue because I have to make copies?”

The result of this exercise is as follows, and the reason for the outcomes is that one of the most powerful 
words we can use to drive human behaviour is the word 'because‘.

• In response to the first question, 60% of people let the participant jump the queue.
• In response to the second question, 94% of people let the participant jump the queue.
•In response to third question, 93% of people let the participant jump the queue.

with a problem, 
ensure that you 
have a 
reasonable 
suggestion to 
resolve the 
problem.

This is because 
you want to be 
seen as part of 
the solution, not 
part of the 
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• In response to third question, 93% of people let the participant jump the queue.

So why does the word because have so much power?
Well, according to Robert Cialdini, the author of Influence: The Psychology of Persuasion, “A well-known 
principle of human behaviour says that when we ask someone to do us a favour, we will be more successful if 
we provide a reason, because people like to have reasons to take an action.”

part of the 
problem.



Interviews
Interviews are a two-way process because a potential employer needs to find out more about you, and you must 
find out more about them. The question you should ideally be able to answer by the time you leave the interview, 
or subsequent interviews, is: Do I really want to work for this company and its associated manager?

Sometimes the answer to this question may be no, so you will have to make the call on whether this is the right 
job for you. However, it is of utmost importance that you make a conscious decision aligned with your overall 

Managers like 
employees who 
demonstrate 
initiative and 
who also 
understand their job for you. However, it is of utmost importance that you make a conscious decision aligned with your overall 

career strategy and plan.

Interviews can be fun if you treat them somewhat like a game. By this, I mean that your game plan should be to 
stay positive, smile when appropriate, and communicate how you could be just the person they need, based on 
the job description, research on the company, and the questions you ask.

For example, you could ask questions such as, " Why are you looking to hire someone for this position? What 
benefits do you hope to gain by hiring me? Or what do you see as being critical to my success in this role?
Armed with this information, you can then start telling the employer that you are the solution they are looking for 
and why.

Always be mindful of the fact that most interviewers aren’t very experienced with conducting interviews 

understand their 
boundaries. 
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Always be mindful of the fact that most interviewers aren’t very experienced with conducting interviews 
themselves and that they may not be very structured, which means that you will have a great opportunity to shine 
in your own way when you are informed, structured, and prepared.



Interviews
From a practical perspective, keep in mind the following objectives:
1. Arrive at least 10 minutes early for an interview, and ensure you have thoroughly read the job description and 

have a good understanding of the company.

2. Take deep breaths before you go into an interview because this will energise your brain and reduce your 
nerves. Breathe in through your nose for eight seconds, hold your breath for eight seconds, and then breathe 

Talent is useless
if you do not 
believe you
have the power 
to use it.

nerves. Breathe in through your nose for eight seconds, hold your breath for eight seconds, and then breathe 
out slowly through your mouth for eight seconds.

3. Bring a pen and notebook to the interview and make a few notes because this shows engagement, and will 
help you to remember key points, and the answers to your questions.

4. Pause for 2 to 3 seconds before answering questions because this demonstrates thoughtfulness and maturity.

5. Smile when appropriate during the interview, as it will make you feel more confident and help to reduce your 
stress. It will also make you seem more likeable.

6. Ask what benefits they hope to gain by hiring you, because you will then be able to tailor your answers relative 
to this information.

Hope is not a 
mood; it is a
method.
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to this information.

7. Say “thank you for taking the time to see me” when you are leaving, and send a short thank you note that is 
sincere, enthusiastic and specific.

8. If you don't get the job, ask, “What do you think I could do to improve my success at future interviews?” and if 
you're lucky, you may get a response and be able to adapt for your next interview.
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Invest in Yourself
Continually investing in yourself is essential for your personal development and critical for your overall 
success. This means that you need to remain mindful of all the topics covered in this guide, and if you are 
given access to training and development at work, then take it.

In my experience, people complain when they don’t have access to training, and often don’t attend training 
when they do have access, which I find strange because I learnt something new and valuable at every training 

Maximise your 
energy by:

• Eating right
• Exercising
• Avoiding when they do have access, which I find strange because I learnt something new and valuable at every training 

course I ever attended, even when I thought I knew it all.

Training and development teaches us exactly how to do things, which usually translates into better results. In 
addition, having the appropriate skills enables us to adapt quickly and to work in harmony with our 
environment more effectively. Equally, we are more likely to find work less overwhelming.

Investing in yourself also means looking after yourself both mentally and physically, because health is wealth, 
and your career may become challenging if you do not.

Being capable also has other advantages, one of which is that your manager should find it easier to supervise 
you, and another is that you will present a positive view of the function. Collectively, this will be good for your 
career because you will be perceived as valuable.

• Avoiding 
unnecessary 
stress

• Getting enough 
sleep
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career because you will be perceived as valuable.



Being adaptable and resilient is important because careers aren’t linear, and there will always be unforeseen 
challenges along the way to your summit. If you are resilient and adaptable, you will be able to cope with 
setbacks and become stronger and more determined to succeed.

Setbacks are unavoidable, and it's easier to give up than to carry on, which means that to be successful, you 
have to invest in yourself, dig deep, maintain focus and continually adapt. It is also important to avoid 

Adaptation and Resilience
An important 
factor in 
becoming 
adaptable and 
resilient is not to 
continually have to invest in yourself, dig deep, maintain focus and continually adapt. It is also important to avoid 

stagnation, and to build a life that doesn't depend solely on your job for meaning.

Developing resilience is one of the most important ingredients for success, and this requires you to become 
confident in your skills and capabilities, and to condition your mind and body to be resilient. This is because 
without doing this, becoming successful and maintaining your success will be more challenging.

No one can give you heart or discipline, and no one can make you unstoppable because these are things that 
you must act on for yourself. After all, life and careers are sometimes unfair.

The topics throughout this guide are aimed at encouraging you to be adaptable and resilient.  For example, 
knowing yourself and appreciating others will help you to maximise your strengths while minimising your 
weaknesses. 

continually 
prioritise what’s 
on your 
schedule, but to 
schedule your 
priorities.
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weaknesses. 



Procrastination is the enemy of adaptation and resilience because it diverts our focus, which means that we 
need a strategy to defeat it.

This can be done by getting into the habit of writing down exactly what we need to do and when, and then 
dividing our plan into small, manageable tasks while focusing on completing just one. In addition, we need to 
remove distractions by turning off all the unimportant notifications on our mobile phones.

Adaptation and Resilience
The most 
powerful people 
in life understand
that true success 
comes from 
keeping the remove distractions by turning off all the unimportant notifications on our mobile phones.

Set interim deadlines, small or large, and stick to them. Start with the most challenging, important items to 
build momentum early.

Most people live their lives based on a script they didn't write because it feels safe. However, this isn't a good 
strategy because the world changes too fast to rely on a script. Trading possibility for predictability means that 
you play a role to get applause, rather than living a life and career full of wonderful surprises.

Choose thoughts that evoke positive emotions and regularly count your blessings, while managing your 
reactions and thoughts to stay on the desired path.

Most people try to be smart, but it is far easier to avoid being stupid than to chase brilliance, and it is just as 

keeping the 
game going.
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Most people try to be smart, but it is far easier to avoid being stupid than to chase brilliance, and it is just as 
rewarding. In addition, focus on your core skills.



Managing Stress
Managing our emotions has many benefits in business. Still, possibly the most important benefit is our ability 
to manage stress because it is a biological response to our emotions, and we can manage our emotions. It is 
well known that chronic high levels of stress are detrimental to our long-term health.

There are many causes of stress. However, within a business context, we can reduce our ongoing stress 
levels by following many of the principles covered in this guide, such as being organised, adaptable, and 

Burnout is real, 
and no job is 
worth sacrificing
your health for.

Be conscious of 

Deactivate your 
non essential 
notifications.

There are no 
awards for levels by following many of the principles covered in this guide, such as being organised, adaptable, and 

communicating effectively at all levels.

In addition, consider avoiding multitasking where possible and focus primarily on your priorities, while turning 
off notifications on nonessential social media apps.

We are conditioned to say yes, and in certain circumstances, saying no comes with a price because it 
threatens harmony. However, in reality, saying “no” or “I can't”, along with a good reason, shows you have a 
clear sense of your own capabilities and responsibilities, and, by doing so, you should build confidence and 
minimise stress.

Learn to set boundaries by being organised and able to articulate your capabilities and commitments because 
you will then be able to manage your work-life balance. Just ask yourself, on occasion, whether you live to 

Be conscious of 
your limits and 
your work/life 
balance because 
you have to take 
responsibility for 
your own well 
being.

If you cant look 
after yourself, it 
is very difficult to 
look after 

awards for 
burnout.

Put yourself first 
because no one 
else will.
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you will then be able to manage your work-life balance. Just ask yourself, on occasion, whether you live to 
work or work to live. Often, workplaces do not c  hange, so we need to take responsibility for looking after 
ourselves.

When people say they thrive on stress, what I hear is an excuse for being disorganised and for lacking 
discipline. However, I accept that some stress is beneficial in certain instances, and that minimising stress 
can, in itself, be stressful, but we must be focused on learning where to draw the line.

look after 
someone else.



Performance Management
Performance management is a method employers use to improve and maintain employees' performance 
throughout the year, and it primarily involves agreeing with individuals on personal and business objectives that 
are reviewed at 6 and 12-month intervals.

In addition, performance management reviews are used to manage salary expectations and promotions, relative to 
the employee's individual performance and the company's financial performance.the employee's individual performance and the company's financial performance.

Before a performance review, employees will be asked to complete a self-appraisal, which is their opportunity to 
remind their manager of all the great things they have achieved throughout the year. So, do not waste this 
opportunity by relying on a manager's awareness and memory; put in the necessary effort to complete the self-
appraisals.

Understandably, an employee may not wish to highlight all their achievements to avoid being perceived as 
arrogant. However, in this instance, it is essential because failure to do so can directly impact salaries and 
promotions. In addition, it is important to maintain a positive employee record.

Managers and companies change, and so may the attitude towards an employee, which makes it extremely useful 
to have a good employee record, as it will make it easier to negotiate a compromise.
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to have a good employee record, as it will make it easier to negotiate a compromise.

Problems arise in the performance management process when the manager and employee do not communicate 
effectively, which can lead to misaligned expectations. So always make the effort to communicate with your 
manager respectfully, regularly, and consistently.

Even if you don’t have a formal performance management process at work, it is a good idea to occasionally ask 
your manager, “How do you think I am doing?” to encourage ongoing alignment.



Final Words
Success is realised by achieving both personal and professional satisfaction, and it’s also about being proud of what we do, 
continuously investing in ourselves, and maintaining a good work-life balance. 

Becoming successful requires preparation, adaptation, and a positive mindset, as well as making the most of the 
opportunities that come our way. So take action, and don’t procrastinate. 

We need to look after our bodies and minds, so exercise regularly and minimise stress, because these are possibly the 

Instead
of asking how to 
succeed,
ask how you 
might fail, and 
then avoid doing

Successful 
people don 't 
wish for success; 
they decide to
pursue it. And to 
pursue it

We need to look after our bodies and minds, so exercise regularly and minimise stress, because these are possibly the 
most important objectives of all. Without good health, it is more challenging to enjoy the benefits of our efforts.

Maintain confidence in yourself and your abilities, and communicate effectively at all levels. Even if you are not a particularly 
driven person, the approach outlined in this guide will help you get ahead.

Here is a checklist to help you on your route to success:

1. Ensure that you understand yourself, your colleagues, and the culture of your environment.
2. Continually develop skills and prioritize adaptability.
3. Use influence and persuasion consistently and honestly.
4. Be true to yourself, live up to who you want to be, and be brave.
5. Surround yourself with clever people, and collaborate effectively.

then avoid doing
that. 

We are what we 
repeatedly do. 
Excellence, then, 
is not an act, but 
a habit. 

Will Durant

pursue it
effectively, they 
need a system.

Success always 
has a price, but
the reality is that 
the price is
negotiable. If you 
pick the right
system, the price 
will be a lot
nearer what you 
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5. Surround yourself with clever people, and collaborate effectively.
6. Be disciplined and control your ego.

PERSON CULTURE SKILLS SUCCESS+ + =

Will Durantnearer what you 
are willing to
pay.

Scott Adams



Disclaimer
Last updated: August 30, 2026

Interpretation
The words whose initial letters are capitalised have meanings defined under the following conditions. The following definitions shall have the same meaning regardless of whether 
they appear in singular or plural.

Definitions for this Disclaimer:Definitions for this Disclaimer:

Company (referred to as either "the Company", "We", "Us" or "Our" in this Disclaimer) refers to Business Pros.
Service refers to the Website ,videos, on-site presentations, and documentation.
You means the individual accessing the Service, or the company, or other legal entity on behalf of which such individual is accessing or using the Service, as applicable.
Website refers to Business Pros, accessible from https://bus-pros.com/, https://busengpros.com/ , or https://involveall.com/

Disclaimer
The information contained on the Service is for general information purposes only.

The Company assumes no responsibility for errors or omissions in the contents of the Service.

In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any damages whatsoever, whether in an action of contract, 
negligence or other tort, arising out of or in connection with the use of the Service or the contents of the Service. The Company reserves the right to add, delete, or modify the 
content on the Service at any time without prior notice.
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content on the Service at any time without prior notice.

The Company does not warrant that the Service is free of viruses or other harmful components.



Disclaimer Continued
External Links Disclaimer
The Service may contain links to external websites that are not provided or maintained by or in any way affiliated with the Company.
Please note that the Company does not guarantee the accuracy, relevance, timeliness, or completeness of any information on these external websites or documentation.

Errors and Omissions Disclaimer
The information given by the Service is for general guidance on matters of interest only. Even if the Company takes every precaution to ensure the Service's content is current and 
accurate, errors can occur. Plus, given the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information on the Service.accurate, errors can occur. Plus, given the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in the information on the Service.
The Company is not responsible for any errors or omissions, or for the results obtained from the use of this information.

Fair Use Disclaimer
The Company may use copyrighted material which the copyright owner has not explicitly authorised. The Company is making such material available for criticism, comment, news 
reporting, teaching, scholarship, or research.
The Company believes this constitutes a "fair dealing" of any such copyrighted material as provided for in the Designs and Patents Act 1988 of the United Kingdom Copyright law, 
and a "fair use" of any such copyrighted material as provided for in section 107 of the United States Copyright law.
If You wish to use copyrighted material from the Service for your own purposes that go beyond fair use, You must obtain permission from the copyright owner.

Views Expressed Disclaimer
The Service may contain views and opinions which are those of the authors and do not necessarily reflect the official policy or position of any other author, agency, organisation, 
employer or company, including the Company.
Comments published by users are their sole responsibility, and the users will take full responsibility, liability and blame for any libel or litigation that results from something written in 
or as a direct result of something written in a comment. The Company is not liable for any comment published by users and reserves the right to delete any comment for any reason 
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or as a direct result of something written in a comment. The Company is not liable for any comment published by users and reserves the right to delete any comment for any reason 
whatsoever.



Disclaimer Continued
Content use
All content on this site is provided for individual, single-use viewing only. Group viewing, public exhibition, redistribution, or sharing in any form is strictly prohibited unless expressly 
authorised in writing by Us.

No recording or photography Disclaimer
Recording or photography of any kind is strictly prohibited without prior written consent. By using this Service, you agree to refrain from filming, photographing, or recording audio.

AI Avatar Use Disclaimer
This Service features AI-generated avatars. Any resemblance to real people is purely coincidental and does not represent any real individual, nor does it imply the endorsement, 
views, participation, or affiliation of any person.

No Responsibility Disclaimer
The information on the Service is provided with the understanding that the Company is not herein engaged in rendering legal, accounting, tax, or other professional advice and 
services. As such, it should not be used as a substitute for consultation with professional accounting, tax, legal or other competent advisers.

In no event shall the Company or its suppliers be liable for any special, incidental, indirect, or consequential damages whatsoever arising out of or in connection with your access or 
use or inability to access or use the Service.

"Use at Your Own Risk" Disclaimer
All information in the Service is provided "as is", with no guarantee of completeness, accuracy, timeliness or of the results obtained from the use of this information, and without 
warranty of any kind, express or implied, including, but not limited to, warranties of performance, merchantability and fitness for a particular purpose.
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warranty of any kind, express or implied, including, but not limited to, warranties of performance, merchantability and fitness for a particular purpose.

The Company will not be liable to You or anyone else for any decision made or action taken in reliance on the information given by the Service or for any consequential, special or 
similar damages, even if advised of the possibility of such damages.

Contact Us
If you have any questions about this Disclaimer, You can contact Us:
By visiting this page on our website: https://bus-pros.com/contact


