work
SMARTER
THE AVERAGE PERSON SPENDS
ONE-THIRD (OR MORE)
OF THEIR DAYS AT WORK.

How do you want
to spend that time

INTRO:

WHY WORK
Let’s be honest, when most people think of “work,” it is usually followed by
an internal groan. It just does not make us excited. So why do we do it?!
Most of us, we work because we have to. On its simplest level, work is an equation. It’s an exchange of
our effort, creativity, and labor for compensation, meaning something else of equal value. It’s an
equation of effort in (in other words, the time and effort spent on the work you do) and compensation
out (in the modern world, that means money).

With this
understanding
of work, the
idea of what
constitutes a
job or career
can be nearly
anything
at all.
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RETHINKING work
“Work” can mean anything where
you’re exchanging your talents, skills,
knowledge, service, or created
products for money.

This means that finding
a “good” job doesn’t
necessarily mean
getting a position at a
prestigious company.
And it doesn’t
necessarily mean doing
something that earns
you the most money or
the best social standing.
If you’re not happy with your compensation, your
working conditions, your company culture, or
anything else about your job, simply remember
the equation above. Your compensation is relative
to the efforts you put in, the value you add, and
(like it or not) your ability to be an agreeable and
likeable person—but more on that later.

WORK SMARTER
NOT HARDER
You’ve heard this saying before.
And it sounds great—but what does it actually mean?
“Working smarter” is about recognizing, creating, and taking opportunities. Think about it: there’s a
difference between a job and a career. There’s a difference between staying busy and actually getting
shit done. There’s a difference between working for the weekend and working toward a goal.

Opportunities are
staring us in the face
every single day, and yet
we remain completely
blind to them.
Your ability to recognize new opportunities—to predict
trends, to anticipate how others might react, to see a
chance to make a sale, to find the right angle, to reach
out to the right person—is essential.
Your ability to create new opportunities—to be
creative, to find unique solutions, to persuade and
lead people, to earn recognition, to get yourself that
raise, to jump into that next position—is essential.
Your ability to take a chance on new opportunities—to
take action, to jump on something when you have the
chance, to not overthink or over-analyze, to follow your
gut, to take risks—is paramount.

WHAT YOU’LL GET OUT
OF THIS EBOOK

Earning recognition and respect
for your efforts.
Setting yourself up for promotions.

At the most basic level,
you’ll come out of this
having learned the
foundational behaviors and
mentality necessary to
recognize, create, and take
those opportunities. But
more specifically, you will
learn the tools necessary for:

Earning more money.
Getting the job you want, rather than
the job you “qualify” for.
Leading people and projects.
Finding and implementing your
creative ideas.
Setting boundaries with your bosses
and colleagues.
Adding real value to your organization,
team, or company.

EXPECTATION MANAGEMENT
Let’s get real clear on
one thing, right now:
you’re going to have to
put in some effort.
The tools, tips, and techniques found in this book
are guaranteed to bring you results. But they only
work if you actively apply them. Simply reading
this and assuming your life will magically change
is ridiculous.
You might not like everything you read. If so, ask
yourself why. Don’t be afraid to confront the
reality that maybe you’re uncomfortable reading
this because you’re guilty of doing the opposite
of what we suggest.
The reality is, you’ll need to be open and honest
with yourself about what things you need to
change. You also need to be willing to work
hard to reshape the way you approach your
work and career in order to gradually apply
these principles. No, it won’t happen overnight.
It won’t even happen in a week. But with some
discipline and a little coaching, it will absolutely
happen over time!
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KNOW THE STATUS QUO.
AND THEN AVOID IT!
We love to tell each other not to follow “the status quo.” And sure, it makes
sense: when we do follow the status quo, we’re basically allowing things to stay
the same, without striving to go above and beyond. Following the status quo
makes us resistant to change and hesitant to try anything new.

At work, following the
status quo can mean
stagnating, year after
year, in the exact same
place as always.
We know it’s important to break free of the status
quo and to set ourselves apart from everyone
else. But when it comes to the workplace, how do
you even know what the “status quo” really
means in order to move beyond it?
Try this: the next time you’re at work, take some
time to really observe what you see. Notice the
repetitive behaviours, sayings, and attitudes in
your environment. Do people feel like they need
slides to make a point? Do people pack up and
leave promptly at 5pm? Do people stick with
the same software and programs without
trying new alternatives?

Take some time to make sure you have a really good idea of what “average” looks like in your
workplace—and then be sure to never fall into that trap. That’s not to say that you should completely
trash all of the standard routines, ideas, and processes in your workplace. Some of them probably are the
most effective way of getting things done. But you definitely should look at all of these workplace
standards with a critical eye, deciding for yourself which work best for you, and which are simply “average.”

But that’s only the beginning. Once you’ve

organizations

are

starved

for

this

type

of

recognized where those “average” standards

mentality, and you might find that your colleagues

lie, the next step is to take some action in the

are eager to try your new ideas. So don’t be afraid

opposite direction. Try something new in your

to go against the grain, at least a little.

presentation, introduce a better software or
process, work on a better strategy for

A word of caution:

securing that next client.

as you introduce your own ideas, be sure to
tread carefully. Often, going against the status

By shaking things up and (gently) rocking the boat,

q u o i s a l l a b o u t fi n d i n g a r e a s o n a b l e ,

you can begin to build your reputation as a unique

non-abrasive way to go about it. Too much at

thinker, a creative problem-solver, and someone

once will make you look rebellious—or worse,

to turn to for input and fresh perspectives. Most

downright annoying and even unpredictable.

ASK GOOD
QUESTIONS
_When we say “good,” we mean

Your goal, then, is to demonstrate respect as you

challenging. Asking “why” and other

phrase the question, so a good place to start is

basic, fundamental questions is a
healthy thing to do. It’s a mark that
you’re trying to learn, and that you’re
thinking critically about what you’ve
learned. And so much of our success in
life depends on our ability to ask the
right questions at the right time.
Yet somehow, so few people ever ask these basic
questions. Instead, they simply accept things as
they are, or they simply show no signs of curiosity
about the matter at hand. For this reason, asking
the right questions can set yourself apart, and it also
demonstrates your desire for deeper understanding.
As you prepare those questions, however, it’s
important to frame them properly. In the
workplace, it always helps to be sure your
questions come across as genuine, rather than
critical. Depending on the context, people can
become sensitive or defensive when asked “why?”
especially if the question comes across as a
criticism rather than honest interest.

by prefacing it with phrases like

“Just so I understand…”
By making an effort to let them know you’re only
asking for the purposes of education or clarification,
you’ll greatly reduce the chances of giving offense.

INVEST IN
YOUR OWN
EXPERTISE
The truth is, having a college degree isn't enough these days. In fact, assuming
that finishing your degree automatically qualifies you for a job, especially in
today’s fast-paced market, is naivety and entitlement on a grand scale. So scrap
that thinking now.
Whatever your field, it’s time to invest in yourself. Do
some research on additional industry certifications,
courses, and trainings. If the in-person offerings are
slim where you live, don’t forget to also look for online
opportunities: you’ll find courses on everything from
tech skills to managerial strategies if you take the time
to search. If you’re set on investing in your career
online, you can also find a mentor or coach to help you
take the next steps in the direction you want to go.
If you can, bring up this topic with your employer as well.
Broaching the topic can demonstrate your interest in
proactively getting involved in your own career and
future—and chances are, the company might even pay
for all or part of it if you play your cards right!
Taking the time to invest in new skills and
certifications will keep you ahead of the competition,
and it can also allow you to perform better in your role
at work. As an added bonus, these new skills act as
yet another piece of evidence you can point to the
next time you’re up for a bonus or promotion.

GET A
WORKPLACE MENTOR
People love to talk about themselves. Beyond that, they love to share
their insights, strategies, and experiences with others. And when it comes
to the workplace, finding someone who can share that kind of key advice
and support can be invaluable.
Having a workplace mentor can help you grow in

Next, you’ll want to reach out to this person for an

your current position, and it can point you toward

initial (and informal) meeting...and simply go for it!

the things you need to do in order to pave the

Ask if your potential mentor is interested in

path forward to new career opportunities. But

guiding you and see how the conversation goes.

when it comes to getting a workplace mentor, the
biggest problem is that much of the time, we wait

If things go well, follow up by email or in person to

expectantly (and hopefully) for a mentor to find us.

get something on the calendar, and don’t be

Well, it’s time to stop
waiting. If you want help,
go out and get it yourself.

afraid to take the lead. Just because this person
is your “mentor” doesn’t mean you shouldn’t make
things easier by coming prepared with questions,
setting time on the calendar for you to grab
coffee or lunch together, or asking for feedback.

First, you’ll need to find someone you want to be

That doesn’t mean you shouldn’t be patient with

like. Ideally, you’ll make sure your mentor is

their time, but a little initiative can help show

someone who is at least as successful as you

that you’re truly interested and committed, and

want to be, is your superior in some way, and has

it can also prompt them to reciprocate that

some kind of decision-making power in your

attention as they guide you through your next

company. This last part is not about sucking up

set of career steps.

or brown-nosing; it’s about forming a genuine
mentee relationship with someone who can help
groom you within your organization.
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STOP PASSING THE BUCK
How often have you heard someone at work say these things?

These are all examples of “passing the buck,”or
shifting the responsibility onto someone else. We
do this simply because it’s easier, or because
we’re disinterested or disengaged. But the end
result is that you’re essentially playing “hot potato”

- “It’s not in my job with a problem that really needs to be solved.
description.” Someone has probably done this to you at some
point—probably when you really needed a
- “It’s not my solution—and it sucked; so don’t do it to others. It’s
responsibility or bad for your reputation, and it’s a great way of
to the world “I only care about doing the
department.” saying
bare minimum.” Instead, wouldn’t it be better to
a reputation for taking ownership and
- “I tried calling, have
accountability? For saying “the buck stops here”
but no one picked up.” and taking charge of your work?

SHOWING UP
IS HALF THE BATTLE
-BUT IT’S NOT ENOUGH
So you stayed late and worked until 5:30p.m. You’ve been with the company
for a full year now, and that means you’re committed to getting things done,
even if it means a little inconvenience. Wow! Great job!

But guess what: that’s
not special or worthy
of a bonus. That’s what’s
expected of you.
Yes, showing up and putting in an effort is essential
in the workplace. But don’t underestimate what it
takes to really get ahead and earn yourself a
promotion in any form. Most likely, your supervisors
don’t manage the office with a “participation
award” mentality, so beware: in the world of
business, giving a little extra time every now and
then isn’t enough to make you stand out.
Gracing a company with your mere presence, even
before or after hours, does not automatically mean
you’ll be receiving bonuses and raises year after year.
And that’s true no matter what company you work for.

FOCUS ON RESULTS
Just because you spent all weekend working on a project, or it took you 10
hours longer, or you stayed late, or you invested your own money, or you
worked after hours, or you had to burn bridges, or you carried out some other
exhaustive task to “get the job done”...the reality is, no one really cares.

You can emphasize
your time and effort all
you want. But at the
end of the day, it’s the
result that matters.

The point here isn’t to say “do a better job.”
Sometimes, you will fail to get results, even after
extensive, grueling work. Sometimes, you’ll want
to point to all of your effort and showcase the
fact that you tried hard.
The point is to prepare yourself mentally for when
you do eventually find yourself in this position.
Because, unfortunately, people don’t want to
hear about your efforts; they want to know if
you’ve gotten results. And getting all up in arms
about the injustice of spending all this extra time
on something will not further your cause.
Instead, if your project doesn't get accepted,
your proposal is rejected, your client drops
you, or whatever—dig deep and ask yourself
what you can do better next time. Tell others
what you’ve learned from the experience and
how you’ll approach things going forward.
Focusing your energy on getting results in the
future will allow you to come back stronger,
learn

from

your

mistakes,

and

become

someone who truly delivers.
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STOP THE GOSSIP AND
MIND YOUR SURROUNDINGS
It’s easy to get roped into water-cooler gossip. Hearing tantalizing rumors about your
coworkers can seem to spice up (and speed up) the workday, especially since people
love to bitch about and criticize anything work-related. But at the end of the day, all
those negative complaints add no value to the job. They only serve as unwanted
distractions as you move forward. Worse, you might actually become associated
with the rest of the office gossips—which is a bad place to be, reputation-wise.

schleps are.

If your office is smaller, or if you
simply can’t avoid the gossipers,
try changing the subject. Better
yet, try being direct: state
explicitly that the conversation
makes you feel uncomfortable,
or simply that you disagree with
their complaints.

If one of your coworkers is regularly complaining,

Whenever you can, try to seek out and surround

gossiping, or shit-talking at work, chances are

yourself with colleagues who share your energy

they’re a schlep. Politely excuse yourself from the

and positivity instead. In most offices, you’ll find

conversation and make a mental note to keep your

that the people with more positivity tend to be

distance. If you’re in a big enough office, you should

more motivated and determined—and as the

try to avoid areas where you know the gossips will

saying goes “who you surround yourself with, you

be, steer clear of them in the break room, and

become.” These are the people who are going

avoid arriving too early to meetings if you find that

places, so make genuine connections and they’ll

it’s just an excuse for them to complain.

take you up with them.

Unfortunately, surrounding yourself with people
who complain will eventually bring you down, no
matter how you swing it. Complainers feed off of
negativity, and they love dragging others down
to the level of their sub-par existence. But when
it comes down to it, you should never fall into
the trap of complaining about this person or
that task or those clients at work. Those on top
know who the top performers are—and who the

ACTUALLY DO WHAT
YOU SAY
Talk is cheap. It’s possibly the cheapest, most commonly traded commodity in
existence. If you say you’re going to do something, if you promise something, if
you take it upon yourself to get something done, make damn sure you do it!
Otherwise, keep your mouth shut from the beginning.
This won’t always be easy. Sometimes, we say
things to people just to diffuse the situation or
avoid an awkward moment in the present.
Sometimes, we say things for the temporary high
we get when we share our plans or because
speaking about a goal helps it feel more real. But
failing to follow through on your word always
catches up with you in the long run, and the
repercussions can sometimes be too much to
recover from.
If you know you have the ability to do what you
say, but you simply have problems following
through, it might be time to put a system in place

On the other hand, if you know you can’t follow

to hold yourself accountable. Sit down and

through in advance, be bold enough to speak

decide how you’re actually going to make things

the truth. There’s no point in claiming an ability

happen. Find a coworker or person who can

to do something you can’t, and possessing the

check in with you on your goal, or set up meetings

courage to have the tough conversations up

so you can report each step to a supervisor.

front will establish yourself as a straight-shooter

Schedule your actions in your calendar, and

and a trustworthy, dependable individual. And

make it a habit to work regularly until you achieve

in the long run, those are promotion-worthy

your final results.

characteristics.

MAKE AN
APPEARANCE
It doesn’t matter how lame the music is, how boring the conversation is, or how
bad the food is at that company-sponsored holiday party or barbeque—be
sure to at least make an appearance. For the reluctantly social employee, this
can feel like a grueling task, especially since it’s technically optional. Why can’t
you just pretend to have other plans?

Unfortunately, if you don’t socialize with the
company during these events, it can make it look
like you’re not interested in being part of the

When they see that you’ve also chosen to make

group. The invite may seem optional, but you’re

an appearance, it sends a strong and positive

expected to attend. It’s a company event—and

message, raising your visibility. Beyond this, it’s a

you should look at it as mandatory. (If it makes

chance for you to network with these people off

you feel any better, you’re almost certainly not

the clock, and maybe even the chance to

the only person who would rather not spend a few

introduce yourself to key people you might not

hours making small talk and downing mediocre

have ever met during the normal workweek. As

food with your coworkers.)

you continue attending these events, you’ll be
able to cultivate those key relationships and

Don’t sweat it: you
don’t have to stay
all night, or even for
very long (actually,
we would advise
against that). But
you do need to
show up and put in
some facetime.

continue showing your interest in the company.

And who knows?
You might just find
that hanging out
with your
coworkers off the
clock isn’t as bad
as you thought.

Attending company events honors the host and
organizers who have often planned the minute details
far in advance. It helps you connect with people in
other areas of the business, which can be particularly
helpful if you work at a larger company. And most
importantly, you’ll often find that key people within the
company also tend to show up to these events.
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OFFER UP. DON’T
WAIT TO BE ASKED
As you progress in your career, it’s absolutely critical that you demonstrate your
value on a regular basis. It’s the best way of propelling yourself forward, and
showing your capacity to develop as a leader. And one of the best ways to
show value is by taking the initiative.
Don’t wait for your supervisor to bring something
directly to you. As soon as a leader asks who can
pitch in to help, you should be the first to step up.
Always be ready to make a suggestion, take
ownership, or volunteer to try something new.
When you have the opportunity, start working on
things that don’t need attention until tomorrow or
next week. Reach out to coworkers who need
help, or connect with them on projects that
concern your team. Stay alert for ways to simplify
processes or reduce cost.

Being proactive sends
a powerful message.
And the people
who matter most
will sit up
and take notice.

But as you begin taking more initiative at work,
take care not to fall into a common trap. As you
deal with problems and get results, don’t forget
to stay humble—or you run the risk of looking like
a kiss-ass. Whenever you take action, make sure
you don’t boast, and don’t make it a big deal.
Simply offer up your service, and let your actions
do the talking for you.

JOIN OUTSIDE
ORGANIZATIONS
Take things outside the workplace to get involved in groups and education
related to your profession. This is a great way to stay on top of your craft, add
quality experience to your resume, and develop your skills at an accelerated rate.
This might mean finding a professional association

First, they open up tons of opportunities for networking

with structured education, dues, and meetings, or it

and meeting new people, which can give you a

might simply mean finding a club or meetup related

broader perspective of the different ideas and

to your industry. Whatever you decide, outside

processes within your industry. It also means meeting

organizations offer great benefits for your career.

prospective colleagues, clients, and mentors, all of
whom can help as you progress in your career. Second,
outside organizations can be a great resource for
resume-building and job-hunting in the future.
Finally, professional associations in particular can get you
access to helpful educational opportunities like
conventions, seminars, journals, and other forms of
professional development, where you’ll tend to find a
huge spectrum of innovative and collaborative ideas. As
a bonus: if you want to go above and beyond, you
should try to work your way up to a leadership role, which
is a great way to stand out from the competition at work.

Oh, and one more benefit
of joining...you might find
you actually enjoy it!

GET FACE-TO-FACE
WITH DECISION MAKERS
It’s great that your immediate boss and colleagues all know you. After a little
time at the office, you’d expect that. But do those higher up, beyond your
boss, even know your name? Do they even know you work at your company?
If you answered “no,” it’s not because you’re too insignificant for their attention. It doesn’t mean you’re doing
anything wrong or that you’re not showing your value in the office. You’re simply not doing anything to attract
the attention of your higher-ups, or the top (and most likely very busy) senior execs at your workplace.

It’s time to change that.
Your higher-ups can’t
give you credit for the
things you do if they
don’t know who you are
or what you do.

If your higher-ups aren’t the type of people
you’d run into around the office, or if your senior
execs make themselves scarce, you might need
a slightly more formal plan to set up a quick
meeting or find a time when they have a few
minutes for you to drop by. As you make these
plans, you certainly shouldn’t leave your immediate
boss out of the loop, as it can make them feel like
you’ve thrown them under the bus.

Of course, that doesn’t mean you should just head

However you go about it, treat this as a

over and knock on the CEO’s office door (unless

networking opportunity: be open about it.

your company culture is casual enough to accept

Any decent leader will be more than happy

that.) Keep an eye out for an opening to briefly say

to meet, even briefly, with their employees.

hello and introduce yourself at a company event

And

or in the chatty downtime just after a meeting. It

self-confidence to actually do this, it tends

doesn’t have to be long, just enough to show your

to help make a very positive impression

face—and your initiative. Introduce yourself, let

—which in turn will likely lead to many more

them know what team you work on, and share

opportunities.

your interest and excitement for what you do.

since

employees

rarely

have

the

ALWAYS FIND AN ANGLE
TO ADD VALUE
Whether you’re pitching, selling, or networking, you should always have an
angle. And that angle must have a value-add for the person or situation you’re
engaged with.
Obviously, at the end of the day, this is about you
trying to get what you want, whether that’s in the
immediate future or in the long term. But without
reciprocity in some form, your chances of success
are slim at best. So when you go into that
conversation, go in with a plan. There’s always an
angle, something you can offer to whomever
you’re speaking with.

Here’s the key: you don’t
have to overthink it. The
value-add by no means
needs to be huge,
especially depending on
the context. It just needs
to be something the
other party will
find useful or thoughtful.

Maybe you can simply hint that you’ll introduce
your conversation partner to a certain someone
if they’d like. Maybe you can share some
recommendations based on a problem they’re
dealing with. Maybe you can offer a helping
hand with a project they’re working on. Don’t
stress over perfecting your suggestion, just make
a genuine offer of giving back.

FIND YOUR
NICHE

While you might assume you’ll rise up the ranks
easily by becoming a jack-of-all trades, you
shouldn’t necessarily stress about perfecting every
single skill. Instead, having a reputation for being
really effective (and better yet, passionate) in a few
specific areas is much more valuable than being
good at everything. Try to find a few things that you

It pays to stand out—literally. This is

truly love or feel proficient in, and work to establish

especially true on a team where your

yourself as the company expert or specialist in

workload is similar (or even identical).

those things. For more help finding the perfect
niche, check out our Find your Niche webinar.

DO YOUR HOMEWORK
Back in your school days, you probably thought it was cool to see other people
who could “wing it.” Maybe it seemed cool when people seemed not to care
about the outcome of a presentation or project—and maybe that’s still the case at
work. But you should never, ever do this!

Sure, being successful means you’ll need to be

If you’ve got a meeting, research the people

well-versed in the art of spontaneity, flexibility, and

you’re meeting. Have some talking points ready,

dealing with uncertainty. But those are all totally

prepare to discuss their profession, and

different things than winging it...which is basically

generate real questions that demonstrate your

just a synonym for “being completely unprepared,”

interest and understanding. Be aware of any

which is another way of saying “unprofessional.”

controversies around certain topics, look up the
latest research and trends, and seek third-party

So if you want to tell the world, “I don't give a shit

expert opinions. Doing your homework in

because I’m lazy. I don’t know what I’m talking

advance takes a little extra effort, but you’ll be

about,” or both, then sure—don’t prepare. But if

surprised how being prepared can give you a leg

you care about the impression you make, and

up on the competition, and help you make a

about your reputation at work, you’ll want to do a

great impression.

little research in advance.

FOLLOW UP
Your mom taught you to follow up on
gifts with thank-you cards and that’s
not something you should forget as
you grow older. When someone meets
with you, follow up with them. When
someone helps you or recommends a
solution, follow up.
This is not just true for traditional sales roles. As you
climb to the top, you need to remember you are
your own personal brand, and you should constantly
be selling it. Always, always, always follow up; even if
it’s just a quick email, a brief recap after a
presentation, or a thank-you note after a meeting.

Following up helps you demonstrate professionalism and social grace, especially because most
people won’t take the time to do so. It makes a great impression, and it gives you a reason to keep
your face—or at least your name—in front of people. And when you’re already in front of people, it’s way
easier to segway into setting up another meeting, continuing the conversation, and standing out from
the crowd. That’s how opportunities are created.

LEVERAGE YOUR
SKILLS AND INTERESTS
As a former mechanic, gas station operator, lawyer, and insurance salesman,
Colonel Sanders leveraged his experience to become a self-employed
entrepreneur. Walt Disney worked at a newspaper before funneling his
storytelling magic into his own company.
The point is, truly successful people incorporate
their abilities from other parts and times of their
life to revolutionize what they do now. Just
because you work in a cubical doesn’t mean you
can’t incorporate a few tech-savvy skills into your
next presentation.
Just because you’re an appliance salesman
doesn’t mean you can’t use a little creative
artwork to market yourself. Whatever you do, you
should take every opportunity to incorporate your
skills and interests from other aspects of your life.

BE PREPARED
FOR THE SIMPLE
YET HARD QUESTIONS
Whether you’re being
interviewed, you’re up for
review, or you’re simply
networking, your ability
to answer a few key,
simple-yet-hard
questions can be critical.
For example, “Why are you here?” is often one of
the most dreaded, subtly-complex questions an
interviewee can be asked. After all, you can’t tell
your interviewer the surface truth, which is simply
“Because I need a job.” This question and others

When someone asks “Why are you here?” they
don’t literally want to hear why you’re there
talking to them right now. They don’t want to
hear that you need money—everyone needs
money. They want to hear why you’ve chosen this
place or this team for your place of work. They
want to know what you already know about the
organization, and why you’re interested in
working for it. They want to know what value you
bring to the table.

Watch out for this question
and other simple-yet-hard
questions like it (such as
“Where do you see yourself in five years?”

like it will require deeper, more meaningful answers.

“Tell me about yourself,” and

Its responses can even border on the philosophical,

“Why are you leaving your current position?”)

but they must also be rooted in practical

Even if you’re not asked these difficult questions,

applications. And before you begin to answer, it’s

you should have the answers prepared in

crucial to figure out what kind of response the

advance, and you should always be able to

asker is truly looking for.

incorporate them into conversation on demand.

DON’T TAKE
THE FIRST OFFER
Congratulations! You’ve been given an offer for that new job or
promotion you’ve been dreaming about. But before you head out
to celebrate, take a beat to consider a few things.
First, you are not obligated to take the offer,
especially if it seems great on paper but doesn’t
move you in the direction you want. Second, if it’s
not exactly what you wanted, don’t get all pissy
and defensive. Telling your supervisor or interviewer
how company X pays $2,000 more (or some other
trivial fact) will only make you look bad—at least if
you don’t approach the conversation correctly.

Instead, this is where the
negotiation dance
begins. (For a
walkthrough of the best
negotiation strategies,
see our How to Negotiate
an Offer blog.)
Whatever you do, make sure to avoid that gut
reaction to take the first offer that’s presented to
you. You might just find, after you deliberate and
do a little homework, you can set yourself up for an
even better opportunity down the line.

DON’T LET AGE
INTIMIDATE YOU
People make a big deal about age. We’ve seen people who thought they were
still too young for something at 50, as well as people who thought they were
too old for something at 20. More often than not, we use age as an excuse or
justification for not doing something. But the truth is, it’s hardly ever the real
reason. If you’ve taken anything away from this eBook, it should be that our
advice here has nothing to do with how old you are: all of these techniques will
work for you, no matter your age.

And don’t forget that it’s
all about how you shape
your own strategies. If
you reconfigure your
mindset as you move
toward your goals, you
might just find ways in
which your age can be to
your advantage!
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TAKE CARE OF YOURSELF
In today’s world, success only comes with results—which in turn usually come from
more time spent at the office. So if we want to make something of ourselves, it
sometimes means shaving away at a little personal time. The key words being a little.
Unfortunately, when it comes to making the most

The irony is that, beyond a certain point, the more

out of a work day, there’s only so far you can go

you work, the less quality your work has. Without

before your personal life (and health) begins to

good health maintenance, proper self-care, and a

suffer. If you’re always the last person to leave the

little personal time to refresh your mental state,

office, for example, or if you often say “yes” to

your goals and career will suffer. Ultimately, it’s all

projects you don’t actually have time for, you might

about finding balance to create a successful work

be entering the pitfall of being a workaholic. And

and personal life.

when that happens, you start letting phone calls
from family and friends go to voicemail, or you can’t
carve out personal time for exercise and self-care.
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TRY TO HAVE FUN.
SERIOUSLY
We told you this way back at the start of this eBook: we spend a lot of our lives
working. A third of our days, in fact. Enough that we should make every effort to
make our work as enjoyable as possible. Enough that if you don’t like what you
do, or if you aren’t happy there, you must make a change.

Life is too short to hate
the place where you
spend a third of every
working day.

At this point, let’s stop to clear one thing up: no
one likes their job 100% of the time. Even people
who’ve secured their “dream job” will have days
when they can barely stand to get out of bed, or
when they feel plain bored or unfulfilled. But you
shouldn’t

dread

every

single

morning,

you

shouldn’t have to live for the weekend, and you
You’ll probably have arguments. Maybe you

shouldn’t have to resign yourself to a job you hate.

invested a lot of time, money, and sweat getting
where you are now. Maybe you feel like you’re

If you’re going to spend a third of your life doing

throwing everything away by quitting. Maybe

something, you should feel happy doing it. You

you make good money doing what you do.

should want to walk into your office doors (at
least, most of the time). You should like the people

But is any of this worth being unhappy for so much

you work with. You should feel like you have an

of your life? And is it worth robbing yourself of time

avenue for personal development, creativity,

spent at a better job, one you actually enjoy?

community, and purpose.

Because at the end of
the day, even work
should be a little fun.

GET A COACH AND
SEE RESULTS FASTER
Following through with these best
practices can earn you a huge boost of
professional confidence. After all, our
strategies are cultivated in part from the
research and experience of the mentors

Accelerate your job search and prepare for
interviews
Walk you through a particularly complex
work situation
Get you clarity on your career trajectory

on our team, so they’re the perfect way

Help you outline realistic steps and
strategies to reach your long-term goals

to get your career on track.

Pull you through a mid-career slump

The thing is, it’s a lot. And when you’re considering
your own life and career, it can be tough to figure
out your blind spots or where to focus first or how
to structure each strategy for your own situation.

That’s where
our coaches come in.
The right career coach can help you get a huge
boost

of

professional

confidence,

Teach you to network more effectively
Formulate a specific plan to help you
invest in your skills
Help you plan and launch a side business
With the help of a career coach, you can work on
making your work experience (a third of your life,
remember?) into something more fulfilling, as well
as give you the extra push you need to move to
the next level.

because

they’ve been exactly where you are now—and
they’ve come out on top. With their experience
and insight, you’ll travel along a streamlined path
toward your goals, rather than figuring it out
yourself along the way.
No matter your pain points, a career coach can
give you specific guidance in a huge range of areas:

SIGN UP!

to get a coach today
and use the promo
code PROMOTED20!
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