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Mistake No. 57

No work-life balance

We can become so busy during our working lives that we forget to make
a life for ourselves outside of work. Yet with mounting professional
pressure to perform on the job, more and more people are realising the
real value of achieving a satisfactory work-life balance.

The Chartered Institute of Personnel and Development (www.cipd.
co.uk) reports that 30% of sick leave can be attributed to stress, anxiety
and depression — all of which are amplified by a person’s inability to
properly balance their work and personal life.

Along with higher salaries and increased company benefits, finding
employment that offers a work-life balance is amongst one of the top
desires for 47% of working Australians, according to Randstad. If your
work and life is not adequately balanced, you can feel:

* As if you are going through the motions to get through the day.

* Completely exhausted at the end of the work day.

* As if the weekend cant get here soon enough.

¢ That you keep falling further and further behind with no end in
sight.

* Like you are on a perpetual merry-go-round and can’t wait to get

off.
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Create more time for “life”
rather than “work”

All work and no play can make any professional tired and frustrated.
How can you effectively manage your work-life load and realistically
balance your work commitments and your outside life? There are no
silver bullet solutions here, but making small lifestyle changes is a great
way to incrementally bring more balance to your life.

Establish your priorities

If you are an extremely busy professional, you may not have time
to achieve everything you want straight away. Instead, make a list of
personal aspects in your life that you consider important and want
to give more attention to. These can include: family, friends, hobbies,
sports, travels and so on. This will help give you more focus and
perspective in developing your work-life strategy.

Take control of your time

Getting into the right mindset and being proactive about creating
a work-life balance plan is crucial. Instead of being frustrated with
your lack of time, find ways to take control of your working week
and put some boundaries in place to separate your “work” and “life”
responsibilities.

For instance, you might start saying “no” to unreasonable demands or
rejecting your feelings of guilt if you leave the office on time. If you do
have any spare time at work (e.g. a short break), using this to focus on
your personal activities can help change your mindset and take further
control of your time.
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Delegate tasks

If you are finding there are not enough hours in your day, consider
delegating. Off-load some of your responsibilities or delegate specific
tasks to other members of your team. Learning to delegate will help you
work “smarter”, rather than “harder” and you can find it will balance
out your time much more. If delegating is not possible, you may need
to rework your priorities and assess what’s really achievable in your
working hours.

Reduce or change your hours

Reducing your work hours, whether officially or unofficially, is the
most ideal way to enhance your work-life balance. There are many
different ways of doing this:

* Make a resolution to walk out of the office by a certain time every
day (e.g. 7pm at latest).

* Initiate a rule that you will end the work week at a reasonable hour
on Fridays (e.g. S5pm).

* Change your hours to start earlier and finish earlier, if feasible (or
start later/finish later).

* Talk to your boss about cutting back your hours altogether if you
feel this is an option.

Work from home

Many organisations give you the flexibility to work from home. This
means that at the beginning and end of the day, you can use the time that
youd ordinarily spend commuting to focus on a personal commitment
or activity. Working from home also gives you the opportunity to spend
more time — like your lunch break — doing what you like.

Use your leave entitlement

The excuse that you just don’t have time to be away from work is a
common one, yet it can hamper your work-life balance significantly
—and it can mean your health, stress levels, happiness and perspective
all suffer. Work out how many leave days you currently have available
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and arrange for some leave time. If you have many days up your sleeve,
taking these regularly throughout the year (rather than in one big hit)
can improve your work-life balance as well.

Take a lunch break

Lunch breaks are a great time to implement a better work-life balance.
You can utilise these to meet up with a partner or friend, eat out with
a colleague or head to the gym. Consider how you can better use your
lunch break for “non-work” activities.

If you eat lunch at your desk or skip lunch, you'll need to break this
habit and force yourself to take a break. Try putting “Lunch Break” in
your diary so you know this time is reserved for you. Even if you only
manage to take a lunch break once or twice a week, it’s a great start for
a healthier work-life balance.

Keep it separated

As you progress through your career, resist the temptation to let work
tasks and stress spill over into your personal life. Instead, be strict with
yourself and reserve your time for family or personal activities.

If you do need to complete work in your personal time (such as on a
weekend), set yourself a time limit and stick to it — and then ensure you
spend the rest of the time on activities that you enjoy.

“I've learned that making a ‘living’ is not the same as making a
‘life".”

Maya Angelou
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Mistake No. 58

Not managing manager
expectations

Today’s corporate environments are hectic ones; employees often
find themselves juggling several tasks and projects at the same time
and trying to manage several responsibilities in one day. This can be
especially challenging when you're in a job that would normally be split
between several others or when you're reporting to multiple bosses.

In the workplace, managing the expectations of others is crucial in order
to cope with your responsibilities. If you dont manage expectations,
you will likely find yourself:

* Struggling to manage your workload.

* Unsure of which tasks to prioritise over others.

* Feeling generally flustered or “all over the place” at work.

¢ Performing poorly, since you don’t understand what is expected of
you.

Managing the expectations of your supervisors will help you stay
organised at work, stand out as a top-notch employee and determine
how to both meet and exceed expectations.

Be clear about what's
expected of you

Managing your expectations while on the job is essentially about
ensuring there is clarity around the tasks you are given.
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Clarify your deadlines

In a situation where you're being approached with several different
tasks, the first thing you'll need to do is clarify when each assignment
needs to be completed.

* Enquire about any external deadlines that you, the team or the
organisation may need to meet (e.g. “this report has to be with the
client by 5pm on Friday”).

e If there aren’t any real deadlines, discuss what the purpose of the
assignment is and how it will fit in with the other work that you've
been asked to complete.

* If you've been told the task is not urgent, set your own deadlines to
further assist in managing your time and your workload.

Once you know what the deadlines should be, it’s also important to
be clear with your manager/s on whether you can realistically get the
work done in time. Take your current workload into account and don’t
be afraid to point out if you're already working on a project that is of
higher priority or that has a more urgent deadline.

Clarify the details

Clear, open communication with your supervisor/s is a key element
in managing expectations. Along with deadlines, it’s important to
understand:

* Exactly what you need to do and what is expected of you.

* What the goal of the project or task is.

* Who the target “audience” of the project is (e.g. is it an external
client presentation or an internal meeting report?).

e If there is a particular colleague or team that you need to consult
with on the project.

* How the manager or project leader envisions the finished task or
what they consider to be a “successful” outcome.

These types of parameters will affect how you approach your assignment
and also how the final “product” you come up with will look. It will
also help you to prioritise your work.
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Keep communication open

Ifyour assignment is lengthy or complex, you may want to communicate
on a regular basis with your supervisor or project manager about your
progress. For instance, you could let them know where you are at with
the project, what issues you are overcoming and what your next steps
will be. This is especially true if you run into problems, if something
else could keep you from meeting the deadline or if the parameters,
details or expectations of the assignment need to change.

In general, the most important part of managing expectations is being
clear on those expectations in the first place. Then, you'll be in a better
position to honestly discuss and decide what you are realistically able
to accomplish.

“Don’t lower your expectations to meet your performance.
Raise your level of performance to meet your expectations.
Expect the best of yourself, and then do what is necessary
to make it a reality.”

Ralph Marston
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Mistake No. 59

Turning your back on
team management

Securing a managerial role or promotion can be a rewarding milestone
in the progression of your career. It can mean greater responsibilities,
higher remuneration packages and in many instances, it also means
you'll have a team of employees to manage.

Turning your back on your team management responsibilities can
be a huge career mistake. Most significantly, it can lead to poor team
performance and productivity, which reflects badly on your own career,
and it can also affect your credibility and reputation as a manager.

Why do executives fail to manage their teams?

Ignoring your team management duties can happen for a variety of
reasons. From my many years in executive coaching, I've encountered
attitudes and reasons such as:

* “I'm too busy to manage my team” or “I have other responsibilities
that are more important”.

* “I'm not really that concerned with performance management” or
“team management is not my thing”.

* “I trust my team to sort out their own issues, so they don’t need any
management from me”.

* “I don't care about individual performance, 'm only concerned
with how the team works as a whole”.

Behaving under these assumptions can have dire consequences in the
workplace and can impact day-to-day productivity, project results,
communication and also individual and team motivation and dynamic.
Remember, as the manager, you are also a part of the team — not just
its leader.
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Failing to supervise and guide your team can also mean youre
ignoring the opportunity to cultivate your leadership, behavioural and
communication skills, all of which can greatly hinder your professional
development and suitability for promotions.

Become a proactive team manager

Make time for your team

As a manager, it’s your responsibility — no matter how busy you are — to
make time for team tasks. This means scheduling time in your calendar
that is specifically related to your management duties. Regular team
meetings can be beneficial in this respect, and you should also expect
to spend a portion of your overall role and time on team responsibilities
on an ongoing or frequent basis.

Listen to team and individual concerns

A great team manger is someone whose door is always open and who
team members can rely on and trust. If your team or an individual in
your team is experiencing problems, ensure you take time to listen to
their concerns. Regardless of how trivial you feel the issues are, you
should keep in mind that the team or person has escalated the problem
to you because #hey feel it is important. You should respond and attempt
to resolve the issue accordingly, even if it means dedicating more time
to get the matter resolved.

Solve problems proactively

If you see your team experiencing problems, your employees will
appreciate you much more if you step in, put on your managerial shoes
and find ways to help them deal with the dilemma. Some things can be
easily resolved on the spot (e.g. by shifting priorities, responsibilities,
deadlines etc.), while other issues may take more time and effort.
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Conduct reviews, set goals

Team and individual performance reviews should form a strong part
of your overall management schedule. This needs to be the case even
if your organisation does not have an official review policy or system
in place.

Holding regular reviews and meetings with your team and employees
will also allow you to set professional goals and objectives, which can
benefit you and the organisation as a whole and which also serve to
keep staff motivated and focused in their roles, while encouraging them
to grow and expand their skill set.

This is also a great way to prevent underperformance issues from
developing and means that if they do occur, you can deal with the
problems promptly.

“Teamwork is so important that it is virtually impossible for you
to reach the heights of your capabilities or make the money
that you want without becoming very good at it.”

Brian Tracy
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Mistake No. 60

Accepting your role as
the office doormat

In the office, we often strive to do as much as we can to help others
out and assist our colleagues and managers, particularly when times are
stressful or hectic. But being overly helpful and always saying “yes” in
the workplace can quickly lead you to be cast as the office doormat.

Carly’'s office doormat dilemma

Carly R., recently commenced a project analyst role in a consulting
firm, where she reported to several managers and also worked alongside
various project coordinators. One coordinator, Jack, who had been with
the company for years, asked Carly if she would be willing to assist with
a few junior tasks. Since she was new, he explained that it would be a
good way for her to learn the ropes, and eager to please, Carly agreed.

While Jack assigned some relevant tasks to Carly, he also began to
delegate some of his menial duties to her. He asked her to file his
personal expenses, type up his meeting notes and agendas and even
do his photocopying. Soon, Carly began to realise that she was being
treated like a “doormat.” However, when she tried to say “no” to Jack,
he retaliated by telling everyone that she was lazy, unreliable and not a
team player.

Are you an office doormat?
If you feel this way, you will likely find that:

* Others treat you like their personal assistant and frequently ask
you or expect you to complete (often tedious) tasks for them, even
though those tasks may be outside of your job scope.
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* You have a heavy workload that consists of many duties that are not
in your job description.

* Bosses and colleagues don’t appreciate the work you do for them or
respect your individual needs, role or workload.

* You feel taken for granted or undervalued in the workplace and
that the work you are doing is not allowing you to utilise your main

talents and skills.

Allowing people to continue to take advantage of you in the workplace
can have a significantly detrimental effect on your career and your
self-esteem. People like Jack can damage your reputation in the office
and even in the wider industry, and it also means that your role will
end up turning into something that does not benefit your career or
competencies.

Put a stop to “doormat” treatment

If you are being treated like the office doormat, there are various steps
you can take to put a stop to this kind of behaviour and earn the respect
that you deserve in the workplace.

Set boundaries and say “no”

Saying “no” when others request or expect you to complete their work
is the first step towards changing unfair behaviour in the office. Push
back and say “no” if the task is beneath your job description, only
benefits someone else or simply adds something unnecessary to your
workload. Explain that you already have a full workload and that you
need to focus on your actual responsibilities.

Tread carefully with your managers

You will essentially need to use your best judgment and discretion
when it comes to accepting or refusing requests from your boss. If you
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do want to help them out but feel like you don’t have the time, try
negotiating: ask for an extension (e.g. “I can’t get it done today, but
I can have it done by the end of the week”) or request that they re-
prioritise or reduce your current work so that you can complete this
new task.

Take credit for the work you do

If you do complete work for others, make sure that they are appreciative,
acknowledge your contributions and give you credit for your efforts.
Being confident and assertive here is key — especially if others continue
to try and walk all over you or take credit for your work. If you find
that a specific colleague isn’t grateful for your help, say “no” the next
time they ask you to assist.

Speak to your boss if you're struggling

If the “doormat” situation continues or if your colleagues develop a
negative opinion of you after you begin saying “no”, discuss the issue
with your boss. Elaborate on what is happening and explain that your
job shouldn’t involve doing someone else’s menial work. A good boss
should step in and ensure the situation doesn’t continue. If your boss
doesn’t take the problem seriously, you can also try speaking to your
HR department.

“Doormats get discarded once they are too dirty and worn.
They are replaced. Don’t be one! Learn to negotiate well.”

Rhoberta Shaler
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Mistake No. 61

Not having a career
game plan

When a football team wants to move the ball down the field and score
a point, they don’t just run out onto the field and see what happens —
they have a very specific, detailed plan that utilises the strengths and
talents of each member, and that works to get the ball across the line.

This should be the same approach you use to think about your career
— you should have a game plan in place so that you know what specific
steps to take throughout your career in order to reach your goals and
close the gap between the job you have now and your dream job in
future.

Without a solid career game plan, you could easily:

* Lose sight of what’s important to you and your career.

e Stray from your career path and end up in roles that dont reward
you accordingly .

¢ Fail to achieve your career goals or make decisions that don’t take
you towards your objectives.

* Feel generally unmotivated or unhappy in your job or career.

Develop a career game plan

A career game plan is essential whether you are starting your career
for the first time, making some adjustments to your goals or changing
careers altogether. Below, I offer some critical advice on how to get
started with your game plan — and ensure it will take you over the line!
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Start with your career vision

What's your vision for your career as a whole? What’s your dream job?
Where do you want to be in 5, 10 or 15 years’ time? A career vision
is important in shaping your game plan. It will help you understand
where you want to go and what you want to achieve in your career over
the long-term.

Think about “concrete” goals

Your goals will also help give your game plan direction — and they’ll
provide you with something concrete to work towards so that you can
gradually bring your career vision to life.

Think about your goals in relation to specific elements, such as specific
job roles, role responsibilities, ideal remuneration packages, education
and any other aspects that might be important to your life and career.

At this stage, it might also be useful to consider what “gaps” exist in
your career experience and knowledge, and what you will have to do to
fulfil those gaps and take a closer step towards your goal/s.

Create timelines

Now that you have a clearer idea of your vision and goals, map out
some “timelines” or deadlines that can give you a bigger picture of how
your career path will look. What do you want to achieve in the next 2
years? Or 10 years? When you look at your goals, at what time your
life do you see yourself achieving them? This will ensure you keep your
career on track in a timely way and don’t stray from your objectives.

Get help from a coach or mentor

Coaches and mentors can work with you to manage your career in
significant and beneficial ways — and they can also help you develop
or refine your career plan. A good coach will provide you with further
tips and advice on what you will need to do to reach your dream job in
future. They can also assist in determining the best pathway to take as
your career journey changes and progresses.
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Learn from other professionals

Whatever you want to do or achieve, there are no doubt other
professionals in the industry who have come before you. Dedicate some
time during your planning stage to connect with influential executives
in your industry and find out what they did to get where they are, and
how they did it.

These discussions can provide you with valuable insights and tips on
how to shape your own career strategy and they can open your eyes to
new ideas, training options or tactics that can also benefit you along

the way.

“Don’t limit yourself. Many people limit themselves to what they
think they can do. You can go as far as you mind lets you. What
you believe, you can achieve.”

Mary Kay Ash
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Mistake No. 62

Neglecting retirement
plans

Many of us anticipate retiring in our mid-60s; some of us might wish
to retire sooner, others later. Yet with the increasing costs of living
in Australia, having only your superannuation and your pension as
income after you retire may not be enough.

Planning for your retirement is essential in ensuring your quality of life
after you finish working.

The longer you wait to start contributing to a retirement plan, the less
money you will have when you are ready to retire.

A lack of funds as you reach retirement age can also mean having to
delay your retirement or mean you'll need to continue working on a
casual basis to support yourself, even after you officially retire. This can
make living difficult and for some, it still may not be enough to remain
financially stable. As a result, you may even have to sell your home or
other assets in order to cover your expenses and debts.

Start a retirement plan now

A retirement plan is a necessity to ensure you'll be able to survive when
you decide that you are finally ready to trade in your laptop for a set
of golf clubs. So, how do you go about starting a retirement plan or
ensuring your plan will have enough money to support you?
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Start early

A large misconception is that retirement plans are only required for
individuals who are within 10-20 years of retirement. But waiting until
later in life to organise your plans can often mean it will be too late to
accumulate the finances you need after you retire.

The earlier you start to save, the more secure your retirement plan and
funds will be. Regardless of what stage of your career you are at, start
considering your retirement needs now and also your goals later in life.

Define a retirement target

Setting aside a percentage of your earnings early in your career is a
great way to save for retirement. You should set a retirement target goal
by determining how much money you want to live on per year after
you retire. You can also take your superannuation and pension into
account. Once you have a monetary goal to aim for, you can decide
what percentage of your income you need to be saving now to reach
your target.

m Kylie Hammond



Take advantage of a super fund or retirement savings
account (RSA)

Consult with a financial planner to make sure you get the most out of
your superannuation or retirement savings. They will be able to advise
what sort of account will be best for you and what your investment
options are. In general, “growth” and “aggressive” funds are better for
those whose retirement is far off, while “balanced” or “cash” funds are
better if you're planning to retire in the near future.

Finally, make sure you and your partner discuss your living expectations
in retirement. What goals do you want to achieve after you retire? Will
you downsize or move to a retirement community? What will your
expenses be? Do you want to do any travelling?

Get started on your retirement plan now! Utilise a financial advisor to
help you adjust your plans and goals as you move through your career.

“A simple way to make your money last longer is to watch your
spending ... Do you want to splurge straight after retirement
then spend 20 years living on bread and water?”

Moneysmart.gov.au
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Mistake No. 63

No career portfolio

While a strong resume is crucial to your career success, many candidates
overlook the need for a career portfolio. In today’s competitive recruit-
ment space, career portfolios can make up a significant part of your
candidate value — and they’re a fantastic way to demonstrate your
capabilities and accomplishments to a prospective employer.

What is a career portfolio?

A career portfolio is a detailed collection of documents that support the
claims you've made in your resume. While a resume is used to briefly
convey your education, work history, professional skills, certifications
and major accomplishments, a career portfolio expands those sections
into multiple or larger documents that work to prove your professional
abilities and give employers a more comprehensive view of your “career
story.”

Career portfolios can serve a variety of different purposes. Some
professionals use their portfolio to gain acceptance to universities or
training programs. Others present their portfolios in job interviews or
review sessions to help support their case for a promotion or increase
in pay.

Because career portfolios have a wide range of different uses, they can
vary in content and focus. Just as a resume for a young professional
will place greater emphasis on education than a senior who has been
working for 20 years, a career portfolio will also vary depending on
your specific career experience and goals. Your portfolio will also grow
and evolve as you continue to gain experience and education in the
professional world.
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Start compiling your
career portfolio today

While there are few hard and fast rules in regards to the composition of
a career portfolio, there are a few items that most portfolios will always
contain:

* A resume or CV — both of these documents should contain relevant
information about your work experience, education, qualifications
and achievements.

* A cover letter that introduces your expertise and outlines your
suitability for a position or organisation.

* Evidence of your work and achievements that support both your
resume/CV statements and your career goals.

* Copies of your education certificates or similar.

* Evidence of membership of professional organisations.

* Alist of references to speak on your behalf — can also include written

references.
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The content of all these elements — particularly for samples of work —
will depend exclusively on your job and career, and your purpose in
putting the portfolio together. For instance, a journalist might include
samples of their articles, an engineer may include designs or product
reports he has written, and a project manager could include outlines of
the projects he or she has successfully led in the past.

Regardless of your field, it’s important for every professional to have
these documents assembled into a career portfolio as soon as you
commence your career. If you are asked to present a portfolio of your
work, whether by a prospective employer or your current company, it
also means you won’t be scrambling to put together the information.

Going into an interview or review with a portfolio also illustrates your
professionalism, your eagerness for the role and your ability to sell
yourself and your expertise in an organised and focused way.

“There are four ways, and only four ways, in which we have
contact with the world. We are evaluated and classified by
these four contacts: what we do, how we look, what we say,
and how we say it.”

Dale Carnegie
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Mistake No. 64

Overlooking the
hidden job market

If you are searching for a new job or have been looking for some time,
you probably have a list of places that you search on a regular basis. This
can include job posting websites like Seek or MyCareer, the newspaper,
trade publications or journals or even recruiter websites.

What you might not know, however, is that many of the jobs which
become available — and which you could be suitable for — never make it
to any of these destinations. As such, there may be many opportunities
opening up and being filled within your specific field of expertise that
you are never even aware of.

This is known as the “hidden job market.” Your job searching success
—and your greater career — may depend on your ability to tap into this
market and apply for the opportunities that are available there. The
good news is that with a little effort and persistence, the hidden job
market can be uncovered — it doesn’t have to be completely mysterious!

Network to tap into the
hidden job market

Tapping into the hidden job market fundamentally comes down to
networking. When someone refers to the “hidden job market”, they are
often talking about jobs that they know about via “word of mouth” or
positions that are being filled by organisations or recruiters who utilise
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their network of contacts in order to find a quality candidate (rather
than advertising and culling, etc.).

How does the hidden job market work? Simply put, a hiring manager
or search consultant will usually put out the word to associates
and connections that they are looking for a new employee. Those
connections will either refer someone for the job or send on the job
information to #heir connections (and so on). Along the way, any
professional who believes they are qualified for the role can then get
directly in touch with the hiring manager.

Gaining access to hidden jobs

The key to tapping into the hidden job market is to extend your
network as much as possible and make contact with people in your
field or industry who can connect you with great roles. The more
relevant connections you make, the more your chances of discovering
these “hidden” positions will grow.

Networking well

Thanks to the power of the Internet and social media, it is easier than
ever to build a network of connections. Reaching out to your previous
business contacts is a great place to start or to ask for introductions to
others. You can also network by joining professional groups, attending
conferences and events or conducting other self-marketing activities.

Depending on your situation, you can choose to tell your connections
that you are actively looking for work, if you feel it’s safe to do so; if
you are trying to keep your job search under wraps, be very wary of
promoting this to someone you don't fully trust.

Give and take

One additional way to make the hidden job market work for you is to
provide value to your network as much as you can; if they’re helping you
with employment, you should also assist them in a variety of ways. You
can share information with them that you think they will be interested
in, let them know of opportunities you hear about yourself or keep in
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touch with them about attendance at industry events. As long as you
genuinely provide value when you can (without turning into a pest),
they will be much more motivated to help you in return.

“First, make networking a habit, not something you do only
when you need a job. By including this practice in your normal
routine, you'll automatically increase your chances of hearing
about opportunities.”

Nancy Collamer, Forbes Magazine
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Mistake No. 65

Jumping into a headhunter
arrangement

The use of headhunters is somewhat of a divided topic in the job
searching world. Some job seckers swear by the benefits that headhunters
can bring, while others won't go anywhere near them. The truth — in
my opinion — can be found somewhere in between. Headhunters are
not the perfect solution for every job search, but they can be useful
when employed correctly.

Benefits of working with a headhunter

If you are struggling to find a senior or executive role or if you have
your heart set on a particular position or employer, working with a
headhunter can have many advantages:

* Headhunters will often have valuable connections, meaning they
can open doors to executive positions and be privy to opportunities
at certain companies.

* They can also specialise in particular fields, meaning that you have
the opportunity to work with someone who fully understands your
industry and your individual expertise and value.

* Headhunters can make your search more successful by making
specific suggestions on how to improve your resume, portfolio or
general case; they can also give you insightful information about
employers in preparation for interviews and meetings.

* Some organisations also prefer to exclusively use executives firms
and headhunters, so working with a headhunter may be the only
way to secure a position with the company.
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Disadvantages of working with a headhunter

It is important to understand that working with a headhunter during
your job search may not always be the best way forward.

¢ Like recruiters, headhunters predominantly work to serve organis-
ations. While their best interests are in pairing quality candidates
with good positions, the employer is still their client, not you.

* Another potential downside is the cost associated with using a
headhunter. Since headhunters make a commission from placing
candidates, some companies may be reluctant to use them, or may
offer less money to the candidate (i.e. you) to make up for the
headhunter’s commission.

e Since recruiters typically have a roster of multiple job seekers they’re
working with, it may be difficult getting a high level of attention
from them; you may also have to be patient while they try to match
you to one of their clients.

Conduct due diligence before
partnering with a headhunter

As with any career-related decision, you should weigh up the pros
and cons of working with a headhunter to determine if their services
are going to be a good fit for your needs. Different headhunters will
also have different ways of conducting business and working with
candidates, so you will need to determine if this will be right for you.

* If you are considering the services of a specific headhunter, make
sure you investigate how they work, what placement methods they
use and what they are offering to do for you; ask them for a detailed
description of their services and find out how they will go about job
searching on your behalf, and what their terms and conditions are.
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* Headhunters may also require payment by job seckers themselves,
so find out how they are compensated; if they do ask for payment,
consider this carefully — are their services worth the investment?
Will your money be wasted if they dont find you a role or if you
could track down the same job leads on your own?

* Some headhunters can also be pushy and manipulative, so do your
homework before you enter into an agreement with them; don't let
them force you into a job that you don’t want or that you're not
ready for.

“Think of a headhunter as a gate keeper to not only one door
you've just had a quick glance at, but to multiple ones you don't
even know of and that may open in the future.”

Jorg Stegemann
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Mistake No. 66

Resigning in the heat
of the moment

Corporate workplaces can sometimes be fraught with debate, conflict,
tension and stress — and all of these can lead even the most professional
of workers to resign in the heat of the moment.

Madeline P, a network control specialist in Brisbane, flipped out when
her supervisor changed her working hours from day shift to night
shift without warning. With an elderly parent to care for, this was a
problematic arrangement for Madeline. When the supervisor refused
to budge on her decision, Madeline said, “That’s it! I quit!” Two days
later, when new care-giving arrangements had been made, Madeline
realised that she needed her job to support herself and her parent, and
tried to rescind her resignation.

If you resign in the heat of the moment, without considering the
consequences, it can be very difficult and even impossible to rescind your
resignation. You may find, in rare circumstances, that your employer
can be understanding of your situation; but they are also under no
obligation to rehire you or even listen to your case to withdraw your
resignation.

Act quickly on your “heat of the
moment” resignation

If you do resign in the heat of the moment, you essentially have two
courses of action to choose from: you can either try to withdraw your
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resignation or you can face the consequences of your actions and begin
searching for a new role.

Rescinding your resignation

You cannot rescind or withdraw your resignation (and resume your
employment) without agreement from your employer. However, that
doesn’t necessarily mean that your managers won’t consider discussing
the issue with you. If you have unwisely resigned in the heat of the
moment and wish to retract your decision, you must act immediately.

* If you resigned verbally, organise a time to talk to your manager
about what happened. You can explain that you overreacted due
to mitigating circumstances and that you made a hasty decision
that was an error. Hopefully, your manager will understand your
position and give you a second chance.

* If your supervisor does not accept your reasoning or if you resigned
in writing, you can compose a letter rescinding your resignation
and request that you be reinstated in your position. It is important
to be honest and contrite here. If you are a valuable employee, the
company may decide that losing you and replacing you will be too
much of a risk and they will agree to re-employ you.

¢ If you have any doubts about whether your verbal resignation is
legally effective (depending on the various circumstances involved
and the law), you should consult a lawyer before communicating
with your employer; otherwise, you may end up admitting that you
actually resigned (whether verbally or in a letter), which can then
legally place your position in jeopardy.

Keep in mind that resigning in the heat of the moment can have
disastrous consequences. Even if you succeed in getting your job back,
it may take a lot of time and effort to earn back the trust of your
supervisor and coworkers.
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Moving on

If you decide not to withdraw your resignation or if your attempts to
rescind are unsuccessful, you may need to move on and begin searching
for a new position immediately. You will need to dedicate some time at
this stage to craft your explanation as to why you resigned from your

previous role.

“For an employee, resigning in the heat of the moment might
seem like the only possible way of expressing your frustration
but once you've left the office and cooled down, you may feel
differently.”

Job Justice
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Mistake No. 67

Resigning without
another job lined up

There are a number of reasons why you might choose to leave a job
voluntarily: you might be unhappy in your role, you may not get along
well with your boss or coworkers or you simply may wish to take your
career in another direction. However, it can be very risky to resign from
your role without having another job to go to.

Resigning without a new job

There are many reasons why resigning from your job — without having
a new one lined up — can have a negative effect on your situation and
career:

* It may place you in a financially precarious position, especially if
you cannot find employment or income in the near future.

* You may not be able to find a new job quickly, especially in today’s
recovering job market, which can cause you significant strife and
also leave a gap in your resume.

* If you do run into financial difficulties, you may be forced to accept
a role that may not be beneficial to your career goals and direction.

* Some employers can also be reluctant to hire someone currently
unemployed, regardless of why they left their previous role. A hiring
manager may be worried about how unemployment may have
affected your skills and knowledge — especially after a long stretch
— or they may be concerned because you made a “short-sighted” or
poor decision by leaving your last role.

* Employers can also be suspicious of professionals who resign from
their roles without a believable reason; they might assume that
you left on poor terms, that you are lying about why you left the
company or that you could not cope with the pressure of the job.
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Rethink and revise your situation

If you haven’t yet found a new job, but feel like you are unable to stick
it out in your current position, there are some steps you can take to
help you cope with the situation.

Consider changing your responsibilities

If you are bored, unhappy or disillusioned with your role, you could
try talking to your boss to see if your responsibilities or duties could
be improved. You will need to handle the discussion carefully and you
should avoid telling your manager that you want to leave. Instead, focus
on how you can make your current job more rewarding, challenging
and relevant to your career objectives.

A simple change in job scope can fuel your motivation and enthusiasm
for the job and it can allow you to find ways to utilise your key skills
and strengths. As a result, you may decide to rethink your planned
resignation.

Prepare financially

If you do decide that you still want to resign from your role without
having a new one ready, you will need to ensure that you can take care
of yourself (and your family) financially. In the current job market, it
could take at least several months or more to find a new position, so
you need to make sure you can cover yourself while you are searching

for a job.

Find other ways to grow your career

If you do resign, it’s recommended that you undertake a new activity
that can demonstrate you are continuing to develop and refine your
skills. This could involve completing a training course, partaking in an
internship or carrying out some volunteer work. This will help reassure
potential employers by showing them that you've been using your time
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between jobs productively and that youre committed to continually
enhancing your skills and experience.

Gain perspective first

If you want to resign from your role, but are unsure what you want to
do next, you could also consider taking some leave to help you gain
perspective on your situation. At this point, it could also be beneficial
to consider investing in a career coach who will help you determine

what you want from your career.

“It's like Forrest Gump said, ‘Life is like a box of chocolates’.
Your career is like a box of chocolates - you never know what
you're going to get. But everything you get is going to teach
you something along the way and make you the person you are
today. That's the exciting part —it's an adventure in itself.”

Nick Carter
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Mistake No. 68

Mismanaging holiday
announcements when
job interviewing

It’s no secret that all work and no play can make any professional a dull
worker. Taking regular holidays and work “breaks” is vital in ensuring
you stay energised, motivated and focused throughout the entirety of
your career journey.

Sometimes, however, timing can be a little off — and holidays can get
in the way of your career plan. As a result, you may find yourself in a
situation where you are close to securing a new job, but you also have a
holiday coming up in the next few weeks or months.

Holiday blunders

When it comes to the job search and interview process, I've seen many
candidates make various errors in the way they manage or announce
their holiday plans. Some candidates blurt out their plans too early,
potentially harming their chances of securing the role. Others wait until
the last minute, surprising the employer and tarnishing their reliability.
I've also seen candidates cancel their holiday plans outright, only to
lose the role at the last minute or decide that it’s not right for them.

If you do have a holiday in the works, how do you break this to an
employer, especially if they’re keen on hiring you for the role?
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Gauge when to address
your holiday plans

Knowing when to disclose your holiday plans to a potential employer
will depend on the nature of the opportunity you are chasing, the
length of your trip and also your own priorities and goals.

How urgent is the role?

Some positions will always be more urgent than others. Some
organisations might require the candidate to start on a certain date,
while others will be happy to wait a month or even more for you to
begin. You'll need to inquire and use your best judgement to gauge how
urgent the role is and how your holiday might (or might not) affect the
company’s own plans and operations.

¢ If the role is urgent, you might need to disclose your holiday plans
straight away and ask the employer if they would still be willing to
consider you. If you are keen on the role and fear you might miss
out, you could offer to shorten your holiday or move it to a later
date (or cancel it, if you feel comfortable doing so).

* In other circumstances, if you turn out to be a great candidate and
the job isn't urgent, the employer may be happy to wait for you to
take your trip — in many cases, organisations will be more concerned
with securing a quality candidate, rather than meeting a deadline.

When should you disclose?

If you are applying for a position that you discover isn’t urgent or reliant
on a particular deadline, you'll also need to decide when to disclose
your trip plans.

* If you are only taking a short holiday (i.e. 2 weeks or less), the
best time to announce your plans is after you are offered the role.
You can bring up your time away and incorporate your absence
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into your negotiations; in most circumstances, 1-2 week trips won’t
make a huge difference to the organisation .

¢ If you are taking a longer holiday, it may be in your best interests
to discuss your plans earlier on in the interview process (e.g. after
the first or second interviews). If you leave it too late to disclose, the
employer may feel that you have wasted their time.

* If you are asked directly by the interviewer whether you have any
holidays organised, it is always best to be upfront and honest about
your plans. If they want you, they will work around your holiday
plans.

“Vacations have the potential to break into the stress cycle.
We emerge from a successful vacation feeling ready to take
on the world again. We gain perspective on our problems,
get to relax with our families and friends, and get a break
from our usual routines.”

Susan Krauss Whitbourne
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Mistake No. 69

“What's in it for me?”

Have you ever been asked to do something at work and thought,
“What's in it for me?”

This kind of thinking can be common in the workplace, especially when
your goal is to progress your own career as much as possible. However,
these types of narrow-minded attitudes can also be quite damaging to
your career in the long-term. Thinking only of your own benefits can:

e Affect your relationships with your colleagues and superiors, and
breed distrust.
* Harm your reputation as a team player.

Create an image for yourself as someone who is only out for themselves
and who doesn’t care about the interests of the organisation or of others.

Change your mindset

Even if you can’t see what’s in it for you, it’s important to participate
in activities that are in the best interests of the organisation. By being
a team-player you will enhance your reputation as a dependable team-
mate and a company-focused employee.

Final tips

Whenever you find yourself in the workplace and wondering “what’s in
it for me?” consider asking yourself these questions instead:

* What can I do to contribute more to the team or organisation?
* How will this task or project allow me to utilise my talents,
competencies and strengths?
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* Are there any new skills or capabilities that I can develop by
participating in this project?

* What relationships will benefit from my participation in this task?

* How will the success of this task or project also contribute to my
own success and achievements as a professional?

“Teamwork is the ability to work together toward a common
vision. The ability to direct individual accomplishments toward
organizational objectives. It is the fuel that allows common
people to attain uncommon results.”

Andrew Carnegie
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Mistake No. 70

Not identifying career
opportunities

In order to keep your career moving forward and one day end up
securing your ideal job, you need to be ready to take advantage of any
new opportunity that might come your way.

If you miss a key opportunity, it can stagnate your career growth
and even harm your chances of developing your expertise within
the workplace or industry. But great opportunities don’t always land

straight in your lap, nor are they always easy to identify.
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Learn to recognise your
opportunities

The key to making the most of your opportunities is to be on the
alert and make a habit of actively searching for opportunities that
can benefit your career. By being aware of what you want and what
opportunities might be available, you can figure out how to recognise
the opportunities that can progress your career.

Think outside the square

One of the first steps in recognising any opportunity is to think outside
your comfort zone and go beyond your expectations about what a good
opportunity would look like.

For example, if you're only set on finding a high salaried job within a
large company, you might miss out on the chance to take advantage
of another great opportunity with a smaller organisation or you might
overlook the potential of starting your own business with a colleague.

As 1 mentioned above, opportunities aren’t always obvious. Instead,
keep your greater end-goals in mind and consider what opportunities
or occasions could help take you in that direction.

Understand when a risk is an opportunity

Taking risks is an important part of finding success and as many
successful entrepreneurs will tell you, most great opportunities aren’t
realised on the first attempt, but rather as the perfected evolution of
previous failures.
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Seek out or create opportunity

Like a dream job, opportunities also won’t always arise on their own;
sometimes, you have to seek them out. The best way to create your own
opportunities is to stay in touch with your contacts and connections.

Talking to your connections, colleagues and even your friends can
reveal multiple opportunities that you can then leverage to your
advantage. Even announcing that you're interested in a promotion to
your connections can help uncover or fuel developing opportunities.

“What is the difference between an obstacle and an
opportunity? Our attitude toward it. Every opportunity has a
difficulty, and every difficulty has an opportunity.”

J. Sidlow Baxter
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Mistake No. 71

lgnoring the need
for an MBA

In today’s fluctuating economy and tough recruitment space,
candidates must enhance their skills as much as possible in order to
remain competitive. While studying around corporate work may
seem impossible, completing a Master of Business Administration can
put you at an incredible advantage over other candidates and it can
accelerate your career significantly in the business world.

Erin’'s MBA mistake

Erin S. was a business executive who performed exceptionally well
in her role, but who had never bothered with an MBA, despite
encouragement from her managers and colleagues. Erin didn’t want to
study and felt that an MBA wouldn’t be worth her time or investment.

After a few years, Erin realised that she couldn’t continue to move up
in her company without an MBA. So, she decided to begin looking
for a more senior role with another organisation. However, when she
began researching the positions available, she saw that almost all of
them preferred the candidate to possess an MBA.

Erin understood that she had no choice but to go and complete the
degree, but realised that if she did so, her career plans would also need
to be put on hold for the next 5 years.
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Solution

Incorporate an MBA into your
career strategy

Depending on your field and industry, completing an MBA can be
extremely beneficial — and in some situations, it will be a mandatory
qualification if you want to progress within an organisation, apply for
promotions or secure other higher level executive roles.

But in addition to advancing your career, why else should you bother
with an MBA degree?

Higher earning potential

Holding an MBA degree can greatly increase the remuneration and
compensation you receive over the life of your career; in short, if you
have an MBA, you can often demand a higher salary. Even when
factoring in the fees and expenses related to the tuition, you will often
find that the investment can pay off in the long run, simply because
you'll be entitled to much higher financial rewards.
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Great impression on employers

An MBA can be an excellent qualification to include on your resume
(even if you are still in the midst of completing it). MBAs can be very
tough degrees to undertake, and completing one demonstrates to an
employer that you are disciplined, passionate and dedicated to your
career progression and growth in the industry.

Increasing your knowledge

While an MBA is highly advantageous, it shouldnt just be seen as
a means to an end. MBA degrees provide you with brilliant ways to
expand your business knowledge and insight, allowing you to cultivate
your skills and learn about valuable management philosophies and
strategic practices that can benefit you in your long-term career.

Enhanced work experience

Many MBA courses will also require you to complete a practical
component in order to qualify for the degree. This can have numerous
benefits, since you'll be able to apply your education and learned
knowledge from the course to “real world” environments and practical
situations. If feasible, you may be able to complete the practical section
of the degree within your current company — which is also a wonderful
way to enhance your on-the-job experience.

Overall, an MBA can make you a better businessperson and a more
innovative leader, providing you with invaluable knowledge and
experience that will accelerate your career long-term.

“The value is not so much in the job you get after the MBA, but
in improving yourself and your capabilities ... I'd always had the
goal of being general manager or CEO of a business at some
stage and | saw the MBA as a way of helping me get there.”

Chris Stathy, CEO of Fielders
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Mistake No. 72

Not understanding how
you are perceived

Do you know how your boss sees you? What about your colleagues
or other professionals you interact with in the industry — how do they
perceive you? In the business world, perception can be everything,

Understanding perceptions

How people see you and think about you, whether as a professional or
a person, can impact your working life, as well as your greater career.
While positive perceptions should be welcomed, negative perceptions
can have a detrimental effect on your job and image.

It can be difficult to know exactly what others around you are thinking,
especially since everybody isn't always completely honest. However,
there are a few signs that can indicate how others may perceive you in
the workplace:

* Notbeing asked to help with specific projects. If there is a particular
task that you are never asked to help with, it is possible that others
feel you don't have the qualifications or knowledge to handle the
task successfully.

* Not being approached for casual conversation. This doesn't
necessarily mean that people don’t like you — more often, it is
an indication that they perceive you as being closed off, aloof or
uninterested in casual chats. If you keep to yourself and are quiet
by nature, others in the office may assume you want to keep it that
way.

* Being micromanaged, even for simple tasks. Again, this could be
a sign that your boss or coworkers may not trust your abilities to
get the job done. They may hang around your desk or look over
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your shoulder in order to approve of your work or make constant
corrections.

* Not being trusted with sensitive information. This could be a clear
signal that others feel you can’t be trusted or relied upon, whether
to keep information confidential or apply it to another aspect of the
business. If you feel this is the case, you may want to think about
what may have led others to make these assumptions.

Change the perception

Once you have a better understanding of how you are being perceived
in the workplace, you can begin taking action to change those
perceptions, especially if you feel they are unfair or unwarranted.

Discuss it with someone you trust

Discuss your concerns with someone you trust in the workplace and
ask for honest feedback. This can help you gain a more objective
perspective on the situation; a trusted colleague or friend can help you
understand whether or not perceptions about you might be fair. You
should be willing to acknowledge your shortcomings and show that
you can handle any feedback or criticism without getting defensive.

Enact changes

If you feel like some of the perceptions about you in the office are
unfair, it is up to you to be proactive and find ways to change them,
even if you feel those perceptions are incorrect. Depending on the
circumstances and the perceptions you've uncovered, you could:

* Ask to help on projects where your assistance hasn’t been requested
previously. You can use this opportunity to either prove to your boss
and coworkers that you can handle the task or to show that you are
willing to learn from others. Even performing well on one project
can quickly change how you are viewed.

101 Career Mistakes and Solutions

227




* Take it upon yourself to initiate conversations or social interactions
around the office; you might find that coworkers will then be willing
to talk to you, once they know you are open and friendly.

* Ask your manager or colleagues to give you more freedom and
autonomy with certain tasks; you may also need to reassure them
that you will ask for their help when you need it or you might want
to set more milestones so that you can get feedback from them on
a regular basis.

* Show that you can be trusted. The next time any delicate infor-
mation comes your way, demonstrate to others that you can keep it
confidential or treat the issue with sensitivity and respect.

People form perceptions quickly based on their initial interactions.
If you think you have been judged prematurely in your work
environment, take proactive steps to change those perceptions. You
may find that your relationships will improve significantly because of
this, as will your image and reputation in the workplace.

“You must take personal responsibility. You cannot change the
circumstances, the seasons, or the wind, but you can change
yourself. That is something you have charge of.”

Jim Rohn
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Mistake No. 73

|H

Forgetting thereisno “
In team

In almost every job you'll ever have, you'll be required to work as part
of a team. Whether teams are assembled to work together over the
long-term or created to handle short projects, working successfully in
a team environment is one of the most valuable skills any professional
employee can have.

However, one of the biggest problems with teams is that everyone has
their own personal interests to consider. Professionals can make big
mistakes when it comes to weighing up their own personal interests
against the team’s interests. Negative or “anti-team” thinking here can
include ideas such as:
* “I'm better than others in this team and I want everyone to know
it.”
* “I'm going to be competing with these people for promotions later
on, so I need to outshine them.”
* “Being a part of this team is going to get me nowhere.”
* “I'm not going to be recognised for my individual input, so it’s not
worth the effort.”

These assumptions can be disastrous in the workplace and they can
create the image that you are selfish, self-centred and unwilling to work
towards the goals of the company. This can see you overlooked for
promotions, left out of important projects or simply alienated from the
others around you.

How can you avoid taking on these perspectives and damaging your
reputation in the workplace?
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Recognise the benefits
of being in a team

The most important thing to keep in mind is that team success will
always reflect well on you — even if you don't get all the credit, you'll
still appear successful as part of that team and will show that you are
capable of working well with others. In addition:

¢ There is undoubtedly still much to achieve in the workplace, and
being part of a team is an excellent way to learn from others and
expand your knowledge in relation to certain projects, products or
areas.

* Working as part of a team is also a brilliant way to cultivate your
skills; behavioural skills like collaboration and communication, and
more technical skills like project management, can all be refined in
a team environment.

* Being part of a team also means you have the opportunity to
enhance the relationships you have with your colleagues; many of
your colleagues could be influential to your career in future (or even
vice versa) and being in a creative team environment is a great way
to kick-start these partnerships.

How to be a better team player

Once you have the right attitude and perspectives in place, you'll often
find it is very rewarding to be included in a team. You will have other
people to discuss ideas and share opinions with, and these same people
can also take some of the pressure off your shoulders. You can even
celebrate together when the project comes together successfully!

You can be a better team player by:

* Putting the team’s needs and goals first — and even shelving your
own interests in the short-term.
* Creating a positive environment in which everyone can thrive.
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* Taking your team responsibilities seriously and prioritising your
tasks accordingly.

* Treating other team members with respect and valuing their
opinions.

“The leaders who work most effectively, it seems to me, never
say ‘I." And that's not because they have trained themselves not
to say ‘I.' They don't think ‘I." They think ‘we’; they think ‘team.’
They understand their job to be to make the team function.
They accept responsibility and don't sidestep it, but ‘we’ gets
the credit ... This is what creates trust, what enables you to get
the task done.”

Peter Drucker
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Mistake No. 74

Working harder,
not smarter

Ethan S., a business manager from Hobart, felt that by being hyper-
productive and scurrying around taking phone calls, checking and
responding to emails, attending meetings, working late at night and
micro-managing his team, he was performing well on the job. He was
certainly busy, but Ethan was not a smart professional and despite his
hard work and long hours, he wasn’t achieving the results that were
expected of him.

Many professionals operate under the assumption that working long
hours and spending a lot of time on assignments is the secret to success.
Unfortunately, this mode of thinking can lead you to burn out quickly,
experience high levels of stress, become unmotivated or struggle to

continue because you feel like your hard work is not worth the reward.
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Learn how to work smarter

By being more efficient and making the most of your time, you can be
more productive without necessarily having to put in additional hours.

Prioritise what's crucial

In any role, there will be responsibilities that will always be more crucial
than others. Making the best use of your time doesn’t mean trying to fit
as many things as possible into your working hours. Instead, it means
simplifying and prioritising so that you can focus on more critical tasks
in the time that you have.

Once you understand what’s most important, you can concentrate on
these tasks and structure your working day around them. Not only
will this make you more productive, it will also help you become more
organised — and less stressed.

Create daily to-do lists

When you get to work each morning, figure out what your priorities
are and make a list of the specific tasks you want to complete that day.
How you create this list doesn’t matter; it can be written on paper or on
your laptop or smartphone.

Be realistic with your to-do lists and keep your expectations reasonable.
If you get too ambitious, you can find yourself overwhelmed and hence
more frazzled, with less of an ability to work productively. Planning
to-do lists in this way can also help you stay on top of deadlines and
break your larger assignments down into more manageable parts, both
of which are important in managing your day-to-day workload.

Delegate when necessary

Remember, you can’t do everything in the workplace. If you're able to
priortise your responsibilities accurately, you should be able to gain a
clearer view on the types of tasks you can delegate to others. This can
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lighten your workload considerably; it’s also a great chance to develop
your managerial and communication skills.

Take breaks

It is also vital to stay focused while you are at work — the more focused
you are, the more productive you will be. Taking regular breaks will
help you in remaining fresh and alert. Limiting distractions (closing
your door, sending your calls to voicemail) can also help improve the
quality of your work. Minimise the clutter on your desk as much as you
can, and be aware of things like personal phone calls and Internet use,
which can cut into your time.

Set goals

A large part of working smarter, not harder, is learning how to stay
motivated. Motivation is driven by passion, but also by the goals you
set and how these relate to you on a personal level. If you find your
motivation is waning, remind yourself of your goals and how your job
or tasks are contributing to their achievement.

Being goal-oriented will also help you avoid taking on work that will
not help you achieve your goals. If your current job doesn’t seem to be
getting you anywhere and youre having trouble motivating yourself,
you may need to question whether you're in the right role or whether
you need to rethink your career direction.

“Alternating periods of activity and rest is necessary to survive,
let alone thrive. Capacity, interest, and mental endurance all
wax and wane. Plan accordingly.”

Timothy Ferriss, The 4-Hour Work Week
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Mistake No. 75

Declining to pay it forward

When you reach the executive or leadership level of your career, it’s
worthwhile to acknowledge that there will likely have been at least
one influential professional that helped you achieve success in your
career. Was it a former boss or manager? A career coach or colleague?
Or simply an executive who you connected with via your network?

“Paying it forward” (or as I sometimes like to say, “jobbing it forward”)
is a vital part of the business and recruitment life cycles in which
seasoned executives and leaders can pass on their expertise and advice
to younger professionals and candidates in their respective industries.

Those who don’t pay it forward

I have come across executives and even up-and-coming leaders who
refuse to “pay it forward” to others in their field. They either feel that
it is not worth their time or they feel unrealistically threatened by
encouraging those beneath them to grow. Some professionals can also
feel that helping others is not necessary, since no one “helped them”
with their achievements.

This kind of negative thinking is not the mark of a great leader and it
can have dire consequences for any executive. It can greatly hamper
your communication and business skills, ruin your relationships and
networks and ultimately bring you down as a professional. Part of
being a great leader is being willing to recognise and develop future
talent and create strong succession plans, both in your organisation and
the greater industry.
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Job it forward and help others
in their careers

Paying forward the help that others have given you in your past can
be a wonderful way to grow and foster your leadership skills. Assisting
other professionals in their career needs:

* Strengthens your reputation and shows you are a strong, passionate
and caring leader who is invested in others’ interests — people
are much more keen to be associated with leaders who are open
and supportive, than those who are self-serving, “closed off” or
unhelpful.

* Expands your network and connects you with valuable professionals
and aspiring executives who could one day work for you, with you
or even above you and make a significant difference to your business
or career.

* Provides you with the opportunity to practice and refine your
leadership, coaching, mentoring and communication competencies,
all of which are essential at the executive level.

* Gives you the motivation to continue your journey as a leader;
helping other professionals nurture and expand their experience
and skills can be very rewarding and it can help you maintain your
drive and passion at the leadership level.

* Teaches you that you can still learn something new! While others
may look up to you, never discount the fact that you can also learn
from them; younger or less experienced candidates can share great
insights and ideas that you might not have thought of at your level.

How can you pay it forward?

There are numerous ways in which you can “pay it forward” and help
less-experienced professionals in your industry.

* Respond to requests and questions. If you receive requests from
professionals in your industry (e.g. to connect on LinkedIn or other

Kylie Hammond



social media sites) or questions asking for guidance, make time to
respond and offer your advice and insight.

* Become a coach or mentor. Coaching and mentoring others in
an official capacity is an exceptional way to help others achieve
success and cultivate your leadership talents; it can also put you in
touch with younger candidates who may be able to help you better
understand emerging trends and fluctuations in your industry.

* Find ways to share your expertise. Participating in conferences,
events, training courses and publishing papers and giving interviews
are all great for imparting your expertise and wisdom to the wider
community, while also refining your speaking and communication

skills.

The key to paying it forward successfully is putting the needs of others
ahead of your own. Always keep in mind that someone helped you
grow and succeed and the more you can do this for others, the better
leader you will become.

“Leaders don't create followers, they create more leaders.”

Tom Peters
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Mistake No. 76

Letting new job stress
get the better of you

Starting a new job can be incredibly stressful, both emotionally and
mentally (and sometimes even physically).

* There is a tendency to set expectations high because you don’t want
to disappoint, and there’s a lot of pressure to perform well and
achieve the results you promised in your interview.

* At the same time, you're also trying to learn as much as possible in
the role and apply your new skills and knowledge to your day-to-
day responsibilities.

* Some candidates can also be concerned about whether they have
made the right decision in accepting the role and can be unsure

about how the role will impact their long-term success.
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Letting your new job stress get the better of you can reduce your ability
to cope with your new tasks and it can also affect your confidence and
self-esteem. In turn, this can affect the impression you create within
the organisation and the way your colleagues and managers view you
in the role.

Keep your stress in check

To truly manage new job stress, you must be comfortable in your
ability to adapt to new settings and work with new people. Keeping
your stress under control is important because it can affect your ability
to function, learn, make decisions and even stay healthy. If you are
overly stressed, you should take advantage of any opportunity to relieve
your job stress.

Take it one day at a time

Trying to do too much too early on in your new role or attempting to
make lots of quick decisions for the business can increase your stress
and make you feel very overwhelmed. Instead of trying to do too much,
focus on learning as much as possible in the early stages.

Draw on your confidence

Competent and confident people are able to draw upon their strengths,
values and abilities to make contributions and achieve excellence— and
also offset feelings of stress, anxiety or panic. While confidence often
comes with experience, try to remain assured, calm and confident in all
of your tasks and dealings. Even if you are uncertain about something,
remaining confident can help you feel more in control.
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Ask for assistance

If you are feeling particularly stressed or overwhelmed, make an effort
to understand why and then ask for assistance. If there’s something you
don't understand, ask a colleague or manager to explain it to you. If
your workload is a little too heavy, speak to your boss about reducing it
while you get to know the ropes. Changing your situation in these ways
can greatly reduce your stress in a new role.

Don't be a hero

While it’s great to make a good impression, no one is expecting you to
be a hero and work twenty hours a day when you're just starting out.
If you're placing a lot of pressure on yourself, you may need to adjust
your own mindset and expectations in order to manage your stress.

“The will to win, the desire to succeed, the urge to reach your
full potential ... these are the keys that will unlock the door to
personal excellence.”

Confucius
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Mistake No. 77

Believing your own PR

Confidence in any profession is valuable. It can provide you with the
skills you need to take on new challenges, overcome obstacles, stand
behind your work and advance your career. However, there is a fine line
between being confident, and being cocky.

While being proud of your accomplishments is important, believing
too much of your own hype, so to speak, or becoming too caught up
in your own rewards and achievements is a big mistake — and it can be
a recipe for disaster. You can:

* Damage your humble or modest reputation.

* Force others in the industry to lose respect for you or view you as
arrogant and condescending.

* Create the impression that you are “self-important” and self-serving,
rather than someone who cares about your organisation or industry.

Remain grounded and realistic

If you are a professional who has seen a significant amount of success
in your career, you will likely have received much praise along the way.
You may have received various awards or commendations or been
offered key opportunities where others haven.

Regardless of how modestly you receiving these accolades, you need
to be careful not to let it “go to your head” or inflate your self-esteem.
Staying grounded and realistic is vital if you want to keep your career
on track, reach your goals and remain professional.

How can you continue your success without letting your own hype
affect your progress and reputation?
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Don't behave as if youre better than others in your workplace or
industry; instead, treat others with value and respect, even when it
comes to your competition.

Don't lose sight of the smaller details; over-confidence can lead you

to lose focus on the details as you once did. Tasks and challenges

that used to be easy for you might suddenly not come so naturally
and your performance may suffer as a result.

* Remain focused on your career; instead of dwelling extensively on
your achievements, look for ways in which you can continue to
grow and improve.

* Never stop learning or admitting that you've still got much to learn;
no matter how much you've achieved, continuing your learning and
education is essential in developing your career further.

* Work on connecting with others, not with yourself; no one enjoys

working with someone who has too big of an opinion about

themselves. By helping others and valuing their contributions, you
will find it easier to develop business connections and influence

your career growth and direction.

“Humility does not mean thinking less of yourself than of other
people, nor does it mean having a low opinion of your own
gifts. It means freedom from thinking about yourself at all.”

William Temple
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Mistake No. 78

Failing to network internally

In the job seeking world, networking is a vital function that can enhance
your career success extensively. Other professionals and leaders in the
industry can have a strong impact on your career progression, offering
valuable advice and insight into your career path and even influencing
your next opportunity or role.

While networking with professionals outside of your organisation is
important, one common mistake that many professionals make is that
they don’t network internally. That is, they don’t bother to create strong
ties and connections with others in their own company.

The consequences of not bothering to network internally

Ignoring the need to build professional relationships within your
organisation can be a huge oversight that can affect your career in
undesirable ways. It can mean:

* Decreased opportunities and promotions internally.

* Lack of support if you wish to progress your career or expand your
responsibilities and knowledge.

* Poor workplace relationships overall, which can negatively impact
your productivity, performance and job satisfaction.

* Less recognition from leadership or other managers in the workplace,
meaning you can struggle to stand out against other employees.
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Create strong relationships
in the workplace

As a professional, you should be initiating and fostering strong
business relationships the moment you enter the workforce or begin
employment at a new company.

If you are starting a new role or if you haven’t bothered to network
within your organisation to date, here are some great tips on how to
get started:

Introduce yourself

If you are starting a role or if there are people in your organisation
who you don’t know, make the effort to introduce yourself. You can
either do this formally (e.g. by organising meetings) or informally, by
simply speaking up the next time you see someone you haven't spoken
to before or don't know well. This is a great way to kick-start your new
relationships and begin your networking endeavours.

Be open and friendly

Many great connections in the workplace can be made by simply
being open and friendly towards others. While you are not at work to
socialise extensively, opening yourself up to conversations, chats and
even lunches or coffees (within reason) can be beneficial in starting the
networking process. A quick, casual chat in a hallway or kitchen, for
example, can make it much easier to connect over a business matter
later on. Through being open, you'll find some great contacts moving
into your circles and vice versa.
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Volunteer

Volunteering for various projects and team tasks on top of your usual
responsibilities can be very rewarding and is also a great way to meet
others in the workplace who you wouldn’t ordinarily interact with in
your day-to-day duties. If volunteer opportunities arise, whether they
are business related (e.g. working on a special project) or more social
(e.g. organising a charity day or company event), consider taking these
on in order to expand your internal network.

Cultivate the relationships that matter

Good networking is about investing more time and effort into the
relationships and connections that can help fuel your career direction
and growth. This doesn’t mean being superficial, shallow or ignoring
those who can’t help you, but it’s important to realise that you can’t
spend time with everyone. Instead, single out the relationships that
matter most to you and work on nurturing those in a professional way.

“To be successful, you have to be able to relate to people; they
have to be satisfied with your personality to be able to do
business with you and to build a relationship with mutual trust.”

George Ross
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Mistake No. 79

Not caring about
volunteering

A fairly common mistake I come across in the recruitment industry is
the notion that volunteer work is ultimately non-essential to a career.
Many professionals assume that volunteering is a “feel good” task that
can be taken on if time permits or they assume that volunteering is
simply not worth the effort.

Yet while most professionals are busy individuals with hectic schedules,
making time to volunteer for a non-profit organisation or charity can
bring many personal and professional rewards.

Benefits of volunteering

Busy professionals, regardless of their position and their respective
careers, should consider helping others by volunteering for non-profit
organisations or charities. In addition to doing work that helps others,
volunteering also brings benefits to the volunteering professional:

* Its a fantastic achievement to add to your resume; potential
employers tend to look favourably on professional candidates who
utilise their skills and knowledge in a volunteer role.

* It can demonstrate that you are invested in your wider community
as a professional and that you are adamant about following through
on your passions and interests.

* It’s a wonderful way to grow your network and contacts; working
with a non-profit organisation provides excellent opportunities
to interact with like-minded colleagues, make new professional
contacts and cultivate relationships that can benefit your career.

e It’s a great environment in which to hone your professional and
personal skills, as well as increase your knowledge about how other
businesses (and NFP organisations) operate.
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Make time for volunteering
throughout your career

A non-profit organisation can be a corporation, partnership, individual
effort, association or foundation (a trusteeship with a founder). You
can find ways to volunteer by:

* Offering your professional services and skills to a not-for-profit
organisation; while you may not be able to do this full-time,
even assisting once a month can be beneficial for both parties;
alternatively, you could also consider using your holiday or leave
time to work for an NFP.

* Looking for individual volunteering opportunities in your local
area; common institutions that often require volunteers include
churches, community centres, political offices, hospitals and charity
offices.

* Starting a volunteer program through your own company; you
might like to partner with a specific not-for-profit or charity or hold
regular volunteer events where you assist a new organisation each
month, for example.

* Creating a team or group (whether through friends or professional
colleagues) who can volunteer at a particular charity event that
might only be held once per year (e.g. sporting events, picnics,
festivals etc.).

“Service to a just cause rewards the worker with more real
happiness and satisfaction than any other venture of life.”

Carrie Chapman Catt
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Not taking your holidays

Why is it that so many professionals don’t like to use their allotted
holiday or leave time?

One reason could be the fear of what might happen at work while we're
gone. Many of us worry about our work not being completed or about
problems that might arise while we're away. This is often accompanied
by the dread of finding emails or paperwork piled up a mile high when
we get back.

In short, people often skip holidays because they’re afraid the office
will fall apart in their absence. They also fear having to fix things when
they get back or potentially being blamed for things that might've gone
wrong in their absence.

Alternatively, others can be concerned that if they leave, they might
not be missed at all. They worry that if everything goes smoothly while
they are away, they may be considered expendable, since the company
can seemingly get by without them. Many candidates want to appear
indispensable and they often feel that remaining at work will make
them look dedicated and important.
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Reward yourself with leave

Whatever your reasons or fears for ignoring your leave time, you
should acknowledge that taking time away from work to refresh and
rejuvenate your energy is essential. It can help maintain your mental
and physical wellbeing and it can also prevent you from burning out or
becoming run down due to stress and fatigue.

All of this can lead to better productivity in the office, higher levels of
job satisfaction and an overall better quality of life, despite how busy
you are.

When it comes to leave time, consider your schedule, workload and
options. You can:

* Take a long period of time off (e.g. 4 weeks), if your company will
let you.

* Take additional days off here and there, perhaps to give yourself a
mid-week break or create a long weekend.

* Reward yourself at the end of a big project by organising some time
off.

* Take advantage of “down time” in the office to use your leave,
meaning you can go away without having to worry about deadlines
or workloads when you get back.

Remember, you're always going to be busy throughout the entirety of
your career, but knowing when to take breaks and restore your energy
is key for career happiness!

“To many people holidays are not voyages of discovery, but a
ritual of reassurance.”

Phillip Adams
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Mistake No. 81

Leaving in the midst
of a company merger

The upheaval caused by company mergers and acquisitions can affect
everyone within the two companies, from leaders and directors to
lower level employees. Even when they run smoothly, mergers can
cause stress, tension, conflict and clashes in personalities and cultures,
especially when teams and departments are restructured or combined.

As an employee, if you are in the midst of a company merger, your
biggest concern may be job stability. Even if you don't lose your job
immediately, further restructuring in the months ahead can mean
there is a danger of being let go, especially if you suspect your role or
function will become redundant as the new company devises a new
structure and/or heads in a new direction.

Yet in the early stages of a merger, it can be a mistake to assume the
worst and resign straight away. It is often difficult to immediately
understand how your role will be impacted by the merger (if at all) and
on top of this, you may find that other rewarding career opportunities
might also present themselves once the companies come together.
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Hang tight — don'’t leave too soon

When a merger takes place, you should resist the urge to “jump ship”
too early or resign before you fully assess the possibilities available.
Why should you see a merger out before you decide to quit?

* Career development. Merging with a new company can give you
the opportunity to move into a new position, secure a promotion
or simply take on new responsibilities that can contribute to your
career experience, knowledge and portfolio.

* Long-term stability. Mergers can also help smaller businesses grow
and thrive in a way that wasn’t previously possible and this can also
mean better long-term stability for your job. If you can make it
through the short-term turmoil, you may end up in a better position
in terms of your greater career.

* Positive benefits. Besides being in a better position in the market,
mergers can bring many positive changes for your company and
position. A more profitable company can provide better pay and
benefits, as well as better equipment and more resources on the job.
If the company has become more streamlined or otherwise changed
its management structure, you could also find you have much more
support in your role, particularly if a difficult boss or coworker has
been let go. There may also be a broader and positive change in the
culture, especially longer term.

“New job opportunities loom in the distance, with a chance
of promotions or different jobs to those employees who are
skilled and take advantage of the change.”

Laurie Reeves, Chron.com
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Mistake No. 82

Not reading the writing
on the wall

Hannah T., a sales manager in Brisbane, had a vague sense that things
around the office were off kilter. First, there was a restructuring of
duties that gave her fewer projects and staff to supervise. Even when
the company started laying off people, Hannah naively believed that
upper management would not be affected. Needless to say, she was
quite surprised when she was let go a few weeks later.

Are you reading the writing on the wall?

Rarely does a firing or redundancy come truly out of nowhere.
“Reading the writing on the wall” means being aware of changes in
your company and understanding what may be about to happen in
relation to your job. Usually, there are signs that a person’s job is in
jeopardy, even if the outcome may take weeks or months to come to
fruition. It’s important for you to recognise these signs so that you can
take action — whether to discuss it further with a superior or begin
looking for other employment.

If you are able to spot these signs as early as possible, it will make it
easier for you to find a new position, since you won’t have to explain
why you were let go — and you may even be able to go out on your own
terms.
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Look for signs that your
job may be at risk

While you won’t want to jump to conclusions every time management
makes a change, you need to be aware of what is happening in your
workplace — not only in your department, but company-wide.

Recognising the warning signs that tell you your exit could be imminent
will give you the opportunity to try and salvage your job, look elsewhere
for work, and be financially and psychologically prepared for the
inevitable.

Taking away responsibilities

One of the first signs that your time might be drawing short is if
management start taking away certain tasks and responsibilities for
no reason. If you notice that your responsibilities are becoming more
menial and less crucial to the company’s operations, it could be because
they have come to decide that you are expendable and are preparing
your termination.

If this is happening to you, the best course of action might be to
confront your manager and express your concern.

Asking you to train someone else

If your managers ask that you teach someone else how to perform some
of the functions of your job, it could be another clear sign that you
may be fired in the near future. Basically, they want you to train your
replacement before they send you out the door. This isn’t fair, but it does
happen. If you have been asked to train an employee that you think
might be your replacement, you will have to decide if this is acceptable
to you (perhaps while you search for a new job) or if you want to put
your foot down and confront your boss regarding the situation.
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Providing negative performance feedback

If you have received constant negative feedback from your superiors, it
may be an indicator that your job is in jeopardy, simply because they
don't feel you are suitable for the role. This can especially be the case if
you are still on probation.

If youre up for a performance review, withholding your salary increases,
bonuses or other benefits because of performance issues could also be a

sign that you will soon be let go.

Again, you will need to decide if you want to speak up and risk the
consequences or remain quiet and start your search for another position.

“The advantage of sensing you're on the cut list: using that
extra time to try and improve your standing with the guys
in charge. If nothing else, knowing you're getting canned
will give you time to set aside your anger and handle the
firing professionally, upping your chances for a future
recommendation.”

Rachael Schultz
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Mistake No. 83

Using company email
and computer systems
inappropriately

Whether you work in a small, medium or large organisation, you will
often find that companies utilise their own networks and domains for
both internal and external communication. While having an internal
system makes communication simpler and creates professionalism and
unity within the organisation, employees should remember to use all
systems in a professional manner.

Many employees in the past have been fired for misusing company
email or computer systems. As an employee, it is crucial for you to
understand what kinds of online behaviours are acceptable in the
workplace so that you can minimise your chances of breaking company
policy and placing your role at risk.

Problems when using company email and computer
systems for personal purposes

Excessive personal use of company networks and email systems can
lead to a variety of problems such as:

* Exchanging of sensitive or confidential information.

* Exchanging of material that is inappropriate or unethical.

* Potential security breaches and vulnerability to viruses, spyware
and hacking when downloading multimedia, audio, and other
applications.

* Copyright infringement liabilities if material is accessed or
downloaded that is not licensed to you or the company.
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* Misuse or abuse of company bandwidth for personal purposes,
which both costs the organisation money and can jeopardise your

job.

All of these issues can lead to serious consequences in the workplace,
and in some instances can mean damaging your professional credibility
or even losing your job.

Use your company network
appropriately

Understand policies and procedures

The first thing you can do to protect yourself against network misuse is
to understand your company’s policies on computer, email and network
use. This should outline the details on what kinds of communications
aren’t allowed via the work system, and will help make sure you
understand the regulations.

Since employers are generally allowed to monitor and control
information coming to/from their systems, the best protection is to
be careful about what messages you send, what websites you visit and
what material you access or download.

Do not send inappropriate material

If you do come across inappropriate or sensitive material while in
the office, you should avoid utilising your professional email or the
company network to pass it on. This can include any type of material
that might be considered confidential or information or images that
might be offensive or prejudiced.
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Create a personal email account

Under no circumstances should you use your work email system
for personal emails. Instead, create a free personal email account for
personal messages to friends, family or coworkers. You will also need to
be careful about how much time you spend using your personal email
account while at work.

Create strong passwords

It’s important to protect your own privacy when using the company
network. One way you can achieve this is to create strong passwords
using a combination of upper and lower case letters, as well as numbers
and other special characters. This makes it more difficult for hackers
to gain unauthorised access to both your personal information and
company data.

You should also change your passwords regularly, and avoid giving
them out to anyone else. If you walk away from your computer, log off
or use a screen lock so that no one else can access your desktop.

“At the end of the day, you are solely responsible for your
success and your failure. And the sooner you realize that, you
accept that, and integrate that into your work ethic, you will
start being successful.”

Erin Cummings
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Mistake No. 84

Using personal devices
for work purposes

In today’s digital world, laptops, smartphones, tablets and other portable
accessibility devices have increased the chances of compromising
confidential information or allowing sensitive material to leave the
security of the office.

While it might be easy or even tempting to use your own personal
devices to carry out your professional activities, there are many reasons
why you should not do this:

* It can create susceptibility to serious breaches of company
information and data — and you can be blamed directly for any
consequences.

¢ It can place your professional standing at risk, since you may be
removing confidential information that you aren’t aware of, thereby
violating certain compliance policies.

¢ If you lose one of your devices, important company data can also be
placed at significant risk.

¢ Italso means that you'll be using your own funds to pay for company
work and activities (e.g. phone calls, web access).

¢ Using your own devices can also create version or compatibility
problems when you try to load them back onto the company system.

* In certain instances, the company may be able to wipe all information
held on your device if they feel there is an informational risk.

Another major problem in using your own devices is that if an issue or
conflict arises, the question of legal ownership of the information on
your device (and sometimes, of the device itself) can be placed into
question. This can become especially tricky if you leave the company,
but still possess confidential employer information. In some legal
circumstances, you could also find your personal devices confiscated.
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Approach personal device usage
carefully

While I recommend that you do not use any personal devices for
work purposes, it can sometimes be unavoidable. If you do choose to
go down this route, there are a few ways to minimise your risks and
protect your own interests should a problem occur.

Discuss it with the company first

If you do want to use one of your personal devices for work, make
an effort to understand your company’s compliance policy and discuss
whether or not using your own device will compromise any confidential
information on their part or personal information on your part.

Resolve monetary issues upfront

If using your own device regularly for work, it might be in your
best interest to approach the employer about paying for some of the
associated costs — such as internet and call costs. Your employer may
agree to pay for these professional expenses, or may find it to be more
cost effective to issue you with a fully paid company device.

Increase security measures

In order to protect your device and the information on it, you'll need to
carry out a range of security measures to ensure your device will remain
protected. This can include:

* Installing anti-virus software.

¢ Installing the latest anti-malware systems.

* Password protecting your device, files and apps with strong
passwords.
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* Installing certain apps that can further protect your device if it
becomes lost or stolen; you might wish to install an app that can
locate a lost or stolen phone, for example, or an app that can wipe
your memory remotely.

Being careful and making sure that your protective software is well
updated will go a long way to limiting the risks of using a personal
device for work.

“It's essential for some jobs, handy for most, but don’t be fooled
—the personal computer can be a job ender ... You should
probably be asking yourself: Am | actually allowed to browse
online and read news stories at the office?”

Liz Wolgemuth
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Mistake No. 85

Letting non-compete
clauses restrain your career

In some professional fields, your employment contract can include
non-compete clauses that prevent you from engaging with particular
organisations or completing certain work for a given period (e.g. 6
months) if you leave the company.

These clauses can be common in professional services firms and in
media companies, and can either be part of an employment contract
or a separate agreement. Essentially, they prevent you from working in
a competitive capacity for a certain amount of time after your contract
ends.

It’s not unusual for a professional to sign an employment agreement
saying they will not work in the same industry or capacity after they
end their contract. While this may seem restrictive, professionals should
see this interim period as an opportunity to build up experience in an
adjacent industry role. 6-12 months would be a typical length of time
that a non-compete would apply, and more than 2 or 3 years would be
uncommon (and less likely to be enforceable).

However, if the non-compete agreement is so restrictive that the
individual cannot earn a living, these types of agreements can be
challenged in court and sometimes dismissed on grounds of restraint
of trade.
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Know your non-compete rights

The rules and enforcements concerning different non-compete clauses
and restraint of trade can vary in different states and organisation.
When signing a non-compete agreement, it is vital to understand what
you're signing and how you might be covered (or not covered) if an
issue arises later on.

As a general rule, the more restrictive the agreement is, the less likely it
is to stand up in court.

If you are faced with severe limitations in your non-compete contract,
ensure you negotiate after you have received the job offer — be willing
to offer flexibility in some areas, but be firm on points where you feel
the non-compete agreement could impact your career in a negative
way.

Understanding non-compete circumstances

In many situations, the two main considerations surrounding non-
compete clauses include the legitimate business interest of the employer
and the restrictions on the employee to make a living. Lets use a
hypothetical situation to further assess how these clauses can work.

A non-compete situation

A lawyer — let’s say his name is John — might sign a non-compete clause
as part of a partnership agreement. This agreement prevents John from
leaving the company and opening his own firm straight away or signing
with another local law firm if he resigns.

If John quit his firm and opened a similar one where he would be
competing for the same clients in the same locale, he would likely be
taken to court by his employer, who would try and enforce the non-
compete agreement.
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If John left his company and was then offered a role with a new law
firm, he could also find that the offer conflicts with his non-compete
agreement. In this circumstance, John should let his new employer
know about his non-compete contract. The new employer may be able
to help John challenge the agreement if necessary, and the company
could also structure John’s job so that he won't be seen as breaching his
non-compete agreement.

Tip: If you are in this same situation, you will want to be open about
any files or information you may have in your possession, whether
intentionally or accidentally, that belong to your previous employer.
You should then discuss the process of deleting or returning those files,
in order to minimise any future risk or breach.

Restraint of trade conflicts

If you are facing a restraint of trade matter that goes to court, you will
need to obtain legal help. You and your legal team will need to prove
that the non-compete clause would hinder your ability to earn a living.
Similarly, your former employer would have to show that your new
activities would cause serious harm to their business.

My best advice is that if you are asked to agree to a non-compete
agreement, you should seek legal assistance before you sign any
paperwork. A lawyer can ensure that you are not agreeing to any overly
restrictive terms and will also be able to help you if your agreement
causes employment issues later on.

“In a tough job market - like the one we're in now — new hires
will be tempted to sign these agreements even if they hurt
their long-term interests ... First, know what you’'re getting into
... Second, don’t be afraid to suggest alternative language.”

Science Career Magazine
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Mistake No. 86

Having a bad reputation
at work (and doing nothing
to address it)

Your professional reputation is one of the most important elements of
your career and requires constant attention and management. If you
develop a poor reputation (even if through no fault of your own), it can
affect your opportunities and relationships, essentially preventing you
from reaching your career goals.

In many cases, a bad reputation can be reflected by various negative
behaviours such as:

* Not working well with others.

* Not being responsible or accountable for your activities.

* Having a negative attitude about the business.

* Blaming others for your mistakes or shortcomings.

* Instigating or encouraging conflict or tension.

* Making poor decisions or failing to meet deadlines or expectations.
* Treating others with disrespect.

In other instances, however, you can also develop a bad reputation even
if you don't exhibit any overly negative behaviours. For example, you
might make every effort to work well in a team setting, but someone
else might still think you’re not a team player simply because you don't
agree with their opinions.

Similarly, you could also be tasked with an important project that
others in the ofhice arent aware of. Although you might be working
hard on that project, your colleagues may see you as not carrying your
own weight on other day-to-day tasks.
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Get your reputation back on track

Whatever the reason for your weak reputation, it is important to work
on restoring it as soon as you notice there may be an issue. Managing
your reputation is important because:

* You need to cultivate healthy relationships with your managers
and coworkers, since they can influence your career in the way of
opportunities, promotions and references.

* You won’t want others views and opinions of you to spread
throughout the greater industry and affect your career prospects.

How to improve your reputation

* Communicate well. A bad reputation can foster much more
quickly if you are “closed off” from your colleagues and managers.
Communicating with them on a regular basis means you can keep
them informed about your workload, decisions and tasks; they're
much less likely to develop a poor opinion of you if they understand
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your circumstances, and will be less likely to assume that you are
simply “slacking off” or failing to meet their expectations.

* Acceptyour faults and improve. Everyone has faults and weaknesses,
but if yours is negatively affecting your reputation, consider taking
steps to improve your performance or behaviour. You should listen
to constructive criticism and feedback and develop a plan to enhance
your skills. Letting others know you are working on improving is
also a great way to manage a potentially poor reputation.

* Be respectful at all times. Conflicts will always arise in the office,
but it’s essential that you treat everyone with respect and value. Bad
reputations can often arise as a result of your personality, so make
sure to use tact, and respect the feelings and emotions of those
around you.

“It takes 20 years to build a reputation and five minutes to ruin
it. If you think about that, you'll do things differently.”

Warren Buffet
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Being blackballed at work

Alex W., a civil engineer for a large company in Sydney, unwittingly
discovered that he was being shunned at work. He was also being
targeted and put down at every opportunity by his manager and
coworkers. This all came about shortly after he filed a complaint with
the HR department about a serious conflict with his managers. Instead
of addressing the issue, management decided to make an example
of Alex by blackballing him in the hopes that he would quit or be

terminated for poor performance.

What is blackballing?

Being blackballed means that everyone in your workplace has been
told, either directly or indirectly, that they are not to unnecessarily
communicate with you at work. Blackballing is a form of deliberate
exclusion that prevents you from participating in key areas of the
business and hinders your ability to do your job properly.

Chances are that if you're being blackballed, you'll know it. Common
signs can include:

* Lack of communication or responses from managers and colleagues.

* Being left out of meetings and discussions that you were previously
invited to.

* Having your workload, client list or responsibilities decreased.

* Decreased social interactions with coworkers or general
unfriendliness.

e Resistance from subordinates, team members, clients or other
colleagues.
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While there are no definitive ways to confirm whether you are being
blackballed in the office, you can try to find out more about the
situation. You could speak to a colleague or friend you trust, raise the
issue with your manager or try and gauge what is happening from a
client.

Whether someone confirms that you are being blackballed or whether
you get enough “hints” to suggest this is the case, you'll need to know
what to do to handle the situation.

Deal with blackballing head on

Blackballing is an unkind process that unfortunately does happen in
the workplace. If you fear you are being blackballed, these suggestions
may help:

Find out why

While your options may be limited, you can try and find out more
information about why this is happening to you. Was it the result
of a poor decision you made? Or is it something to do with your
performance? Talking to your boss or HR department can be one
solution, but be aware that this could antagonise the problem further if
you approach it too aggressively.

Challenge your reviews

Managers are allowed to give employees bad reviews if they are
displeased with an employee’s work performance. If you have received a
bad review, investigate the circumstances and reasons and see if you can
provide evidence to challenge the conclusions your manager has made.
If there are specific areas of weakness, ask your manager for assistance
so that you can improve.
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Initiate legal action

Sometimes, blackballing can extend to the point where you may be
able to take legal action. For example, if someone in the company
simply doesnt like you and makes factually inaccurate and damaging
statements about you to others, then you may have a claim for
defamation. Alternatively, if someone is destroying your reputation
through lies, and that person’s dislike of you is based on race, gender,
age or another form of prejudice, then you may have a claim for
workplace discrimination. Consider consulting a lawyer if you believe
you have been blackballed due to discrimination or prejudice.

Look for new work

Being blackballed is an awful experience. If you find yourself unable
to rectify the situation or repair your reputation, you could also
consider looking for another job. In the end, it may be more beneficial
than simply staying in a company where you are being subjected to

blackballing behaviour.

The term “blackballing” is said to have originated in ancient Greece, where
citizens would use light and dark (black) shells to cast votes. The word
Shell” also gives rise to our English word, “ostracize.”
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Mistake No. 88

Lying or being dishonest
in the workplace

Workplace ethics can be a complicated issue, but any form of lying or
dishonesty in the workplace is something you should not be a part of.
There are plenty of situations where you might be asked to do something
you're not comfortable with, such as signing off on documents that are
untrue or exaggerated or lying about something that happened (or did
not happen) in the office. In these circumstances, aim to remain honest
and ethical at all times.

Matthew’s dishonesty

Matthew G. was the Chief Financial Officer of an education business
who was asked to sign off on fraudulent financial numbers to appease
the shareholders of the company. He decided to comply with the
request and approved the numbers. The following year, however, an
assessment was carried out and Matthew’s lies came to light. He was
subsequently fired, his reputation in the industry suffered greatly and

he found it difhcult to find new employment.
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Avoid unethical practices

Respected professionals in the workplace should avoid engaging
in unethical practices at all times. If you are asked to participate in
a decision or action, you should consider whether moving forward
would be unethical. You might want to ask yourself:

e Is this in accordance with company policy or not?

e Is this action illegal or will it place me in a risky position? Should
I report it?

* What are the consequences if I agree or disagree?

* If this decision/action is uncovered, how will it affect my career and
reputation?

* How can I make this issue work, without compromising on ethics?

Reporting unethical behaviour

If the person asking you to carry out something unethical is your
immediate superior and there are additional executives that he/she
reports to, it can be a good idea to report what you've been asked to
do. Although they might still request that you carry out the activity,
this can be a relatively safe way to let people know that you're not
comfortable participating. Although going above someone’s head can
be tricky, it can pay off if you talk to the right person.

Dealing with “honest” dishonesty

For smaller infractions or situations where a manager or colleague may
not realise what they are asking is unethical, you might want to consider
telling them you cannot do what they want and explaining why. This
gives them a chance to correct any genuine misunderstandings.

In all of these situations, it's important to remember that while there
may be short-term consequences for not going along with unethical
practices (or for reporting them) there are ways that you can manage
this behaviour.
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If you are thinking of lying or being dishonest in the workplace for the
betterment or security of your job, consider the greater consequences
to your career if and when what you do is questioned or uncovered.

272

“Put simply, the link between creativity and dishonesty seems
related to the ability to tell ourselves stories about how we are
doing the right thing, even when we are not. The more creative
we are, the more we are able to come up with good stories that
help us justify our selfish interests.”

Dan Ariely, The Honest Truth About Dishonesty:
How We Lie to Everyone — Especially Ourselves
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Mistake No. 89

Whistleblowing
without considering
the consequences

Blowing the whistle on wrongdoings at your company may be necessary
if serious misconduct occurs, but before you act rashly, it is crucial
that you understand the personal consequences that can result if you
become a whistleblower.

Why blow the whistle?

A whistleblower is somebody who exposes misconduct, corruption,
malpractice or illegal activities in the workplace. Whistleblowing can
take place in any type of organisation, whether large or small, and can
relate to any aspect of the workplace and its operations. If you witness
any severe or illegal wrongdoings in your company, you may wish to
blow the whistle in order to put a stop to the activity and expose the
company for what they have been doing.

The consequences of becoming a whistleblower

In Australia, the Corporations Act (2001) outlines various legal details
that can protect whistleblowers and whistleblowing activities. However,
if you do choose to disclose something about your company, there can
be serious ramifications for you on a personal basis, including:

* Loss of your job and income.

* Personal and financial liability for company libel/slander if they
decide to retaliate.

* Other financial consequences, such as paying for legal representation.
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* Damages to your reputation or a loss of regard from others in the
industry who may not believe you or respect what you have done.
* Potential threats to you or your family’s safety.

You may also find that if you do become a whistleblower, you can
greatly harm your greater career and your chances of finding a job later
on, since future employers may assume you cannot be trusted with
company secrets.

This doesn't mean that you should keep quiet if you are privy to any
wrongdoings in your company. It is important to do the right thing,
but you need to be aware of the personal consequences you can face and
also understand the ways in which your life and career might change.

Plan carefully before you
blow the whistle

If you do see something that you think is wrong or illegal in your
organisation, these questions can help you decide whether to blow the
whistle or whether to handle the issue in another way:

* What is the actual activity or action I have witnessed?

* What proof do I have that these events or actions are breaking the
law or causing a serious violation?

* Do I have enough evidence to back up my claims?

* Can I handle the situation in any other way, other than
whistleblowing?

* Do I want to blow the whistle internally, within the company, or
externally, via the media, an institution or another source?

* Can I face the consequences of becoming a whistleblower? How
will I survive financially if T lose my job/can’t find a new job?
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Deciding to become a whistleblower

If you do decide to expose your company for illegal or unethical
misconduct, there are several steps you should take before you blow
the whistle.

1. Prepare evidence and documentation

It is imperative that you have the right evidence, documentation and
records when making accusations against your organisation, since you
will need to prove the claims you are making. Evidence can exist in the
way of formal company documentation, informal documentation (e.g.
personal emails) or even video or audio. Ask yourself: If my organisation
denies what I say, how can I show they are lying?

2. Seek legal advice

Seeking legal advice is also essential before you become a whistleblower.
An experienced lawyer will be able to help you understand what your
rights are and whether your decision is right for you. They can also
advise what the possible outcome might be of your whistleblowing
actions and based on your evidence, whether your claims will hold up
in court.

3. Know your rights and your employer’s obligations

While your lawyer should provide you with strong advice and
representation, it is important that you understand how you are
protected (or not protected) as a whistleblower. In many cases, you
may not be protected until the matter goes to court and is finalised by a
judge —and in the meantime, you may need to be prepared to deal with
the consequences to your job, career and living situation.
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Stepping back

In some cases, you may end up not deciding to blow the whistle. This
may be because you do not have appropriate evidence to back up your
claims or because what you have seen, while unethical, is not altogether
illegal. If you dont blow the whistle, you should consider what your
next steps will be, such as discussing the issue with your boss (if you
fully trust them) or resigning and finding a new role.

“To see a wrong and not to expose it, is to become a silent
partner to its continuance.”

Dr. John Raymond Baker
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Mistake No. 90

Making personal phone
calls at work

Using telephones has become an essential part of the way we live today
and often, it can be difficult to separate our professional and personal
phone usage. In many circumstances, organisations can offer flexibility
regarding personal phone calls at work, but there can be circumstances
in the workplace when making or taking personal calls (and even
writing text messages) will be considered unacceptable.

When to avoid making personal calls

In general, you should avoid making and taking personal calls:

* In meetings and interviews, even if they are informal; this can be
disruptive and can make it seem like youre not invested in the
meeting.

* When dealing with clients, customers or other members of the
public; this can make you look uninterested and unprofessional.

* When you should be working and completing tasks or assignments.

Like using social media and writing personal emails, making and
taking extensive personal phone calls on company time can hinder
your productivity and performance in the workplace. Furthermore, it
can also affect your professionalism, and if it continues on a regular
basis, it can affect your career opportunities and reputation.
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Set boundaries for
personal phone calls

There can be times when we do need to make personal calls throughout
the working day, particularly if there is something urgent that needs
your attention (e.g. your child is sick). However, setting personal call
“boundaries” and limiting unnecessary calls is essential in the workplace.

Know your company policy

Some companies may have specific policies concerning personal calls
or mobile phone use in the office, such as when or how often you
can make calls. Make sure you follow any guidelines surrounding
these policies, particularly if you work in a highly corporate or strict
environment. If you do need to make calls, do them on your own time,
such as at lunch or during a break.

Ask friends and family to call only in emergencies

Advise your friends and family members to only phone you if there is
an emergency or if something urgent needs addressing. If they want
to speak about anything else, explain to them that you'll have to chat
after work.

Don't speak at length

While taking a personal call in the office might be acceptable in
some circumstances, avoid speaking or chatting at length. This can
impact your efficiency in the workplace and can also make you appear
unprofessional and lazy. Limit your personal calls to 1-2 minutes in

length.
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Step away from your desk

If you do need to have an urgent personal phone conversation that
might go on for some time, move away from your desk and into a
private space. This helps you maintain professionalism in the office.
Keep in mind, however, that if you keep slipping away and neglecting
your duties, the people around you will notice.

“Personal calls are a fact of life ... but you need to look at how
your actions affect the people around you. If you're in a space
where you can hear every word of a conversation that your
office mates have (and vice versa), you really want to limit
personal conversations. If you can, eliminate them entirely.”

Thomas P. Farley
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Mistake No. 91

Waiting for your
company to recognise
your contributions

Dedicating yourself to an organisation and meeting or exceeding your
expectations on the job is an excellent way to make a great impression
on your managers and hopefully, secure that next promotion. Yet a
common mistake many professionals make, even at the executive level,
is that they sit back and wait for their company to recognise their
contributions, promote them or offer them more benefits.

In the “real” business world, however, this doesn’t always happen.
Many employees, despite their contributions, often get overlooked.

While you may be lucky enough to end up in an organisation that
recognises and rewards its employees and drives talent growth, it is up
to you to take control of your career and ensure you are getting the
recognition and rewards you deserve.

Get yourself noticed

If you are eager to grow within your organisation and drive your
career forward, you must ensure that you are being recognised in your
workplace. If you fail to take the initiative, you could find that you miss
out on key opportunities in your company or that managers simply
overlook you when it comes to promotion time.
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Here’s how to stand up, get yourself noticed and ensure that your
employer is aware of your desire to progress internally:

Let your boss know what you're after

Organise a formal conversation or meeting with your boss to discuss
the possibilities of movement and promotion within the organisation.
Your boss will be instrumental in helping you secure various internal
opportunities, so you will need to communicate your goals and let
him/her know that you are keen to move up.

Keep records of your accomplishments

As you progress through your role and work on various projects,
i’s important to keep a record of your tasks, responsibilities and
accomplishments that show how you've helped shape the company’s
success. For example, you may have worked with your team to solve a
difficult problem or you may have been responsible for training a new
employee.

These records will ensure that you are able to present proof of your
contributions when you do need to apply for a promotion or pay rise.
You should also refer back to your records when updating your resume
and portfolio.

Put your hand up

If there is an opportunity to take on additional responsibilities in your
role, put your hand up for the task and volunteer. This will demonstrate
that you are enthusiastic about expanding your role and that you are
dedicated to taking on more challenges and tasks. This can help you
become much more prominent in the eyes of management and they
will be more likely to remember you if an opportunity arises.

Work on relationships

Networking and building relationships with your superiors is also vital
in ensuring you get noticed. Dedicate time each week or month to
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internal networking activities, particularly with managers who will be
able to influence your standing and progression within the organisation.

Go for promotions

If a promotion or any opportunity becomes available in your organis-
ation, make sure you step forward and let management know you are
interested and apply accordingly. Don’t make the mistake of waiting
for your superiors to notice you and offer you the role. Instead, it’s up
to you to ensure you are visible and demonstrate why you could be
suitable for the new job or responsibility.

“Our goals can only be reached through a vehicle of a plan, in
which we must fervently believe, and upon which we must
vigorously act. There is no other route to success.”

Pablo Picasso
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Mistake No. 92

Freelancing without
diversifying

In the past few years, growing technologies and changing business
trends and demands have led to the embracement of using external
freelancers and consultants. Organisations are finding that freelancers
(and their lower fees) can be much more beneficial for their bottom
lines than hiring a full-time employee — and many professionals are
leaving full-time employment and opting for a freelance or consultant
working structure. This can be rewarding both professionally and
financially, and is also known as “portfolio employment.”

If you do choose to become a freelancer, you'll need to pay more
attention to cultivating and managing your career in a way that you
might not have had to in the past. In addition, learning new skills
and applying them in different ways will make you indispensable to a
number of prospective employers.

Yet one of the most common errors I've seen when liaising with
freelance professionals is that they do not diversify. Instead of working
for a number of different clients or organisations, they simply dedicate
themselves to one company, ultimately “putting all their eggs in one

basket.”
Why is this a mistake?
y

* It means you are completely reliant on that company; if they tighten
their spending or decide they don't want to work with you anymore,
you can quickly be left in the lurch, without work or income.

* It doesn’t allow you to develop or diversify your skills and freelance
experience, meaning youre not getting the most out of your
freelance career; in short, you are still essentially cultivating your
skills in the same way you would as if you were an employee.
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* The organisation can treat you like an employee, benefitting from
your experience, knowledge and talents, but while only paying
you a freelancing/consulting rate (instead of a full-time rate, with
benefits like superannuation, tax, bonuses etc.).

Diversify your freelance portfolio

It is critical for all freelancers and consultants to diversify their
portfolios and develop working relationships with a number of clients
and organisations. You might do this simultaneously (e.g. complete
work for multiple clients at any one time) or you might work for a
single client for a certain period (e.g. a different client every month).

How to diversify

Diversifying your client portfolio will take time to build. When
starting out, it can be common for freelancers and consultants to only
work with 1-2 companies. However, you should begin expanding your
services as soon as possible.

* Tap into your network. At the start of a freelance or consulting
career, it can be common to develop your portfolio based on your
network. This means contacting those you know and making them
aware of your new services and offerings. You may be able to begin
freelancing for a former employer or you may find some of your
contacts are keen to utilise your skills.

* Bid for jobs. Another way to diversify is to “bid” or apply for work
on freelance projects within your field or industry. You may need to
submit a detailed proposal or you simply may need to put forward
a quote; whatever you bid for, ensure it can help to grow your
experience and skills and that it contributes to your diversification .

* Market your brand. Once you have established a strong freelance
brand, you can also start to market and advertise your services in
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order to develop your business; this is a great way to diversify and
bring new clients on board.

* Don’t let one company monopolise your time. Careful time
management is a key factor of success in the freelance and consulting
worlds, yet some professionals can often fall into the trap of allowing
one organisation to fill up their plate and take up all their time. Be
wary of letting this happen; while lots of work is good, it will also
limit how much you can expand and diversify (if at all).

* Stay “in tune” with your industry. Even though you are freelancing,
it’s crucial that you continue to stay abreast of your industry’s trends
and movements; this will allow you to keep your knowledge and
services fresh, and it also means you can identify other niches and
ways to expand based on current trends and demands.

“Do not go where the path may lead, go instead where there is
no path and leave a trail.”

Ralph Waldo Emerson
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Mistake No. 93

Refusing to work for a
smaller company

Small-to-medium businesses and start-ups have become much
more prominent over the past few years, particularly since digital
technologies have created many niche, online spaces in which these
companies can thrive. Constant corporate downsizing also means that
many professionals who once worked in large corporate environments
are now looking for opportunities in smaller businesses.

Yet many professionals make the mistake of shunning jobs with smaller
businesses because they assume the benefits wont be as numerous.
They may also feel that there will be:

* Less room to grow and move internally.

* Lower remuneration packages.

* Fewer resources to complete projects.

* Less industry recognition than working for a larger or a more
reputable organisation.

While these issues are not unrealistic, it is important to acknowledge
the benefits of working with a smaller organisation, particularly if you
are out of work or are having trouble securing a role in a larger company.

Step out of your “big box” mindset

Although there may be downsides to working for a small business,
taking on roles in smaller companies can help you progress to the next
stage of your career and achieve your career goals.
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What are some of the key benefits of accepting a role with an SMB?

* More opportunity for responsibility. In a smaller business, there is
often much more opportunity to take on senior responsibilities or
bigger projects, which can reward you with excellent experience and
knowledge. If you were in a larger organisation, you might not be
able to take on this level of responsibility without working your way
up the ropes over a number of years.

* More recognition. When working with smaller businesses, you
are much more likely to gain individual recognition for your
contributions, and your successes can often have a much stronger
impact on the company overall.

* More opportunity to grow and progress. Working in a smaller
company can also mean promotions and progression are much more
easily and quickly attainable, since there will be fewer employees
vying for each role. Smaller businesses are often more flexible in the
way they work, you might find that you can also move up the ropes
“unofficially” by taking on more responsibility and tasks.

* More flexibility and freedom internally. Larger organisations can
often be bound by extensive policies and bureaucracy, which make
operations and processes harder to improve; in a smaller business, it
is easier to understand business operations and also shape how the

company works.

“In a survey of more than 3000 Australians late last year,
65 per cent of small business employees said they cared about
the future of their organisation, as opposed to half of those
that worked in big companies.”

Sydney Morning Herald
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Mistake No. 94

Fearing entrepreneurship

As an executive, you will no doubt have built up many years of talent
and knowledge in your industry. There may come a time when you
want to utilise this experience for yourself, rather than simply for
another organisation. In short, you want to become an entrepreneur.

Becoming an entrepreneur can be an ideal move if you want to leave
the corporate environment, manage your own business and ultimately
make your own “mark” on the industry. Entrepreneurial pursuits
can be an incredibly rewarding career move and can offer excellent
opportunities to develop your leadership and marketing skills.

Despite this, many executives can be afraid of entrepreneurship. They
might fear outright failure, they might be concerned about financial
security or they might doubt their ability to make good decisions and
take a product to market. Although there are costs and risks associated
with the entrepreneurial “leap”, shunning away from entrepreneurship
or entrepreneurial opportunities can mean you will greatly limit your
career and your professional development.

While going out on your own can be scary, thorough and steady
planning can make the entrepreneurial dream possible.

Prepare for entrepreneurial
opportunities

As an executive, you never know when an opportunity for
entreprencurship may present itself. On the other hand, you may
already have a great idea that you want to develop and take to market,
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but you may be procrastinating about whether to take the next step or
you might be unsure about what you need to do to get started.

Financial preparation

All entrepreneurs need a steady financial base when starting out. You
will need to develop a budget, taking into account all management
and living expenses, and work out how much money you need to save
in order to support yourself after you leave your job and start your
business.

The more you are able to save, the easier it will also be to secure a
business loan as well. Avoid tapping into your assets, equity or other
“locked away” funds at this point.

Create a business plan

While not every business needs a formal business plan, it’s a good idea
to create one that can exemplify your business vision. You will need to
develop and demonstrate a solid understanding of how you realistically
expect to make money and how you expect to pay your expenses and
operational costs.

At this stage, you should also plan how you will break even and begin
to make profit. You'll also need to be able to explain how your business
and product will work in a practical sense, especially if you plan to
pitch your product/business to potential investors.

Learn as much as possible

If you have never managed or run a business before, it’s essential that
you learn as much as possible in order to succeed. You may wish
to complete some training, such as undertaking a small business or
start-up course, or you might find it highly beneficial to talk to other
accomplished entrepreneurs in your network or industry and find out
how they achieved success.
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Cultivate strong business relationships

It can be difficult to start up a business purely on your own; instead
utilise your network and cultivate strong relationships that could benefit
your business later on. You might want to find a start-up partner at
this stage or you simply might wish to make connections that you can
utilise once your business gets up and running.

Be very careful, however, of disclosing your plans at this time to anyone
you don't fully trust; if your employer finds out that you are planning
to leave and start your own company, it could impact your current job
and reputation.

“Many entrepreneurs are driven by the need to build something
great, help other people, or leave something behind ...
No matter what the motivation, creating something from
nothing that grows and develops through the years can be
almost like raising a child; it's your baby, and you’ve nurtured
it to its current level of success. That type of fulfillment is
difficult to duplicate in most other career paths.”

Tamara Monosoff, Entrepreneur.com
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Mistake No. 95

Disrespecting the boss

In life, you can choose your friends, but you can't choose your family.
Unfortunately, you also can't always choose your boss — and sometimes,
you can find yourself in a position where you'll have to work for a
supervisor or boss you don't especially like.

Despite your personal opinions and feelings, showing respect for your
boss in the workplace is essential. Disrespecting your boss can have
serious negative consequences — it can jeopardise your role, harm your
greater career and also make day-to-day work tasks difficult.

Show respect for your boss

Whether or not you “agree” with your boss’s management style and
views, it's up to you to make the relationship work in order to benefit
your position in the company and your reputation as a professional.

Mutual respect and relationship building

Respecting your boss is a two-way street: If you show respect for
them, they will (ideally) respect you as well. Fostering a good working
relationship with your boss will help increase workplace opportunities
and your chances of securing promotions, raises and greater
responsibilities. A strong relationship here is also important if you leave
the company and need a good reference or recommendation.

Remaining professional

Despite how you feel about your boss, you should still aim to perform
well in your role and maintain professionalism at all times in the face of

101 Career Mistakes and Solutions m



colleagues, clients and other superiors. Showing respect for your boss is
an important part of maintaining your professional reputation and also
shows that you can cope with workplace conflict or tension without
becoming disrespectful or making things personal.

Honing your skills

There will be many times in the workplace when you will need to deal
with people you don’t necessarily like or agree with. Liaising with your
boss and showing him/her respect, regardless of the circumstances, is
a great way to hone your communication, negotiation, resolution and
relationship skills — all of which can benefit your career and your overall

skill set.

Growing as a professional executive

If your situation with your boss is tense, make an effort to understand
exactly what is bothering you about the relationship. It is important to
be honest with yourself and consider whether you could be making the
situation worse or drawing conclusions that aren’t necessarily correct.
Are you being just as difficult?

Questions like this can help uncover valuable insights about yourself
and about how you work and behave as a professional. Think about
what you ideally want your boss to do differently, and what you might
do in the same situation.

“If you've ever felt like quitting your job because you didn't like
or respect your boss, take my advice: Don’t quit. In companies
worth working for, good people last longer than bad managers
do.”

Jeff Davis
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Mistake No. 96

Returning to the corporate
world without adjusting
your approach

Working for yourself and running your own business can be extremely
rewarding, but after some time, you may decide that you want to return
to the corporate world. There are plenty of reasons why you might do
this; you might need a more steady income, you might have exhausted
the challenges of being a business owner and/or you might simply want
to be part of a larger, corporate environment once again.

When it comes to revising your resume and applying for corporate
positions, it is important to adjust your approach, as many employers
and interviewers can be wary of hiring a business owner.

In these situations, overplaying your entrepreneurial experience can be
a damaging mistake and employers can sometimes assume that:

* You won’t be manageable or won't be able to deal with authority.

* You are only returning to work because your business wasnt a
success, meaning you could be a poor decision maker.

* You are lacking in recent corporate experience and have lost some of
your “big business” skills.

* You won't be able to keep up with the corporate environment, since
you're used to working at your own pace.

* You'll grow dissatisfied and desire to be your own boss again.

I've worked with many candidates who don’t change their approach
when returning to the corporate world and who emphasise their
business experience significantly, only to find that it has discouraged
the employer.
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You will need to present your solo skills in a way that will be seen as
beneficial to the employer and role you are vying for. You'll need to
assuage their worries and convince them that you can offer a wealth of
value and experience that other corporate candidates can't.

Know how to present yourself
in the corporate world

Get your resume right

The first major challenge when transitioning back into the corporate
world will be getting your resume right. In general, avoid using titles
such as “CEO”, “Director” or “President” when describing your
entrepreneurial pursuit, as this can make you sound overqualified
or overly ambitious. Instead, think about what it is you actually did
on a daily basis and what you were responsible for in the business.
Stick to the same principles in your job description and consider how
your experience and achievements could be beneficial in a corporate

environment.
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Focus on your value

When you start interviewing, avoid simply talking about your own
entrepreneurial gains and instead focus on what you can bring to the
company and what you can offer from your experience. Keep the
emphasis on the future of the organisation and on the capabilities you
can bring to the corporate environment.

Rehearse answers, alleviate fears

Interviewers will always have lots of questions about your career choice,
so be prepared to answer these in convincing ways. You might need to
rationalise your decision to return to the business world and discuss
your desire to contribute to a corporate organisation.

If the interviewer is sceptical about why an entrepreneur would want to
go back to the corporate world, talk about why you feel their company
is a good match for you at this point and how your business experience
can help drive the organisation forward in the marketplace.

Apply for the right roles

Some businesses — like SMEs and start-ups — will be more interested
in someone with solo experience than others, so select which roles you
apply for carefully.

You may also want to look for jobs that offer the autonomy that you're
used to or you might want to seek out a role with a company that can
offer you the structure and other benefits that you have been missing.

If youre worried about how your management experience will be
perceived, try looking for positions in smaller departments where you
can ease back into the corporate setting and hone your business skills
in the new company environment.

“Though no one can go back and make a brand new start,
anyone can start from now and make a brand new ending.”

Carl Bard
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Mistake No. 97

Having no “escape plan”

At any point in your career, you may find yourself in a job that just
doesn't seem to be going anywhere.

You may not be learning anything new or facing any new challenges.
Your career isn’t moving forward; instead, you're just stuck. If you find
yourself in this kind of rut, it’s usually a clear sign that you need to find
new employment and get your career back on track.

As a result, you will need to develop a solid “escape plan.”

Why escape plans are essential

Even if you are happy in your current career, you should still have an
“escape plan” so that you can mitigate any unforeseen job circumstances.
You might lose your job at short notice, your company might undergo
various transitions that alter your job significantly or other changes in
your working environment may mean you're no longer happy in your
role.

An escape plan is essentially an exit strategy that outlines how you can
leave your company in a smooth and professional way and that details
how you will get your career back on track.
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Create your escape plan

If you are enjoying your job, it can be difficult to muster up the energy
or courage to create an escape plan. If you're miserable, it can be equally
as difficult to motivate yourself. However, the following tips and
solutions can help you develop a strong escape plan that will eventually
reorient your career and steer you towards happiness and success.

Think about where you'd like to go

Make a list of other companies youd like to work for or job positions
youd like to take on. Next, conduct some research on these organisations
or on the types of jobs you want.

Think about your strengths, your skills and your passions and define
a goal that you can work towards. This will also help you to feel more
confident in your ability to leave. You might also want to look into
any additional education or training that you might need to help you
secure your ideal role.

Consider when to resign

You'll want to leave on good terms with your employer, so decide how
much longer you want to stay in your role for and when the ideal time
to resign might be. For instance, you might want to resign/leave during
quieter periods or at times when you'll be able to finish your current
projects without leaving anyone in the lurch.

Update your resume

A persuasive, fully updated resume is critical for any job search and
revising your resume and other documentation (such as your cover
letter, CV, portfolio) should be an important part of your escape
plan. Making your resume as professional as possible will ensure you
maximise your opportunities when it comes time to apply for roles.
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Once you have a strong escape plan in place, you'll feel much more
secure in your current position, because you now have a backup plan
if things change. You can then decide what actions to take moving
forward and how you might shape your career in the coming months
or years.

“If you don’t design your own life plan, chances are you'll fall
into someone else’s plan. And guess what they have planned
for you? Not much.”

Jim Rohn
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Mistake No. 98

Losing your cool and
berating your employees
in the workplace

We've all seen coworkers or managers lose their cool in the workplace.
Something goes wrong and they lash out, directing anger at their
employees.

In your own career, there may have also been a time when you lost your
temper. Did you shout at one of your employees? Berate them in front
of everyone? Slam a door or riddle them with insults?
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Why openly berating your employees is a mistake

High levels of pressure in today’s challenging business environments can
lead to much stress and occasional outbursts of anger and frustration.
However, openly berating your employees ultimately shows that you
are a bad manager. It demonstrates that you can't cope with challenges
and failings and that instead of finding solutions, you simply get angry.

Other employees and colleagues can also lose respect for you as
a manager and you can destroy your credibility and your ability to
influence staff to get things done. This type of behaviour can also
ruin your relationships, drain productivity and create a strained work
environment.

Exhibit good managerial practices

Apologise and make amends

In the event you do lose your cool in the workplace and take out your
frustrations on an employee, you can try and minimise the damage
by apologising. As soon as possible after the incident, go back to the
employee you berated and say something like, “I'm sorry I behaved the
way I did. I was a little upset and I realise it was the wrong thing to do.
Can we talk tomorrow about the best way to move forward?” At this
stage, it’s best to keep your apology brief, especially if the employee is
still upset or angry.

Find ways to keep your cool

Everybody gets frustrated at work. However, there are steps you can
take to avoid becoming overly angry:

* Don’t react immediately. If something makes you furious, take a
break or a timeout before you react or decide what to do next; you
might want to go for a walk or spend some time alone in your office.
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If you are in the midst of a meeting or discussion, taking a few deep
breaths before you react or respond is also a good approach.

* Call a trusted friend. Sometimes just hearing a friendly voice can
help put things back in perspective. Use caution and make sure your
conversation takes place in private where no one can overhear you.

* Focus on how to fix the problem. In all circumstances, solutions
will be more productive and beneficial than berating someone;
consider what steps you could take to resolve the issue and talk to
your employees about implementing them.

* Discuss it with the employee. If your employee has made a serious
error, address it with them in private, rather than in front of the
whole office; they are much more likely to be open with you about
the issue and you can work together to find a resolution and put
measures in place so that the mistake won’t occur again.

Remember, the workplace is challenging enough without creating a
toxic work environment. Losing your cool and berating your employees
for honest mistakes is the mark of a bad manager. To prevent these
incidents from happening, learn to control your temper, focus on
solutions and work on employees’ performance. This will help create a
healthier and more productive work environment.

“Directing your frustration at the action and not the employee
helps reduce his or her feelings of defensiveness while still
allowing you to express your frustration — which will help you
both focus on solving the problem.”

Jeff Haden, Inc.com

101 Career Mistakes and Solutions m




Mistake No. 99

Being an ineffective leader

Whether you're taking on your first management or team leader role
or whether youre the CEO of an organisation, practicing positive
leadership traits and behaviours is critical for your career and your
leadership development.

Yet not every leader who is in charge of a team or who sits at the top of
an organisation is a good one. Ineffective leaders are commonly found
in the workplace and their leadership styles, traits and behaviours can
negatively impact their companies, their employees and their careers.

Some of the common traits of ineffective leaders include:

* Micromanaging employees

* Poor communication

* Making weak or short-sighted decisions

¢ Underappreciating or disrespecting employees

* Lacking focus, innovation, vision or direction

* Being arrogant or unwilling to listen to others

* Adopting self-serving attitudes

* Being unable remain calm under pressure or deal with complex
situations.
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Develop your leadership skills

Often, executives can end up in leadership positions, but without
the right leadership skills behind them to perform efficiently and
competently. Being an effective leader essentially means that you should
be able to make strong decisions and manage your team in positive
ways in order to produce great results.

The following strategies should help you enact good leadership practices
and ensure that you become an effective — rather than an ineffective —
leader and manager.

* Listen to your team. It's important to listen to what the people
working for you have to say, whether youre making important
decisions or casually discussing business issues. Great leaders listen
well, value the input of others and respect their opinions, taking all
perspectives and issues on board.

* Delegate to others. Good leaders also know when to delegate or
ask for assistance so that they can focus on more critical business
areas. If youre struggling with your leadership duties, consider
delegating your more menial tasks so that you can concentrate on
higher priorities.

* Resolve conflicts. As an effective leader, you need to be willing to
confront and resolve any problems or conflicts in the workplace as
quickly and efficiently as possible. Great leaders deal with problems
swiftly, ensuring that conflict doesnt impact on the performance of
the business.

* Set clear goals and deadlines. Working towards clear goals and
deadlines can help keep your team motivated and informed, and
also makes sure that business goals can be met. If you can, relate
your goals and deadlines back to your vision and mission: the people
working with you will be able to give you much more support when
they can see how their responsibilities fit into the bigger picture.
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* Reward your team. Effective leaders know how to encourage,
motivate and persuade, and they also know how to appreciate
and value team members. Rewarding your team for their efforts
can take place in a variety of ways, from giving them credit for
accomplishments and results to providing them with more
“tangible” rewards, such as bonuses, pay increases, team lunches
and even things like time in lieu or days off. Whatever method you
choose, make sure you reward your team to keep them motivated
and driven.

“It is better to lead from behind and to put others in front,
especially when you celebrate victory when nice things occur.
You take the front line when there is danger. Then people will
appreciate your leadership.”

Nelson Mandela
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Mistake No. 100

Going too far to win a job

When you want to desperately secure a job, you may feel like you
should stop at nothing to get it. While being ambitious is important
and while you should give the employer every reason to hire you, there
are some things that you just shouldn’t do in order to land that role.

Despite your enthusiasm, it is possible to go too far during the
application or interview process to win a job — and engaging in these
tactics could hurt you in the long-run.

Behave ethically when trying
to secure a job

Let’s take a look at what NOT to do when pursuing your next job or
promotion:

Bad-mouth your competition

If you are familiar with any of the other candidates applying for your
role, avoid talking negatively about them or emphasising their flaws.
This only demonstrates a lack of professionalism and maturity on your
part and creates the impression that you are only focusing on their
faults because you are not confident in your own abilities. Remember,
no employer wants to hire a back stabber!
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Lie on your resume

You should polish your resume to make it as impressive as possible, but
lying about your experience, skills or education should be avoided at
all costs. Employers and recruiters can quickly uncover resume lies and
half-truths and if youre found lying, you will damage your credibility
significantly in the employer’s eyes and they likely won't hire you.

Try to be funny or entertaining

While a sense of humour and a friendly personality can go a long way,
a job interview should be treated seriously. Trying to be overly funny or
making jokes during interviews is not necessary and can even dissuade
the interviewer from hiring you or contacting you again for another
interview. Instead of using humour, focus on your value and experience
to convince the interviewer of your worth.

Pester the employer or recruiter

Following up with an employer or recruiter after you've sent through
your resume or after an interview is always a good idea. But too many
phone calls and emails can quickly transform you from a good candidate
into a pest — and it can make you appear desperate for the role. Give
employers and recruiters enough time to get in touch with you and
only chase them up if you don’t hear from them after a certain period.

Go over the hiring manager’s head

Yes, it has happened before. A candidate missed out on a position, and
then went over the hiring manager’s head, contacting the director of
the company and emphasising that they should’ve been given the role.
Going over the hiring manager’s head shows disrespect and incom-
petency and even if you do manage to get hold of a superior, they likely
won't have a strong opinion of you or want you as part of their team.
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“A sign of wisdom and maturity is when you come to terms
with the realization that your decisions cause your rewards
and consequences. You are responsible for your life, and your
ultimate success depends on the choices you make.”

Denis Waitley
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Mistake No. 101

Not caring about
your legacy

If you resigned from your role or your career today, how would others
remember you? What would your legacy be?

Leaving a legacy behind once you resign from a company is something
that all executives desire; we all want to believe that our improvements
and accomplishments will impact the business in the long-term and
even contribute to the greater industry.

In the course of my coaching and consulting career, I've occasionally
come across an executive or leader who simply does not care about
their legacy or who hasn’t bothered to consider their legacy in relation
to their roles, their decisions and their long-term careers. This always
prompts me to ask, “If you decided ro leave everything behind, what

would your legacy say about you?”
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Your legacy encompasses all the work that you do, the decisions you
make and the ways in which you have shaped an organisation’s success.
It’s the mark or impact you leave via the journey of your career and the
ground-breaking accomplishments you've achieved.

Yet failing to care about or think about your legacy can be a drastic
mistake that can mean:

* You don’t have a strong vision of your leadership career or you don’t
know how to execute that vision.

* You won't be prompted to make strong, innovative decisions or take
calculated risks that can ultimately lead a company to success and
influence the industry.

* When you do move on, others won't remember you or they will
remember you in an indifferent or uninspiring light.

* You won't depart with a strong reputation in the industry, which
can impact your career opportunities in future and your character
in general.

* You will have much less chance of achieving success in your next
position or endeavour, since you probably won't be considering
your legacy there either.

Consider your legacy every
step of the way

Taking your legacy into account at every stage of your leadership career
is essential, whether you're up-and-coming or already sitting at the top.
By keeping your legacy in mind, you'll be better able to shape your
leadership journey in visionary ways, leaving a memorable and positive
impact on those around you and your industry.
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Make lasting decisions

Making lasting decisions as a leader is a wonderful way to enhance your
legacy and leave something behind. The decisions you make should
be geared towards long-term successes, and they should also progress
or transform the organisation in some way. The more sustainable and
lasting your decisions are, the stronger your legacy will be.

Inspire the people around you

Great leaders are ultimately inspirational. They passionately inspire
others about organisational or industry changes and needs and they
motivate others to “get on board” and work towards success. As an
executive, you should aim to inspire the people around you as much as
possible, whether in your day-to-day dealings or whether you choose to
give a speech or presentation or take on a team to manage.

Find ways to improve

Improve everything, whenever you can, as much as you can. This is
an excellent approach that will help you shape your organisation for
the better and that will ensure the legacy you leave behind will be
remembered and admired. Room for improvement can often be found
in any area of your company, from employee processes and company
culture to strategic operations, marketing and financial performance.
Whenever you think about your legacy, think about what you can
improve to make your company more successful or engaging.

Consider your impact on others

No matter what kind of role you are in, you need to consider how
your approaches, decisions and dealings impact the others in your
organisation or industry. While you might achieve a string of
accomplishments throughout your job or career, people will often only
remember you based on the way your leadership decisions affected
them. Ultimately, this is what your legacy will become.
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For instance, you might have enhanced the company bottom line
significantly, but you may have also taken away valued employee perks
and benefits. While you might be remembered as someone who created
a financially sustainable organisation, you might also be remembered
as someone who doesn’t care about employee happiness and cultural
morale.

Finally, one last way to orient your leadership journey and bring the
development of your legacy to the forefront is to ask yourself the
question: “Are you easily replaceable? Or is there really no one else who
can do what you do?”

If your answer to that first question is “yes’, it means you are not
creating a strong legacy at all. However, if your answer to the second
question is “yes”, it ideally means that you are on the way to cultivating
a strong leadership journey for yourself and a brilliant legacy that will
stay with others long after you are gone.

“Your legacy grows with each new experience, with each
previously untested idea and bold ideal that you are
courageous enough to deploy, and each time you inspire others
to see something through to fruition.”

Glenn Llopis, Forbes Magazine
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