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Resources for Today’s Workplace 





January 2008
Greetings!  As we enter 2008, we will likely take a close look at our lives and our habits—many of us will make resolutions to lose weight, save money, organize, or spend more time with family and friends.  Even if New Year’s resolutions are not your thing, you still want the coming year to be just as good, if not better, than last year. Every successful business plans its future, and you can too!  This month’s newsletter will share ways in which you can take stock of your strengths and opportunities for growth, allowing you to fine-tune your professional life. 

Jane Wood, MPA

President, Oyate Research and Training

Get Fired Up for 2008
Staying motivated is a struggle — our drive is constantly assaulted by negative thoughts and anxiety about the future. Everyone faces doubt and depression. What separates the highly successful is the ability to keep moving forward.

There is no simple solution for a lack of motivation. Even after beating it, the problem reappears at the first sign of failure. The key is to understand your thoughts and how they drive your emotions. By learning how to nurture motivating thoughts, neutralize negative ones, and focus on the task at hand, you can pull yourself out of a slump before it gains momentum.  Three ways to keep motivated include boosting your self-confidence, keeping focused and developing direction.

Boost Self-confidence

The first motivation killer is a lack of confidence. When this happens to me, it’s usually because I’m focusing entirely on what I want and neglecting what I already have. When you only think about what you want, your mind creates explanations for why you aren’t getting it. This creates negative thoughts. Past failures, bad breaks, and personal weaknesses dominate your mind.

The way to get out of this thought pattern is to focus on gratitude. Set aside time to focus on everything positive in your life. Make a mental list of your strengths, past successes, and current advantages. We tend to take our strengths for granted and dwell on our failures. By making an effort to feel grateful, you’ll realize how competent and successful you already are. This will rejuvenate your confidence and get you motivated to build on your current success.

Keep Focused

The second motivation killer is a lack of focus. How often do you focus on what you don’t want, rather than on a concrete goal? We normally think in terms of fear. I’m afraid of being poor. I’m afraid no one will respect me. I’m afraid of being alone. The problem with this type of thinking is that fear alone isn’t actionable. Instead of doing something about our fear, it feeds on itself and drains our motivation.

If you’re caught up in fear based thinking, the first step is focusing that energy on a well defined goal. By defining a goal, you automatically define a set of actions. If you have a fear of poverty, create a plan to increase your income. It could be going back to school, obtaining a higher paying job, or developing a profitable website. The key is moving from an intangible desire to concrete, measurable steps.  By focusing your mind on a positive goal instead of an ambiguous fear, you put your brain to work. It instantly begins devising a plan for success. Instead of worrying about the future you start to do something about it.
(See “Fired Up” continued on page 2)


Develop Direction

(“Fired Up” continued from Page 1)
Develop Direction

The final piece in the motivational puzzle is direction. If focus means having an ultimate goal, direction is having a day-to-day strategy to achieve it. A lack of direction kills motivation because without an obvious next action we succumb to procrastination. An example of this is a person who wants to have a popular blog, but who spends more time reading posts about blogging than actually writing articles.
The key to finding direction is identifying the activities that lead to success. For every goal, there are activities that pay off and those that don’t. Make a list of all your activities and arrange them based on results. Then make a make an action plan that focuses on the activities that lead to big returns.  Keeping track of your most important tasks will direct your energy towards success. Without a constant reminder, it’s easy to waste entire days on filler activities.

It’s inevitable that you’ll encounter periods of low energy, bad luck, and even the occasional failure. If you don’t discipline your mind, these minor speed bumps can turn into mental monsters. By being on guard against the top 3 motivation killers you can keep motivated to meet challenges in 2008 and propel yourself to success.

Accomplish More With Good Time Management

With today's busy lifestyle you will often feel that there simply isn't enough time to do everything you want to do. Most of us have busy work schedules and have families to look after so every minute of leisure time seems like a valuable commodity. However, there are some simple steps you can take to get more out of your day. When you are planning your time for a day, you need to think about what you can realistically achieve with the time you have. One option is to allocate certain amounts of time for certain things. For example, you might want to dedicate nine hours to work, two hours to chores, three hours to your family and two hours to doing something that you enjoy on your own.  There is only a certain amount of time available to you and you can not change that. However, you can learn to use this time in the most effective way possible. 
First, take some time to consider what is most important to you and what you are good at. These are the things that you need to be spending your time on.  If for example, you develop websites you will have different tasks such as graphic design, programming and writing content. Perhaps you have a flair for graphic design and programming and you are very productive with these tasks, but you struggle when it comes to writing content. In this case you need to delegate the writing work and concentrate on what you are good at.  It may take a few weeks, but if you actively try to identify what is important to you, you will quickly learn how you really need to be spending your time. This will allow you to plan out your day effectively and give you a satisfying sense of control.  You could even take it one step further by choosing the best time of the day to do certain tasks. If you look at your day closely you will find that there are certain times when you are suited to certain tasks. 

For example, we are usually most alert in the morning so you may want to use the early hours of your day for the work that takes the most brain power. In the afternoon you may find that your energy is more suited to meetings or making phone calls, while you might like to wind up your day with basic housekeeping tasks like filing emails or updating your contacts. This will vary from person to person so experiment with it and you will be able to see when you are most suited to certain tasks. Once you have an idea you can plan your day accordingly to boost productivity. 

Effective time planning is a very personal thing because of the need to identify what is really important to you. However, it is worth working at as it will lead to a happier and fuller life for you.


Balancing Work and Life

A new study suggests that employees who balance their professional and personal lives are prouder of their organizations, more satisfied with their jobs, and more willing to recommend their employers to job-seeking friends and family. 

Most employees believe work/life balance policies are important when considering whether to take, remain in or quit a job. And employers who deliver on their promise of a good balance between professional duties and personal needs tend to have more engaged employees who say they're more satisfied with their companies. 

According to a Sirota Survey Intelligence poll, almost three-quarters (73 percent) of more than 300,000 employees are positive about their work/life balance situation.  Among those who are positive, 89 percent rate their satisfaction with their employer as favorable (compared to 58 percent of those who are negative about their work/life balance). 

An organization sets expectations during the hiring process and today’s candidates seek fundamental fairness and equity, a sense of achievement and being rewarded. When these conditions are met, an employee may be willing to make sacrifices, such as a long commute to work or working longer hours. When the job does not meet expectations, that longer commute becomes impactful, not just descriptive. 

Jim Bird, CEO of WorkLifeBalance.com, an Atlanta-based firm specializing in work/life balance education, says that work/life balance done right drives productivity.  He recommends some additional steps managers can take to promote a feeling of work/life balance: 

· Reinforce what you're already doing to promote work/life balance through constant communication with employees. Make sure the relevant policies and benefits are on the organization web site and on employee intranets. 

· Endorse working from home at least one day a week whenever possible. (Obviously, this is not an option for all organizations.) 

· Make a policy of having "no cell phone/no lap top" vacations. 

· Sponsor an employee athletic team or some other form of "extracurricular activity." 

· Create a more accommodating "on- and off-ramp" policy for those who leave the organization, especially if it is to spend time with family. When they show interest in coming back, make it easy for them to get back on where they left off. 

· Encourage first-line supervisors to accommodate work/life balance requests from employees whenever possible -- especially from the 80-90 percent who show up at work every day wanting to do great things.

Jim Loehr, CEO and co-founder of Orlando, Fla.-based Human Performance Institute, a training company specializing in high-stress and high-performance industries, cautions that individuals are better able to determine what work/life balance means to them when they are healthy.  He recommends subsidizing healthy meals at the workplace, sponsoring health fairs and encouraging physical fitness.  "Family, health and happiness come first," he says. "Get that right and it's the ultimate equation of balance." 

"Change is not only likely, it's inevitable." 

       --Barbara Sher

Managing Talent and Developing Skills

The U.S. is rapidly approaching a critical point in its 50 year transition from a manufacturing and industrial based economy to a services and knowledge based economy. James W. Hughes, of Rutgers University, said: “In 1992, no economist predicted that the driving force of the economy by the end of the 1990s would be information technology and the Internet. But what we can predict is that the jobs of the future are going to require much more knowledge, much more skill, higher levels of education, and much more retraining of existing workers.”

Other trends are significantly impacting how we staff our evolving workplace. The proportion of women workers almost doubled between 1948 and 2000 (Bureau of Labor Statistics 2000a). The overall U.S. workforce is older. The age group between 35 and 54 – the so-called Baby Boomers – has increased from 41 percent in 1975 to half of U.S. workers in 2003.  The 55 and older segment of the workforce will have grown by 48 percent between 1998 and 2008, by far the largest projected growth of any age group, gender, race, or ethnic identification (U.S. Department of Labor 1999).  Clearly, a problem exists because there are never enough skilled or promising people to go around. Just as competition for the best of the bunch is growing, the pool of available talent is changing.
What talent or skills are needed in your current profession or occupation?  Have they changed recently, and if so, have you kept up with the changes?  Creating a professional development plan for yourself and those you supervise helps to manage and keep existing talent and develop new skills to meet a changing workplace.  In the process, you also set personal developmental goals that will increase your ability to contribute to the success of your organization.
No system is perfect. What you need to do is find ways to make performance better, and sometimes that means the manager and the employee need to figure out the best method to use in their unique situation.  Perhaps management training is better than a degree program; or, cross-training and volunteering could be used to prepare for promotional opportunities.  In the professional development planning process, take a look at organizational, then divisional goals and create meaningful strategies to meet those goals.  Training plans, work plans and timelines developed during this process keeps you and your staff on track—examples can be found at http://www.managementhelp.org/perf_mng/prf_plan.htm  Finally, your role as a manager in this process requires you to also evaluate whether you have the necessary resources to implement the performance development plan—funding, input from other systems, etc.  In summary, an effective performance management system links the organization’s objectives with employee goals and achievements.
Where Has All the Motivation Gone?
Motivation is a feeling or desire that drives you to act. If you become “demotivated,” a different feeling or belief takes over and fuels negativity to push you away from a desire to act. Stay goal-directed by discovering your limiting beliefs and taking appropriate action steps to deflect them.   Consider these common demotivators and their interventions: 

1) Fear of failure: Create a contingency plan as a back-up. 

2) Fear of making mistakes: See mistakes as “outcomes” not to be feared, but lessons to be used as steps to success. 

3) Must be “perfect”: Give yourself what others don’t give you—forgiveness and acceptance for less than perfection.  

Are you getting in the way of your own success?  

About Oyate Research and Training

We are a small 100% Native owned and operated company with decades of experience in social services, criminal justice, education, health, housing, planning and management.  We conduct our training, research and consulting services exclusively for tribal and Native organizations.      Phone: 360-239-2281 ( proudsioux@comcast.net
360˚ Feedback


360˚ feedback is employee development feedback that comes from all around the employee--from subordinates, peers, and managers in the organization, as well as self-assessment, and in some cases external sources such as customers and suppliers or other interested stakeholders.  


The results from 360-degree feedback are often used by the person receiving the feedback to plan their training and development.  Contact us at 360-239-2281 to get your 360˚ feedback in time for your next staff review!





Stay on Top of Your Game





During this coming year, you will probably go through an annual performance evaluation process.  But how do you know the rest of the year if you are on the right track, headed in the right direction, at just the right time?  An annual performance review or a 360˚ feedback assessment helps you to gauge how you are perceived by the organization.  But there are a few things you can do to stay in front of changes and be more responsive to emerging needs:





( Network with your colleagues so you know what’s happening or coming soon in your organization.  Don’t forget to mingle with staff from other units!





( Volunteer for special events and committees to maximize your exposure within your agency and to gain new skills and knowledge.





( Revisit your agency’s website and policies often to ensure you are meeting obligations or expectations.





( Develop (and bookmark) a list of useful professional websites.  Visit them regularly and sign up for any free newsletters.  Share articles with your colleagues.





( Join relevant professional organizations. Examples include National Indian Child Welfare Association, Staff Development Council etc. 





( If your unit conducts client or employee surveys, review the data often and respond accordingly.


  


( Check your work plan and timeline weekly to ensure you meet deadlines.











Getting Rid of the


Dead Wood





When the Christmas tree dries up in the coming weeks, you’ll likely wrap it up, drag it outside and wait for it to be hauled away. What other dead wood do you need to drag out of your life before beginning 2008 afresh?





We all have projects, activities, and relationships that have become dead wood. It will only make a mess if we leave them in our lives and work. 





Change begins with endings and as we approach 2008 what things do we need to end to leave space for new and fresh 2008 initiatives and relationships?  Here are a few items to get you thinking:





Tasks that no longer serve a purpose. 





Projects that should have been abandoned six months ago. 





Work inefficiencies 





Time wasters that have simply become unconscious habits 





Negative or energy sucking relationships 





How about you--what dead wood are you going to throw out so you can begin 2008 anew?








Career Planning 


SWOT Analysis


The SWOT analysis-- A key tool in the strategic planning process can also be applied to career planning.  Consider your:





Strengths – internal positive aspects under your control that you can capitalize on.  Examples include work experience, education, technical knowledge, personal characteristics, good contacts and networks.





Weaknesses – internal negative aspects under your control that you may need to improve.  Examples include little work experience, wrong degree, weak technical knowledge, negative personal characteristics.





Opportunities – external positive aspects that you do not control but which you plan to take advantage.  Examples include positive trends in your field, opportunities by advancing your education, field is in need of your set of skills, opportunities for advancement or professional development.





Threats – external negative conditions that you do not control but the effect of which you may be able to lessen.  Examples include negative trends such as downsizing or outsourcing, competitors with superior skills, experience or knowledge, limited advancement or professional development opportunities.


From this analysis, you will have a road map that shows you how to capitalize on your strengths and minimize or eliminate your weaknesses. You should then use this map to take advantage of opportunities and avoid or lessen threats. 











