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“A terrific book, loaded with straightforward, amusing and practical advice to help you on your way to true success.”

– DAN COLLINS, Chief Innovator, Fresh Tracks Training & Events

“In the current climate, everyone is much more under the microscope in the workplace, so every little detail becomes much more important; things that once may have been taken for granted are back in much sharper focus. With this in mind, you should heed David’s words of wisdom. As with his previous works, The Small Print of Success is a compelling read and another sure-fire success.”

– RICHARD COLGAN, Managing Director, Oakleaf Partnership

“He’s done it again! David Thompson has a habit of cutting straight to the important issues, and The Small Print of Success is no exception. Put simply, this book is a roadmap for success in modern business.”

– JIM BANTING, entrepreneur and author of Get A Dog, Don’t Work Like One
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In loving memory of Nikki Gorton,

an amazing lady, a great friend,
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9:   Manage the time
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Browse any bookstore, real or virtual, for advice on how to be successful, and you will be spoilt for choice. The shelves are brimming with options – do this, do that, do the other. But the important bit that’s always missing is the how. These ideas are great, but how do I actually do what they are suggesting?

That’s where this book scores. And scores big. Yes, it shares with you what you should do to achieve the success you are looking for in your career, but, most importantly, it shows you exactly how to do it. It describes the actions you need to take, in specific detail. Step by step. The how as well as the what.

Success rarely comes by accident. More often than not, it’s by design. And usually with a little luck and opportunity thrown in for good measure. You want the success, otherwise you wouldn’t have bought this book. You now have in your hands the design to achieve that success.

Many people assume that if they simply do what they are paid to do, the success will come automatically. Wrong. Just doing what you are paid to do is the first step in the process – it’s a given, a basic expectation. But real success requires a more sophisticated approach. And, more often than not, it’s the detail that provides that sophistication. The little things. The things you often overlook, or might not even be aware of.

It’s just like any contract. The headlines of the contract or agreement will be highlighted for you – Annual Percentage Rate and payment terms on credit cards, or headline benefits on a car insurance policy. But where the rubber hits the road is in the detail of that agreement – what we all call the small print. And have you ever noticed that the small print on most contracts and agreements are longer than the headlines? They are long. Page after page after page. You see, the small print is vital: it’s the detail that enables the big picture. And so it is with the success you are seeking in your career. It’s those little things that will make the difference between achieving the success you are looking for, or not. It’s that simple.

This book focuses on exactly that. It lays out for you what makes up this small print of success, and exactly what you have to do to make it work for you. Along the way, the ideas and insights in this book will encourage you to become aware of different things around you – things that might have been invisible to you before – as well as thinking differently about what it takes to be a success. And with that comes a need to change the way you do what you do, and how you do it. Are you open to change?

So, how to use this book? This book has been designed to be used in a variety of ways. For sure, you can read it cover to cover, from start to finish, in the way you would normally do, if you so choose. Alternatively, because it consists of individual ideas and insights that can be read independently of each other, you can also ‘dip in’ to the sections that are of particular interest to you. Both approaches will work well. One thing is for sure, it will serve you well on your journey to success.

Enjoy the ride!

David Thompson
May 2012
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Learning from Lady Gaga:
know what you want and make it happen

Lady Gaga didn’t apply for the job of ‘global phenomenon’. Too often, we constrain ourselves with self-imposed rules that then limit our achievements. Why? Because as we grow up and find our way in the world we receive constant messages about who we are, what we should and shouldn’t do, what’s attainable for us; and over time these messages are reinforced and compounded into our mental models of what we believe our possibilities really are. When we hear them enough times, we begin to believe them. But sometimes, they can hold us back from realising our true potential.

Try looking at Lady Gaga as an extreme but fun example. Do you think she opened up a copy of Showbusiness Weekly, saw an advert and decided to apply?

[image: image]

Do you think she read the ad one day in her apartment, applied, was interviewed, got the job and was then instantly propelled into global superstardom? No, of course not. There was no advert. It never existed. What did exist was someone who had a vision of what she wanted to achieve, and had the self-belief to take the steps to make it happen. With a few lucky breaks and opportunities along the way, she kept hold of that dream, and she got where she wanted to go.

Now, while there are very few of us who have aspirations as lofty as Gaga’s, the moral of the tale is relevant to us all. I am sure that along the way, there were people who didn’t believe that Gaga could do it and wrote her off. And I am equally sure that as she was growing up in New York City, many people told her so!

But it’s not what others believe that matters a jot. It’s what you believe. It’s what you want. It’s your dream. Not theirs. Other people may not have been successful in forging the life that they once envisioned for themselves, but their experience has absolutely no bearing on yours. They didn’t succeed, but that doesn’t mean that you won’t.

So why listen to them? Only you know the depth of your yearning to achieve your dreams, the depth of skill and passion you possess, your desire to learn, and your ability to negotiate obstacles and recover from knocks. So keep this in mind. Maintain your belief in yourself and allow the doubters no space in your mind.
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Getting to know me,
getting to know all about me

The first stage, of course, in being the best ‘you’ that you can be, is to know who you are. Who you are, what you value, what you stand for, how you like to work, and what you like to work on.

Now, in case you’re feeling jittery about this notion – relax. I’m not going to take you on some hypnotic journey back to your childhood to rediscover the core of your very being! Instead, I want you to think back to as early in your career as you can remember. Think about that person, the younger you. Picture that person in your mind. It’s fair to say that we all change as individuals over the years – that’s a natural process experienced by everyone with the passing of time. But I wonder what you might have lost through that change, along the way? I wonder which of your aspirations have changed? Which dreams have been compromised? Which corners of your enthusiasm have been knocked off? Which values have eroded? Which parts of yourself have you discarded in an effort to fit in?

It’s time that you recaptured some of those things.

Remember them.

Sift them.

Filter them.

Mix them up with the ‘you’ of today.

Arrive with a clear view of what the best you looks like, because it is this uniqueness and renewed drive that will become your strength.

Recapture it.



Work it! Working with what you’ve got, and really making it work for you

I’ve been fortunate to work with a whole bunch of people during my career who have really inspired me. One of the things that has attracted me to these people has been the fact that they were absolutely sure of who they were, and however unusual or counter-cultural some of them may have been, they leveraged those qualities to the hilt, using them to establish themselves in a unique niche. And without exception, each of them has created a successful niche where they are appreciated, valued and sought after.

Let me give you a couple of examples, from very different sectors. As a ‘Saturday boy’ and working in a national supermarket chain in the early 1990s, I came across Steve – a department manager who may only have been in his early thirties, if that. Despite working in a pressurised environment, and with people who didn’t really want to be there or care about what they were doing, Steve got everyone working hard, together, and with smiles on their faces. He wasn’t the best educated, or the brightest, but he knew himself. He was real, funny and authentic – what you saw was what you got with Steve. People adored him; in fact some of the staff would volunteer to work with him, even when the tasks were the most uninspiring and muckiest in the store. People would do anything for Steve. Similarly, he could deal with anything that was thrown at him, and always with a smile on his face. As a result, he was popular, recognised for his efforts, and his career rocketed.

In a wildly different sector, Jo stood out. The world of international banking encourages blending in, not standing out. But from the word go, that philosophy didn’t work for Jo – she was outgoing, bohemian, challenging whilst still being respectful (a difficult combination of approaches to pull off successfully) – and absolutely confident in who she was, as well as being equally confident in the way that she presented herself to the world. The first time I met Jo she had pink hair. To give you some idea of how unusual this is in the banking sector, it’s a little like walking into a lion’s cage wearing pork chops around your neck. You will get pounced on. And devoured.

But once the lions in the cage started nibbling at Jo, she bit back. Hard. She demonstrated with absolute, crystal clear clarity that she knew what she was talking about and should be taken seriously, unusual pink hair aside. And, sure enough, she was taken seriously – in no time at all she gained the respect of the ‘lions’. They quickly came to value her enormously, and she too, achieved significant success. It also taught the doubters a valuable lesson about acceptance and judging others: the colour of your hair, whether you wear a tie or not, or the accent with which you speak, have no bearing on your ability to do a job well.

I learned then that knowing who you are, embracing the comfort and confidence that this knowledge gives you, showcasing it and using it to your advantage – as a way of differentiating yourself – was immensely powerful.

Being aware of what makes you ‘you’, and projecting it rather than hiding it, gets results. This is an empowering action, which in itself says, I am aware of who I am, I am confident in who I am. And you should be, too.







	

Are you aware of who you are?

	[image: image]







And the winner of Best Actor is…

There are some actors who are truly amazing – they have an ability to completely transform themselves from one movie to the next. When you watch their latest release, you know it’s them, but the way they look, their accent, their way of walking, their character is so different – it makes them unrecognisable. Johnny Depp is a great example – from Willy Wonka to Ed Wood to Captain Jack Sparrow – all widely different roles, but each one absolutely believable. Somehow, he makes that amazing transformation work, beguiling the audience with his magic in each movie he makes, and in a completely different way each time.

The thing is, as a result of his expertise, I have no idea who the ‘real’ Johnny Depp is. I have no idea where he’s from, or what his background is. I don’t know what his ‘real’ personality is like, how he walks, how he talks, or anything else that gives a sense of the man when he is himself. I don’t know him as a person.

Being at work can be a little like this. It can be a workplace where some people, in order to feel that they fit in, or to veil certain traits that they think don’t ‘fit’, adapt who they are for the duration of their time in the job. Essentially, they act. And over time, as the part they are playing becomes entrenched, they begin to forget who they really are. I wonder how much you re-invent yourself when you are in the workplace? Do you ever adopt a slightly different approach, or a different sense of humour, and perhaps even a different personality whenever you are in ‘work mode’? You wouldn’t be alone if you did…

But you have to ask yourself, what does this really do for you, and for the people you work with? Think about it for a second. Do you trust people who pretend to be someone else (excluding those who do so for our entertainment, of course)?

We humans have intuition, or gut instinct, which is an amazingly powerful ability, if only we would listen to it a little more frequently. It stems from days of yore when we would need it to sense imminent danger. But that ability is still there within, the ability to sniff out something that doesn’t appear, or feel, quite right. Except these days, we don’t tend to listen to what it tells us as much as we should.
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And so it is with your relationships at work. If you hold back on being who you are and present a fantasy version of yourself, you will be spotted. The intuition of others will sense that you are holding back, that you are not what you seem, and the holy grail of all relationships will be lost: trust.

It’s the authenticity of true connection with someone that breeds this trust. People sense a fake, and when they do, they pull away and take their trust with them. So give up striving for Best Actor at work and let down the mask. Show yourself. Be yourself.



Your reputation is your calling card

Your reputation is your calling card. It represents who you are, what you stand for, how you do what you do. It can set you apart. It can quietly market you. It can lay the solid foundation of your career and the life you aspire to.

Everything you do, everything you say, is on display. People form a perception, an opinion of you from their experience of you. Once they start to see patterns in what you do and what you say, and how you are – they will accept this pattern as reality.

But you can influence your reputation. You don’t have to leave it in the hands of the gods, for others to create as they please – you can manipulate this image yourself. But you need to be clear about what you want your reputation to be. Many people have never considered how they may be viewed, or would like to be viewed. But reputation is such an important aspect of achieving success! These people make their work the focus of their career, almost exclusively, and see themselves as secondary. Few have ever spared a thought for how they might be creating an impression, and what that impression might be. They simply go to work and get on with the day job, never thinking about how they do it, or what they are communicating about themselves in the way they work. The way they do what they do creates a perception, and after a while that perception becomes fixed in people’s minds and they are labelled – often permanently. Just like that. Now for some, that label is a positive one, while for others, not so good.

Why let your reputation fall to chance when it is so crucial? Why not give some thought to the perception you want people to have of you and positively create that image?

How do you want people to see you?



If people judge a book by its cover, make sure the cover is the one you want them to see

Most of us would like to think that we don’t judge by appearances, but we know we do. It’s human nature, it’s hardwired into us – a natural reaction that happens unconsciously without us even thinking about it. It’s a response that goes back to caveman days when our dangerous environment forced us to choose ‘fight’ or ‘flight’ on the spur of the moment, constantly. That ingrained response has developed some sophistication these days: now we judge people – perhaps even sizing up their level of ‘threat’ to us, in a throwback to those Jurassic days – within a few short seconds of meeting them.

Whenever you meet someone for the first time, they will judge you. They will. Just as you are judging them. They will make assumptions about you, which they will subconsciously hold in their head until they are shown to be wrong. ‘Guilty until proven innocent…’

So, armed with this knowledge, what can you do to make sure that you always make the best impression possible? Meeting a new boss for the first time? Attending a job interview? Going to an important client meeting? Creating a positive impression in these kinds of situations is crucial. The old phrase, ‘You don’t get a second chance to make a first impression’, is right on the money: you have a golden opportunity to present and position yourself in the way that best supports your career aspirations. Wouldn’t it be foolish not to make the most of it?

There are simple, impactful things that you can do, both quickly and easily, to make sure that your first impressions hit the spot every time.

Look forward in your schedule – identify key moments

What are you doing today? Who are you going to be meeting? If your planned activity is doing the usual things with the usual people in the usual way, then no problem – carry on as you are. But what if you are having a meeting with your boss where you need to assert yourself, or meeting a new client or customer? Or perhaps you think there might be some tricky situation at work where you need to feel especially confident? Any of these situations – and there are plenty of others – will require you to give special thought to the first impression that you want to create.

Dress for the occasion

Meeting that client for the first time? Ask yourself this simple question: how do I want him/her to see me? Confident? Laid-back? Professional, corporate, stand-out-from-the-pack? Maybe you want your personality to completely shine through – perhaps professional but quirky? The choice is most certainly yours, but do consider the expectations the other person might hold, and meet those as far as you want to, whilst also retaining the essence of the image you want to present. When you have a clear idea of how you want to be perceived, then prepare accordingly. If you have a suit or an outfit that always makes you feel like a million dollars when you wear it, get that outfit out of the wardrobe and make sure that it’s clean, tidy and ready to go.

Position yourself for success

How can you best position yourself in the room? Sometimes you don’t have the choice – the chairs are laid out in advance. But if you do have the option, think about what would work best. Want to appear informal? Then perhaps position yourself so you are sitting at the corner of the table, rather than on one of the sides. Want to assert yourself? Sitting on either side of the table will help you project a more formal agenda even before you open your mouth. And if the chair you are sitting on has a height adjustment, reach down and adjust it higher so you are sitting slightly above the eye level of the other person. Just make sure that you don’t pull the lever too heavily and end up horizontal. Now that projects quite a different image!

Get sweaty?

Do you know that you get nervous, and don’t want to give a sweaty, wet handshake? Pop a dry handkerchief in your right pocket, and just before the ‘moment of the handshake’, put your hand in your pocket, scrunch the handkerchief hard and soak up all that sweat. Hey presto, a dry handshake!

The small print becomes the big print during those crucial first few minutes of meeting someone. If you want to be perceived in a certain way, then don’t leave anything to chance. Don’t waste that one occasion to make a good first impression.



Grow up

Does that sound harsh? Perhaps. Often in the workplace people allow their behaviour to regress to a level that they would rarely permit in ‘the real world’ outside of work. The email conversation that continues for far too long online, when it should have become a face-to-face conversation; the decisions that are made solely to carry out personal vendettas despite the fact that they hurt the business; taking the credit for something that a colleague may have done; or the desire to have the last word in a discussion, at all costs.

Newsflash: behaviour like this is the fastest way to take yourself further away from the success you are striving for, rather than closer towards it. It’s also the quickest way to get a reputation that is best described as a single, four-letter word. Here’s a clue: it’s not the word ‘nice’.
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So, be the bigger person. Resist the temptation to have that last word, just walk away. When the heat is turned up in an email exchange, be the person to write back and say, ‘Let’s talk about this.’ And when you do, be calm, measured and practical. Take the initiative, and in so doing educate others as to how it should be done. Be a role model. Behave in a way that would make your children proud.

This is the small print. This is the stuff that success is made of.



The danger of assumptions

We all interpret what we see. And we interpret by comparing what we see, hear and feel with our own model of the world. Our experiences give us templates, and our brains try to fit everything we experience into these templates – it’s our way of making sense of the world. But sometimes, just sometimes, our own models are wrong, and we mistakenly make assumptions.

The implicit message in the spelling of the word ‘assume’ is no accident: ass-u-me: because to assume anything is to make an ass out of u and me. Through making assumptions, we can often cause embarrassment and hurt or create a poor impression – when often we are trying to do the exact opposite.

Meeting a new, male client for the first time? Notice that they are wearing a wedding ring and automatically reference ‘your wife’? Ouch! How do you know that they are married?

How do you know that their partner is of the opposite sex? Will your new client choose to correct you, causing you both embarrassment, or will he ignore it but never call you once the sales meeting you have worked hard for months to achieve is over?

You haven’t seen that female client in a while and notice a bump; you ask, ‘Oh, congratulations, when are you due?’ Do you know for sure that she’s pregnant? Perhaps she’s been neglecting her diet and is carrying some extra weight that she may be feeling sensitive about. So rather than making a humongous boo-boo, and feeling like you want the ground to open and swallow you up, and damage the relationship – possibly irretrievably – don’t assume. Ever. Remember: ass-u-me. Enough said.



Control your emotions

You want your clients, colleagues and network to experience the best you. Well, most of the time – we all have bad days now and again. But it’s how you deal with those bad days that’s the important thing.

Feeling emotional? Frustration getting to you? Stop! Allowing your emotional state to manifest itself in bad, unprofessional behaviour is simply not an option. You are always ‘on show’ – wherever you are, whatever you are doing – and it’s the extremes of anyone’s behaviour that gets remembered.

So learn to either avoid these extreme emotions, or to manage them more effectively. How? By being aware of your body and what it’s telling you. Use your body like a barometer – and learn to recognise and read the signs when there might be a storm brewing. You’ll most likely know when you are experiencing adverse emotions in a work situation – you may begin to feel hot, you might start sweating, your hands might start shaking ever so slightly as you feel genuine emotion rising up through your body. Heck, in extreme circumstances when it really hits you, your whole body might feel like it’s shaking.

The signs will be different for everyone: we all react to emotional triggers in different ways. But learn to read the signs. Listen to what your body is telling you – and do something about it.

Often, our first response is to try and remove ourselves from the stressful situation, wherever possible. Sometimes, of course, that isn’t possible. Feelings can rise in a one-on-one conversation – you can’t just excuse yourself mid-sentence when you feel your frustration rising. So, experiment. Start experimenting with yourself and see what defuses these difficult emotional responses. Deep breaths, or deeper breathing (largely undetectable if you use your nose and mouth discreetly as breathing chambers) work well. Or give yourself clear, calming instructions to wait and not rise to the bait. You’ll find a strategy that works for you: experiment with it, perfect it, use it. You will appear stronger, more controlled, and gain more respect from those who might have once seen you as someone who was a slave to their emotions.
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Being successful by
being the best ‘you’
you can possibly be
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In this day and age, where
life is speeding up at such
an incredible pace, it’s

those that make steady,
sustainable progress that
will win the race.
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Just because you are
limited to using words in an

email, it doesn’t mean that
you can’t project a sense of
who you are.
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The Small Print
of Success

The little details that will,

David Thompson

Bestselling author of The Magic BlackBerry
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Your phone is now your
office in your pocket,
which means that

people expect you to be
contactable for longer.
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Professional handling of

the conference call

+

Clear action
+
Next meeting in the dv'.arv
ten minutes after
finishing this one
The small Frihb

of success!
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Knowing your big prize™
provides you with a powerful
medium through which you can

filter all the challenges that you
face in your quest for success.
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Distractions:10%

10%

Distractions
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It’s important that you show respect to
those who did join the call on time, and

not let latecomers steal the limelight.
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A few words
before we
start
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Meetings: 0%

Meetings





OPS/images/f0159-01.jpg
To what extent do

Communicate clearly — do
I say what I mean?

Build respectful and
mutually beneficial
relationships?

Accept feedback in good
grace and act on it?

Demonstrate the skills/
knowledge that my job
needs?

Take accountability?

Make sure that the job gets
done?

Demonstrate flexibility?

Do whatever it takes to get
the job done?

Operate as a reliable
team player?

Manage change, and with a
smile on my face?
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How do you perceive
networking;: a pleasurable
activity in the pursuit

of building a mutually

beneficial support system
for you and your goals, or
a necessary evil?
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Chairperson
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The art of
getting noticed
- in the right way,
for the right things,
with the right people
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They didn’t succeed,

but that doesn’t
mean that you won’t.
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Praise for
The Small Print
of Success
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If you are focused on moving your:
career to the next level, you need to be
watching the approach and behaviour

of those who are in the upper 20% of
your work group, and benchmarking
yourself against them.
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Challenge.

Question.
Promote your ideas.






OPS/images/f0062-01.jpg
Email: 0%

Email
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Moulding

yourself to your
environment and
making it work for you
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Marshall Cavendish publishes an exciting range of books
on business, management and self-development.

I you would tike to:

« Find out more about our titles
+ Take advantage of our special offers
+ Sign up to our e-newsletter

Please visit our

special website at: www.business-bookshop.co.uk
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Eating/fresh air/
personal time

10%

Email Action

10%

Distractions

Meetings
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This is the smallest of the
small print: you need to be

doing what you are paid to
do, and doing it well.
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Position available as
Madonna is knackered out

Must be young, edgy
Comfortable with nudity
Ability to shock

Good singing voice desired, but not
essential

Experience with lobster hats and
dressing head-to-toe in meata
definite advantage
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Listening isn’t about
waiting for your turn

10 speak, it's a real
opportunity to learn.
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Eating/tresh air/
personal time

10%

Email Action

10%

Distractions
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Be the bigger person. Take
the initiative, and in so doing
educate others as to how it

should be done. Be & role model.
Behave in a way that would
make your children proud.
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Set yourself up for
success in two words:

under-promise and
over-deliver.
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Report-writing skills

Basic financial knowledge
Spreadsheet skills

Supplier management
Knowledge of contracts
Working across departments
Relationship-building skills
Networking

Teamwork

Able to work longer hours
Able to drive

SBSB

Ok

Good
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Eating/fresh air/personal time: 10%

Eating/fresh air/
personal time

10%





