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one day | realized, that | just wasn’t happy anymore.
So what had shifted and why didn’t | notice long
before this, that | was losing the joy in my life”?

Many of us put up with a lot of things before

we are willing to make a change. It’s the ever
increasing discomfort that makes us reach for the
new doors to life-breathing inspiration. So how
much discomfort is enough before we are ready?
The Inner Lizard, referring to one of the most
primitive layers of our brain, sends out warnings
to keep us out of danger and is thought to link
back to the neural structure that evolved in early
vertebrates. Listening to the Inner Lizard leaves
us believing we don’t have an option, there is

not enough to go around, we can’t get what we
need, and that we may lose something we want.
These fragments of conditioned patterns

cause us to fixate on what is wrong. We've all
experienced bouts of doubt in what is commonly
called the self saboteur. We tend to turn on
mental tape loops from the past, laced with
‘things we should have done’,’could have done,’
and ‘aren’t doing good enough’...

The problem is that the Inner Lizard blocks us from
feeling our way to a better life experience. It inhibits
the path to the life we dream about and we can

end up with a feeling of being stuck where we are.

Having found your inner guide, you have found
yourself...

LIFESTYLE

| had overridden my ‘Inner Wizard’ and had put
personal self-care and self-awareness on the back
burner for when | had more time - but no matter
how | may have muffled the sound, it was always
there... boundlessly there... waiting for me to listen.

Through extensive research, we are learning that
there is infinite wisdom in every cell of the human
body; however, most of us have no idea how to
access this ‘Inner Wizard’ in our everyday lives.
We are just beginning to learn how to tune into in
to this silent, personal awareness that provides
the best answers for our health, well-being and
the ultimate satisfaction of our Soul. Getting to
the place where we can hear who-we-really-

are, unencumbered and clear, seems to be a
common challenge.

| knew | needed to change but | was not sure
what was wrong or how to fix it. Who was
qualified to help me on this most intimate of
journeys to the me | wanted to be? That was
when | found the book that serendipitously led
me to my first personal retreat, but | had no idea
of what | was about to experience...

My first encounter was with a magnificent

horse who was skilled in the art of allowing his

own authentic nature to be fully focused and

in the moment... all 1200 pounds of him! | was
mesmerized by his presence. It was as if everything
else had fallen away... just me and a horse,
untethered. It was exhilarating, and | felt so alive!
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Many of the people attending this retreat had
never experienced horses this closely. We had no
idea of what to expect, but the outcome started
an extraordinary shift that has helped to reclaim
the person | was meant to be.

It was like a rush of clarity and serenity was
unleashed, along with the onset of my own
self-awareness. | was seeing myself mirrored
through the eye of the horse. While it took a few
moments to stop resisting the possibility of what
was actually happening, | realized that this was the
equine-influenced shift in consciousness that | had
just been reading about.

Horses do not project their opinions of us as

good or bad, they simply mirror, with discerning
awareness, each person’s individuality. They sense
our heart rate and blood pressure as opposed to
what we may portray, for instance acting like we
are in control or that we have no fear.

As opposed to dogs, cats and other predators,
horses are highly intuitive and responsive because
of their prey animal instinct. They sense our
non-verbal energy, the messages that we are
continuously, and involuntarily emitting. Because
of this ability, horses shift their behavior the

split second we energetically shift ours, thereby
teaching us precisely what we need to learn in the
moment... that is, if we are ready to learn.

This unforeseen equine teacher, like many

8

spiritual teachers, appeared in my life with
perfect timing. He patiently taught me how

to shift my physical energy forward and back
as we played with the experience of mutual
respect and all of it's subtleties. His patience
and persistence was amazing, and if | had not
experienced it for myself, it would have been
hard to believe.

As the retreat began to go deeper, it all

started to make sense. The fragments of my
conditioned patterns that had been keeping me
from seeing my life clearly, were playing out right
in front of my eyes though the actions of this
horse. He helped me to see, without judgment,
what | needed to do differently to change the
unhealthy dynamics in my life. How did he
know? How was he so gracefully reflecting the
experience that | had been living?

Because | had learned to value my intellect and
was never taught how to listen to my emotions or
inner wisdom, | did not pay attention to the red
flags signaling that my life was out of balance.

| also realized that without learning the
subtlety of simultaneous awareness in
connection to others, relationships could
become a painful experience. It was an
epiphany when | began to understand all
that the horse had shown me and how it
related to my life at home and at work. This
was the primary key as to why many of our



experiences in life and business end up falling
short of what we most desire.

Having spent most of my adult life working with
Fortune 500 companies, | felt a great sense of
sadness for what we, as a culture had been
missing. The lack of personal awareness was
causing ripple effects of dysfunction among
individuals, families and organizations. In many
cases, people resorted to acquiescence, or
conversely, dominance to compensate for
personal imbalance.

What | learned was not about the horses, it
was about me and the way | had been living
my life. This equine dance of biofeedback

was extraordinary. It was exquisite personal
guidance at the most intimate level - something
| never could have learned from a book or

a lecture. From that point forward, my new
direction was born.

Up to that point, my life had been the sum of all
that | had learned and this had offered the crucial
missing piece that | needed to move forward.
Because | was willing to let go of the things that
needed to change, | was opened to a new life-
breath of inspiration, one that helped me to fulfill
my greatest dream so far... Epona Ridge.

My journey started when a book landed in my
lap. Now this is in yours, and you have opened
to this page...

LIFESTYLE

Barbara Alexander is the Founder and
Director of Epona Ridge, Teacher and
Leading Innovator of Equine Experiential
Learning and Coaching for Advanced
Human Development.

Epona Ridge is a sanctuary retreat center
for personal inspiration and rejuvenation
located in the mountains of Asheuville,
North Carolina. Programs offer life
visioning, personal energy awareness,
leadership skills, Reiki certification,

train the trainer for facilitators, various
personal growth workshops and women’s
retreats. For more information see:
http://www.EponaRidge.com

“Barbara is an incredible teacher, whose
profound understanding of human
emotions allows tremendous healing

and growth for all participants in her
programs. Her workshops quite literally
changed my life. It was almost like hitting
a reset button... | am reconnecting with
all of these parts of myself that | had
almost forgotten were there...”



Cafeer Growtm: ™
5 Key-Points to Make Office

Politics Work for You

by Dorothy Tannahill Moran |

ere was once a time when |
If you look up the definition of politic or politics

you find the following: - wise in promoting

thought “Office Palitics” was

tantamount to a dirty word. It was
a policy - tactful and shrewd - competition

between groups or individuals. In other words,

something low, underhanded and
potentially unethical. If this sounds familiar,
I’m here to illustrate for you that office
politics isn’t this offensive behavior | once

a person who is politically savvy in the office is
someone who is wise at promoting themselves
thought it was. Hopefully, I can help you and promoting the agenda of the business
jump beyond that to see how it is something management that will move them both ahead.

for you to master, if you intend to rocket
Any time you get more than a few people

together for a specific reason, you have politics
to deal with. Politics are formed as a result of a

your career to the next level. »




combination of factors, not the least of which
includes popular opinion and goals (or agendas).
Politics are driven by the most dominant people
in the group.

Generally, the most dominant is the boss, but you
can’t discount the natural evolution of the alpha
leader that most groups include. The alpha leader
is, for a number of reasons, the unofficial leader of
the group. Sometimes their opinion matters more
than the bosses or certainly as much.

HOW CAN YOU USE OFFICE POLITICS TO
PROMOTE YOUR CAREER GROWTH? -

1. Identify influencers. You need to first understand
the major influencers in the group. Obviously,
you can pick out the boss(es). There will be
other people in the group who are looked to

for answers and opinions, even by the boss.
They may or may not be the most senior or
experienced. You can pick them out because
they will usually voice an opinion or provide input
on most subjects. You will observe people going
to them for counsel, advice and insight. They
may be irritating, picky people, but they are still
the ones that wield power. Knowing who's who
in your organization is important, as you need to
learn from these people and understand what is
being prized and rewarded.

2. Know the boss’ level of power. You need to
understand the power your boss does or does
not exert. Although power is given to the boss

WORKSMART

by virtue of their position, it doesn’t always

mean they possess personal power. This is
important to understand, because if they can’t
sway opinion by their personal ability, there is

a limited opportunity for them to impact your
career growth. This is an unfortunate situation in
some instances, but not always. Bosses in this
situation may not be able to campaign for you,
but they probably aren’t going to be a barrier
either. This simply means you can’t anticipate
or work to have them aid you in career growth.
It will save you time and effort if you understand
this characteristic.
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3. Include mentors in your plan. You need to devise
a career growth plan that includes not only the
work experience you need to bump you up, but
define who your mentors and advocates will

be. You also need to mentor and advocate for
others. The more people that you can positively
bring up with you, the better your long term
success will be. We are loyal to those who have
helped us the most.

4. Observe the shifting tides of opinions. Many
things have a cycle of popularity. Just as your
hair style may have gone out of style last year,
so do the opinions and popularity of people at
work. These shifts can range from slow and
subtle to fast and abrupt. When they are subtle
you may start noticing that the person who
was once the department darling is now simply
occupying space. What was once thought of
as brilliant concepts by the alpha dogs is now
largely ignored. There are numerous reasons
why these shifts take place - too numerous to

in mind that if you aren’t performing the primary
job you were given, then it makes almost no
difference how observant and scintillating your
ideas are. If you aren’t doing the basics, the

rest of this will make almost no difference. Your
performance is the solid base you have to build
to spring board the rest of your moves from.
Assuming you are doing your job and doing it
well, you can plan your growth by jumping on
opportunities the political environment presents.
Office poalitics is similar to chess. There are infinite
numbers of moves and the best players are the
ones who think of the future move possibilities
and see how the dynamics of the board continue
to change. I

Copyright (c) 2010 Dorothy Tannahill Moran

Dorothy Tannahill-Moran is a Career Coach and expert
on helping her clients achieve their goals. Her programs
cover: Career growth and enhancement, Career Change,
Retirement Alternatives and Job Search Strategy. Want
to discover specific career change strategies that get
results? Discover how by claiming your FREE gift, Career
Makeover Toolkit at:

mention. If this happens to you, you either need
to figure out how to regain the stature you once
had or move. If this happens to an influencer you
had garnered support from, you simply need to
recognize the change and make a decision about
who your next support will be. This sounds cold
and calculating. I’'m not suggesting you toss this
person to the curb, unless they hold no other
value to your career growth. If they do, then keep

http://CareerMakeoverToolKitShouldlstayorShouldlGo.com/

them for the other valuable asset they still are.

5. Be always ready to seize new opportunities. Keep

12
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1. Conduct a job audit. There arg

for being unhappy at work, b,

broad categories: “push” or,

you start thinking about thg

leaving and staying, you

the general feeling of “I

the result of some identifiable problems.

«“Push factors are qualities of your job that
are driving-you toward the exit, such as
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development plan with professional goals you

can pursue. Be sure it includes your company’s
support for training and classes, as well as your
commitment to do your best in the required
coursework and practical application. Learning a
new skill can sometimes help you fall in love with
your job again. Also ask your boss if you might
become more involved in an activity you enjoy, such
as event planning or social media management.

Problem: Your workload is overwhelming.

Solution: Make the case to bring in a project-
based assistant to help out during peak periods.

4. Create your escape plan. If you’ve tried and
can’t fix the reasons you hate your job, it’s time
to begin your job search in earnest. You may
find that you lack experience or qualifications
for the roles you really want. If this is the case,
focus on building your resume while making the
best of matters in your current job.

Start scouring job boards, working on your
administrative resume, customizing cover letters
and sending out applications.

Research the job market and get a picture

of the opportunities that are available. The
OfficeTeam 2016 Salary Guide (https://www.
roberthalf.com/officeteam/2016-administrative-
salary-center) is an excellent resource for hiring
trends and the latest salary ranges in your city.
Go back to school to get an associate or

16

bachelor’s degree. Or work toward credentials
that boost your skills, such as the Microsoft
Office Certification.

Another path to a new administrative job is to
connect with a recruiter who can work with you to
refine your resume, define your career goals and
help you land a temporary or full-time position.

If you truly hate your job, the worst thing you
can do is to accept things as they are. Work-
related stress is a serious health hazard and can
affect your relationships not only with coworkers
but loved ones.

If you can’t quit yet, take positive, proactive
steps to improve your working conditions.
You might be able to turn your current job into
something you enjoy. If you decide to change
jobs anyway, remember that it’s always best to
leave on good terms. Never burn bridges

on your way out, even when you really do hate
your job.

Brandi Britton is a district president for OfficeTeam,
the nation’s leading staffing service specializing

in the temporary placement of highly skilled administrative

and office support professionals.

OfficeTeam has more than 300 locations worldwide and
offers online job search services at www.officeteam.com.
Connect with us on Facebook, LinkedIn, Twitter, Google+,
Pinterest and the OfficeTeam blog.
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en setting out to select an Off-Site Provider for your Records Management services it
is important that you ask the right questions and look out for the right “Tell Tale Signs’. At
no point here do we give any consideration of the price of their services. The price should
be the last thing we seek to get from a provider - you must firstly establish who they

are and what value their services can bring to your business. Only then will price mean

anything to you. This is not the definitive list of what should be asked but should hopefully guide you in the
right direction when you begin to evaluate a number of potential providers. »

R o o
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COMPANY PROFILE -

The aim here is to get a feel for what type of
company you are looking at. Ask questions about
their Company Mission Statement and see how
that aligns with your own; How long have they been
providing Records Management Services; How

do they try to differentiate themselves from their
competition; Can they provide you with audited
accounts; Can they provide you with references; Do
they belong to any trade associations.

GENERAL SECURITY «

A major issue in today’s records management
world is security of information. The rapid rise

in identity theft makes personal information

a much sought after commodity among the
opportunist criminal. Irrespective of this security
of information is vital to protecting a company’s
interests as well as its staff and clients alike.
Knowing that when your files and media venture
off-site for the first time you don’t want it to be
a step into the unknown. You don’t want to feel
like you are waving your kid off for their first day
at school. You need to know that the security

of your off-site provider is tried and tested and
meets the minimum standards you employ within
your own business.

Do they have 24hr security; Are their premises
protected by both internal and external digital
CCTV systems; How do they control access to
the facility; How secure is the loading area; Are
their staff security vetted; What authorisation
procedures do they operate; Do they conduct

WORKSMART

regular security audits; What security monitoring
systems are in place.

DISASTER PREVENTION & PLANNING ~

To what lengths does the company go to in
relation to protecting documents and media

in their care. Don’t be surprised if they do not
operate a sprinkler system, these are likely only to
be found in large warehouse environments where
by it is a stipulation by the local authority. Often
Records Management service providers will shy
away from installing such expensive fire prevention
as it can be cost prohibitive, thus driving up the
market storage rate and can also be very risky in
relation to the potential hazard of the accidental
activation of the system. Only you can decided
what is right your business. | guess it comes down
to whether you want wet files or burnt ones! The
key is really in how they prevent hazards not how
they handle a disaster after the fact.

Do they have adequate smoke detection systems

in place; Adequate fire detection systems; adequate
fire suppression systems; operate a strict no-
smoking policy; a regularly maintained and tested
internal disaster plan; are detection and suppressant
systems regularly inspected and tested.

FACILITIES «

There can be a number of considerations in
relation to the facility in which your records will be
housed. Again there is no right or wrong answer
as such, you must evaluate what best fits to your
business requirement.

19
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Is it in a desirable location; Is the facility a stand
alone unit; Is it located within a multi-tenant
building; Are there any potentially hazardous
facilities near to their location; Does the facility

sit within a non-flood prone location; Do they
engage in any other activities within the same
facility (Public Storage, General Warehousing
etc...); Are back-up power systems in place; Do
they have proper insurance coverage in the event
of a disaster.

COURIER VEHICLES «~

This is one area that is often over looked. It is

not uncommon to pull a company’s facilities to
pieces and then give no consideration to how
records are transported. In theory and in practice
you should be demanding the same standards
where possible in relation to security and
environment within a delivery vehicle as you do
from the warehouse storage facility itself. Do they
use their own vehicles and delivery personnel;
Are vehicles satellite tracked; How are vehicles
secured when stationary at pickup and drop-off
points; Do vehicles have appropriate security

in place; are vehicles climate controlled (media
only); Are vehicles designed for safe media
transport; Do vehicles undergo preventative
maintenance; Are vehicles equipped with a fire
extinguisher; Are vehicles equipped with suitable
communications.

POLICIES & PROCEDURES ~
It is here that you can determine just how
much thought, care and attention a Records

20

Management provider places in to their business,
their staff and their clients. Can they provide a
clear and acceptable business contract; Are
records signed for at point of handover and
retained on file for future reference; Do they

operate a comprehensive employee screening
process; Do they have a substance abuse
policy; Are personnel provided with uniform and
ID passes; Do employees sign confidentiality
agreements; Is there on-going employee
education; Are trained personnel available after
hours to handle emergency requests.

STORAGE CAPABILITIES «

Seems an obvious one this but you need to
create a list of all the various types of storage and
service you need today and also consider what
your requirement may be in the mid to long term
also. After all if you can find a provider that can
accommodate your business as you adapt within
your market then you will really benefit by having
uniformity in your BM services during such times
of change.



“Hard Copy Records (Files k”>in Boxes)

“ Secure Offsite Document Storage

“ Barcoded File Management

“ Audio/ Visual Media

“ Computer Media

“ Micrographics

“ X-Ray Film

“ Live Filing (Open Shelf Filing)

“ Secure Storage

“ Gas Protected Fire Vault, Temperature

& Humidity Controlled

for either: Offsite Tape & Media Storage or Will &
Deed Storage

You should also ask about current space to meet
current needs and future space to meet future
needs. Is the racking structure used specific to
Records Management storage needs

CUSTOMER SERVICES «

No Records Management or offsite Archive
Storage provider will tick all boxes all of the time.
We all know and all expect things to go wrong
from time to time. What really sets Records
Management companies apart is with how they
handle this situation. By examining all the key
features that put the service together under the
umbrella of Customer Services we can see what
a company can do to minimise such problems
and also how they handle those peculiarities
when they should arise.

Can they provide: 24hr customer access; Bar-
code Tracking; Client based training; Online
inventory management; Client review rooms;

WORKSMART

Reports; Confidential destruction services;
Departmental billing; Disaster recovery services;
Retention management and planning.

Do they log client communications for review and
internal training; do they provide a service level
agreement in relation not only to the physical
service but also in terms of response times

to resolving client issues/ queries; Will you be
appointed an Account Manager

SUMMARY

All of the above is designed to prompt some
thought in to your choice of a Records
Management service provider. Only once you
have fully comprehended what a company can
offer in terms of its full service and facility etc. can
you then begin to determine whether their price
provides your business with value for money. The
cheapest provider may not score too highly when
you start to dig deeper into the aspects described
above. Achieving the best value for your investment
will deliver you the long term savings you crave -
working with a professional, efficient provider that
can grow and adapt with you is worth its weight in
gold as they will be able to provide your business
with consistency and stability. IE¥

Leo Kane has been Managing Director of Saracen Datastore
Ltd for nearly 10 years and has a wealth of experience

in Secure Offsite Document Storage and Offsite Media

and tape Storage for more info see our website:
http://www.saracendatastore.co.uk
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Retreat

All Work and
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by Alison Tr
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etreats, like Inns and Hotels,
come in all shapes, sizes and
configurations. Regardless
of small or large, pleasure or
business, it’s important to know the goals
and objectives of your escape to ensure
your chosen venue really hits the mark. Al
retreats seek a setting for enjoyment and
realization of the key goals - for example if
you’re opting for a romantic retreat, selecting
a business-style hotel on a major highway
with breakfast from 6 to 7.30 am may not be block in the
wise, given a usual goal of such getaways is - otel is unlikely to be
to relax and enjoy leisurely time together!w Sry motivating or thought provoking for getting
those creative juices flowing.

Another factor to consider in a business retreat
is the involvement of partners. Several years
ago, | attended the last couple of days of a
corporate retreat in the beautiful town of Coeur
d’Alene in Idaho. My husband had already been
there for 3 days and partners were invited for
the last two days to share in the experience. Our
common bond of being partners was the only
link we had. Over the weekend we not only got
to know each other through group hikes, a little
retail therapy and some great local food but we
too became a team with a better understanding
of the company’s future goals and what that
would mean to our significant others. Bottom
line through this short getaway we all bought
into the company’s growth plan and felt a part of
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its future. We in turn were motivated to support
our partners in any way we could. A priceless
benefit for a very small investment.

The Perfect Small Retreat - what to look for

A destination that matches the travel budget.
Do you want to fly or drive? Retreats that are
within driving distance typically keep the cost
down and can have the added advantage of
attendees travelling together thus creating
another opportunity for team building. While
distance is not important, the destination needs
to be far enough away from the corporate base
to ideally be unfamiliar to most but easy to
reach. For example, if your business is based in
the greater Montreal, Boston or Hartford areas,
Vermont is an ideal destination.

LIFESTYLE NECESSITIES «

While the goal is to find a destination which says
from the moment you arrive “this is not your
typical day at the office”, it is important that WiFi
and Cell Phone Service are available. Retreats
where a key sale was missed because the email
could not be retrieved are not memorable in the
right way.

RECREATIONAL OPPORTUNITIES ~

Great retreats balance work with play.
Remember “all work and no play makes Jack
a dull boy”. For summer retreats look for golf,
hiking and tennis opportunities. Everyone can
hike! Also consider a team building activity
such as tubing down a lazy river, learning to
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kayak, glide or even parasail. In winter look for

skiing or snowshoe areas where there’s plenty
of fun to be had by all plus some nightlife

for those seeking to relax further! Again
snowshoeing is easy and a good option for
even the least athletic.

EXCLUSIVITY «

For a 10-30 person retreat, seek country inns
and larger bed and breakfasts in the destination
area you are focused on. Choose a venue that
matches your group size. You'll thank me.
Having exclusive use of an inn makes attendees
feel “special” and the management will want



you to feel special too! They’ll go above and
beyond to help make your retreat memorable

in all the right ways, adapt to your needs

and provide you with the thought provoking,
confidential environment that creates great
future direction for your business. Because they
are also experts on the area you have selected,
pick their brains. They will likely share tips and
suggestions that are not easily found on Google
or the web.

“STIR CRAZY”

In planning your retreat be aware of the “stir
crazy” syndrome. Everyone likes to feel they can
get away from their colleagues, however well
they get along. Breakfast and a working lunch
in one place is enough. Finish each day allowing
sufficient time for personal recreation and plan
to regroup in the evening for dinner at a nearby
restaurant. Those who need a little space will
enjoy this time while many will simply use it to
further relations.

GREAT FOOD «

Dinner gatherings on retreats tend to be both
social and quietly part of the creativity process.
Attendees who are somewhat quiet during

the day often become braver in the evening
and venture an idea that they were previously
reluctant to share. Most of all this is a time for
enjoyment and motivation, for thank-yous and
“let’s kick butt”! Excellent restaurants will be
enjoyed, poor restaurants will ruin the evening.
Take advice from your venue.

CAREER

PARTNER ACTIVITIES ~

If your retreat is including partners, it is
important that some activities are planned to
ensure their enjoyment. |deas include visits to
local spas and health clubs, a morning yoga
class, culinary class with a local chef, golf,
tennis, organized excursions to interesting local
shops, museums and attractions

EXTENDED STAYS «

While ideally your partner gets to join in, you
can always extend your stay and have them
arrive at the end of the business focus. Most
Inns are happy to extend any special rate to
attendees deciding to relax and unwind

for a day or two more.

So now you are prepared for organizing

the best retreat ever. Select dates, finalize

the agenda and start searching for the perfect
destination. I

Alison Truckle, along with her husband Phill, owns
and operates the Tucker Hill Inn, (http://www.
tuckerhill.com) a Vermont bed and breakfast
located approximately 30 minutes from the
Vermont State Capital, Montpelier. With a passion
for helping people enjoy their stay in this lovely
area, she regularly writes columns and articles
sharing her knowledge as an innkeeper and love
for the outdoors.
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