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1-855-385-3570Promo code N7017
YMT Vacations – the escorted tour experts since 1967!

BOOK YOUR VACATION NOW – CALL FOR LIMITED TIME SAVINGS

Visit nine† of America’s most spectacular national parks on this incredible 
tour! Start o�  in fabulous Las Vegas and continue to the world-famous Grand 
Canyon. From there we’ll go on to see Zion’s steep sandstone cli� s, red rock 
hoodoos in Bryce Canyon, Monument Valley’s giant mesas, Arches National 
Park’s gravity-defying stone formations, waterfalls and granite scenery in 
Yosemite, and towering sequoias in Kings Canyon—America’s natural beauty 
awaits! Fully-escorted tour with hotels, sightseeing, and baggage handling.

14 days from $1,949* $1,499*

Departs July - September, 2018

New England & Canadian 
Maritimes Cruise

Highlights of Spain 
& Caribbean Cruise 

Starting in Boston, explore the highlights of New England and the Canadian 
Maritimes. Visit an historic mansion in Newport, Rhode Island before enjoying 
the famous shores of Cape Cod. Board the Norwegian Dawn and sail to 
Portland, Halifax, Charlottetown, Gaspésie and La Baie. Following your cruise, 
explore Quebec City, Montreal and the Green Mountains of Vermont, all 
bedecked in vibrant fall colors. Port stops vary for the southbound cruise.

Enjoy breathtaking sights from Europe to the Caribbean on this extraordinary 
trip. Experience the history and culture of Spain on a five-night escorted 
tour including Madrid and Barcelona, with stops at ancient Roman relics and 
stunning cathedrals. Board the magnificent Norwegian Epic for a 13-night 
cruise with stops on Madeira Island, St. Thomas, and St. Maarten before 
disembarking in Florida. Includes all meals on cruise, seven meals on land, 
and baggage handling.

15 days from $3,798* $1,899*

Departs September 11 & 25, 2018

20 days from $3,998* $1,999*

Departs October 29, 2018

Save 
$500

per couple

National Parks of
the Golden West

*Prices are per person based on double occupancy plus up to $299 taxes & fees. Cruise pricing based on lowest cabin category after 2for1 savings; upgrades available. Single supplement and seasonal surcharges may apply. Add-on airfare available. Free Balcony Upgrade requires purchase of Inside Cabin for 
Highlights of Spain & Caribbean. Free Beverage Package or Internet requires purchase of Ocean View Cabin or Balcony Cabin (and applies to 1st and 2nd guests occupying a cabin, for the cruise portion of the tour only). Free Beverage Package or Internet requires additional service charges and is subject to NCL terms 
& conditions and are subject to change. For full Set Sail terms and conditions ask your Travel Consultant. O� ers apply to new bookings only, made by 7/31/18. Other terms and conditions may apply. Ask your Travel Consultant for details. †Death Valley visit is dependent on weather.

Ultimate Hawaii
Tour with Pearl Harbor Experience

Enjoy a fully-escorted four island Hawaiian vacation with beachfront lodging 
on Kauai, Maui, and the “Big Island” of Hawaii, and on Oahu in gorgeous central 
Waikiki. Includes a Pearl Harbor experience with stops at the USS Arizona 
Memorial and Battleship Missouri, historic Lahaina, Volcanoes National Park, 
plus our Farewell Feast with authentic Hawaiian entertainment and food. Price 
includes three inter-island � ights, baggage handling, and sightseeing.

13 days from $2,249* $1,799*

Departs weekly year-round

FREE BEVERAGE PACKAGE OR INTERNETFREE BALCONY UPGRADE OR

FREE BEVERAGE PACKAGE OR INTERNETOR

2 FOR 1
SAVINGS

2 FOR 1
SAVINGS

Save up to
$900

per couple
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Preparing 
For the Holidays: 
Ho Ho Ho... or Bah Humbug!
By Kathy Paauw

I
f you have your addresses on a computerized database, consider printing out your 

mailing list on clear address labels. Years ago, an old college friend commented that 

she thought it was tacky to use address labels on holiday cards and letters. I told her 

that my choice was to either use labels or not mail our annual holiday letter to the 250 

people on our list. Now that she has a young family, I’ve noticed she has started using 

address labels, too! 

6
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E-mail a holiday letter to those with whom 

you correspond electronically. You can easily 

personalize this for each recipient. Attach color 

photos highlighting the past year. Another 

alternative is to create a holiday web page, 

and include the link to it in a personalized 

e-mail message.

Mail packages early to avoid longer lines at the 

post office and ensure they will arrive in time. 

Or, better yet, sign up with Stamps.com and 

avoid the lines altogether. You can mail large 

packages without standing in any lines -- as 

long as you have an accurate way to weigh 

them before you purchase postage online.

THOUGHTFULLY PLAN 
YOUR GIFT-GIVING 
Give from the heart... not out of obligation. 

Decide whom you choose to give to and make 

a list. This will help you avoid overspending 

through impulse buying.

7 NOVEMBER - DECEMBER 2018
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If you think back to the most cherished gifts you 

have received, they are often homemade or from 

the heart. A gift of time -- such as a gift certificate 

redeemable for an activity you can do together -- 

can be very meaningful. Among the most prized 

gifts I’ve ever received have been homemade 

cards with a heartfelt note written inside. Value 

goes far beyond the cost of the gift.

A great resource for homemade gift ideas is a 

book called The Perfect Mix. It contains creative 

edible gift ideas, including wrapping suggestions 

and tag instructions, along with a source guide 

for supplies. The book offers more than 90 

recipes for soups, breads, muffins, cookies, and 

other gifts. The gifts I’ve created from this book 

have been very well received and appreciated.

Instead of exchanging gifts with friends, consider 

having a holiday or post-holiday party with them.

Avoid parking hassles, gridlock traffic around the 

malls, and long lines at the register by shopping 

online and through catalogs. A number of retail 

stores now offer merchandise online, as well. 

If you are purchasing a gift that needs to be 

mailed, you can arrange to have it sent directly 

to the recipient, thus avoiding the extra steps of 

wrapping, labeling, and mailing the gift.

Spread out your purchase of gifts over the 

weeks of November and early December. It’s 

easier on the budget, and less stressful than 

waiting until the last minute.

Wrapping gifts can take a lot of time. Instead of 

wrapping all of them, use a gift bag with a nice 

bow tied at the top, or use a decorated gift box.

Consider giving an alternative gift to a friend or 

loved one by giving to a charity in their name. 

One of my favorite charities is Heifer Project 

International. Through living gifts of animals, HPI 

is helping families worldwide to become self-

reliant. You can buy an animal that can change 

the life of a hungry family and at the same time 

honor family and friends. Visit HPI’s “gift catalog” 

at https://www.heifer.org/gift-catalog/index.html.

SPREAD THE HOLIDAY CHEER 
WITH THOSE IN NEED 
Volunteer to serve a holiday meal to the 

homeless, work in a soup kitchen, or work at a 

food bank.

8
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Adopt a family for the holidays and provide them 

with gifts or holiday foods. Many churches and 

non-profit organizations can match you with a 

needy family.

Look for a Giving Tree in your local retail stores. 

The tree is filled with cards that list a specific gift 

desired by someone in need. You select a card 

off the tree, purchase the suggested gift listed 

on the card, and return the gift to the tree with 

the card attached. The store wraps the gift and 

delivers it to the intended recipient.

The end of the tax year is a great time to review 

your budget and consider a year-end gift to your 

favorite charities. This can represent a significant 

tax deduction if you itemize, while doing great 

things locally and globally.

USE YOUR CALENDAR 
Now that you’re clear about your intentions, 

calendar them in. Writing them down for follow-

up on a specific date will help you to remember 

to do it and will keep things from falling to the 

last minute. Here is a list of activities you can 

pencil in on your calendar: 

• Schedule family meeting to discuss plans and 

intentions for the holiday season

• Make airline, hotel, and rental car arrangements 

(if traveling out of town for the holidays) -- ASAP!

• Holiday decorating (indoor, outdoor, office, etc.)

• Finalize holiday entertainment plan and guest list

• Mail invitations or call to invite others to events 

you have planned

• Meal planning and preparation (can some 

cooking be done ahead of time and frozen?)

• Prepare gift list

• Holiday gift making/holiday baking

• Gift selection & purchase

• Gift wrapping

• Prepare mailing list or database for holiday 

cards/letters/e-mails

• Prepare holiday cards, letters, e-mails, Website

• Mail cards, letters, packages

• Gather information about volunteer opportunities 

and calendar in activities you choose to do

• Finalize charitable giving plan 

Happy holiday organizing!  

Kathy Paauw, President of Paauwerfully 

Organized, specializes in helping busy 

executives, professionals, 

and entrepreneurs declutter their 

schedules, spaces and minds. 

She is a certified business/personal 

coach and professional organizer. 

Contact her by visiting her website 

at http://www.orgcoach.net and learn 

how you can Find ANYTHING in 5 Seconds 

- Guaranteed!

LIFESTYLE
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Receive a free American Standard Cadet toilet with full installation of a Liberation Walk-In Bath, Liberation Shower, or Deluxe Shower. O� er valid only while supplies last. Limit 
one per household. Must be   rst time purchaser. See www.AmericanStandardBathtubs.com for other restrictions and for licensing, warranty, and company information. 
*Subject to 3rd party credit approval. Minimum monthly payments required. CSLB B982796; Su� olk NY:55431H; NYC:HIC#2022748-DCA. Safety Tubs Co. LLC does not sell 
in Nassau NY, Westchester NY, Putnam NY, Rockland NY.

$1,500 in Savings INCLUDES a 
FREE American Standard Toilet

Finance Options Available!
Low Monthly Payments!*

Includes FREE American Standard Right Height Toilet

Limited Time O� er! Call Today!

855-283-4849 FREE  IN-HOME
EVALUATION!

Be Safe & Independent!

Walk-in Bathtubs by

140 Years of Experience

$1,500 SAVINGS18 MONTH NO INTEREST FINANCING*

Trusted Professional 
Installation with 

Best Lifetime 
Warranty!

®

A+ RATED

 Experience You Can Trust!
 Only American Standard has 140 years 

of experience  and o� ers the Liberation 
Walk-In Bathtub.

 Superior Design!
 Ultra low easy entry and exit design, 

wide door, built-in safety bar with 
textured  oor provide a safer bathing 
experience.
Patented Quick Drain®!
The only 2 minute, patented 
Quick Drain fast water removal system.
Lifetime Warranty!
The ONLY Lifetime Warranty on the bath
AND installation, INCLUDING labor
backed by American Standard.
44 Hydrotherapy Jets!
More jets than any other tub we’ve seen.

1

3

2

4

5

Five reasons why American 
Standard walk-in bathtubs
are the best choice for you.
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T
he average weight gain for Americans between Thanksgiving and New Years Day 

is between 7 to 10 pounds. With the increase in holiday parties and abundance 

of holiday treats coupled with the reduction of natural sunlight, it may seem 

hard to keep a physically active lifestyle and continue to eat healthy. People also 

approach the extra parties in a way that actually harms them more than helping them. 

In this article I will discuss the typical choices that people make that hinder their weight 

control efforts. Then I will illuminate ways for you to approach the holiday season in a 

manner that will help keep the weight gain off as well as even help you lose some extra 

body fat. With these tips, you will have momentum going into the New Year that will kick 

start your year on a good step.

How to Avoid 
the Traditional 
Holiday Weight Gain

By Robert Crenshaw 

LIFESTYLE
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With the approach of the holiday season, a few 

things happen. First, the time of natural daylight 

is reduced daily. Second, people tend to host 

more parties, bring in more food to the office 

and increase their consumption of sweets. Third, 

schedules seem to fill up more than any other 

time of year. The combination of these three 

occurrences reduces most people’s activity 

levels, increases their caloric consumption and 

increases their stress levels. When this happens, 

the body turns into a fat storing machine instead 

of a fat burning machine.

People are well aware of the traditional gain 

during the holidays. This is no secret to anyone. 

Just listen to any conversation around the 

holidays and at some point this topic will come 

up. Even though everyone seems to know that 

this happens, they still make choices that lend 

to the fat gain. First, people don’t get out in the 

sunlight as much. Yes, it is colder and most 

people are at work when the sun is out and 

that makes it harder. Although daylight does not 

directly correlate to weight loss or gain, it has 

other benefits that help improve health and mood 

that in turn help you feel better. The increase 

in Vitamin D is a major one. What the reduced 

amount of sunlight does affect is people’s activity 

levels. When there is more sun, people tend 

to get outside and do more. When it gets dark 

before people return from work, they tend to stay 

inside without physical activity. On top of that, 

the clouds just seem to hang around making the 

days grey. We use the sunlight to help produce 

serotonin and with the shorter days and more 

cloud cover we have less ability to produce 

serotonin. Our body uses serotonin to help 

keep our moods up. According to Wikipedia, 

the function of serotonin in the central nervous 

system is believed to play an important role as 

a neurotransmitter in the regulation of anger, 

aggression, body temperature, mood, sleep, 

and appetite. Eat foods such as mushrooms, 

fruits, and vegetables especially foods such as 

bananas, pineapples, plums, turkey and milk 

that contain tryptophan to increase your level 

of serotonin. Tryptophan is used by your body 

to produce serotonin. This will help you sleep 

better giving you more energy during the day 

and allowing your body to recover and process 

the food from the previous day which in turn will 

decrease the amount of fat your body stores.

Second, there is an increase in parties with more 

food, more food brought into the office and an 

increase in sweets. Even those that have great 

eating habits during the year are tempted by 

the onslaught of food and end up consuming 

more calories than normal. Everyone, again, 

knows this and they try to make choices to 

reduce their caloric intake. Except their choices 

lead to other problems. They will skip eating 

throughout the day so that they can overeat at 

the party. Their metabolism slows down during 

the starvation part of the day causing the body to 

store whatever it can as fat while breaking down 

muscle tissue to provide energy for the body to 

function. Then, when the body is in this state of 

LIFESTYLE
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storing, they eat a lot of food in one sitting. On 

days that there isn’t a party, there are sweets set 

out all day long tempting people to eat them. 

These treats are usually high in carbohydrates 

and sugars causing high levels of insulin to be 

produced by the body. Insulin holds the keys to 

unlock the doors to the fat storage closets.

Third, because of all the parties, travelling to 

see family, school concerts, final exams, or year 

end projects, the schedule gets overwhelmed 

making it harder to fit in time for physical 

activities as well as eating correctly. This 

increases stress levels, reduces sleep times, 

and again, takes away time for working out. 

Again, this lends to more fat production and 

less lean body mass. Add in the extra calories 

that most people take in and you get the magic 

potion for weight gain.

What can you do about it?

Below is a list of habits people do during the 

holiday season that lend to unwanted weight 

gain and ways to avoid these choices. Following 

these simple suggestions will allow you to enjoy 

the holidays with friends and family without the 

guilt and without the weight gain.

False Habit 1. I will skip breakfast and lunch so I 

can eat a lot at dinner/party and still be under 

my calorie limit.

Suggestion - Skipping meals is not a good 

choice. This lowers your metabolism and 

causes your body to go into starvation mode. 

The body needs energy so in starvation mode 

the body will store what it can as fat and 

then break down muscle for energy. This also 

causes you to be extra hungry when you do 

get to the dinner/party so you tend to load up 

on the sweets and carbs the body is craving 

first. This onslaught of carbs causes a huge 

spike in insulin opening the fat storage cells. 

Also, because you have starved yourself most 

of the day, you are more likely to overeat. Eat 

breakfast, lunch and a few snacks to keep your 

hormone levels even throughout the day and 

you will be less hungry for dinner.

False Habit 2. I need to get back for seconds 

before anyone else does to get more of the 

good stuff.

Suggestion - Although this may be true and if 

you don’t get right back up, you may miss out 

on the extra helping of marshmallow yams. 

Even though you may not feel full at the time, 

you probably have eaten enough for your body 

to digest and use. Since most of the dishes 

made for the holidays are mostly carbohydrates, 

the body response system to being full isn’t 

shut off as soon. The body will send a signal 

to the brain saying it is no longer hungry when 

you eat proteins sooner than when you eat 

carbohydrates. If you wait until everyone else 

gets seconds, two things will happen. First, 

usually most of the sweets and carb laden 

foods will be gone and the protein rich turkey 

LIFESTYLE
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will be left allowing you to keep your insulin 

levels down. Second, the body will have time to 

send the “full” signal to the brain and you may 

not even feel like getting seconds. Then you can 

enjoy the great pumpkin pie with less guilt.

False Habit 3. I will eat a huge meal and then 

take a nap and sleep it off.

Suggestion - Ah yes! The wonderful nap after 

eating the nap-inducing turkey... How can 

you not take part of this tradition! With all the 

running around in preparation for the dinner, 

the rest time after is usually a welcome event. 

As I stated earlier, most holiday meals are 

predominately carbohydrates. It would be better 

to go for a walk or keep moving around right 

after eating to use as much as that energy as 

you can. Then, take your long awaited nap. 

Granted, the weather may not be the best 

for walking outdoors, but there are numerous 

options you can do to be active after the meal. 

Cleaning up can be everyone’s job and you can 

get in a lot of walking by taking one thing at a 

time to the kitchen. There are plenty of 24 hour 

fitness facilities (Like Snap Fitness) that allow 

you access at anytime and you can take a quick 

stroll on one of the treadmills.

False Habit 4. I have to eat this, my aunt/

grandma/brother made it.

LIFESTYLE
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Suggestion - Just because a loved one made 

something doesn’t mean that you have to eat 

it. There is an episode of NBC’s Friends where 

Rachel is in charge of the dessert. She makes an 

English Truffle but didn’t realize the pages were 

stuck together so ended up making half a truffle 

and half Sheppard’s pie. Her friends knew that 

she had made the mistake but instead of telling 

her that they didn’t want to eat the combination 

of meat and banana crème, they lied to her 

as they each hid their desserts around the 

apartment so they wouldn’t hurt her feelings.

One of my clients knows that going to her in-

laws means nothing but sweets and fat laden 

food so she is making her own dishes to pass. 

And to get over the awkwardness of bringing 

more food, she is going to tell them that she just 

had to try this new recipe and figured it would 

be nice to bring some for everyone.

So, does this mean that you should avoid 

parties? No! But planning ahead will help you 

keep your metabolism up as well as give you the 

freedom to have that piece of pie your aunt made 

just for you. Start planning the week before. Plan 

your meals out for the week to make sure you 

are getting the right amount of calories, protein, 

carbohydrates, and fats in your diet. Then on 

the day of the big feast, stick to your normal 

diet (which should include breakfast, a healthy 

LIFESTYLE
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snack, lunch, and another snack just before the 

party) and then use the meal at the party as your 

“cheat” meal for the week. After the first plate, 

give yourself 20 minutes before heading back for 

more. This way, the signal your stomach has sent 

to your brain saying it is full will actually get there 

before you try stuffing in more food. Also, plan a 

rigorous exercise sometime during the day. Get 

out and play in that family football game or go 

for a brisk walk. It has been shown that weight 

training will keep your metabolism revving for 

longer period of time after the workout than just 

cardio exercising. So if you can get to the gym, 

then by all means plan when you will go 

and then go.

If you are so busy throughout the whole week 

that you are unable to plan time during at least 

3 days a week to exercise, there are plenty of 

things to do during your daily life that won’t 

add extra amount of time and will increase the 

amount of calories you burn throughout the 

day. Anytime you can increase the amount you 

move, you increase the amount of calories you 

are burning. Instead of sitting in your car in the 

drive through at the bank, pharmacy, or (I don’t 

even want to say it...) fast food restaurant park 

your car, get out and walk into the building. 

Not only will you get the added benefit from 

walking, you also get a lift from the face to face 

contact. And when you do park your car, don’t 

sit and wait for the closest space to open up. 

Park in the first one you see, or the farthest 

one there is to also increase the amount you 

walk. At the office, you can stand while on the 

phone to burn more calories than just sitting. 

On your bathroom breaks, take the stairs to 

the ones on the floor above or below you. At 

home, you can exaggerate the movements 

when cleaning to increase the caloric burn. 

If you have younger children, use them as 

weights as you do squats and shoulder 

presses or chest presses if you are lying down. 

The increased physical contact will help build 

your bond as well as burn more calories.

Even though you get a vacation day from work 

on the holidays, try to keep on schedule with 

your nutrition and exercise programs. Eat early, 

eat often, keep proteins and carbohydrates 

even as possible and move. As one of my 

former clients stated; “Put down the food and 

get off the couch.” If you can get through the 

holidays and maintain your weight and muscle 

mass, consider yourself ahead of the game. 

With my simple tips listed above, you should 

have no problem doing just that and may even 

shed a few pounds of fat. Make it a great 

holiday season!  

Rob Crenshaw is The Fitness Buff. He 

works hard on himself so he can help 

as many people as he can improve their 

fitness and wellbeing.

LIFESTYLE
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7 Types 
of Bad Bosses, 
and How to 
Deal With Them

By Stephanie Naznitsky, OfficeTeam

17 NOVEMBER - DDEECCEEMMBBEERR 22001188

H
aving a poor supervisor is such a 

universal human experience that it’s a 

common setup for jokes in TV shows 

and movies. Sure, it’s funny on screen, 

but dealing with an incompetent leader in real life is 

no laughing matter. 

WORKSMART
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Your boss can mean the difference between 

loving your administrative job and dreading 

Monday mornings. The good news: Of the 

workers polled for a recent OfficeTeam survey 

(http://rh-us.mediaroom.com/2018-10-11-

Survey-Reveals-Cities-Where-Workers-Are-Most-

And-Least-Happy-With-Bosses), 80 percent say 

they’re happy with their boss. But if you dislike 

your manager, you’re certainly not alone.

Here’s a look at the seven types of less-than-

stellar leaders, and how to deal with them. 

 

1. The micromanager. This boss has refined their 

hovering skills and loves to put them into action. 

They nitpick constantly and question workers 

about the smallest things. They have little faith 

in their staff’s decision-making skills and give 

people practically no breathing room to work 

independently. 

 

The best way to deal with a micromanager is 

to stay one step ahead. Figure out what they’re 

most worried about and have an answer at the 

ready before they demand an explanation or 

progress report. These types of bosses usually 

have issues trusting others, so being proactive 

can help ease their anxiety. Once they see 

they have no reason to worry, they should 

(hopefully) back off.

 

2. The favorite-picker. You’re on an enormous 

project with five other hard-working admins, 

yet only one person gets all the praise, plum 

WORKSMART
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assignments and preferential treatment, such as 

long lunches. The favorite-picker doesn’t play 

fair and is sorely lacking in emotional intelligence 

if they can’t see how their actions demoralize 

the rest of the team.

 

You could seek clarification on perceived 

discrepancies. Is the lunch break always 30 

minutes, or is there some flexibility? You could 

also ask your boss how you could improve your 

work performance and bring to their attention 

all the positive feedback you’ve received from 

colleagues and other managers. But in the end, 

you may simply have to be satisfied with the 

knowledge that you’re doing your best work, 

and not seek validation from your boss.

3. The MIA manager. The missing-in-action boss is 

too busy for you — or that’s how it feels when 

they don’t respond to your queries and don’t 

give feedback until it’s too late to do anything 

about it. Notoriously difficult to track, this elusive 

specimen comes to the office at odd hours and 

is known for ignoring your messages. Work 

autonomy is great, but it’d be nice to have some 

guidance once in a while.

To get through to a mostly nonexistent 

boss, consider alternate forms of workplace 

communication. Perhaps they hate phone 

messages and would much rather answer a 

quick query by text or in person. But if you’ve 

tried everything and their unresponsiveness is 

slowing down a project’s progress, you should 

contact their supervisor for advice and direction.

4. The tyrant. Some leaders run their divisions 

as mini dictatorships. A bully with a short 

temper, the tyrannical boss is known for their 

unpredictability and fits of rage. Employees 

cower in fear, never knowing if they’ll be praised 

for loyalty or yelled at for perceived slights. It’s 

little wonder that workers walk on eggshells and 

the turnover rate is sky high.

Bullying in the workplace is unacceptable. 

Document all instances of hostile or unethical 

behavior, and report abuses to the HR manager. 

You can hope the tyrannical boss will reform (or 

be reassigned or otherwise removed), but in the 

meantime, update your resume and prepare to 

look for another job.

WORKSMART
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5. The laid-back leader. Typically spotted kicking 

back in a comfy chair or chatting about last 

weekend’s parties, the lax leader isn’t much of 

a boss at all. Trying to be cool and popular, this 

manager leaves unpleasant tasks and decisions 

to others. This means you’re often left to come 

up with answers and tell others what should 

be done, which doesn’t make you the office 

favorite at all.

This type of boss just wants to be liked, so it 

would be beneficial if you appealed to that side of 

their nature. Tell them the team loves the culture 

of camaraderie and fun, but it’d be even better 

if they’d set clear boundaries and give more 

direction so the office would run more smoothly. 

That may be just the wake-up call they need.

6. The crummy communicator. You’re a mind 

reader, right? You should have known that 

“I’m really busy today” meant “move today’s 

4 p.m. appointment to next Tuesday.” As an 

executive assistant, you know it can be incredibly 

frustrating to work for a terrible communicator. 

Every time something gets lost in translation, you 

lose time — and a bit more of your patience.

 

To deal with this type of boss, you must, well, 

communicate. Without making accusations or 

assigning blame, let them know you’re having 

a hard time knowing what they want. Ask them 

to be more specific in their instructions. But the 

onus is also on you to speak up when you need 

clarification. The next time they tell you they’re 

Stephanie Naznitsky is executive director of OfficeTeam, 

the nation’s leading staffing service specializing 

in the temporary placement of highly skilled 

administrative and office support professionals. 

OfficeTeam has 300 locations worldwide 

and offers online job search services at roberthalf.com/

officeteam. Connect with us on Facebook, LinkedIn, 

Twitter and our blog.

too busy, give them some options for what to 

do about that day’s schedule. 

7. The Michael Scott. Anyone who’s ever watched 

The Office knows this type of boss defies 

classification. Part cringeworthy office clown, 

part politically incorrect oddball, with several 

dashes of incompetence heaped on top, the 

Michael Scotts of the world find countless 

ways to irritate their subordinates. Yet they are 

occasionally self-aware and even quite likable. 

Life isn’t a sitcom, but you could try to find 

humor in the absurd and enjoy the ride while it 

lasts. You might even come to appreciate the 

finer aspects of your quirky boss.

At the end of the day, working for a bad boss is 

like being in any type of challenging relationship. 

Understand their worries, figure out what makes 

them tick and meet them where they are. And 

if you find yourself stressed over the situation, 

give yourself permission to seek a new boss. 

WORKSMART
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Fixing Personal 
Branding Errors

By Michael Cohn 

21 NOVEMBER - DDEECCEEMMBBEERR 22001188

W
hen it comes to personal branding, there really is no right or wrong answer. 

So much of it is subjective. However, that doesn’t mean that you are 

incapable of making mistakes or of wishing that you could have done 

something better/differently. If you had the chance to do it over again, of 

course, you would probably do those things differently. Well, even if you did make mistakes, 

all hope is not lost. You can still fix what needs to be fixed and move on from there. 

TRAINING
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MAKE FIXES IN A SENSIBLE MANNER 

When it comes to fixing the errors that you 

made in your personal branding, you will want to 

approach it sensibly and methodically. There are 

several aspects of your personal brand that you 

will want to examine and, hopefully, you will be 

able to identify whatever needs to be corrected.

You want to make sure that your reputation 

is intact: If you aren’t sure what other people 

are going to find when they search for you 

(personally), you should search for yourself. 

TRAINING
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The top items on the search engine should 

be positive about you. Additionally, those 

items should have value and they should help 

to enhance your reputation and boost your 

credibility. If you see that it is not the case, go 

back to those items and enhance them until 

they show you in a more positive light. 

Entertainment versus marketing value: It is very 

important that you understand the balance 

between good value and the ability to entertain 

with your personal brand. You don’t want to 

have more of one than the other. Of course, if 

you don’t have enough on the entertainment 

side, other people may not remain interested. 

On the other hand, if you don’t have enough 

on the value/marketing side, from a business 

perspective, people may be entertained/amused 

but they may walk away feeling that they don’t 

have much to show for it. 

Don’t go overboard: There is definitely value in 

revisiting the content that is connected to your 

personal brand so that it reads better. However, 

overediting is definitely not a good idea in 

general. The last thing that you want to do is to 

edit so much that you lose yourself and what 

you stand for in the process. It is important to 

show your vulnerable/human side but, at the 

same time, to demonstrate how valuable you 

are professionally and how your expertise can 

help other people. 

Marry your personal and professional brands: 

The truth is that there is a strong connection 

between your personal and professional 

brands. They are two parts of you and 

those parts should have at least a discreet 

connection for other people to embrace. If 

you are communicating messages from both 

brands, they should be synchronized. You 

really can’t separate the two anyway. 

The best that you can do is to make sure that 

they exist in harmony. 

Make sure that your social media profiles are 

current: The profiles are extremely important 

to your personal brand. They must be kept 

current. That means that you update your

 status periodically (at reasonable intervals), 

change your photo if it isn’t appropriate 

or is not relatively new, etc. You will want 

to work on all of your social media profiles. 

People will definitely notice if you don’t 

keep them current. 

Make sure that your photo is appropriate: First 

of all, make sure that you have a photo which 

people can identify with your personal brand. 

Second, it should be an appropriate photo. 

That means that it should be a professional 

headshot. It shouldn’t be you with your cat, 

your logo instead of your face, you drinking in 

a bar or at a party, etc. After all, even though 

you are working on your personal brand, you 

want people to remember you in the right way 

because there will definitely be crossover to 

your professional brand and persona. 

TRAINING
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By Dr Maree Harris Ph.D.
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Make sure that your bio is what it should be: 

Your bio should be substantial enough so that 

other people are able to get a sense of who you 

are and what you believe in. On the other hand, 

you don’t want to go on and on to the point 

where the other person has no patience to keep 

reading. However, you should definitely highlight 

your accomplishments because not only are you 

proud of them but they add value to you and 

other people will have the understanding that 

you are someone with whom they should form 

a relationship and interact. 

Always be yourself: Authenticity is an essential 

part of your personal brand. If you are not 

authentic, people will know it and they will not 

want to connect with you. You certainly don’t 

want that to happen. The reality is that you will 

not be able to have a successful relationship 

with everyone but you want your relationships 

with those people who want to be connected to 

you to be solid and enduring. 

CONCLUSION 
All of the elements listed above are important 

for your personal brand. Getting your personal 

brand in the shape that you want it to be will 

take time and work but it will be well worth 

it for you. You should keep in mind that your 

personal brand will take you very far in business. 

It is really important for you to understand your 

target audience and to do your best to give 

them what they want and need. If you give them 

your best, you will get it back in full. 

Michael Cohn is the founder and Chief 

Technology Officer (CTO) of CompuKol 

Communications. He has over 25 years of 

experience in IT and web technologies. Mr. 

Cohn spent a significant amount of time 

at a major telecommunications company, 

where his main focus was on initiating and 

leading synergy efforts across all business 

units by dramatically improving efficiency, 

online collaboration, and the company’s 

Intranet capabilities, which accelerated 

gains in business productivity. He also 

reduced company travel and travel costs 

by introducing and implementing various 

collaboration technologies.

His expertise includes business analysis; 

project management; management of 

global cross-matrix teams; systems 

engineering and analysis, architecture, 

prototyping and integration; technology 

evaluation and assessment; systems 

development; performance evaluation; and 

management of off-shore development.

Mr. Cohn earned a Master’s degree 

in project management from George 

Washington University in Washington, 

DC; and a Master’s degree in computer 

science and a Bachelor of Science degree 

in electrical engineering from Fairleigh 

Dickinson University in Teaneck, NJ.

Mr. Cohn is a member of the Institute of 

Electrical and Electronics Engineers (IEEE).



25 DECEMBER 2018 25 NOVEMBER 2018

Live Your
Best Life 
- 5 Strategies 
to Make and Keep 
Your New Year’s 
Resolutions

By Cassandra R. Lee 

I
t is our tradition to make resolutions 

at the start of the new year. When the 

count down ends and January 1st 

begins, we start proclaiming the things 

we will do in the new year that will make 

us better, wealthier, stronger, healthier, 

smarter, kinder, and wise. 
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We tell ourselves such resolutions as, “This year, 

I will lose weight.” “I will find a new job this year.” 

“It is my goal to go back to school this year.” 

“My New Year’s resolution is to stop smoking.” 

“2019 is the year I will save $300 a month.”

Our resolutions - which are personal to us - run 

the gamut of wants and desires from saving 

money, to losing weight, to changing careers, 

and even to finding love.

The interesting thing about resolutions is that 

once we make them, most of us don’t keep 

them. Studies have shown that less than 20% 

of people polled in resolution studies actually 

achieve their desired resolutions.

Why is it that we don’t have the follow-through 

to keep our resolutions? What can we do to 

keep the promises we make to ourselves in the 

new year? How can we position ourselves to 

achieve our resolutions?

Since Oprah has dedicated the first week of this 

month to teaching millions how to live their best 

life in the areas of health, finances, and spiritual 

growth, I have decided to dedicate my first article 

of the new year to teaching millions how to live 

their best life when it comes to making and 

keeping New Year’s resolutions.

Below you will find strategies that I have found 

helpful with assisting me with making and keeping 

my New Year’s resolutions. Each strategy will help 

you to position yourself to actually achieve the 

resolutions you’ve set for 2019.

CHANGE YOUR PERSPECTIVE 
First, I suggest that you change your 

perspective on New Year’s resolutions. If you 

change your perspective on what a New Year’s 

resolution really is - you will then begin to keep 

your resolutions more consistently. I recommend 

that you look at resolutions as a goal.

By definition, a New Year’s resolution is “a 

commitment that an individual makes to a 

project or the reforming of a habit, often a 

lifestyle change that is generally interpreted as 

advantageous.” For some of you, although you 

know the lifestyle change you have committed 

to make over the next 365 days will be 

advantageous to your lives, again, most of you 

will fail to stay committed and follow-through on 

the resolution until the end of the year. Don’t feel 

bad, I’ve been there and done that, too.

I think about my New Year’s resolution for 2018, 

for instance. I had ended 2017 by making the 

New Year’s resolution to put my thoughts into 

words and share them with others at least 

twice a month during 2008. I had a monthly 

newsletter that I had created in 2017 and I 

wanted to stay committed to writing an article 

and posting it to my Website no later than the 

5th of every month.

I also had a blog that I had started but was not 

really utilizing. I made the New Year’s resolution 

LIFESTYLE
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to put my thoughts into words at least once a 

week and to share them with others using the 

blog as a way to become savvy with using a new 

form of technology and to improve my habit of 

writing on a more frequent basis.

Did I actually do any of this in 2018? NO! 

As a matter of fact, when January 5, 2018 

came and went, I still had not put the finishing 

touches on my monthly article. With this 

realization, I panicked because I believed 

that I was breaking my New Year’s resolution. 

“What is wrong with me?”, I kept asking myself 

for weeks, as if this question was going to 

jump start me into action and help me get my 

articles written and posted onto my Website, 

blog, or even EzineArticles.com.

January quickly turned into March, which then 

turned into July, and from there it became 

October, and the next thing I knew, it was a 

completely New Year again and I still had not 

posted any articles anywhere.

However, something interesting happened to 

me as the months moved along. I began to let 

go of the guilt of not succeeding at my New 

Year’s resolution. I also began to appreciate the 

strides I made toward completing simple steps 

associated with my resolution. Even though I 

had missed the chance to fulfill my New Year’s 

resolution of posting my articles, I did commit to 

the action of writing my thoughts on the page. 

In reality, I had failed to follow-through on the 

New Year’s resolution, but I had succeeded at 

the goal of writing.

Once I changed my perspective to see New 

Year’s resolutions as nothing but a goal, 

I began to operate differently - mentally, 

emotionally, and physically. I revised my 

resolution for 2008 into a goal where I told 

myself that my goal was to write my thoughts 

on the page whenever a thought worth writing 

entered into my mind. This goal became easier 

to keep. There was less stress on me 

to accomplish it. Amazingly, over time, 

I made progress.

SET A PLAN 
Second, I suggest that you set a plan for 

achieving the goal in order to make and keep 

your resolutions.

A plan is nothing more than a set of actual steps 

(tasks) you complete toward the achievement of 

your goal.

Think about what your goal (resolution) is and 

then consider the action steps you will need 

to complete in order to make progress toward 

achieving it.

For my revised resolution (goal), my plan 

became to write whenever thoughts worth 

writing entered into my mind. That was simple 

enough for me to follow-through on because 

I found that the thoughts prompted me to act.

LIFESTYLE
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OBTAIN THE RIGHT RESOURCES 
Third, I suggest that you obtain the right 

resources that will allow you to follow-through 

and achieve your goals.

Take into consideration what you have 

determined as the goal you will achieve in the 

New Year and what resources you will need in 

order to achieve that goal. Is it new workout 

equipment? Will you need a financial planner? 

Do you know the type of job site you must 

join? What type of bank account will you need? 

Which school will offer you the classes you 

need for the degree/certification you desire?

Create a list of the resources you currently 

possess that will help you to achieve your goal. 

Put a check mark next to the ones you definitely 

have and highlight the ones that you don’t. Seek 

out and obtain the resources that you don’t 

have so that you will have what you need to 

achieve your goal.

For my revised resolution, all I needed was 

a pen and paper. Therefore, I purchased two ink 

pens with four colors to help spark my creativity. 

I obtained a small pocket size notebook for 

my purse, a large notebook for my traveling 

suitcase, a simple desktop writing pad for my 

computer stand, and a journal for my bedside. 

These resources allowed me to write down the 

thoughts that entered my mind that I felt were 

worth writing.

READJUST TO SETBACKS 
Fourth, I suggest that you quickly readjust 

your thinking after you encounter a setback 

when attempting to follow-through and achieve 

your resolutions (goals).

There is an adage that says, “What you think 

about you bring about.” Therefore, when 

you think negative thoughts about your poor 

progress in achieving your resolutions, 

you will have exactly that, poor progress.

I found that stressing over missing my 

deadline of January 5, 2018 to post my 

articles on my Website actually debilitated me 

into not taking action at all. I played the “woe 

is me” role for so many weeks that by the time 

I was ready to take action, a half of year was 

already gone.

Once I changed my thought patterns regarding 

the resolution, I began to see some progress. 

I readjusted first by changing my perspective 

of the resolution into a goal. Then I made a 

decision about how the goal should be carried 

out. Within a matter of weeks, I was actually 

making progress and achieving my goal.

Ensuring your success with achieving your 

goal will require you to quickly readjust to 

any setbacks. Don’t do as I did and allow 

a lot of time to pass. As soon as you realize 

that you’ve hit a setback, readjust and keep 

moving forward.

LIFESTYLE
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REWARD YOUR PROGRESS 
Finally, in order to ensure that you can make 

and keep your resolutions, I suggest that you 

reward your progress.

Treat yourself to something that is personal 

to you. A new outfit, a brand new game for your 

PS2, a set of golf clubs, a candlelit bubble bath, 

some new jewelry, dinner out with family 

or friends, a night out on the town to see 

a movie of interest, a quiet evening at home, 

or even a gift card to your favorite store.

Whatever you give yourself, make sure that you 

provide it to yourself after you have readjusted 

to any setbacks you encountered. Also, give 

yourself a reward after you’ve reached certain 

milestones in your progress. No matter the 

reward you give yourself, it will serve as a 

motivator to help you make progress toward 

your goal, as well as, serve as a reminder of 

your success when you achieve your goal.

In November of last year, I treated myself to 

a big bag of the Garrett Mix - CaramelCrisp® 

& CheeseCorn™ popcorn as my reward for 

achieving my goal of writing. Garrett popcorn 

is my personal reward that I get whenever I’ve 

accomplished a major milestone in my life. 

Not only was I proud of myself for getting back 

on track and making progress toward my goal, 

but I was also proud of myself for realizing how 

to overcome the problem of not keeping my 

New Year’s resolution.

What you will find, as I have discovered, is that 

the five strategies for making and keeping your 

New Year’s resolutions rests upon you changing 

your perspective and seeing your resolutions 

as goals; setting a plan to achieve your goals; 

obtaining the right resources; readjusting to 

setbacks; and rewarding your progress.

When you follow these five suggested strategies 

for making and keeping your New Year’s 

resolutions, you will find that you will live your 

best life by demonstrating more commitment 

and follow-through to keep your resolutions. 

Furthermore, you will position yourself to keep 

all of the promises you make to yourself for the 

things you want to achieve and accomplish in the 

new year. 

LIFESTYLE

Cassandra “D.I.V.A. of Dialog” Lee has a mission 

for educating and empowering audiences toward 

personal growth and career success. As a self-

development expert, professional speaker, corporate 

trainer, author, and life coach, she uses “Divine 

Inspiration Vocally Applied” to provide strategies and 

solutions for helping her audiences via her live seminars, 

workshops, keynote speeches, training sessions, and 

one-on-one coaching sessions. 

To receive personal empowerment tidbits FREE each 

month, sign-up for her newsletter, Dialog Digest at 

www.divaofdialog.com/newsletter.aspx.


	AdminAdvantage_December_2018_1
	AdminAdvantage_December_2018_2
	AdminAdvantage_December_2018_3
	AdminAdvantage_December_2018_4
	AdminAdvantage_December_2018_5
	AdminAdvantage_December_2018_6
	AdminAdvantage_December_2018_7
	AdminAdvantage_December_2018_8
	AdminAdvantage_December_2018_9
	AdminAdvantage_December_2018_10
	AdminAdvantage_December_2018_11
	AdminAdvantage_December_2018_12
	AdminAdvantage_December_2018_13
	AdminAdvantage_December_2018_14
	AdminAdvantage_December_2018_15
	AdminAdvantage_December_2018_16
	AdminAdvantage_December_2018_17
	AdminAdvantage_December_2018_18
	AdminAdvantage_December_2018_19
	AdminAdvantage_December_2018_20
	AdminAdvantage_December_2018_21
	AdminAdvantage_December_2018_22
	AdminAdvantage_December_2018_23
	AdminAdvantage_December_2018_24
	AdminAdvantage_December_2018_25
	AdminAdvantage_December_2018_26
	AdminAdvantage_December_2018_27
	AdminAdvantage_December_2018_28
	AdminAdvantage_December_2018_29
	AdminAdvantage_December_2018_30



