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Oh, the sins I’ve committed, the misery I’ve 

perpetrated, the havoc I’ve wreaked, during 

my long and illustrious career as a professional 

business writer and communicator. 

My tormentor? The dreaded email 

correspondence. I’ve made every mistake in 

the book, especially in the early days of my 

career when I was eager (okay---desperate) to 

“
How could we have 

learned a better way of 

doing things, if we had 

never made mistakes?” 

• Lailah Gifty Akita. 

LIFESTYLE

How Not to 
Look Stoopid 
When You Write 
Business Stuff
By Dana Dobson
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make a name for myself. Email was new. It was 

wonderfully convenient. It meant never having 

to walk to the next cubicle again. It’s as if I’d 

discovered a new way to destroy myself.

Your readers are the best teachers, albeit the 

cruelest. There are times I would have preferred 

to have been smacked in the head with a two-

by-four rather than have endured the ridicule or 

harsh criticism of an offended reader, or worse 

yet, my boss. Even worse, his/her boss; triple 

worse: the bread-and-butter client.

Despite the occasional tragic mistake, however, 

my communications skills have improved 

significantly, and at this stage of my career, 

I commit myself to sharing my numerous 

humiliations with you so that I can help you 

avoid some of the horrors of my hard knock 

education. True wisdom is learning from other 

people’s mistakes.

1. Don’t write an email if you’re emotional.
Someone’s actions or email has infuriated or 

embarrassed you. It’s time to hit them back 

with a scathing email while your anger is fresh 

and you’re at your brilliant best, right? NO! 

No matter how much steam is blowing out of 

your ears, step away from the keyboard before 

someone gets hurt---you. Instead, breathe. Take 

a walk. Vent to a friend or two. Sleep on it. If you 

must communicate or confront, do it in person 

or over the phone, when you’ve remembered 

it’s best not to vent your emotional un-

intelligent-ness in writing. Moral of the story: 

Always take the high road.

2. Don’t use humor in your email if you don’t 
know your recipient well.
I crack myself up. I really do. I am a “creative” 

type who loves to laugh and have fun, especially 

in the workplace. These days, I am able to be 

“appropriately professional” in most situations, 

but when I was younger, I could barely contain 

myself. In the years since, I’ve taken many 

personality assessments, such as Myers-Briggs, 

all of which taught me that there are several 

distinctive types of personalities other than 

mine. Introverted people. “Save the World” 

people. “Nothing makes me laugh” people. I’d 

always wondered why certain people looked 

at me as though I’d just beamed down from 

looney town. It was an epiphany to me to learn 

how to author my communications accordingly. 

Don’t try to be funny in your professional email 

correspondence unless everyone on your 

distribution list (the members of your crazy 

marketing team, for example) have accepted 

lively banter as the order of the day. Otherwise, 

just stick to the facts, ma’am. It’s simply 

sensible. Many see humor as unprofessional in 

the business context.

3. Spellcheck isn’t always write.
The above sentence makes my point.

4. Beware of the, “Who wrote this?” question.
This piece of advice is mostly for those of you 
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who are in subordinate writing positions. One 

time, the meanest boss I’ve ever had blasted 

over the office intercom (in a very belligerent 

tone of voice, as was her style), “Tell me who 

wrote the Biltmore proposal NOW!” Sheepishly, 

I stopped by her office and said, looking at the 

floor, “I did.” She said, “This is the most fantastic 

proposal I’ve ever seen. Give me a hug!” A few 

years later, a male boss waved some paper in my 

face and said, “Who wrote this?” I said proudly, 

“I did,” and waited for his praise. He replied, “I 

meant to ask, who’s the idiot who wrote this?” 

Luckily, I was able to walk him through the copy 

and get him to recognize that what I’d written 

was pretty darned awesome, but it taught me 

a lesson. From now on, when someone asks, 

“Who wrote this,” ask, “Why do you want to 

know?” If the person thinks it stinks, smile. claim 

it was only a draft, and say, “Jeepers, I really 

appreciate your feedback.”

5. Short sentences rule.
I knew an IT manager once who wrote emails 

comprised of hundreds of words in one, 

long, run-on sentence. This was a nice guy, 

and a brilliant technology expert. It was his 

responsibility to explain highly complex new 

developments to the staff: New procedures, 

new technology equipment, new developments 

in fraud protection for our customers, etc. 

Unfortunately, his emails were baffling. No one 

but the most motivated reader understood the 

critical take-aways. I encouraged him to keep 

his sentences short, and use bullet points.

6. Don’t hit “reply all” by mistake.
There is no deodorant or sedative in the world 

strong enough to cure the sweat and panic 

caused by this terrible faux pas. It cannot be 

undone. There’s no lie or excuse sufficient 

enough to remove the stain on your sterling 

reputation. The toothpaste has left the tube. 

Once, a woman in the compliance department 

wrote an email to me, with a copy to my 

assistant, complaining about our failure to 

provide sufficient lead time to approve the 

advertising copy we needed by 12 noon. I wrote 

the following note to my assistant: “Don’t worry-

--she clearly doesn’t understand what we do,” 

and hit “reply to all.” Then, I screamed. Then, I 

tried to recall the message, which doesn’t work, 

by the way. Was I able to save the situation? Not 

really. I apologized to the woman (a very nice 

woman, I might add), but the damage was done. 

Word of my foolish mistake spread through 

8
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the C-Suite like red wine on expensive white 

carpet. Naturally, it’s best not to write anything 

acerbic in an office email. If all your emails are 

professional and reasonable and you mistakenly 

hit the “reply all” button, you’ll never have to fear 

being shunned by the villagers.

7. ALL CAPS MEANS YOU’RE YELLING.
I THOUGHT EVERYONE KNEW THIS BY 
NOW. THEY DON’T. STOP IT!  
YES, I’M YELLING! (There are also many 
folks out there who object to the use of 
exclamation points, too. What’s your opinion?)

8. Be able to defend your grammar choices.
As the newly promoted vice president of 

marketing for a huge regional bank, I was 

assigned the task of explaining the advantages 

of a recent merger in a letter to our customers. 

Each paragraph highlighted one of the 

advantages of the merge. “Most important,” said 

the fourth paragraph, “you’ll enjoy the same, 

friendly service which is our hallmark.” (Or 

something like that.) Marci, a highly influential, 

albeit argumentative, member of the C-Suite, 

stomped into my office and insisted that the 

correct phrase was, “Most importantly.” In a 

workplace populated by grammar sticklers (e.g., 

your CEO was an English major), be sure to 

look up any words or phrases with which you’re 

not 100 percent comfortable. For example, is 

it “I feel bad,” or, “I feel badly?” My family still 

argues over that one. “Between you and me?” 

Or, “Between you and I?” In the Marci situation, 

I was able to flip open my handy dandy grammar 

book and show her the correct usage. Two 

points for me.

9. A phone call or face-to-face conversation 
trumps an email every time.
In this age of electronic communication, people 

are avoiding human interaction in favor of 

email and text messages. A recent YouTube 

video illustrates this growing trend. Have 

you ever emailed a coworker who’s sitting in 

the cubicle next door? Have you ever texted 

a family member who’s in the same house? 

Emails are so easily misinterpreted. I wrote a 

totally innocuous email once to someone once 

who wrote back that she didn’t appreciate my 

“tone.” Emails are cold, and can build a distance 

between people. Don’t assume in an email that 

everyone will derive the same meaning from it. 

When in doubt, pick up the phone.

Are these the only mistakes I’ve made? Of course 

not. I’m sure we could all write books on the 

subject. Please share! I’d enjoy hearing about 

some of your blunders, and what you’ve learned 

as a result.  

Download my free white paper, 
“Overflowing with Leads: 12 Reasons 
Why a Special Report is the Best Tool 
for Growing Your Business.” 

http://www.dana-dobson.com

LIFESTYLE
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D
o you have a boss who...  

Changes priorities often, 

giving you one direction 

then suddenly sending you 

off in a different direction entirely?v 

Use Your 
Influence 
- Nine Tips to 
Combat Tough 
Boss Syndrome
By Alan Vengel

Changes priorities but doesn’t inform you? When 

you finish a project, do you often hear, “Oh, no. 

You shouldn’t have done THAT. That changed.”

Doesn’t give you timely feedback on your work, so 

you don’t even know if you have been successful? 

Doesn’t have the time to show you appreciation 

with a “Thank you” or a “Hey, good job”?

Micromanages every little thing to the nth 

degree? Is a “Big Picture” type, giving you a sense 

of what needs to be done but no real direction?

If any of these sounds familiar - or if you have 

a different, difficult scenario with your boss - 

you are experiencing Tough Boss Syndrome. 

Don’t despair! You can empower yourself to 

get what you want and need.

The key is influence, which is not manipulation, 

but rather the ability to shape someone’s behavior 

positively. You can get the results you want and 

simultaneously build a better relationship with 

your boss when you influence him or her to be 

more communicative with you, shaping behavior 

in a way that improves the relationship.

Most tough boss problems center on 

communication. With better communication, 

you can influence your boss more effectively 

and with less effort. Consider the following 

questions and actions. All of them will not fit 

every boss, so choose those you think would be 

most appropriate for your situation.

WORKSMART
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1. How does my boss like to receive 
information? 
How much information does your boss like to 

have? And what’s the best way to deliver it? Is 

he 

or she detail-oriented or more interested 

in The Big Picture?

Some bosses prefer e-mails; others favor hard 

copies of reports. Still others want face-to-

face daily, weekly, or bi-weekly meetings. The 

easiest way to find out what your boss prefers 

is through straight forward communication, 

asking, “How do you like to receive information? 

When? And how much detail do you like?” 

Or ask peers who already have successful 

relationships with the same boss.

2. How much should I involve my boss?
Some bosses feel they need to be included 

in all decision-making while others are more 

hands-off. Micromanagers, for example, have 

a strong need for control, and while you can’t 

change their personalities or argue away their 

tendencies, you can find ways to influence them 

to tell you exactly what they need to know in 

order to feel comfortable without infringing on 

your need for autonomy.

An influencing conversation with a micromanager 

might sound like this: “These are the projects 

I’m doing and the decisions I am likely to make 

over the next six weeks. I know you’d like to 

know some of my decision-making criteria, so I 

will send you an e-mail every Friday that details 

the decisions I have made and why I’ve made 

them. If I do that, will you allow me to make 

those decisions as I assess the information?”

3. How can I solve my boss’s problems?
Like it or not, your boss’s problems are your 

problems. If you can figure out what keeps  

your boss awake at night and then find ways  

to help solve these problems, you will be  

a better influencer.

Though you can’t force your boss to disclose 

problems, you can offer: “If there’s something 

you want to talk to me about, I’m available for 

that, and I have the skills to help you in those 

areas. If you think so, too, the door is open for 

you to talk to me.”

4. How can I make clear to my boss what I want?
Don’t be shy about asking for what you want. 

When your boss can give it to you - more 

responsibility, coaching, or a corner office - ask 

for it. You may initially have to work up your 

nerve, but you will earn the respect of your 

boss, even a tough one.

In fact, when asked, a majority of bosses say 

that they wish that their employees would just 

come right out and ask for what they want 

instead of being evasive, timid, or passive 

aggressive about their needs and wishes.

5. Do I need more responsibility or less? 
Do you feel like you’d enjoy more responsibility, 

WORKSMART
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in order to have a sense of accomplishment 

and to make your job more interesting? Or are 

you overburdened and stressed out so you’d 

like less responsibility or a different type of 

responsibility? Either way, you’re in an influence 

situation and need to ask for what you want.

Responsibility also means not being a victim; 

responsible people make changes when they find 

themselves in a situation they can change. They 

don’t blame a boss for never talking to them, 

for example, but instead influence him or her to 

talk to them more when they need it. When you 

don’t take responsibility for making a change or 

getting what you need, you end up blaming your 

boss, the organization, or your co-workers. Ask 

yourself, “What can I do about this?”

6. How can I make my boss’s job easier? 
Influence and negotiation are very similar; 

basically, everything’s a trade-off. You can 

make your boss’s job easier by doing something 

you know he or she isn’t very skilled at or 

feels burdened by, such as putting together 

PowerPoint presentations, for example.

Offer to help by doing this for a few hours every 

week, while influencing your boss to relieve you 

of work you don’t want to do. “I’ll be glad to put 

together those PowerPoint slides,” you might 

offer, “and what I need from you is to take some 

of my filing work and give it to someone else.” 

Create a win-win situation when you offer your 

boss a mutually beneficial deal.

7. How can I make my boss look good? 
One of the best ways to improve your 

relationship with your boss is to find ways to 

make your boss look good in the eyes of his or 

her boss and customers. If you can do this, your 

boss will be much more likely to listen to you 

and grant your requests.

For example, if your boss rarely lets others in 

the company know about the great things your 

team is doing, tell him or her that you believe 

that is important. Show that you’re willing to 

take on some PR for the boss and the team by 

offering to talk to other teams for five minutes 

at their staff meetings or to put a little blurb 

in the company newsletter about some of the 

great things that your team is doing.

8. How can I offer my boss feedback? 
As people move up in an organization, the 

amount of feedback they receive lessens. In 

fact, upper managers and CEOs often feel 

as if they work in a void because they rarely 

receive clear, honest assessments of their 

actions.

Notice when your boss’s work is particularly 

strong or beneficial to the organization and 

give positive feedback and encouragement to 

continue. Be prepared to offer constructive 

criticism if asked, but remain aware that 

sometimes bosses need a simple, sincere 

statement of praise for a job well done,  

just like you do.

WORKSMART
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9. What’s the best way I can influence my boss? 
Most communication problems with a tough 

boss result from not understanding. Influencing 

your boss requires a good pair of ears and 

some patience, so really listen to your boss’s 

expectations and challenges. On a regular basis, 

ask your boss what he or she expects from you, 

then summarize back what you’ve heard.

You may feel silly at first, but you will 

experience far fewer misunderstandings and 

missed connections. Your boss will know that 

you have correctly heard what;s been said.

DON’T STOP WITH YOUR BOSS 
Everybody loves to work with somebody who 

listens, who cares, and who understands. Its 

an essential part of being a great influencer. 

Listening in a purposeful, skilled way will give 

you the opportunity to really know what your 

boss is about.

Though these tips are specifically for tough 

bosses, you can easily use them in all of your 

relationships, including those with your 

colleagues, customers, spouses, kids, parents, 

and friends. When you practice your influence 

skills and experience the positive changes, you’ll 

want to use your influence to turn all of your 

relationships from tough to terrific! 

Alan Vengel is a consultant in  management training 
and organizational development and author of The 
Influence Edge - How to Persuade Others to Help You 
Achieve Your Goals.  
 
He offers cutting edge training and skill building 
workshops on influence and negotiation.  
 
http://www.vengelconsulting.com
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W
hen I first wrote about site inspections several years ago, I drew on 

my own personal experience as well as industry best practices. In 

working with clients and venues over the past few years, I have seen 

several important changes in the way things work, so I took this 

opportunity to update the article with fresh ideas and new concepts. 

WORKSMART
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Boondoggle or Boon Redux: 
A Fresh Look at the True Value of a Site Inspection
By Joanne Ireland
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Occasionally I meet with a client who is planning 

a meeting or event, but balks at the notion 

of having me perform a site inspection. The 

rationalization goes like this: “There’s no need for 

you to fly out to City X to do site inspections, is 

there? After all, we more or less know where the 

meeting should take place. A recognized chain or 

major hotel in the middle of the city - there are 

only four or five possibilities, so just pick the best 

one. No need to spend the time or money for you 

to go there in person.”

Poor client - they don’t understand that there 

is probably no better way to spend time and 

money than to do a proper site inspection. In 

fact, it’s my opinion that if a planner doesn’t do 

a live site inspection, they are not doing their 

job in finding the right venue for their client’s 

meeting. In today’s world of the internet most 

of the pertinent information can be obtained 

online for hotels and venues, or by receiving a 

proposal in response to the RFP we distribute. 

Websites are all about the pretty pictures and 

featuring the best side of the property, but 

that’s not always the reality. What you don’t 

get online or through a few phone calls with the 

sales manager is the “real” experience 

of the property.

Naturally, we do our homework to develop a list 

of potential properties and distribute a detailed 

Request for Proposal (RFP). Once we have 

received all proposals we short-list properties 

that met our initial criteria - preferred dates, 

rates, availability of sleeping rooms, meeting 

and meal space, amenities and the like. We 

can also find out, through corresponding with 

the sales manager, cost estimates for initial 

budgets, whether the property is planning any 

renovations during our desired time period, and 

what other groups might be in-house 

at the time.

But only a site inspection can answer the 

deeper questions that relate to the ultimate 

success of the event: the staff, the sleeping 

rooms, the meeting rooms, and overall 

atmosphere and ambiance of the venue. Let’s 

face it - many properties look good on paper 

or online, but the in-person visit tells the real 

story. Even if you have stayed at a property 

in the past, things might have changed - staff 

or ownership changes, more wear and tear 

is showing, renovation projects current or 

planned - nothing stays the same forever. 

WORKSMART
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Most importantly, each client and program has 

specific requirements that must be factored 

in and should be looked at individually with a 

fresh set of eyes - what was good in a venue for 

a program last year might not work for a new 

client’s program in six months.

When I conduct site inspections I follow a 

detailed methodology that includes several 

aspects of the property, to give me a strong 

feeling for the best venue that will satisfy the 

needs of my client and their program. Let’s face 

it - they are spending a lot of money on their 

event and it’s our job as the planner to ensure 

that they get the right venue for the overall 

success of the event.

FIRST IMPRESSIONS 
I observe the outside of the hotel and its 

surrounding neighborhood to see what 

the first impression will be, not only by my 

client but their attendees as well. I check the 

registration area, the lobby and its décor and 

overall cleanliness and condition. Even if you 

have an older property, you can tell if it’s being 

well maintained, updated or refurbished or if 

there is noticeable deferred maintenance. Is 

the lobby furniture and carpet worn, tattered 

or dirty, the elevators scarred, or takeout food 

boxes left around? I’m looking at who’s in the 

lobby and restaurants - I want to see what 

type of clientele the property attracts. I also 

WORKSMART
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watch the hotel staff in all areas we pass to see 

how they interact with guests. I’m impressed 

with properties that have trained all of their 

staff - from housekeepers to engineers making 

repairs in a guestroom - on the power of a 

warm greeting. This lets the guests know their 

business is appreciated and they are welcome.

SALES MANAGER AND STAFF 
It’s important that either I or one of my 

staff have at least one or two, if not several, 

conversations with the sales manager who 

responded to our RFP prior to my site visit. 

But it’s really the on-site meeting that can 

make or break the opportunity to short-list 

a property. During the one-on-one time it’s 

always interesting to see how the relationship 

with your sales manager develops, or in some 

cases under-develops. The amount of time they 

spend with you, the space they show you, how 

they answer your questions, who else you meet 

along the way. Will you meet the executive 

chef (especially if they know your client has 

specific requirements about meals such as 

sustainability, organic or other preferences) 

or your conference services manager if they 

are awarded the business? Will the director of 

sales or general manager make an appearance? 

Believe it or not, all of this is very important - it 

tells me if they have been listening and if they 

understand my program requirements. And 

it is a good indicator of how important your 

WORKSMART
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business is to them, as well as how you and 

your guests will be treated once that contract is 

signed and you’re on property.

SLEEPING ROOMS 
Sleeping rooms are very important to all of 

my clients. Layout and size of the rooms are 

key - is there an adequate work space with 

easy access plugs for all of our electronics 

these days? Can you move around with ease? Is 

there an additional sitting area, and adequate 

closet space? At the same time I’m looking at 

the overall condition of the room. I’m not only 

looking to see if the room appears clean, but 

I look at the soft goods to see if they are old, 

stained or frayed. Are the air conditioning/

heating ducts clean or filled with dust (a 

personal pet peeve). Is the room tastefully 

appointed - color palette and furniture 

selection, bright and enjoyable to be in? And the 

bathroom - is it larger than a breadbox? Has it 

been updated and when? Does it have adequate 

counter space to lay out your toiletries? Are the 

bathtub/shower tiles clean?

And let’s not forget the internet. Attendees 

of business meetings always need 24x7 high 

speed internet. I make sure to ask when it was 

last updated, how fast it is, what the daily or 

multi-day cost is, and of course, can that cost 

be negotiated or even waived for a group?

A few other things I consider: What are the 

hours for room service and restaurants? 

Is there a fitness center and is there a use 

fee? What are the hours? How close are the 

sleeping rooms to the meeting space? So many 

things to consider but all very important to 

determine if the property is a good fit for your 

program or not.

MEETING & FUNCTION SPACE 
My visual inspection of the meeting space 

includes much of what I’ve already been 

looking at - general condition of the space 

including when it was last updated, condition 

of both hard and soft goods. But just as 

important, does it meet the requirements of 

my client such as natural light, size and ceiling 

heights, “usability” of the space (are there 

pillars or is the room an odd shape), can it 

accommodate our AV needs, how updated are 

the air walls and are they soundproof? What’s 

around it - other meeting rooms with other 

groups, the catering kitchen, pool area or kids 

club, a garden or a parking lot? So important 

to me: the overall layout of all of the meeting 

space - how efficient is the floor plan for all 

of our space needs including meal service? 

Are we in one area or do I need to move my 

attendees around the hotel, even to multiple 

floors? How would other groups in-house 

intermingle with our group?

I also make sure that I have seen ALL of the 

meeting space that could accommodate 

my event/meeting (even if it “might” not be 

available on my preferred dates). And, most 

importantly, has the space I’m looking at, seen 

WORKSMART
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and like, been put “on-hold” for my group or are 

other sales managers still trying to “sell” it even 

while I’m standing there? Don’t assume that it’s 

all being held for you unless you specifically ask 

for it!

TRANSPORTATION 
If guests are local, I check to see if there is 

adequate parking available, and the cost. In 

some of the larger cities, valet parking can 

cost as much as $50 per night at the property, 

but there might be a public lot next door or 

self-parking for less than half that amount. If 

there are other events planned for the same 

time, is there enough parking for everyone? It’s 

very frustrating when your guests arrive at a 

meeting only to be greeted with a sign at the 

parking lot that says “Parking Full - Overnight 

Guests Only”. If guests will travel from afar, 

does the hotel offer shuttle service to/from the 

airport? If not, can private shuttle service, taxis 

or a car service be pre-arranged? What are the 

costs likely to be? And what is the transfer time 

from the airport to the venue?

WRAP-UP AND SCORING 
Expenses are important, and it is crucial to 

ensure that the client’s budget will not be 

exceeded. But that’s only part of the equation. 

In order to ensure an optimal event and a very 

satisfied client, I need to balance the total 

estimated expenses against the suitability of 

location, accessibility, comfort, cleanliness, 

ambiance and overall feel of the venue. By 

seeing the property, meeting the staff, asking 

the right questions, requesting documented 

proof of past performance, and most of all 

carefully observing during a site inspection, 

I can make the best recommendation for my 

client, their event and their guests. This is why 

an in-person site inspection, by someone

 who knows what to look for and what 

questions to ask, is one of the most crucial, 

and financially responsible, elements 

of the entire planning process.

There is so much value I place on a live site 

inspection - and so much to be gained. My 

expectation is that by the end of my site trip I will 

be ready to short-list the properties that I will 

recommend to my client (even though there may 

be more tweaking to the proposal or concessions 

or other areas). But I’ll know which property is 

a good fit and which property wants to partner 

with me to make the program happen.

On the flip side of this question, and to be fair 

to the hotels, there must also be expectations 

of the planner requesting a site inspection. 

They need to come prepared to spend the time 

needed to fully evaluate a property. If you have 

a planner who is visiting 3 or 4 properties but 

is going to take 3 or 4 days or a week to do it 

because they need “down time,” are spending a 

lot of time at the spa (at the hotel’s expense) or 

sightseeing then I think you have to ask yourself 

the question “What is the real intention of this 

site inspection - boondoggle or boon? 
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How to Make 
Lasting Connections 
at Industry Events

By By Stephanie Naznitsky, OfficeTeam
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However, making connections at conferences 

and summits can be intimidating. Even for 

natural extroverts, walking into a room full of 

strangers and striking up a conversation can be 

a daunting task. 

How can you get the most out of the experience 

and enlarge your professional network? Here are 

10 tips:

1. Do your homework. Save yourself time and 

energy by researching the event beforehand. 

Look through the schedule to find the sessions 

that seem most interesting, relevant and 

useful to you and your company. Read up on 

the featured speakers so you can ask informed 

questions when you meet them in person. Check 

the event’s social media pages to find relevant 

hashtags and see who else is going and what the 

buzz is. The more you know, the more confident 

you’ll be once you arrive.

2. Have a strategy. It’s good to make networking 

goals and hold yourself accountable to them. 

Need some ideas to help you get started? 

• Strike up a conversation with new 

acquaintances during each break. 

• Introduce yourself to the people sitting next 

to you at each session.

• Attend at least half of the scheduled meet-

and-greet events.

• If a former coworker will be there, ask them 

to coffee and catch up on the latest.

C
onferences, trade shows and other 

professional events are valuable 

for gaining knowledge, staying on 

top of trends and boosting your 

administrative career. One of the biggest 

potential benefits is the opportunity to make new 

connections with people in your industry. Make 

a good impression, and you can end up with a 

lifelong professional relationship that could help 

take you in new, exciting directions.. 

WORKSMART
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• On the last day of the conference, share a 

meal with someone you met on the first day.

• Whatever you do, don’t spend the majority 

of your time with colleagues from your own 

office or other familiar faces.

3. Be open-minded. While it’s good to have 

goals and plans in mind, embrace the unexpected 

opportunities that come your way. Cultivate your 

curiosity. For example, even if you’re perfectly 

happy in your current administrative position, 

it doesn’t hurt to connect with recruiters and 

hiring managers to see what else is out there. 

If it’s a trade show, talk to vendors and explore 

emerging technology you’ve never heard of but 

could improve your efficiency at work.

4. Practice your pitch. Do you feel like you 

never know what to say to new people? One 

key is advance preparation. Because you’ll be 

meeting countless new people and answering the 

question of “What do you do?”, write out a little 

introduction of yourself, your employer and your 

main job responsibilities. Strive for short and 

sweet: 30-60 seconds of just the highlights, and 

bonus points for light humor and an attention-

grabbing factoid.

5. Take the first step. Remember: It’s a 

networking event. Everyone is there to meet 

new people and should be open to being 

approached. Be proactive by walking up to 

someone, offering a smile and handshake, and 

introducing yourself. Then focus your attention 

on that person rather than looking around 

to see whether someone more interesting or 

important walks into the room. Interested in 

joining a discussion? It’s perfectly acceptable 

to move closer to a group, listen in and add 

insights to the conversation.

6. Ask good icebreaker questions. Often when 

meeting a new person, the conversation comes 

to a halt when you run out of things to say. 

Avoid that awkwardness not by going on about 

yourself, but finding out more about them. Have 

a list of interesting open-ended questions in 

mind, such as: 

• What has been your favorite session so far?

• What do you find most satisfying about your job?

• What cool projects are you working on at the 

moment?

• What’s your secret for communicating with 

busy executives?

WORKSMART
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• What are your thoughts on certifications for 

administrative professionals?

• What’s the most valuable piece of career 

advice you’ve ever received?

7. Find topics of mutual interest. The aim 

of icebreakers is to find common ground and 

swiftly move beyond the superficial, toward a 

meaningful conversation. Opening up about 

your professional journey and aspirations invites 

others to do the same. Aim to listen and speak in 

equal measure, but avoid personal questions or 

company gossip. Keep the conversation positive 

and professional.

8. Move on and mingle. You don’t want to 

monopolize somebody’s time — nor should you 

feel obligated to listen to nonstop chatterers. 

Industry events are the place for meeting a 

wide range of people, not just one. Ending a 

conversation can be just as tricky as starting one. 

If you need to get away, politely excuse yourself 

by saying, “It’s been a pleasure talking to you, but 

I really should look at some of the other exhibits 

here before the next session. If I don’t run into you 

later, I hope to see you at another event soon.”

9. Help others make connections, too.  
As other conference attendees also wish to meet 

new people, be generous by bringing others 

with common interests together. Let’s say you 

met an office manager who’s looking for a new 

HR coordinator. When you come across an 

administrative professional who’s interested in 

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.

moving into HR, you’d potentially be doing both 

of them a favor by introducing them  

to one another.

10. Cultivate the relationship. Did you click 

with certain new acquaintances? Be sure to 

exchange business cards or contact information. 

Soon afterward, make a note in your phone 

about where you met that person, what you 

talked about and other details you should 

remember. Once you return home, send them 

a LinkedIn invitation and/or personal message, 

preferably mentioning something about the 

conversation you had with them.

As with most things in life, networking gets 

easier with practice. So start doing your research 

on which events you should attend next, put 

yourself out there — and have fun. 
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H
ow aware are you and how 

do others perceive you?  

Do you let others judgments 

affect your self-esteem or 

do you filter your persona to look good 

in other persons perspective? 

Cool Personal 
Checks On 
Awareness
By Margaret Stoked Ever
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PERSONAL AWARENESS
Being self-aware has its benefits. Like smiling 

when picking up the phone. The caller will 

hear it in your voice.

Appearances matters. You don’t want to go 

around with food stuck in your teeth when all 

you have to do to mitigate that is to brush your 

teeth before you step out. Bland speech, bad 

breath, body odor all can be prevented.

Other traits that are within ones control is body 

posture and body language that broadcasts tells 

to everyone as to you disposition, confidence 

and approachability. Talk slowly but think 

quickly. Analyzing ones’ own and others’ body 

language is a useful tool in knowing how to 

present oneself. When someone asks you a 

question you don’t want to answer, smile and 

ask, ‘Why do you want to know?’

Attraction is like a business in that they want 

options. These are common traits in men and 

successful women. In business you want to hire 

someone who is proven in what they do, someone 

who comes highly recommended. The same goes 

for a woman looking for a man. She doesn’t want 

to date or get to know a man intimately who no 

other woman desires to be with. Everyone is 

looking for a standout, a knockout, someone who 

is desirable. It’s an innate, inborn sense.

When you are yourself, outgoing and comfortable 

in your natural skin, you’ll appear more attractive. 

Walking confidently, genuine smiles, warm 

handshakes, when you say, ‘I’m sorry,’ look the 

person in the eye are all perceived as cool. 

Changing who you are artificially by putting on 

airs to appear attractive to others usually falls flat. 

Sticking with your own character and morals, Give 

people more than they expect and do it cheerfully 

and others will look up to you.

Your ability to become more familiar with 

your own skin and revealing yourself to 

others is valuable. This is both a conscious and 

subconscious process. Remember the three 

R’s: Respect for self; Respect for others; and 

Responsibility for all your actions.

Fitness not only improves your appearance, but 

increases endorphins that alter your overall 

mood. Pursuing a somewhat vigorous general 

fitness routine with adequate sleep will help get 

cobwebs out of the brain. You’ll find you’ll get 

more done and feel physically better.

Thinking about your life and deciding what 

you want to achieve is important. Don’t put off 

setting a direction and if you haven’t, it’s never 

too late to start the process. Set your lifetime 

goals first and break them up into smaller time 

segments. Separating what is important from 

what’s a distraction, irrelevant and not important 

is a method for seeing clearly. It helps to build 

self-confidence and motivation towards reaching 

those goals.
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GOAL SETTING
Set goals that motivate you. Review you plans 

and make sure they fit into your lifestyle and 

the way you want to spend your life. Setting 

your sights on goals in a big deal and you need 

to be doing it. When you realize you’ve made 

a mistake, take immediate steps to correct it. 

Many tell you to figure out 3 to 5 things you want 

to accomplish and list them as goals; achieving 

these would make the biggest difference in your 

life. For each goal, write out or make strong 

mental note of the factors about how these 

changes will benefit your life for the better.

Goal setting is like doing mental pushups. You 

need to hammer them into your head and into 

your subconscious. They become personal 

checks, an unconscious roadmap. Goals should 

be specific, attainable, and measurable and the 

timing should be realistic. When you lose, don’t 

lose the lesson. Keep on track and keep your 

perspective.

Many suggest using personal affirmations 

and using goal pictures as a motivational 

representation. Accomplish this by going 

online and finding a picture that represents 

things you want or want to do and print them 

out or have them in a location that you visit 

daily. Remember that great love and great 

achievements involve great risk.

Others go on to keep a “goal journal” or those 

with internet connections, a goal blog. They’ll 

write out a financial statement with their 

financial objectives and read it to themselves 

each morning. Each month they’ll go over their 

accounting for the month on an income report 

and track the totals and write out the next 

months goals.

They will even have goal rewards. When I 

reach this amount, I will buy this for myself. 

They layer their goals with more expensive 

perks for higher dollar value achievements.

Goal setting is done by businessmen, athletes, 

and achievers in all fields and endeavors. It gives 

short-term and long-term vision and motivation 

and focus to your attention. It helps you organize 

your time and resources to make the most out of 

the way you pass time here on earth.

By setting clearly defined goals you can better 

measure your progress so it will not seem 

like a pointless grind. Small targets along 
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the way allow you to see and measure your 

achievements. This is especially important 

with big long term (10-year type) goals.

One way to keep a goal in sight is through your 

choice of cool personal checks that are specific 

to your listed goal. You’ll find these cool checks 

online for every conceivable category and niche. 

They’ll be an unconscious reminder and visual 

affirmation you make as you write your check.

COOL CHECKS ON AWARENESS GOALS
We’re aware that as evolved beings, we need 

certain basics to feather our nest and make 

life more meaningful. There are career goals, 

financial, educational, family, artistic, attitudinal, 

physical pleasurable and spiritual goal setting. 

It all begins with a to-do list of things that you 

should do today in order to work towards you 

goals. This way we have performance goals 

instead of outcome goals, which is especially 

important in business type matters.

Career and Finance: For your career goals, you’ll 

want to target the level you want to reach in 

your chosen discipline. If self employed, it could 

be a certain financial target or if related to career 

goals, a certain level of achievement.

Educational: How much formal or personal 

education do you want to accomplish? What 

information do you need to attain your career, 

financial or other goals?

Family: Do you want to get married, have 

children? If so, how are you preparing for 

parenthood and providing nourishment in the 

physical, emotional and spiritual dimensions 

for the lives of those you plan to interact with 

intimately?

Attitude: Is there any part of your behavior 

that you deem needs changing? Are there 

things in your mindset that you perceive as 

holding you back and want to change?

Physical: Are there fitness goals, weight goals 

you want to achieve? Are there athletic goals 

you have in mind? All you need to do is take 

steps to reach your objective.

Spiritual: Do you make time for quiet? The 

un-definable, un-measurable, boundless is 

found only in stillness. Do you have a location 

and time set aside for quiet time and deep 

meditation?

PERSONAL COOL CHECK OFFS
When you reach a certain goal, enjoy the 

satisfaction have having done so. Absorb the flow 

that came from that achievement and mentally go 

over the progress that you made along the way. 

The Author is a published author and writes for a 
variety of internet sites, magazines and newscasts as 
well as for Cool Checks
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28Receive 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.
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Five reasons why American 
Standard walk-in bathtubs
are the best choice for you.


