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Absenteeism, 122, 123

Action, shifting to from
reaction, 11, 12, 160

Action steps, 81-83, 93, 94,
96, 98, 113, 161, 162

Active listening, 47-53, 55,
119,120

Alessandra, Tony, 45

Anxiety, 6, 8, 18-20, 25, 31,
34,71,93, 112, 13€;
138, 140, 141, 155, 156

Beliefs and expectations, 41,
42,84,85 133

Blanchard, Ken, 29, 38

Blindsided: A Managers Guide
to Catastrophic Incidents
in the Workplace (Blythe),
118

Blythe, Bruce, 118, 119

Carnegie, Dale, 38
Choice
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attitude and behavior,
changing, 25, 36, 136,
141

fears and self-doubts,
factag, 12

Drocrastinators,
management of, 111, 112

shifting to from “have to”
mindset, 6-8, 10, 11, 71,
73,75,111,112

Commitment, 21, 23, 35, 73,
90, 103, 131, 135, 159,
161, 162
Communication

differences, 56-59

difficult and violence-prone
employees, 119-121

effective versus ineffective,
47-49

exercise for, 51-53

guidelines for, 53-56

“I” statements, 54, 55, 120

and learning styles, 57, 59
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Communication (Continued)
listening, 47-55, 59, 119-
121
nonverbal, 40, 51-53
paraphrasing, 49-55, 121
styles of, 56-58
as tool for success, 148
Confucius, 15
Container Store, The, 123
Corrective action
and effectiveness, 3, 4, 12,
130, 131
shifting to from current
habit, 3,4, 12,38, 71, 76,
130, 136, 140, 141, 160
Coworkers
attitude toward, 42
mental rehearsal for coping
with, 144, 145
Creativity, 8,9, 17,42, 79,
133,137, 157,158
Crisis prepareciness, 118
Customers
listening to, 47-50, 59, 119,
120. See also Listening
mental rehearsal for coping
with, 144, 145
satisfaction, 122-124

Deadlines. See Time
management
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Decision making, 18
Depression, 6, 7, 31, 34,
41-43, 65, 80, 93, 136
Difficult employees,
managing
challenging authority,
reasons for, 115,116
communication skills,
119-121
customers, trezting
employecs iike, 121, 122
employee catisfaction,
imoroving, 122-124
nepative attention, 117
acsitive incentives and
recognition, 117, 118
respect for employees, 119,
121
as tool for success, 148
violence-prone employees,
118-121
Drucker, Peter E, 18

The Effective Executive
(Drucker), 18
Effectiveness
communication. See
Communication
and corrective action, 3, 4,
12,76, 130, 131, 140,
141
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language of effective
managers, applying, 139,
140

and self-management, 4, 8,
37-39, 42, 127-130, 148

support for achieving, 147,
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difficult. See Difficult
employees, managing
job satisfaction, 122-124
respect for, 121
satisfaction, 122-124
training, 122-124

148
theory, putting into
practice, 127-129
and time management,
17-19
Ego
rebellion, 146, 147

task focus, shifting to from

ego focus, 5,6, 12,152
80-20 rule. See Pareto
principle (80-20 rule)
Ekman, Paul, 40
Ellis, Albert, 31
Emotional Intelligence
(Goleman;. 33
Emotions Revealed:
Recognizing Faces and
Feelings to Improve
Communication and
Emotional Life (Ekman),
40
Employees
absenteeism, 122, 123
customers, treating like,
121, 122

violent, 118-121
Escape plan, 32-35
Essential strategies for
optimal peitcrmance.
See Stra‘egies for optimal
performance
Exectufive brain, 71,72, 75

Failure, fear of, 83, 110, 111,
116, 141
Feedback, 18, 25-27, 114
Focus
focusing in one breath,
exercise for, 74, 75
importance of, 63, 64
improving, exercise for, 66,
67
mental toughness, 76
mission, 64, 66, 67, 71,
74-76, 142
task focus, shifting to from
ego focus, 5, 6
tips for achieving optimal
performance, 65
as tool for success, 148
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Fortune magazine 100 Best
Companies to Work For,
122

Frankl, Viktor, 39, 40

Free time, 22, 23

Gardner, John, 69
Goals

action steps versus being
stuck, 98-101, 103

commitment, 102, 103,
131,132,135

dangers of goal setting, 93,
94

elements of effective goal
setting, 101-103

and focus, 64

functional goal, 102, 103

goal setting as tool for
success, 148

habits, changing, 95-97

language oi «ftective
managers, 139, 140

long-term success,
rehearsing for, 131-133

quiz, 104, 105

realistic, 94, 95

setting as a process, 103

and subconscious, 103, 104

tips for setting, 97, 102

ultimate goal, 95, 102, 103
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unrealistic, 94
Goleman, Daniel, 88
Goodnight, Jim, 121
Grafton, Sue, 19
Gretzky, Wayne, 125, 148

Habits
ego rebellion, preparing
for, 146, 147
and long-term success,
131-136
negative habits,
overcoming, 129-131
Hardiness characteristics,
159, 160
“Have to” mindset
choice, shifting to, 6-8, 10,
11,152
inner dialogue, 138, 139
and mission, 71, 75
and procrastination, 110
result of, 154
and self-management, 35,
44
and time management, 20,
28

“I” statements, 54, 55, 120

Illness, ability to resist, 122,
159, 160

Inner dialogue
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and “have to” mindset, 28,
31, 138, 139

language of effective
managers, 139, 140

procrastinators, 110, 111

and self-management, 31,
35-38, 41

Kobasa, Suzanne, 159

Leadership commitment, 73,
161, 162

Learning styles, 57, 59

Leonard, Elmore, 19

Life plan, 159, 160

Listening. See also

Communication

active listening, 47-53, 55,
119,120

and paraphrasing, 49-55,
121

Lombardi, Vinice, 61

Madden, John, 57
Man’s Search for Meaning
(Frankl), 39
McGregor, Douglas, 36
Mission
and focus, 64, 66, 67, 71,
74-76, 142
statements, drafting, 73
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statements, examples of,
71,72
as tool for success, 148
Motivation
external rewards, 79
internal, 79
lack of, 87, 88
marshmallow study, 88
ownership, 80, 85, 86
pain, avoidance of, 80, 81
positive expectancy, 80-85
and success in achieving
goals, 80
tins-ior getting motivated,
89, 90
as tool for success, 148
Multitasking, 17, 154-156

The One Minute Manager
(Blanchard), 29, 38

Optimism, 42

Overwhelmed feeling, 10, 17,
20, 23-25, 44, 93, 97,
103,110, 111, 138, 140,
141, 153-156, 158

Pareto principle (80-20 rule),
89

Perfectionism, 18, 21, 26, 27,
65,111,113, 114, 133,
137, 154
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Personal life, 21, 145, 159,
160
Personality styles, 56-58
Pessimism, 42
Plan for survival, 141, 142
Priorities
getting started, 18-20, 39
goal setting, 97, 104, 105
and life plan, 159, 160
and time management,
21-25, 71, 72,152,
153
Procrastination
counterproductive self-
talk, 110, 111
management of

procrastinators, 109-115

reasons for, 110, 111

and time manageme-ut, 17,

18, 20, 22, 23
tips for overccming, 157,
158

Recurring problems,
rehearsing response to,
144, 145

Reverse effort (shifting from

struggle to ease), 4, 5

SAS (Business Analytic
Solutions), 121, 122

INDEX

Self-acceptance, 113, 114,
144
Self-criticism, 6, 31, 43, 44,
65, 74,110, 132, 133,
135, 154
Self-esteem, 26, 42, 93, 94,
116, 120, 133, 159-160
Self-management
and ability to withstand
stress and resist illness,
159, 160
actions.versus words, 39,
40
attitude and behavior
changes, 35, 36, 40-42
catch yourself doing
something right, 38
choosing what not to do,
38, 39
escape plan, 34, 35
and job dissatisfaction, 33,
34
metamessages, 40—43
push or pull motivation,
36, 37
reality, choosing, 32, 33
and self-criticism, 31, 32
and stress-survival
response, 43, 44
tips for, 43
as tool for success, 148
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“why” versus “how”
questioning, 37, 38
Self-talk. See Inner dialogue

Seligman, Martin, 42
Setbacks
and focus, 64, 76
and goals, 95, 102, 131
recovering from, 43, 133,
135-138, 142
resiliency, building,
133-135
Sleep
habits, changing, 96, 97
importance of, 9, 17, 104,
153
lack of, 34, 80, 133, 141,
145
Starting
immediately, 18, 19
keep starting versus
finishing 19, 20
procrastitiaiors,
management of, 112-113
shifting to from finishing, 8
Strategies for optimal
performance, 313, 148
Stress. See also Anxiety;
Worry
effects of, 34, 80, 122
reducing, 9, 65, 66, 71-73,
129, 134, 141, 159, 161

Index 169

response, 43, 44, 138, 140
and self-talk, 36, 43, 44
Subconscious, shifting to
from conscious mind,
9-11, 157
Success, long-term
rehearsing for, 131-133
setbacks, dealing with,
133-138
Supervisors
mental relieaisal for coping
with. 1:+4, 145
suppori of, 123
Survival plan, 141-144. See
also “What if” questions

Task focus
procrastinators,
management of, 111
shifting to from ego focus,
5-7,12
Theory X and Theory Y
(McGregor), 36
Time management
and balance, 152, 153
commitments, scheduling,
23
deadlines, 17-20, 24-27
to do lists, 18-23
feedback and overcoming
perfectionism, 18, 26, 27
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Time (Continued)
multitasking, 17, 154-156
procrastination, 17, 18, 20,

22,23
starting, 18, 19
time limits, setting, 17,

18
tips for, 20, 23, 25, 27-28,
151, 152

Tindell, Kip, 123

To do list, managing
alternative lists, 21-23
and “have to” mindset,

19-21

priorities, 20-22
tips for, 20

Townsend, Robert, 1

Victim mindset, 7, 35.110,
111,119

Violence-prone ¢n ployees,
118-12%
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Wainwright, Don, 122

Wainwright Industries, 122

“What if” questions, 12, 72,
127, 141-143. See also
Worry

“Why” versus “how”
questioning

and self-management, 37,
38
and shift from ~urrent habit

to corrective action, 3, 4

Wilson, Calin, 91

Workalictism, 17, 21, 109,
152

Warty, 19, 20, 72, 74,
110-112, 127,133, 138,
140-145, 152, 157. See
also Anxiety; “What if”
questions
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