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Geometric Shapes: Simple and Unusual Personality Test

The geometric shapes test is a simple personality test. 

Instructions:  Choose the shape that you most identify yourself with. 

Most people will find they have attributes from other shapes as well. 

Square – Tireless, hardworking, organized, patient and analytical.  Square’s plan everything. They 

don’t like surprises and prefer working alone. Squares are slow to make decisions and don’t like 

change. 

Triangle – Triangles are leaders. They are focused, with strong problem solving skills and easy to 

train.  They make decisions quickly, are very confident and are energized by change.  They believe 

that their way is the right way and do knock heads with others.  

Rectangle - are ever evolving and always looking to grow and change. They are curious, 

courageous, inquisitive and thrive on change and try to do things that have never been done.

Circles - are interested in people and relationships. They listen, communicate well and are empathetic. 

They prefer to make decisions as a team and are resistant to change. Circles have difficulty dealing 

with conflict and making unpopular decisions. They are easily swayed by people’s emotions and 

opinions.

Zigzags – are creative and always looking for new ways to do things.  They are the idea generators 

and innovators of the world. They make quick decisions and rarely consider the consequences. The 

Zigzag looks to the future and is more interested in possibilities than in reality. 



Jung Typology Test™
This free personality test is based on Carl Jung’s and Isabel Briggs Myers’ personality type 
theory.

http://www.humanmetrics.com/cgi-win/jtypes2.asp

Upon completion of the questionnaire: 

- You will obtain your 4-letter type formula and the strengths,  preferences and the description of your
personality type

- Discover careers and occupations most suitable for your personality type 
*
- Understand communication and learning styles of your type. 

ESTJ ISTJ ENTJ INTJ

ESTP ISTP ENTP INTP

ESFJ ISFJ ENFJ INFJ

ESFP ISFP ENFP INFP

The 16 personality types

http://www.humanmetrics.com/cgi-win/jtypes2.asp#questionnaire
http://www.humanmetrics.com/cgi-win/jtypes2.asp
http://www.humanmetrics.com/personality/estj
http://www.humanmetrics.com/personality/istj
http://www.humanmetrics.com/personality/entj
http://www.humanmetrics.com/personality/intj
http://www.humanmetrics.com/personality/estp
http://www.humanmetrics.com/personality/istp
http://www.humanmetrics.com/personality/entp
http://www.humanmetrics.com/personality/intp
http://www.humanmetrics.com/personality/esfj
http://www.humanmetrics.com/personality/isfj
http://www.humanmetrics.com/personality/enfj
http://www.humanmetrics.com/personality/infj
http://www.humanmetrics.com/personality/esfp
http://www.humanmetrics.com/personality/isfp
http://www.humanmetrics.com/personality/enfp
http://www.humanmetrics.com/personality/infp


12 BRAIN RULES

SURVIVAL: The human brain continues to evolve

EXERCISE: Exercise boosts brain power

SLEEP: Sleep well, think well, the quality of sleep affects our ability to learn

STRESS: Stressed brains don't learn the same way

WIRING: Every brain is wired differently

ATTENTION: We don't pay attention to things that are not interesting

MEMORY: Repeat to remember

SENSORY INTEGRATION: Stimulating more of the senses helps us to remember

VISION: Vision trumps all other senses

MUSIC: Study or listen to boost cognition

EXPLORATION: We are natural explorers that never stop learning

http://www.brainrules.net/about-brain-rules

http://brainrules.net/survival?scene=
http://www.brainrules.net/exercise?scene=
http://brainrules.net/sleep?scene=
http://brainrules.net/stress?scene=
http://brainrules.net/wiring?scene=
http://www.brainrules.net/attention?scene=
http://www.brainrules.net/short-term-memory?scene=
http://www.brainrules.net/sensory-integration?scene=
http://www.brainrules.net/vision?scene=
http://brainrules.net/music
http://www.brainrules.net/exploration?scene=


- Preferred Teaching Methods based on learning style 

Determining Your Learning Style 

Auditory Seeing Doing

Lecture illustrated Talk Brain Storming

Interactive Talk Instructor Demo Case Studies

Presentation  Video Role Playing

Dialogue Flashcards Group Discussion

Debate Field Trip/Tour Games/Puzzles

Audio recordings Poster Demonstrations

Stories Displays Projects

Jokes Color coding Making lists

Rhymes/Poems/Lyrics Diagrams Work Sheets

Acronyms Taking Notes

Judging/Evaluations

Everyone learns better differently. Some people learn 
best by listening, while others are visual learners.  Identifying your learning style will help you best learn and understand
different topics. Follow the link to take the Learning Style Quiz - https://forms.gle/HtEfcCrByuxfdAWV7 Your answers 
will help to determine your learning style. 

https://forms.gle/HtEfcCrByuxfdAWV7


The Change Style Indicator is a tool designed to measure 
an individual’s preference and response to change.

The Change Style Indicator is a range.  You are not  
one or the other.  Your Change Style could be a 
Pragmatist with Originator tendencies or  a 
Conserver with Pragmatist tendencies.  So read 
through the preference descriptors to determine 
how you think you handle change.   

Change Style Preferences Matter because when 
we understand our preferences we can:

✓ Better manage how we handle change

✓ Better understand how others handle change

✓ Better manage change as we are going through it 
because we understand the benefits and pitfalls 
of each style

In a Nutshell:
The Conserver: appreciates structure, set rules and 
guidelines, prefers the known to the unknown and 
is slow to implement change.

The Pragmatist: prefers to explore the current 
situation and make changes that make sense.

The Originator: prefers fast and big changes.  They 
have big ideas and are off to the next big idea 
before the nuts and bolts of the first one are in 
place and they prefer not to get into the details.   



The Conserver: The goal of a conserver is to improve effectiveness by more efficiently using resources. They prefer gradual  

change and prefer to work within existing rules and policies.  

Conservers are disciplined, detailed, organized. They prefer a change plan with a detailed step by step plan.  

When Facing Change
✓ Like facts, predictability and organization
✓ Appear cautious, stubborn & conventional
✓ They focus on details and routine

When Leading Change
✓ They are reliable, stable and consistent
✓ Reward employees who follow rules and 

guidelines
✓ practical and organized
✓ Promote traditional organizational values

Potential Pitfalls 
✓ Maybe rigid and discourage innovation
✓ May delay action by overthinking details 

and perfectionism

When Working in a Team
✓ They resist big changes
✓ Encourage sticking with what is already 

working
✓ Skilled at creating a detailed plan 
✓ Will follow through until the job is completed
✓ Get things done on time

Tips for working with Conservers  
• Provide a change plan that is stable, 
predictable and clear
Communication Tips:
• Explain the details
• Present basic information and ask for 

what you may have missed
• Ask about barriers to success

Tips to be more flexible
• Consider at least 3 solutions before 

making a decision
• Wait a few days before making a decision
• Think of the consequences of your actions
• Find someone you think is an Originator 

and ask what they think
• Write a list of advantages for taking a 

more Originator approach to the situation 



The Pragmatist: .  Pragmatists prefer to explore the current situation and make changes based on improving the situation 

regardless of the rules and policies.  They prefer practical and  functional change and are usually team oriented, flexible and can see 
multiple perspectives. 

When Facing Change
✓ Prefer change that makes sense
✓ Are open to both sides of a situation
✓ Operate as mediators

When Leading Change
✓ Organize problem solving among people
✓ Make decisions based on past experiences 

to solve current problems
✓ Build cooperation

Potential Pitfalls 
✓ May focus to much on building agreement
✓ May not promote personal ideas and 

Priorities
✓ Can be indecisive and take too long to 

make decisions
✓ Appear to flip flop on issues 
✓ May negotiate a compromise that doesn’t 

work

When Working in a Team
✓ Act as bridge builders 
✓ Encourage compromise to get things done
✓ Draw people together around a common 

purpose
✓ Organize ideas into action plans
✓ Able to keep others focused and working 

toward the end goal

Tips for working with Pragmatists 
Work Environment: 
• Enjoy working in a flexible environment 
• Encourage participation 
• Group oriented problem solving

Communication Tips:
• Talk about results
• Talk about consequences of doing  

nothing 
• Ask for recommendations for practical 

first steps 

Tips for being more flexible
• Identify a strong Originator and Conserver and 

ask their opinions
• Set a deadline to decide on a solution 
• Imagine the consequences of your decision down 

the road
• Create a list of all potential solutions or actions. 

Then prioritize the potential solutions
• Be willing to not satisfy everyone



The Originator: Prefers a faster and radical change. Originators appear unconventional, spontaneous unpredictable and 

unorganized. They place great value on future possibilities and prefer big and fast change. They don’t enjoy repetitive tasks and look for 
new ways to get things done. They are risk takers and innovators.  

When Facing Change
✓ Prefer change that challenges structure
✓ Enjoy risk and uncertainty
✓ May appear impractical and miss 

important details
✓ Often ignore policies and procedures
✓ Always thinking about the future 

When Leading Change
✓ Idea maker for big change
✓ Likes to be in charge at the start up phase 

and let others deal with details

When Working in a Team
✓ Encourage out of the box thinking and risk
✓ Initiate enthusiasm, excitement and 

inspiration
✓ Not afraid to challenge the status quo
✓ Focus on initiating new ideas
✓ Enjoys solving complex problems

Potential Pitfalls 
✓ May create chaos and lack discipline
✓ May not adjust their vision to practical 

constraints 
✓ May become lost in theory ignoring 

reality
✓ May not adapt well to policies and 

procedures
✓ May underestimate the short term

impact of major change
✓ May overlook details
✓ May not understand the value of 

engaging the important people to 
implement change

✓ May move on to a new idea or project 
before the completing those already 
started. 

Tips for working with Originators 
Work Environment: 
• Work independently on solving problems
• Change and risk oriented
• Works better with less rules
Communication Tips:
• Talk about the future and what they 

would like to see happen, ask for ideas
for change and what is working

• Ask what support is needed for change

Tips to be more flexible 
• Wait before taking action
• Find someone you suspect is a Conserver and 

ask for their opinion
• Identify things that are currently working 
• Understand how your idea will affect others
• Learn when to give up on an idea
• Set realistic goals and timelines
• Make a list of priorities and rank them
• Focus on the desired solution and think 

about how to put it in place

Main Menu





Once you get a job you might think, “Awesome, I’m 
set, I got the job, now I can relax” but, keeping it can 
be hard if you are not prepared.  

You and your employer start out on the first day 
excited and full of hope that you found the right job 
and are a good fit for the workplace.   

So how do you put your best foot forward?  The first 
step is to figure out what your boss expects from you.  

Why is this course important? 
Because:

✓ 93% of employers consider work ethic an “essential” or “very important” factor in hiring decisions.
✓ Employees with a strong work ethic have higher rates of job retention.

✓ 62% of employers are specifically looking for your soft skills.

✓ 63% of recruiters state that there are not enough suitable candidates for work

https://zety.com/blog/hr-statistics#most-popular

What to Expect at Your First Job - YouTube

https://zety.com/blog/hr-statistics#most-popular
https://www.youtube.com/watch?v=8hMD-Lgyz5I


First day on the job: The best way to prepare for your first day is to get a  

good night's sleep. 
Tip- Take a couple days off between the end of your last job and the start of your new job.  
It will give you time to refresh and start fresh and eager with a new routine

What to Do on Your First Day:
*

1.  Be on time: plan to arrive at least 10 minutes early

2.  Bring your IDs so you can fill out employment forms 

3.  Write down your supervisor’s name and contact information 

4.  Find out when and where to have lunch and breaks, where to park and where to 

keep your things

5. Introduce yourself to your co-workers- Be authentic, pleasant, kind & optimistic  

6.   Listen - listen - listen  and ask questions when you don’t understand

Learn your job responsibilities –

*Hint: Bring a notebook to write things down, there is a lot to remember.

Tips for Success:
1. Be gracious and thank your colleagues for their advice and assistance

2. Pitch in: show that you are a team player

3. Learn and follow company policies and procedures

4. Be open to constructive criticism and advice.  (No matter how good we are, there is 

always room to learn something new)

5. Have fun! & Enjoy the experience!

https://www.youtube.com/watch?time_continue=254&v=u-YFqlamPRE&feature=emb_logo

https://www.youtube.com/watch?v=GLN-eQwE58oTips for having a good 
first day and week

https://www.careeronestop.org/GetMyFuture/Employment/what-to-expect-on-the-job.aspx

https://www.youtube.com/watch?time_continue=254&v=u-YFqlamPRE&feature=emb_logo
https://www.youtube.com/watch?v=GLN-eQwE58o
https://www.careeronestop.org/GetMyFuture/Employment/what-to-expect-on-the-job.aspx


Can’t get along
with co-workers 
or supervisors

Being unreliable: 
absent too many days 

or often late

Lie on their 
resume, 

application or 
while on the job

Steal from 
their employer 

/misuses 
company time 
and supplies

Have 
unacceptable 
grooming or 

clothing

Use work time 
for personal 

business

Doesn’t follow 
company 

policies or 
safety rules

Works slowly or 
makes many 

mistakes

Can’t do 
the work

Why People Get Fired

People lose their jobs for many reasons 
some of the most common are listed 
here: 

https://www.youtube.com/watch?v=KTF3hC7kIY8

https://www.youtube.com/watch?v=KTF3hC7kIY8


Find Ways to Enjoy Your Job

Be Positive: Look for things you like about your job.  Spend 
your time with positive people on and off the job.

Make sure your Supervisor knows that you care about your performance:
Ask for advice on how you can improve your work, learn a new job, work 

toward a promotion or reach a new goal.

Volunteer for new assignments: Once you have mastered your job, let your supervisor 
know that you want to take on new tasks, Master the new skills, and prove that you’re 

ready and able to handle more.

Look for new opportunities within your organization: move to a job that 
interests you, has higher pay, has more opportunities and responsibility.  

Teach or Mentor Others: Teaching co-workers is a valuable skill.  Ask 
your supervisor to assign you the responsibility for orienting new staff.

Ask for what you want:  Others may not know the direction you want to take in your 
career.  It’s up to you to let them know. Understand that you need to work for it. So

follow through on tasks and show that you are ready to handle new challenges. 



Things you 
should 
know: 

Sometimes workers are laid off due to lack of work.  If you are 
laid-off or let go at no fault of your own, you could be eligible for 
unemployment benefits.  And If you are looking for work visit the 
local Career Center. They offer job search and referral assistance.  

If you are injured on the job make sure you fill out an accident 
report as soon as possible. If you are unable to fill out an 
accident report right away then document your injury including 
how, where and what happened.  Include the names of other 
employees that were present. You may be eligible to receive 
Workers Compensation to cover medical bills and possibly lost 
wages.  



Things you 
should 
know: 

Recruiters may disqualify job candidates if they find evidence of 
the following on their social media profiles:

○ Provocative or Inappropriate Content - 46%

○ Alcohol and Drugs - 43%

○ Bigoted Content (Race, Religion, Gender, etc.) - 33%

○ Bad-mouthing Previous Company - 31%

○ Poor Communcation Skills - 29%

○ Typos - 72%

https://zety.com/blog/hr-statistics#most-popular

https://zety.com/blog/hr-statistics#most-popular


Work Ethic



https://www.linkedin.com/pulse/perfect-employee-17-simple-words-dave-kerpen/

Attributes we should work toward to be a highly valued employee

Motivated Dedicated ConsistentHumble

Accountable Dependable Self-Manageable Integrity

Committed

Hungry

Passionate

Loyal

Creative

Character Driven

Optimistic

Achiever

Persistent

https://www.linkedin.com/pulse/perfect-employee-17-simple-words-dave-kerpen/


https://workethic.org/what-is-a-work-ethic/

Understanding what it takes to be 
a good employee is easy but, 
practicing those behaviors 
everyday can be difficult.

Employees should keep these 
principles in mind when making 
decisions at work and evaluate 
themselves on a regular basis.



Reliable & Dependable



Reliable & Dependable:
When you accept a new job you are making a promise to be there on 

time, and ready to work to the best of your ability. 

When your work is done find something else to do:

✓ Look around, if you see something that needs to be done - do it! 

✓ Ask a co-worker or your supervisor if they need something done. 

Tips:
• Be reliable, do what you say you are going to do, when you say you are going to do it

• Be on time, every day, stay until your scheduled shift is over and be mindful of the clock when you take 

your scheduled breaks

• Come to work 100% prepared to work 

• Schedule appointments outside of work hours when possible

• Manage your time and technology at work.  Use your phone only when you are on break

• If you feel that you need to have your phone on you for an emergency, ask your supervisor so they 

know that there may be an issue that you need to attend to: Emergencies of this nature should be very 

important or life or death.  





Follow  
company 
policies 

Professional 
Appearance

Professional 
Language

Professionalism & Good Character- Professionalism is more than just how you look! It’s 

how you  speak, behave and  think. Remember that you represent the company, your 
professionalism will affect the way the company is viewed. 

Take 
responsibility

You have 7 seconds to make a good impression so maintain a high standard of personal 
hygiene & dress appropriately for work.  If a uniform is required, remember you 
agreed to wear it when you accepted the job.

Avoid politics, inappropriate language and topics at work. Practice using proper and 
appropriate language in your everyday conversations so that you get into the habit of 
sounding professional. Remember, once you say something, it is impossible to take it 
back and you never know who is listening or how they will react. 

It’s important to understand what’s expected of you at work and live up to those 
expectations. Follow all workplace rules and complete all tasks and projects. 

You’re responsible for your actions, words and performance at work. Responsible 
employees understand that they are in full control of themselves and their actions. 



Commitment & Ambition 
Companies  want employees who think on their feet and step up without waiting for someone to tell them what to do.

Taking initiative is courageous, you are putting yourself out there to be noticed. 

Start small and push yourself to do things you may be afraid to do.  This will help you build your self- confidence to take 
bigger steps in the future. 

Start with something small:  
• When you see something that needs to be done, do it, even when 

it’s “not your job”

• Do more than the minimum

• Identify where you can improve and work to improve those skills

• Learn more about your job and your company, take on new jobs

Then think bigger: 
• Think about how to do things smarter at work

• Make suggestions

• Help move your company forward too

Be patient, persistent and develop thick skin. Change is hard for some people and it’s important to remember that: 1: you are not 

perfect, there is always room for improvement, so, be open to constructive criticism and suggestions. And 2: Not all of your suggestions 

will be taken but keep making suggestions and keep trying to do better and learning more, they will see your effort.  

It’s just like Thomas Edison said, "I have not failed 1,000 times. I have successfully discovered 1,000 ways to NOT make a                                  

light bulb.“  If he had given up, our houses would be pretty dark at night.  



Initiates action, and then reports 
periodically (strong initiative and trusted by boss)

Makes recommendations and acts, then 
reports results (Strong initiative, get permission from boss)

Sees what needs to be done and does 
it. (good initiative)

Asks what to do (some initiative)

Waits to be told what to do (no initiative)

The Spheres of 
Independence

Taking initiative to further your career 
• Establish long term goals at work and work towards them

• Set SMART goals for your career:

• S = Specific  M = Measurable  A = Achievable  R = Realistic  T = Time Bound
• Think about the steps you need to take to be promoted and then follow through

• Get the training and skills required to get the job that you want

• Let your supervisor know about your long-term career goals

https://www.mindtools.com/pages/article/initiative.htm





Show respect for the business, your co-workers 
and supervisors 

Keep any bad feelings about co-workers to 
yourself, try to focus on a positive attribute 

Follow company policies and rules 

Don’t join in on gossip

Encourage and help each other 

Use criticism and correction to help you 
improve your skills 

if you listen and make a change your work will 
improve &  

you will show your boss that

you are open to instruction.   

Control how you react

Manage your frustration                                  Put 
Put yourself in the other person’s                        
shoes                                                    

Think of what you want out of the situation 
before you speak or act. ex: You need to keep your job to 
pay the bills right now and when/if you leave the company, you 
want them to be a GOOD reference for you 

Leave your personal problems at home 

Be coachable and play by the                                         
rules.

Be a team player

Be willing to compromise 

Gracefully accept the advice of others, they are 
trying to help you. Even if you think you know, 

thank them for their help.

Respect & 
Accountability

Encouraging mutual respect will help to reduce workplace stress and conflict 



➢ Signs are short important messages in the form of pictures and words.  

➢ They are designed to give you the most information as quickly as possible

Pay Attention to Workplace signs - Signs are intended to quickly 

give you information such as: Warning, Caution or Instructions

When you see a sign ask yourself:  
• What is the message?  

• What is the Purpose? 

• Who is it for?  

• What are the repercussions of not following 

its direction? 



COMMON COURTESIES Courtesy is the act of showing respect for others. 1

The following are some basic common courtesies to follow everyday in your professional life:

1. Always say “please” and “thank you”.

2. Never intentionally embarrass another person

3.   Do not talk only about yourself,  ask questions 
to show you are interested in your co-workers

4. Take responsibility for your actions & do not 
throw others under the bus

5. Do not gossip, stare or point at anyone

6. Do not talk too loudly or ask intrusive personal 
questions

7. Be mindful of other people’s personal space 
and appropriate professional boundaries

8. Send thank you notes to anyone who has gone 
out of his or her way to assist you



1. A thank you note is about expressing your gratitude. So keep it short, simple and 

sincere.  

2. Be Professional: Address the person or persons with “Dear Mr. and Mrs. Jackson” or 

“Dear Mary”.  Addressing the letter with the person’s name gives your note a personal 

touch.

3. Be specific. Instead of just saying “Thank you for the gift”, try “Thank you for the 

beautiful flowers.”

4. If writing after an interview, include something personal about the exchange.

Remind the interviewer about your key qualifications for the job and remind them of 

your interest in the position.

5. Use the correct closing. For most business thank you notes, using “Sincerely” or 

“Regards” is best.

6. Be timely- It is best to send a thank you note as soon as possible; within one or two 

days is considered acceptable.

WRITING 

A THANK 

YOU NOTE

Sending a thank you note is good manners. Send a thank you note: 
1 

✓ Following an interview
✓ When someone has given you a gift 
✓ Any time you feel someone went beyond expectations for you
1

Tip:  Keep a box of generic thank you notes on hand, along with a supply of stamps



Self Management & Integrity:  
Having integrity means being an employee whom the company trusts because they accept 

responsibility for their actions and can be left on their own to complete tasks as though the boss 

is standing over their shoulder.  

• They do their share of the work

• They don’t make excuses for mistakes. 

• They apologize and learn from their mistakes, so they                                                                  

don’t repeat them

• They follow the rules, even when no one is watching

• They build good habits

• They are honest, no matter the cost

• They maintain high standards for their behavior

• They build a reputation of integrity 

• They continually strive to improve 



Dedication & Gratitude:
Dedicated employees are committed to their job and to their employer.  They understand that 

their success depends on the company’s success.  They Demonstrate gratitude toward their employer, 

their co-workers and their customers.  They put in 110% and make it easy for their employers to know they 

can be relied upon when they are needed.  

• They provide selfless service

• Show passion and care for their work

• They are flexible and willing to pitch in where they are needed

• They smile and treat customers and colleagues in a way that makes                                                            

them feel appreciated 

• They are positive and professional, even if they don’t feel it 

• Punctual with good attendance

• Have built a reputation of getting things done

• They recognize that customers decide which businesses they will support, based on 

customer service. So they go the extra mile to welcome and assist all customers to 

the best of their ability.  





Good Attitude: By demonstrating an optimistic and positive attitude at work, 

you will make a good impression and set a standard of cooperation, success and positivity. You 
will create the type of workplace that you want to work in. 

Remember: It’s impossible to do everything by yourself. You need to work with others to 
achieve your goals.  

✓ Be friendly- smile, when you smile, it catches! 

✓ Be courteous – create an atmosphere of respect and helpfulness

✓ Be considerate- communicate clearly and show understanding

✓ Set and meet high goals: strive to do better each day

✓ Do your job to the best of your ability, even if you don’t like the task

✓ Motivate others



Which of the following actions exhibit having a  good attitude Yes No

Smiling and saying “Good Morning” to a co-worker

Greet Customers when they walk in the store

Ignore a co-worker’s request for help because you are busy or don’t like them

Offering to help a customer who looks lost

Interrupting a co-worker when he or she is talking

Making fun of a co-worker’s favorite hobby etc.

Inviting a new  co-worker to have lunch with you

Talking deragatively about a co-worker when they are not around

Offering  assistance and direction to a co-worker that you see struggling

Offering your manager assistance when you see they are having a rough day

Arguing with your boss when you believe that you are right



Which of the following actions exhibit having a  good attitude Yes No

Smiling and saying “Good Morning” to a co-worker

Greet Customers when they walk in the store

Ignore a co-worker’s request for help because you are busy or don’t like them

Offering to help a customer who looks lost

Interrupting a co-worker when he or she is talking

Making fun of a co-worker’s favorite hobby etc.

Inviting a new  co-worker to have lunch with you

Talking deragatively about a co-worker when they are not around

Offering  assistance and direction to a co-worker that you see struggling

Offering your manager assistance when you see they are having a rough day

Arguing with your boss when you believe that you are right

Which of the following actions exhibit having a  good attitude Yes No

Smiling and saying “Good Morning” to a co-worker

Greet Customers when they walk in the store

Ignore a co-worker’s request for help because you are busy or don’t like them

Offering to help a customer who looks lost

Interrupting a co-worker when he or she is talking

Making fun of a co-worker’s favorite hobby etc.   (even if it’s done in jest)

Inviting a new  co-worker to have lunch with you

Talking deragatively about a co-worker when they are not around

Offering  assistance and direction to a co-worker that you see struggling

Giving a colleague support / assistance when you see they are having a rough day

Arguing with your boss when you believe that you are right





Effective & Active Listening Skills



Effective & Active Listening Skills
Listening is one of the most important skills you can learn. How well you listen has a major impact 

on your job effectiveness, and on the quality of your relationships with others.

We listen to:
• Obtain information 

• Understand 

• Learn

• Build relationships

Research suggests that we only remember between 25 and 50 percent of what we hear. 
That means that when we talk to our boss, colleagues, customers, etc. for 10 minutes, We hear 

less than half of what is said.

By becoming a better listener, we will improve our ability to work, persuade, avoid 
misunderstandings and build relationships. All of these are necessary for interpersonal success!



Becoming an Active Listener - There are five key steps to active listening. They all 

help you hear the other person, and ensure that the other person knows that you are listening.

Pay Attention Give the speaker your undivided attention, acknowledge what they are saying and 

recognize that your body language also "speaks" loudly.

✓ Maintain good eye contact

✓ Avoid distractions and put aside distracting thoughts

✓ "Listen" to the speaker's body language

✓ Check your own body language 

✓ Recognize clue words

The 5 W’s and an H: Use these questions to be sure                                                                                               

that you understand 

1. Who is speaking? Who has done/needs to do what?   

2. What are they saying? What are the important details?

3. When is the event happening?

4. Where is it occurring?

5. Why is the person telling you this? 

6. How is the person speaking and behaving? 

https://www.mindtools.com/pages/article/Body_Language.htm


Becoming an Active Listener 

Responding: As a listener, your role is to understand what is being                                                         

said. You may need to ask questions.

Show That You're Listening
✓ Use your body language and gestures to convey your attention.

(Ex. nod, smile) 

✓ Encourage the speaker to continue with small verbal comments 

and don’t interrupt or finish their sentences. 

✓ Ask questions, summarize or take notes

Respond Appropriately: People often want or need different things, sometimes this leads to conflict. You 

get nowhere by attacking or putting down the speaker when you disagree.  You don’t have to agree but you 

should:       

o Assert your opinions honestly and respectfully while acknowledging their opinions matter too

o Show respect, treat the other person in a way that you think he or she would want to be treated

o Listen for social cues can help you understand how and when to respond to a person 

Tip:  If you find yourself getting emotional to what someone is saying, take a breath, try not to take it 

personally, think from the other person’s perspective and calmly respond to clarify the problem or 

misunderstanding.   



Effective & Active Listening Skills

Summing It Up



Time Management



Prioritize your tasks

Time yourself 

Focus on one thing at a time 

Limit distractions and 
interruptions 

Give yourself a reward 

Managing workflow

Organize 
tasks

Identify 
patterns

Improve 
workflow



Time Management
Good Time Management begins with listing goals and tasks. 
Step 2: Turn your list of goals an tasks into SMART Goals.                         
Step 3: Prioritize the goals and tasks. 
Step 4: Schedule the goals and tasks in your calendar based on 
how you’ve prioritized them and how much time you think it will take to 
complete them. 
Answer these Questions for yourself:

What are your biggest time wasters?

What are you currently doing to manage your time?

What could you be doing better?

Successful time management helps you to be productive each day.  Having a daily 
plan & committing to it can help you stay focused on the priorities of the day.

Planning 

Wisely 

Listing your time 
wasters is another  

step toward
Improving your time 
management skills 



Setting Smart Goals: Smart Goal setting can be used in every area of your life and 

will help you achieve your goals. SMART GOALS are:

Specific

Measurable

Achievable

Relevant

Timed

Successful people plan ahead.  They:

- Prioritize
- Gather the materials they need before beginning a task. 

- Plan ahead and have a back up plan. 

- Always learning

Have a deadline for achieving your goal

you can determine the time & cost needed to meet the goal

write down the steps (tasks) required to meet the goal

dates and times that each of the steps will be completed

Write a detailed goal



How Will You Prioritize your goals:

The Key is to focus on one goal at a time!

Prioritizing the goals that will have the greatest impact 

When you prioritize your tasks you need to consider the following: 

- The urgency (or need to be accomplished right away)

- Importance (what will the impact of completing or not completing this task/goal be?)   

The Glass Jar 
Is an impactful visual that shows us that when we fill our jar, with the little 
or unimportant things than we don’t make room in our jar for the things 
that really matter (the big rocks).  But when we prioritize, and plan around 
the rocks , Then we can find a way to fill in the spaces with the smaller 
pebbles and the sand.    

Importance:



How Will You Prioritize your goals:

Prioritize your goals based 

on urgency and importance

To schedule your calendar 

Balancing Importance with Urgency 

The Urgent / Important Matrix

High Priority/Do ASAP
High Priority, Set time 

in your calendar

Plan around High 
Priority & Important

Rainy Day Task 
(save for a slow day)



Delegate/ 
Share

Do It
Ask For 
Advice

Chop It Up

15 Minute 
Rule

Set a Clear 
Deadline

Reward 
Yourself

Remove 
Distractions

Eight Ways to Overcome Procrastination

Why We Procrastinate
✓ Don’t have everything we need to complete the task

✓ Not sure where to begin

✓ Feeling overwhelmed

✓ Fear of failure

✓ Don’t care about the task

✓ It doesn’t need to be done right away

Tackling Procrastination - Procrastination is delaying task/s that should be a priority.  

The Three Steps of the 

15-Minute Rule:

Step 1: Pick one task or activity that you’ve been procrastinating on. 

Step 2: Set a timer for 15 minutes. 

Step 3: Work for 15 minutes on this task until the timer rings. That’s it!



Solving Problems and Making Decisions 



1. How do you put a giraffe into a refrigerator? 

2. How do you put an elephant into a refrigerator? 

3. The Lion King is hosting an animal conference. All the animals attend, except one. Which animal does not attend? 

4. There is a river you must cross but it used by crocodiles and you do not have a boat. How do you cross it? 

Answer: Open the refrigerator and put in the giraffe and close the door. This question tests                                         
whether you tend to do simple things in an overly complicated way. 

Answer: Open the refrigerator, take out the giraffe, put in the elephant and close the door.                                     
This tests your ability to think through the repercussions of your previous actions.

Answer: The Elephant does not attend. The Elephant is in the refrigerator. You just put him in there. This tests your 
memory. 
Ok, even if you did not answer the first three questions correctly, you still have one more chance to show your 
true abilities. 

Answer: You jump into the river and swim across. Have you not been listening?
All the crocodiles are attending the Animal Conference. This tests whether you learn quickly from your 
mistakes.

Riddle Me this…test your thought Process (for fun)



Often Sometimes Never

I feel calm when facing problems at work.

I feel stressed when facing workplace problems.

I find it easy to identify problems.

I gather information before trying to solve a problem.

I consider more than one solution before trying to solve a problem.

I find it easy to decide on the best solution to a problem.

Analyze your decision-making skills: When facing problems what are your strengths? Which problem-solving skills 

would you like to improve? Effective problem-solving skills help you reduce stress and prepare you for difficult situations.  

Be aware of how you naturally make decisions. It can help you understand your strengths and weaknesses and help you 
understand how other people make decisions. 

Practical Decision Makers: Practical decision makers are realistic. Their goal is to reach a solution quickly and efficiently. They are focused on the 
end goal and tend to base their decisions on facts rather than emotions. 

Instinctive Decision Makers: Instinctive decision makers usually let their emotions guide them.  They might make decisions quickly without 
thinking about all the consequences. They go with their gut and may change their decisions as they learn more about the problem.

Cooperative Decision Makers: Cooperative Decision makers like to ask others what they think before making a decision. They want to make sure 
that a decision is made with other’s feelings and perspectives in mind. They prefer to work as a team to solve problems.     

Examining Decision Makers: Examining decision makers take a lot of time to understand every possible option.  They thoroughly research 
solutions and consequences. They compare solutions against each other and may look for creative alternatives.  

What is your decision-making style?                          Do you use different styles in different situations?
What are the possible strengths of each decision-making style?              What are some weaknesses?

What might it be like to work with someone who has a different style than yours?



Problem Solving & Decision Making

Identify the situation

Decide on a solution

Break it down into parts

Create a timeline

What is the 
situation and why 

did it happen?

Implement 
solution

What Happened and Why? Who was affected? Who needs to know 
about the situation and the solution?

What caused the situation? Create a list of solutions, then 
use a T chart of Pros and Cons to decide on the best solution

What will happen next? When will the 
solution be in place?
Has your solution solved the situation?

What steps need to be taken to solve the situation? What 
and who will be impacted and need to be informed?



Solving Problems and Making Decisions
Choices tend to cause stress.  You will feel less stressed 
when you feel more prepared to handle decision 
making. Using these steps will help you make better 
decisions in the future. 

Solving problems and making decisions in the workplace requires observation skills.  
You will learn to effectively solve problems using the following 7 steps.  

Steps 6 and 7 Put your solution 
into action and ask yourself-

Did it solve the problem 
effectively?  

Steps 4 and 5 help you choose 
the best solution to the problem. 

Step 1-3 help you get to the 
cause of the problem and  help 
you understand the problem.  

1. Identify the Problem
2. Gather relevant information 
3. List possible solutions 
(talk with others who have experience)

4. Analyze the solutions
5. Choose a win/win Solution

6. Apply the solution 
7. Evaluate its success

https://www.umassd.edu/media/umassdartmouth/fycm/decision_making_process.pdf

https://www.umassd.edu/media/umassdartmouth/fycm/decision_making_process.pdf


TIP:  Avoid getting upset or frustrated by restating the problem in your own words             

Focus on the problem you are trying to solve. Gather information, sometimes we get 

focused on an issue that is only a symptom of the problem.  So keep asking questions until  

the who, what and why’s have been answered.  Now you are at the core problem. When 

you get to the heart of the problem. 

After you identify the problem the next step is to gather more information: to look for the 

CAUSE of the problem, research and identify the resources and barriers.  This will help you 

determine your options. 

Define and list causes for the problem: focus on gathering important information.  
Focusing in irrelevant information wastes time and distracts you from the best solution to 
the problem. Ask yourself the following questions: 
Who has the problem? When did it happen?
What is the problem? Why did it happen?
How did it happen? Where did it happen?

Identify the 
Problem

Gather 
information 

Solving Problems and Making Decisions



To guide you through the process, ask yourself questions such as: 
Have I had a problem like this in the past?  What did I do then?  How did it work out?   
What resources do I have available? Are there any barriers to be considered?  What are some 
options that may solve my problem?  Now,  list the solutions that you have identified.

* Keep an open mind. List as many solutions as possible even if they seem far fetched.  It may lead 
you to find a better solution then the ones you initially thought of.  

Your ability to identify and analyze problems will help you succeed in the workplace and the more 
you do it the better you get.  Build on what you know.  
Create  a T Chart of the Pros and Cons for each solution that you are deciding between

List the Possible 
Solutions

Let’s try it: Using Pro and  Con T Charts: Sarah is the Assistant Manager at a Coffee Shop. The owner, believes that receiving customer 

feedback will help him improve his business. He places a suggestion box by the door and encouraged customers to fill out cards with 

comments, concerns and suggestions.  He chose a few of the top recommendations to consider. 

Analyze each of 
the solutions

tea.      

Set up a Self Serve Station
Pros                                Cons

Loyal customers skip the line
Pros                                Cons

Add a Register
Pros                               Cons

Can take care of more 
customers faster

Customers will be happier

Have to purchase another 
register

Have to Pay another 
person per shift

Will loose display case or 
table space

Can take care of more 
customers faster

Customers will be happier

Cheaper than paying 
another person

Will reduce traffic behind 
the counter so less spills 

and breakage 

Less personal service

Will take up display 
case or table space

Have to purchase the 
self serve counter and 
containers

Possible increase in 
theft

? 
Give it a try what 

are some pros and 
cons?



For problems that do not have an obvious solution you will have to decide between some 
options. Usually the best solution is the one in which EVERYONE WINS.  This means 
everyone gets something they want or need.  It’s hard to give everyone everything they 
want so, focus on getting the best results for the most people.  

Analyze 

List the cause Evaluate the pros and cons  using 

the T chart method.  Ask yourself: Can I reasonably 
carry out this solution? Does the solution actually 

solve the problem?  What might some consequences 
be to each solution? Is this a Win-Win solution? Can 

you adjust a solution to improve it? Based on the 
solutions that you decided upon, what decision will 

you choose and why?m

Decide 

Generating Solutions:  The solutions you come up with

will fall into one of the following categories.  The best 

solutions will fall into the Win-Win Category
Win-Win:

You and the 
other people get 
something they 
want or need

Win-Lose: 
you get 

something you 
want or need but 
the other person 

doesn’t

Lose-Win:
the other person 
gets something 
they want but 

you do not

Lose-Lose:  
neither person 
gets what they 
want or need



Once you decide on the best solution, make a plan of action. Think about what 
steps you need to take to put your plan into action and then follow the steps.  

Take Action

List the c     As you apply your solution to the 
problem, evaluate how it is working. Ask yourself: Is 

the solution solving the problem?  Do I need to make 
changes?  Are there any new problems that need to 
addressed? Often solutions need a little fine-tuning.  

Evaluate 

Win-Win:
You and the 

other people get 
something they 
want or need

Win-Lose: 
you get 

something you 
want or need but 
the other person 

doesn’t

Lose-Win:
the other person 
gets something 
they want but 

you do not

Lose-Lose:  
neither person 
gets what they 
want or need



Option 1. Replace all of the employees in the shipping department.
Pros

• New employees might do a better job

• Somewhat likely to solve the problem

Cons

• The company will have to hire and train many new employees

• Hiring new employees will take a lot of time and money

• Current employees will lose their jobs

• Not realistic

Option 2. Give current shipping department employees more training.  
Pros  It’s realistic

• Current employees already have knowledge of 

how things work so training shouldn’t take long

• Current employees will be better trained

• Current employees will keep their jobs

• Likely to solve the problem

Cons

• Extra training will cost the company time and money

Option 3. Do all of the packaging yourself to be sure it is done correctly.
Pros

• Customers would get the right products

• Likely to solve the problem

Cons

• Not realistic too much for one person to do

• Current employees would have nothing to do

• Company would lose money because fewer shipment would go out on time
Option 4. Apologize to customers and explain the problem. 
Pros 

• Realistic

Cons

• Customers will not get the correct orders

• Current employees will continue to make the same mistakes

• Will not solve the problem

Let’s Practice: Several customers have complained that the packages they received don’t contain the products they ordered.  You find that the

problem is caused by the shipping department employees’ failure to identify products correctly. You come up with 4 possible solutions and then 
make a T Chart to evaluate each option.  Can think of additional Pros and cons for these solutions?  What solution would you choose based on the 
Pros and Cons?  Can you think of at least one additional solution not listed? 



Managing Stress



Take a break read, walk, sit outside

Deep breathing and stretches

Plan Ahead/ Clean up / Organize your space & time

Write your thoughts and feelings

Set aside time for personal errands, exercise or relaxation

Managing Work Stress

Take care of yourself, sleep, eat right and exercise

Spend time with people who build you up

Get help when you need it

Make time for the things that you enjoy doing



Emotional Intelligence Emotions can sometimes take over our behavior causing us to behave in 

ways that we regret. Building our Emotional intelligence (EQ) will help us break bad habits, and get along with 

others better

Self-awareness: the ability to recognize our own emotions and how they affect our behavior. 

Self-management: the ability to control our emotions and behavior and adapt to changing circumstances.

Social awareness: the ability to sense, understand, and react to the emotions of others. Can you tell when you are unintentionally 
making another person uncomfortable or when someone who is smiling is really upset?

Relationship management: the ability to inspire, influence, and connect to others. Can you remain calm, energized and focused 
in uncomfortable or stressful situations? 

The 4 Elements of Emotional Intelligence

https://www.helpguide.org/articles/mental-health/emotional-intelligence-at-work.htm
https://www.helpguide.org/articles/mental-health/emotional-intelligence-eq.htm

Tips to Build your Emotional Intelligence:
1. Identify what causes your stress

2. Practice the 4 A’s of stress management

1. Avoid people and situations that cause stress (learn to say no, par down your to-do list)

2. Alter the situation (Be willing to compromise, make time for things you like, don’t keep things bottled up) 

3. Adapt- (change expectations, think positively, think of things you appreciate and think of the big picture to put problems into perspective)

4. Accept the things you can’t change (concentrate on what you can change, look                                                                                    

for the upside and learn to forgive)

3. Get moving and eat right

4. Connect with people who boost your spirit and do things you enjoy

5. Allow yourself to feel your feelings

https://www.helpguide.org/articles/mental-health/emotional-intelligence-eq.htm
https://www.helpguide.org/articles/mental-health/emotional-intelligence-at-work.htm
https://www.helpguide.org/articles/mental-health/emotional-intelligence-eq.htm


How to Have a High Stakes Conversation

High stakes conversations happen when opinions differ, and emotions can run strong.  We are afraid of the 

conversation getting out of control or taking a wrong turn. Both parties can be emotional and say things they may 

regret.  

The good news is that we can prepare ourselves to speak honestly, and in the process we can strengthen 

relationships while solving problems. 
1

Follow these steps to help you succeed in your next High Stakes Conversation. 
BEFORE THE CONVERSATION

1. Start with the Goals.  What do you want? What do you think the other person wants? Both goals need to be 

considered when planning to have the conversation. 

2. Consider outcomes you’d be willing to accept. (Think of the win-win solution) 

3. Prepare to state your case calmly with no blame. State the facts as you see                                                  

them. Make sure you identify only the facts of the situation. And be prepared                                                

because the other person may not see things the same way.  

4: Write a list of all the ways that you think the person could respond. It will help 

you to consider how you should respond to move the conversation toward what 

you would like to see and avoid emotions taking control of the conversation.

To learn more, visit www.crucialskills.com



AT THE BEGINNING OF THE CONVERSATION

1. Begin by getting agreement from the other person to have the conversation. If he or she wants to discuss something else 

or isn’t prepared, schedule another time to meet.  
*

2. Reach agreement with the other person that there is an issue, identify what the issue is, and clearly tell them  what a 

successful result would look like for you and what they will get out of it. Allow the other person to tell you what they think 

success will look like for them. 

DURING THE CONVERSATION

1. Make it safe- help the other person understand that you respect them and care about their interests as much as you care 

about your own.

If they believe this, they are more likely to hear your views. If they don’t, they will shut down. 
*

2. Listen: Once you’ve calmly and respectfully stated your case, invite the other person to speak. Allow them to disagree 

with you and then truly listen to their concerns. If your goal is to dump on them or play                                    

a blame game, This will not work. If you are open to hearing others’ points of view,                                         

they’ll be more open to yours.  
g

AFTER THE CONVERSATION

1. Thank them for talking with you 

2. Create a list of who will do what and when.  This will help you turn the                                                  

conversation into results.

3. Do what you said you would do, even if you don’t think the other person will                                              

follow through.                                                                                      

How to Have a High Stakes Conversation Continued…

To learn more, visit www.crucialskills.com



Beginning Meditation Audio:

https://www.helpguide.org/wp-content/uploads/2018/11/Beginning-Meditation.mp3

Kobe Bryant on Mindfulness and Meditation:  https://www.youtube.com/watch?v=LdrVVJPlUK4

The goal of Mindfulness Exercise is focused relaxation by paying attention to your 

thoughts and how your body feels. This allows the mind to refocus and relax. 

Some types of mindful meditation ask you to —repeat a phrase, focus on breathing or focus on how your 
body feels as you breathe.  Concentration meditation techniques include: Tai Chi and Yoga

In all mindfulness techniques you are asked to sit comfortably and concentrate on what you are doing and 
how you are feeling at the moment. You notice the sounds and the smells around you. The challenge is 
not to latch onto an idea, emotion, or sensation. Instead, you watch what comes in and goes out of your 
mind.

Stay with it. It takes practice.  It can truly help relax you.   Give it a try using the links below.    

5 Minute Meditation you can do anywhere:
https://www.youtube.com/watch?v=inpok4MKVLM

Beginner’s Guide to Meditation     https://www.youtube.com/watch?v=KQOAVZew5l8

10 Minute Meditation for Anxiety    https://www.youtube.com/watch?v=O-6f5wQXSu8

https://www.helpguide.org/wp-content/uploads/2018/11/Beginning-Meditation.mp3
https://www.youtube.com/watch?v=LdrVVJPlUK4
https://www.youtube.com/watch?v=inpok4MKVLM
https://www.youtube.com/watch?v=inpok4MKVLM
https://www.youtube.com/watch?v=KQOAVZew5l8
https://www.youtube.com/watch?v=O-6f5wQXSu8


Office Skills



E-mail is 
best 

handled 
in 

batches

Create 
delivery 

rules

Create 
folders 

for 
different 

topics

E-MAIL



PROFESSIONAL STANDARDS FOR EMAIL USE.
1. Be Professional: Keep messages brief and to the point, use spell check and proofread for                  

errors, avoid abbreviations and Emogies and, don’t send chain letters or junk mail. 

2. Don’t use email for everything (sometimes email isn’t appropriate).  Be aware of sentence case. 

USING ALL CAPITAL LETTERS feels as if you’re shouting. 

3. Be Polite: Send group email only when it’s useful to every recipient, don’t use reply all unless your message is for 

everyone and always reply promptly when an email asks for a response. Select “high priority” only when an 

immediacy is required

4. Make it easy for the recipient: Use the subject to indicate the purpose of the email and include a signature 

that includes your company name, mailing address, phone number and website (if applicable).

5.   Remember that email isn’t private. Email is company property and can be retrieved, examined, and used by 

your employer without your permission. It can be used in a court of law. Keep in mind your email can also be 

forwarded to others without your knowledge.                                                                            

6.  If you are forwarding or reposting a message you’ve received, do not change the wording. Don’t forward 

another person’s Email without permission. 

7.   Use the Bcc and Cc options appropriately. Bcc (blind carbon copy) and Cc (carbon copy) Cc sends a copy of 

the email to a third party. Bcc sends a copy to the third party without the knowledge of the main recipient. The 

Bcc options can seem sneaky. But, please use Bcc when sending an email to a large distribution list and when 

you are protecting the privacy of the recipients.

* People are regularly fired for using email inappropriately.



PHONE ETIQUETTE  Has this ever happened to you? 

You make a call and this happens: 

✓ You’re immediately put on hold.

✓ The ring tone is so loud that you pull away from the phone.

✓ The person answering the phone is difficult to understand.

✓ The voicemail message has been recorded by a child or consists of only a few 

words such as “Leave a message”.

✓ Loud background noises prevent you from hearing the person.

✓ The person who answers yells, “HEY! I’ll have the chicken sandwich for lunch!”.

✓ The person tells you to call back later rather than to leave a message.

✓ The person you’ve called sounds annoyed that you’ve called.

These are all examples of poor phone etiquette. The caller doesn’t feel respected, 
heard or valued and in some cases are unsure that you heard or understood them.  
They leave the caller with either a neutral or, in most cases, a bad impression of the 
person or the business that they have called.



PHONE ETIQUETTE
if even one person finds your phone habits in poor taste, you risk:
✓ not being hired 

✓ not being considered for a promotion 

✓ A write-up or loss of the job because of the lack of positive outcomes

You are the “face of the business” every time you answer the phone. 
Every customer’s experience is a direct reflection of your professionalism. 

The first few seconds of a phone call will set the tone of the conversation and leave a lasting 
impression for the caller. Make sure it’s a positive one!
Tips: 

✓ Smile when you answer the phone
✓ Project self-confidence
✓ Listen attentively- focus on the caller, what they are saying and the tone of their voice.
✓ Take notes
✓ Be empathetic
✓ Follow Company Policy

* The ability to answer the phone correctly is also crucial to job seekers. It will be the employer’s first 
real impression of the candidate. In some instances, it will be the determining factor, as to whether or 
not, to invite the candidate in for an interview. This is also true of outgoing voicemail messages and ring 
tones.



Organizing your workspace In order to effectively manage your time and 

be productive each day, it helps to create an efficient workspace.

Tips: 
✓ Place items you use often in a convenient location
✓ Have a notepad and pen near the phone
✓ Create reminders for important information
✓ Prioritize tasks
✓ Eliminate clutter
✓ Set up an effective filing system
✓ Gather and organize essential tools
✓ Manage workflow; schedule repetitive tasks at the same time each day 

Example:  Schedule to check your email at the beginning and end of the day

Setting up a filing system.  Separate your files into 3 categories: Working, Reference              
and Archive.  Keep your active working files in a convenient location.  Place your reference files 
nearby because you will use them occasionally.  Keep your archive files in storage.   

• Working files: Materials used frequently and needed close at hand.
• Reference files: Information needed only occasionally.
• Archive files: Materials seldom retrieved but that must be kept. 

For ease of retrieving files- organize files in the simplest way possible. 
Organization methods include: color coding, organize files in categories and/or 
Alphabetically.  Name your files with a one or two word tag that is easy to understand.  
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