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August 29, 2013

#1: There was lack of direction. Anxiety. Frustration. Mistrust.

#2: They respected one another. Wanted their partnership to work. And wanted the organization to  

succeed.

This scenario existed for a client of mine and his Executive Assistant. I don’t know everything but I 

know stress when I see it. And the stress was there because they never had a conversation about how 

things might work between the two of them. Their strategies, processes and styles were either colliding or 

were never really clear from the beginning. The good news? It’s fix-able.

They knew their roles, but had no strategy. And by strategy I mean, they never had an initial 

conversation about how they would work together. It was assumed. By both parties. An upfront  

conversation would have saved them from what happened later.

Their processes weren’t fully flushed out. These two had never worked together, but they both had 

Mental ‘recordings’ of previous work relationships. A conversation identifying what worked for them before 

would have helped. They could then begin trying new approaches or revising previous ones. 

Their styles were polar-opposites. And that’s absolutely ok. In fact, it could work in their favor. One 

might catch what the other doesn’t necessarily see. But it requires recognizing, understanding and then 

communicating a different approach to a situation. It requires being respectful enough to let that person do 

their own thing in their own way as long as the results and outcomes they’re identified were agreed upon 

up front.

It all starts with a conversation. Communication. Opening up. Listening. In any work and life 

relationship if this doesn’t happen, you inevitably end up with #1 above. And no one wants that.



April 24, 2013

What the heck does communication have to do with improving productivity? Everything. How and 

what you communicate determines where time and focus is spent. So I’m generally pretty interested in 

whatever helps my clients (and myself) communicate better. I read a post from Amber Rae and gave her 

a virtual high five. She has 3 words that help her connect…’I heard you’. I have 2 words…’I understand’.

They’re simple statements. But extremely powerful to the person hearing them. To them it means you 

respected the person enough to listen and not to talk over them around them or through them.

Because it’s about listening…not talking. You don’t need to agree, you just need to listen. To hear their 

point of view. With your eyes, your gestures, your entire being.

Listening is where the connection happens. Whether it’s with your spouse, your friend or your 

boss. Think how different the world would have been for you if someone had truly listened to you at 

moments in your life where you expressed a thought or opinion. Listening openly and fully is a real art that 

can change everything.

Give it a try. Listen to someone today with all the attention and focus you would like if someone was 

listening to you. See what happens. It’s almost magic.



August 4, 2011

Years ago a wise person told me there was nothing wrong with having lots of money as long as you learn 

to manage it…and it doesn’t manage you. I say the same thing when it comes to email.

Email is still one of the top topics I get asked about and there is no easy, short, answer or solution on how 

to manage it. We have a love/hate relationship with it.

Yes, it’s the preferred method of business communications.

No, not all those communications are worth your time.

Yes, it is easier and faster to send and receive more documents and attachments.

No, it’s not always productive to send more documents and attachments.

Yes, the amount of information that arrives seems unending.

No, not all of it requires you to do something with it.

Yes, it’s easy to complain and feel overwhelmed.

No, you’re not managing it…it’s managing you. 

Hmm. It’s really about how we react to it. And how we react will require taking some different steps 

towards managing it. For example…

 Pick up email only 3-4 times a day—maybe only every 2 hours!

 Ask to be taken off distribution lists…even if you feel it’s politically ‘safe’ to remain on them

 Ask senders to put your name on the “TO” line IF it requires an action from you. Otherwise, ask that 

your name go on the CC line…it helps you prioritize

 Asking senders to tell the “To” recipients what action they need from them by putting the request in 

the FIRST sentence of the email…this also helps them prioritize

 Starting a department-wide campaign to speed up your team’s productivity and slow down the 

preoccupation with email by creating something like an ‘email etiquette’ list, practicing things on that 

list and sharing it with new hires

 Having an ‘email free’ day (except for customers) where people actually talk to one another face-to-

face

The way you manage it now has become a habit. Move your mindset and make a change. It’s not easy but 

nothing will change unless you’re brave enough to give it a shot.



August 16, 2010

Most employees complain about the amount of time they spend attending ineffective and unproductive 

meetings. In fact, in Microsoft’s 2005 productivity survey, it was the #1 complaint. So here are my top 5 

suggestions.

1. Send out the agenda ahead of time – this means 2 days ahead, not 2 hours.

2. The agenda will determine who to invite – be conscious of other people’s time.

3. Appoint a meeting timekeeper & a coordinator – the timekeeper does their thing, and the 

coordinator takes notes on commitments, timelines and deliverables so you can distribute the notes to 

participants by the end of the day.

4. Request all technology be turned off – if people are distracted, it hinders creativity and also doesn’t 

do much for keeping focused on the discussion.

5. Keep the meeting under 30 minutes - people can only be away from there technology that long 

without stressing. And attention spans continue to shorten.



June 12, 2010

OK…I love this one.

I’m asked a lot about how to make meetings faster, smarter, better because most employees feel they’re a 

huge waste of time. 

Then I read this article.

A woman named Caterina Fake is co-founder of Flickr and at the time worked at a new start-up called 

Hunch. In the March 2010 issue of Inc. magazine she shares what I thought was a truly unique approach.

Here are the steps she takes in the name of efficiency:

Step #1: Send out an agenda ahead of time

Step #2: Everyone remains standing throughout the meeting

OK. I say so far, so good. 

Step #3: At the beginning of the meeting everyone drinks 16 ounces of water

Step #4: Everything on the Agenda is discussed and decisions are made

Step #5: The meeting ends when the first person has to go to the bathroom

As I said, I love this one.



May 22, 2010

In my book of life, the most effective way to gain cooperation from another human being and improve 

productivity is to demonstrate a high degree of compassion. With existing as well as new or ‘wanna have’ 

relationships.

In large part, this requires listening…not telling.

It doesn’t mean agreeing. It doesn’t mean fixing. It doesn’t mean having an answer.

It means stopping, giving the person your full attention, listening to how they are feeling and 

acknowledging that. It’s respectful. It’s appreciated. Not doing so is one of the major reasons we have 

unengaged employees and superficial relationships.

We all have radar and most of us know when someone is sincerely listening-vs-bored.

So try really listening. To your employee, spouse, friend, prospect, client or small child. Be sincere. Be 

consistent.

The results are amazing.



May 7, 2010

I recently gave a presentation to a large group of Human Resources professionals. Their requested 

topic was ’Engaging employees in a down economy’. The impact of unengaged or disengaged employees 

has a statistical trail of proof that’s long and broad. I didn’t’ want to provide just solutions, but food for 

thought as well. So I moved my mindset and here’s what I came up with.

The responsibility for unengaged or disengaged employees lies with 3 groups…the organization, the 

manager and the employee themselves.

The organization’s responsibility is twofold. First, articulate your strategic plan showing a clear path 

towards the desired business outcomes. And second, communicate that plan in a way the employee can 

take those objectives and make them their own. They need to see and be able to answer the question: 

‘How does this apply to me?’ Otherwise there’s a disconnect.

The manager’s responsibility is twofold. First, coach and mentor the employee by listening to them. This 

is harder than it sounds because managers are used to telling. You don’t have to fix every problem, you 

just need to ask open ended questions, be respectful and listen. Help the employee feel like they count and 

they are heard. Because that’s what most of us want… to be heard. Second, set expectations by 

communicating a clear path. Communicate accountability. Otherwise there’s a disconnect.

The employee’s responsibility is twofold. First, acknowledge your career is a shared partnership. 

Take ownership of that which is yours. Second, be proactive in communicating with your manager. Strive 

to understand what can and can’t be done within the context of the organization’s resources. Be realistic. 

Otherwise there’s a disconnect.

If all three parties focus on the impact their communication is having great things can happen. There’s no 

time to waste…it’s tough enough out there. 

So…what are you doing to engage employees or yourself?



February 26, 2010

Through some academic research and consulting work with large corporations, it was discovered that 

there are 5 core concerns employees have that impact their daily communications and conflicts. 

They are:

1. Appreciation - recognition of value they add

2. Affiliation - their emotional connection with others

3. Autonomy – the freedom to think, feel, decide and do things

4. Status – their standing compared with others

5. Role - their job title and related activities

If supervisors can recognize that when concerns arise they may be coming from one of these 5 areas, they 

can address it by opening a dialogue with the employee by stepping into the employee’s shoes and 

learning how they’re thinking about something. The more a human being feels they are being listened to 

and heard, the more likely they are to cooperate. Because they feel respected. And the likelihood of 

productivity improving is a fact. In fact, this was proven by Dr. Robert Hartman years ago.

Dr. Hartman was a social scientist who proved you can improve cooperation and productivity up to 40% by 

simply stepping into the shoes of another person. Not necessarily agreeing. Not fixing the problem. Simply 

listening and respecting where someone is coming from within the context of the conversation. And many 

times, that conversation has an emotional component to it. Which could be found in one of the 5 categories 

above.

So next time why not try having a dialogue with someone who seems ‘edgy’ in their communications? 

Step into their shoes and see what you learn. They’ll appreciate it and it could very well produce a more 

productive employee.



Cynthia Kyriazis

Productivity Strategist,  Coach, Trainer

Productivity Partners, Inc.

www.ProPartnersInc.com
10

http://www.propartnersinc.com/

