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It never fails: You just get into a groove 
when the phone rings or a colleague 

stops by. While interruptions are part of 
office life, limit their frequency and impact 
by using these tips:

Create a better environment

If you need solitude, close the office door or 
post a “Do Not Disturb” sign outside your 
cubical. Most people will think twice before 
interrupting. Also, think about the layout of 
your workspace. If you’re positioned in such 
a way that you constantly make eye contact 
with every passer-by, co-workers will be 
likely to stop or comment.

And don’t forget to get rid of electronic 
interrupters by killing incoming mes-
sage alerts and letting phone calls go to 
voice mail. “These are tools, and you need 
to treat them as such—not as demanding 

little bosses constantly crying out for your 
attention,” says Laura Stack, president of the 
time-management consulting firm The Pro-
ductivity Pro in Denver. Noting that there is 
little one must attend to instantly, she sug-
gests setting aside blocks of time to receive 
and answer messages all at once.

Anticipate disruptions

Does a colleague stop by every Monday morn-
ing to fill you in on her weekend? Does your 
manager return from weekly budget meetings 
with five new things to complete by the end 
of the day? Thinking ahead about likely inter-
ruptions helps you plan your day accordingly.

Mitzi Weinman, founder of Time-
Finder, a professional training company 
that specializes in improving productivity, 
effectiveness and focus, recommends being 
prepared for disruptions by breaking tasks 

into small, doable pieces. When interrup-
tions happen, this detailed outline makes it 
easier to get back on track.

Master the art of saying “later”

Lastly, take control of your time by learn-
ing how to gracefully block and counter 
interruptions. Some phrases Weinman 
suggests include:

•	 “I’m not sure I can do that today. Can 
we do that at a later date?”

•	 “I want to do it the right way. Realisti-
cally, I don’t think it is possible today.”

•	 “I’m working on a deadline and can’t 
talk right now. Let’s schedule a time to 
speak about that.”

Then, follow up as promised at a more  
convenient time—and get back to work!
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 Do More by 
Doing Less6

You’ve been there before—absolutely maxed out and not 

able to possibly take on another thing when … something 

else is added to your plate. Do you lose it? No. Cry? Maybe 

a little at first but you persevere. You add the task to your 

plate and adjust your workflow. You manage to do every-

thing more efficiently than before. You make the impossible possible. And 

that’s just what you call Tuesday.

The administrative professional field is filled with extraordinary people, 

just like you. During Administrative Professionals Week, April 22–28, we 

profiled three superhero admins on theofficeprofessional.com. Congratu-

lations to Elise Pupo, Barbara Hudson and Janet Ward for being our first 

featured admins. They each provided insight to their professions and shared 

what they liked most about The Office Professional. It was so well received 

that we’re going to add a new section to the newsletter that will feature a dif-

ferent admin each month.

But to get this rolling, we need your nominations! Is there an admin in your 

office who goes above and beyond to ensure the office runs smoothly? A behind-

the-scenes person who makes the company run like a well-oiled machine? 

Email me a few sentences explaining why you believe this person should be 

featured. (Make sure to include the name and email address of your nominee.) 

Selected nominees will be notified and asked to answer a few questions. We’ll 

print the responses in upcoming issues of The Office Professional and post 

online. It’s an easy and fun way to honor a hardworking co-worker. 

It takes an extraordinary person to recognize one. Thanks for sending me 

your nominations, and thanks for all you do!

Shonda Smith

Managing Editor   |   editor@theofficeprofessional.com   |   602-427-0122
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All kinds of difficult bosses inhabit the 
business world. There’s the micro-

manager, who calls you for an update five 
minutes after giving you an assignment. 
There’s the insulter, who believes rudeness 
and scorn are motivational tools. There’s 
the drama queen (of either gender), whose 
approach to life in the office always seems 
pitched at a level of near-hysteria. 

Whatever the bad behavior, one thing is 
constant: You have to work with the difficult 
boss in a way that doesn’t drive you crazy.

Some things won’t change

There are plenty of coping strategies for 
this situation, but in general, your attitude 
as a business professional should probably 
start with acceptance. The traits that make 
your boss a difficult person to deal with 
aren’t going to go away; they’re part of 
that person’s makeup. What can change is 
the way you choose to cope with and man-
age that behavior. 

Adjust your style

Generally speaking, micromanagers lack 
confidence in the people around them and 
live in constant fear that important work 
won’t get done without nagging and over-
the-shoulder supervision. Rather than 
seethe with resentment, adjust your style 
to reassure your boss that, in fact, projects 
and assignments are being handled on time 
and in an efficient, professional manner. 

Make absolutely certain you understand 
what’s being asked of you at the outset of 
a project. Getting clarity by asking ques-
tions demonstrates your focus on detail 
and commitment to getting things done. As 
work progresses, keep your boss informed. 
Ask for input and guidance. These strategies 
will steadily build trust between you, which 
should lessen the need for micromanaging.

Sidestep the insults

If your boss flies off the handle easily and 
seems to yell at the drop of a hat, swal-
low your pride and let the tirade pass. 
Then say politely, “It’s important to me to 
understand where things went wrong, so it 
doesn’t happen again. Can you tell me how 
you’d like me to approach this differently 
in the future?”

Lessen the drama

The boss who gets flustered and dra-
matic probably is likely responding to 
emotional triggers. It could be a fast-
approaching deadline or an upcoming 
project assessment meeting with his or 
her boss. Understanding what sets off 
the drama can help you deal with it. Get a 
clear understanding of what your boss’s 
priorities are—for the day, the week, the 
month—and make it clear to him or her 
that those are your priorities, too. It’s 
best to get this in writing so you can dem-
onstrate your progress in each area before 
all hell breaks loose.

Get inside your boss’s head

Do you know what makes your boss happy 
versus stressed out and unpleasant to be 
around? Most bosses don’t like to be sur-
prised or disappointed, so complete tasks 
on time and to the best of your ability. 

Make an effort to understand how your 
boss likes to communicate, whether it’s in 
person, by email or informally at the end of 
the day. This will reduce misunderstanding, 
which, of course, triggers bad behavior.

Keep in mind your boss has moods, 
just like the rest of us. There’s a good time 
to share information about a project and a 
bad time. By paying attention to how your 
boss works, you can better understand 
his or her preferences and priorities, and 
tailor your own style accordingly.

Two more adjustments can help you 
cope: First, look for the good parts of your 
boss’s personality, the traits that are more 
appealing and admirable. Second, remem-
ber that, even under the worst circum-
stances, you are responsible for seeing that 
your boss’s needs are met.
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Maintain your sanity and manage your boss’s bad behavior — By Lee Polevoi  

How to Handle a Difficult Boss  

http://www.theofficeprofessional.com
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GRAMMAR 
NITTY-GRITTY
Nouns that can be 
singular or plural

It is important to know whether a 

noun is singular or plural in order 

to determine which verb agrees 

with it, and also which pronoun 

would replace it. Most nouns 

are easy: “book” is singular, 

and “apples” is plural. But some 

aren’t so obvious. 

Two items joined by “and” 

are singular if they are 

viewed as a single item. 

Peanut butter and jelly is my 

favorite snack. 

They are plural if they are 

viewed as separate items. 

Tigers, lions and bears are all 

found in the wild. 

Some words can be singular 

or plural, depending on if 

you are referring to the unit 

as a whole or the individual 

members. 

The team enjoyed its victory. 

The team argued their various 

positions. 

When two nouns refer to the 

same person, it is singular. 

My co-worker and arch nem-

esis is Suzie.

– By Bobbi Dempsey

The pronouns “who” and “whom” are used to ask questions about a person or 

people. The two words are frequently mixed up and can be difficult to use correctly 

in a sentence. The difference between them is actually quite simple. “Who” is used 

to replace the subject of a sentence or the performer of an action. (Who called you? 

He called you.) “Whom” replaces direct objects or targets of an action. (You called 

whom? You called him.) An easy trick to remember: If you can use “he” in the place 

of the pronoun, it would usually be “who.” Likewise, “him” is usually interchange-

able with “whom.”   

Don’t get caught using “who” and “whom” incorrectly — By Bobbi Dempsey  

Test Your Writing Skills 

Answers: 1. Who 2. Whom 3. Who 4. Who 5. Who 6. Who 7. who 8. who 9. whom 10. whom  

11. who 12. who 13. whom 14. Who 15. Whom     

1. (Who/Whom) is responsible for this?

2.  (Who/Whom) should I call to get 

better Internet service?

3. (Who/Whom) will answer my call 

to exterminate these ghosts?

4. (Who/Whom) owns this new 

Ferrari? 

5. (Who/Whom) played Vito  

Corleone in The Godfather?

6. I am the true king of Rome! (Who/

Whom) among you dares to  

challenge me?

7. I don’t know (who/whom) did this, 

but I am going to find out. 

8. I am a huge fan of Pete Townshend, 

(who/whom) played guitar for  

The Who. 

9. Out of all of the presidents, (who/

whom) do you admire the most? 

10. This wallet belongs to (who/

whom)?

11. I’m pretty sure one of those kids 

stole my garden gnome. I just 

don’t know exactly (who/whom) 

did it.

12. I like girls (who/whom) like cars 

and money. 

13. Cars and money are the favorite 

things of the girl (who/whom) I like. 

14. (Who/Whom) is that masked man?

15. (Who/Whom) do you love?     

Self-Assessment

http://www.theofficeprofessional.com
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Have you ever seen a photo or a graphic in 
a document that looked distorted? It may 
be tolerable when it’s a simple piece of clip 
art, but when it’s someone’s image, it can be 
positively awful. It not only makes the person 
in the image look bad, but it reflects poorly 
on you, as the document editor. Here’s how 
to avoid distorting images—yours and theirs:

Resizing images

It is especially important when working with 
photos of people to maintain the proportions 
of the original photo. To do this, select the 
image by clicking on it once. A sizing box will 
appear on the corners in most Microsoft Of-
fice programs (see Figure A). Hold down the 
“shift” key while you drag a corner of the siz-
ing box to the new size you want. Doing so will 
guarantee the image stays proportionate, no 
matter which direction you move the mouse.

Scaling an image down to a smaller size 
than the original usually works fine, but use 
consideration if you are scaling an image up 
to a larger size. You must start with a high-
resolution image or it will become pixilated 
and fuzzy when it is enlarged. Most photos 
on the Web have been optimized for quick 
loading to a website, which makes them 
low-resolution images. Of course, make 
sure you have permission to use photos if 
you find them on the Web.

Cropping images 

If you only want part of the image, you can 
crop the photo. To do this in Microsoft 
Office programs, right-click on any tool 
bar and select the Picture toolbar. Then, 
select the cropping icon that looks like 
this:         . With your image selected, click 
on the cropping icon and a sizing box will 
appear on the corners (see Figure A) or 
lines will appear (see Figure B) depend-
ing on how the image is inserted into the 
document. Using your cursor, move the 
edges of the photo or image to the desired 
area, cropping out areas you do not want. 
When you’re done, click on the cropping 
icon on the toolbar or click off of the pic-
ture completely (see Figure C) to set the 
new dimensions.

These cropping and resizing tips also 
work in other graphic editing software 
packages. Keep your images proportionate 
with these simple tips.

Julie Perrine is CAP-OM and MBTI certi-
fied and the founder and CEO of All Things 

Admin. She applies her administrative 
expertise and passion for lifelong learn-
ing to serving as an enthusiastic mentor, 
speaker and author who educates admins 
around the world on how to be more effec-
tive every day.

Resize photos with ease — By Julie Perrine

Don’t Distort Your Image

PRoduCtIvIty tIP 

of the MoNth
WEEd OuT YOuR JuNK MAIL

do you know how much time you 

spend deleting useless junk mail 

from your email inbox? trust me, it’s 

a lot. Most likely, this is a task you 

dread—and one that you must face 

every morning as soon as you arrive 

at work and start your computer. 

then, it’s a never-ending battle to 

keep junk mail from taking over your 

inbox throughout the day. 

So how can you cut down on this 

wasted time? this is a situation 

where the best defense is a good 

offense. By being proactive and 

keeping junk mail from arriving in 

the first place, you will avoid having 

to deal with it. 

If you must subscribe to a 

newsletter or other product that 

might trigger junk mail, don’t 

provide your main work email 

address. Instead, set up an 

address for situations like this.

to clean up existing clutter, spend 

time unsubscribing from all the lists 

you are already on. you can also use 

a service like Unsubscribr, which will 

handle this task for you. 

– By Bobbi dempsey

fIGuRe A fIGuRe B fIGuRe CdIStoRted IMAGe dIStoRted IMAGe PRoPoRtIoNAteLy
CoRReCt IMAGe

http://www.allthingsadmin.com/
http://www.allthingsadmin.com/
https://unsubscribr.com/


June 2012  the office professional    6

theofficeprofessional.com|

Improve productivity by managing your urge to multitask — Stephanie Taylor Christensen 

Do More by Doing Less 

Our instant-gratification society and 
constant work demands have led to 

a belief that whoever can accomplish the 
most in the least amount of time is the most 
productive member of the team. As a result, 
we catch up on unopened piles of mail dur-
ing conference calls, check BlackBerrys in 
meetings, and respond to instant messages 
while working on larger projects. At times, 
it can be helpful; the more reachable you 
are, the more quickly issues are tended to, 
and ideally, resolved. But countless people 
disprove the efficacy of multitasking, 
noting it causes employee burnout, more 
errors and fewer solutions due to continual 
distraction, and an overwhelming sense 
that work never truly ends. 

Mary Czerwinski, one of the lead-
ing authorities in the field of interrup-
tion science, has researched the impact 
of multitasking in professional settings. 
Her studies reveal that workers take an 
average of 15 minutes to return to serious 
mental tasks after responding to incom-
ing messages. Worse yet, the likelihood 
that workers return to that original task 
with real focus is only 60 percent. The 
other 40 percent of the time, attention 
wanders toward yet another distraction, 
creating an endless cycle of partial atten-
tion to several tasks. No wonder we’re so 
stressed out! 

The key to staying productive? Do fewer 
tasks at once and give each item your full 
attention. Here’s how:

Create a clean palette?

When examining productivity habits at 
Microsoft, Czerwinski found that big-
ger computer screens lead to increased 
productivity, allowing users to complete 
tasks anywhere from 10 to 44 percent 

more quickly. While you may not be able 
to persuade your employer to spring for a 
larger monitor, go for the next best thing: 
One open window at a time, enlarged to its 
fullest potential. Remember this mantra: 
“A clearer screen leads to a calmer mind.”

If you can’t resist checking emails 
or other sites while working on a larger 
initiative, take advantage of tech tools 
that handle the discipline aspect for you 
by blocking other sites temporarily. (View 
“Productivity Tip of the Month” in the May 
issue of The Office Professional for details 
and examples.)

Make lists 

David Allen, a personal-productivity guru 
who built a reputation among Silicon Valley 
firms with his “Getting Things Done” sys-
tem, says that unless the task you’re doing 
is visible right in front of you, you will half-
forget about it once distracted. In turn, it 
will nag at you from your subconscious and 
everything you do thereafter will be handled 
with partial attention. To combat the issue, 
adopt a new reliance on lists. Allen says that 
when an interruption distracts you for lon-
ger than two minutes, it should be added 
to your to-do list, which you are constantly 

updating. As soon as the interruption is 
over, immediately check your list, and go 
back to whatever is at the top.

Work with brain peaks 

Scientists have proved that most people have 
“peak hours,” or times they excel at differ-
ent activities. Secretary of the International 
Brain Education Association Sung Lee, 
M.D., says that during the earlier part of the 
workday, your brain has moderate levels of 
cortisol, a stress hormone that helps you 
mentally focus. If your to-do list includes 
projects that require analysis or creativity, 
like writing a presentation or brainstorming, 
tackle them before 11 a.m. If you’re trying 
to move through several tasks that require 
fast-paced action rather than deep thought 
(like answering emails, returning phone 
calls or attending meetings), schedule them 
between 11 a.m. and 2 p.m. During this time, 
mental quickness is at a peak, thanks to 
reduced levels of the sleep hormone melato-
nin. When possible, aim to take a later lunch 
break (ideally, around 2 p.m.), when your 
brain is most ready for a break. Energize it 
by going for a stroll, eating a healthy lunch 
outside or simply stepping away from your 
desk for a change of environment.
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Your Reputation Is 
on the Line 

Many people assume that it’s only important to spruce up their social 

media profiles when they are actively job seeking. But as Joshua 

Waldman, social media expert and the author of Job Searching with 

Social Media for Dummies, discusses on his blog, social media is an 

important tool for all professionals. He shared his insight with Bobbi 

Dempsey from The Office Professional.

TOP: What exactly is a personal brand?

Waldman: Actually, the word “brand” is a poor choice. What we are 

really talking about is personal positioning; in other words, how you 

are different than other people. This really involves two overlapping 

spheres. First, you need to know and understand your values and direc-

tion. Next, you need to understand your target organization’s needs so 

that you can provide sufficient value. 

TOP: How can I manage my online reputation or at least make sure I’m 

making a positive impression? 

Waldman: This is a huge question. But to keep it short, just be careful 

about what you say, and monitor what other people are saying about 

you. Use tools like BrandYourself to build up your reputation and  

Reppler or Google Alerts to monitor your progress. 

TOP: Do I still need to maintain an active online presence if I’m not 

currently seeking a job? 

Waldman: Does Lady Gaga still Google herself? Of course she does. 

And as long as people are going to Google you, job seeking or not, 

the results that show up will matter in your career

TOP: Any tips that might be particularly helpful for administrative 

professionals? 

Waldman: One of the most powerful elements of having a strong online 

presence is how easy it is for you to share the testimonials others have 

given you with potential clients or companies. Social proof is huge. Find 

ways to share the positive opinions of others wherever you possibly can. 

TOP: Social media seems so overwhelming—it’s constantly chang-

ing. How do I stay current?

Waldman: Subscribe to a few good blogs and read them at least once a 

month. Mashable, TechCrunch and Alltop are a few good ones (not to 

mention mine, Career Enlightenment). 

$169 for Basic & Gold members

fRee! for PLAtINuM members 

$199 nonmembers

      CoSt PeR PhoNe LINe (uNLIMIted AtteNdANCe): 

Can’t make the live conference?   

Buy a Cd for $99 and we’ll send 

it within a week after the event date.

uPCOMINg TRAININg SESSIONS 

from the offICe PRofeSSIoNAL  

INTROduCTION TO 
MINuTE TAKINg
 90-MINute WeBINAR

 June 14, 2012    
 11:30 a.m. ET

  theofficeprofessional.com/minute  

Take away the pressure, confusion and fear that taking minutes creates. 

Minute taking is a skill high in demand yet high in anxiety as well. Many people 

never learn how to take good minutes and simply copy what was done 

before—even if it was done badly. Don’t allow a bad example to sabotage 

your career. Join Rhonda Scharf for this 90-minute webinar that will teach 

skills that you can use immediately to take accurate minutes.

TIME & WORKLOAd 
MANAgEMENT
 60-MINute WeBINAR

 Aug. 22, 2012  
 Noon ET

  theofficeprofessional.com/time 

Do you complain that you don’t have enough time? Don’t put more hours in 

your workday; learn to make the right choices for the right job. Invest one hour 

in your time management and reap the rewards immediately. In this one-hour 

webinar, Rhonda Scharf will introduce you to practical techniques to help 

you achieve results through better time and workload management. You will 

be introduced to tools and perspectives to better manage your workload and 

learn how to organize your time more effectively.

HOW TO CREATE 
AN AdMINISTRATIvE 
PROCEduRES MANuAL

60-MINute WeBINAR

 Sept. 12, 2012    
 Noon ET
 theofficeprofessional.com/create-

administrative-procedures-manual 

If you missed work for a period of time, could your co-workers step in and fulfill 

your responsibilities without a major interruption to your office or business? Do 

you have the processes and procedures that you do each day documented 

for easy reference? Creating good step-by-step documentation takes thought 

and effort, but the end result is a product that can be used again and again. 

Join Julie Perrine to learn how to get started creating a solid administrative 

procedures binder. You will learn the appropriate documents to include and 

how to document understandable processes and procedures.

Sep

12

How branding and social media can make or break you 

Aug

22

Jun

14

https://brandyourself.com/
http://www.reppler.com/
http://careerenlightenment.com/
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People have been talking about the 
promise of a “paperless office” since 

the age of the floppy disk. But despite the 
increasing use of automation, the American 
Records Management Association reports 
that the average U.S. office worker uses 
about 10,000 sheets of paper a year.

To evolve from the heavy use of paper, 
it’s necessary to first take a look at exactly 
what takes place with paper in your oper-
ation. Here are a few questions to ask:

•	 How does correspondence come to 
you? Is it delivered in paper form by the 
post office? Or do you communicate 
mostly through email or other online 
communication?

•	 How many people touch a piece of paper 
before it is acted on?

•	 What do you have to do to process a piece 
of mail? Do you open it? Remove staples? 
Tape torn pages? Sort mail into batches 
or categories? Log it? Add notes? Stamp 
received dates? Scan it? Photocopy it?

•	 Why do you do all of these tasks? Are all 
the steps really necessary?

Would you believe that some companies 
perform about 25 activities on each piece of 
correspondence? 

Rethink your processes

If you are trying to get from paperbound 
to paperless, the best way to gauge your 
progress is by knowing what are you doing 
now and where you would you like to be in 
regard to paper usage. 

Create a flow chart

Set up a workflow chart to determine the 
steps taken to process any given item such 
as travel expense reports, invoices or budget 
reports. Or, if you don’t handle accounting 

tasks, think of how you process communica-
tion or requests from customers or clients. 

One way to start gauging your processes is 
with sticky notes. (You can convert your sticky 
note results later to an Excel spreadsheet.) 

First, identify a task you want to bench-
mark. Write every step in the task on a 
separate sticky note and post each task in 
order on a wall or bulletin board. How many 
steps does it take to complete the task? How 
long is the process? How much does it cost 
to process each item?

When you have outlined an entire process, 
analyze it. Could any steps be cut? Are they 
all absolutely necessary? Could copies be 
eliminated? Is there a better, quicker way to 
accomplish the same task? What are your 
“pain points”—the parts of the task that get 
bogged down? Are you losing time or money? 
Is accuracy being sacrificed?

If you are having issues with approvals, 
turnaround times or missed deadlines, 
this indicates a process that is not func-
tioning properly.

find solutions

Gathering this data and reviewing all the 
factors allow you to examine the nature 
of your workflow and the overall effi-
ciency of your administrative operations 

and work processes. It can also help you 
investigate solutions.

For example, could some of the paper 
processes be converted to electronic pro-
cesses? How about scanning instead of 
photocopying, and sending communications 
interdepartmentally through email rather 
than hard copy? If a document must be 
reviewed, how about tracking the changes in 
Word or marking corrections in PDFs using 
Adobe Acrobat? Most of the time, there’s no 
need to print or photocopy hard copies.

Other solutions might be to outsource 
or invest in software to increase efficiency. 
For example, travel and expense software 
is readily available and yields tremendous 
savings in time and cost. 

Start a dialogue

Analyzing your workflow is the first—
and most important—step toward going 
electronic and achieving a paperless office. 
Start the process now. Benchmark and talk 
with others about how you could improve 
your processes with technology. Do your 
homework and calculate potential costs 
and time investments. And get others 
involved. It will help pave the way for you to 
eventually present a case for implementing 
cutting-edge tools and strategies.

Improve efficiency and reduce paper — By Elaine Stattler  

Is Your Office “Paper Happy”? 

PAPeR IS exPeNSIve
the average organization spends between 

7 and 14 percent of its total costs on 

processing documents in a paper or 

“manual” environment. In addition, studies 

have shown that the average document 

in an organization is photocopied 19 

times. Storage requirements for hard-copy 

documents double every three years, and 

paper storage costs an average of $1,400 

per file cabinet.

http://www.theofficeprofessional.com
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AVOID THESE       BuSINESS BLuNDERS
Manage these behaviors or your job may be at stake – By Elaine Stattler

When you’re under stress, it’s easy to lose 
perspective about events in your work and 
personal life. Relatively minor problems often 
appear large and difficult to handle, and it’s 
easy to lose your patience and your cool. But 
don’t let these moments shape the way you are 
perceived in the workplace. Your hard-earned 
image as an office professional is at stake!

Here are five business blunders, along with 
tips for managing them:

1. Can’t accept criticism.  
How can a person who can’t accept 
feedback and suggestions improve? 
If you feel yourself losing it, breathe 
deeply. Don’t take it personally. You 
will get a much better response from 
your boss if you collaborate rather than 
agitate! 

2. Is negative and oppositional.  
People enjoy working with and relating 
to happy, optimistic people. The key to a 
successful career is to avoid phrases like 
“That won’t work,” or “I can’t believe 
you’re asking me to do this!” Make it a 
rule to say “yes” much more frequently 
than you say “no.” If you need help, get 
it. If you need more information, do the 
research. If you can complete a task before 
you are asked, by all means, go for it! 

3. Doesn’t learn from mistakes.  
Insanity is repeating the same behavior 

despite repeated negative results. We 
all have our little weaknesses, but learn 
from your mistakes. Make changes so 
that history doesn’t repeat itself.  

4. Can’t accept change.  
Career success depends on adapta-
tion to, or anticipation of, change. 
The office is one of the fastest chang-
ing environments in the American 
workplace. There’s no sense lamenting 
about the past. People who welcome 
change gain from the new opportuni-
ties it brings.  

5. Doesn’t behave in a professional matter.  
One of the most critical assets in busi-
ness is a positive image. That includes 
practicing good personal grooming; 
wearing good-quality, well-cared-for 
clothes that project a suitable image; 
and adopting friendly body language 
and good posture. Another important 
rule is to be on time and follow through 
on your commitments. It’s better to err 
on the side of being overly professional 
than too casual. 

The most successful office professionals 
have a belief system of continuous improve-
ment with their jobs. It just goes to follow that 
the best office pros continuously raise the 
bar on the quality of their communications 
and interactions. That is what separates top 
performers from underperformers.
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WhaT do you Think RuThann 

Should do? 

Submit a suggestion online or 

email editor@theofficeprofessional 

with your advice by June 30. 

Select responses will be printed 

in an upcoming issue. All material submitted 

becomes the property of The office Professional. 

MY OFFICE PROBLEM
We received an email from Ruthann, 

who has this office problem: 

I support a senior level executive 

who is extremely busy. even though 

I’m confident that I do a good job in 

ensuring that the office runs smoothly, I 

still need some time with my boss each 

week to ask a few questions. I try to 

schedule a 30-minute meeting on my 

boss’s calendar each week to go over 

critical questions. I’m always very well 

prepared so that I do not waste valuable 

time. however, my boss consistently 

gives away my blocked time to higher-

level employees. I have tried to come in 

earlier and stay later just to catch a few 

minutes, but it seems impossible. how 

can I get my boss to realize that I’m 

important, too, and I need a few minutes 

in order to maintain my productivity? 

 
– Ruthann, harrisburg, Pennsylvania

“

”

MONTHLY POLL RESuLTS

In April, we posed the question, “How 

often do you work through lunch?” on  

theofficeprofessional.com. Nearly 150 

people responded. Here’s the breakdown: 

Hardly ever..............................................18%

1–2 days per week................................17%

3–4 days per week..............................39%

Always.....................................................26%

Although it’s tough to get away, 

remember how important it is to take 

breaks regularly throughout the day. 

doing so increases productivity and 

overall job performance. Even if it’s just 

15 minutes or so, it makes a difference 

in your health and well-being. 

don’t forget to take this month’s poll: 

how Green Is your office? 
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