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Starting A New Job


In A Week


Christine Harvey




Christine Harvey is an international businesswoman and leader. She has run companies in the UK, Europe, America and Asia, trained over 100,000 people in business success methods, and reached over a million through her articles, books, television, radio and conferences. Many of her followers have won awards for excellence and corporate growth after taking her courses at the Institutes of Management – in Australia, Singapore and Great Britain. She has trained the US Military in communication, motivation and leadership and served as Chair of both the London Chamber of Commerce and the Sunbelt World Trade Association in the US.


Christine’s other books in this series include Successful Selling In A Week, People Skills In A Week, and Personal Impact In A Week and she has also written seven business books published in 28 languages. Her easy-to-grasp writing style and business expertise make this book a must-read for anyone who wants to catapult their career when starting their new job.




Introduction


Why is it that we don’t learn at school some of the most important things we’ll need for life? These are things like how to succeed in relationships, how to read a contract for buying a home – and how to start a new job successfully. These are things we eventually glean from other people, through observation or through trial and error. The purpose of this book is to cut out the trial and error and to give you the experiences of highly successful people so that you can succeed now.


As A. A. Milne once said, ‘Good judgement comes from experience and experience – well, that comes from poor judgement.’ What I’ve set out to do here is to give you the wisdom gained by others over the years. By learning from their experience, you’ll also be able to exercise good judgement and face whatever comes your way – with confidence, credibility and success.


I’ve also added my own experiences from running businesses on three continents and coaching my own employees to new levels of success. I want you to consider the workplace as not only a place to earn a living but also a place to develop your skills, talents and creativity – in short, a place to develop your true potential. By doing this, you’ll also affect others in a positive way, which is important for your own growth as a leader.


In this book, we’ve covered the essential ingredients you’ll need for succeeding in your new job. They include:


•  preparing before you start


•  handling day one with ease


•  having great success with your boss and colleagues


•  using the right attitudes (ones that get you promoted not demoted)


•  planning your leadership future by halting failure


•  promoting loyalty and leading change


•  succeeding as a leader (handling difficult situations head on)


•  reaching your goals with proper monitors and controls.


The people I’ve interviewed for this book are from around the world – the UK and Ireland, America, Europe and Asia. Their industries are wide-ranging, as are their areas of expertise. I thank each of them for sharing their insights and I hope you gain as much from them as I enjoyed tapping their wisdom and hearing their success stories.


The chapters of this book are organized into the days of the week, and the information and advice they contain have a practical focus. Keep pen and paper to hand as you read each day’s chapter so that you can make notes when prompted. Your notes will build up into a useful set of prompts for you as you make your mark in the new job.


Wishing you every success and joy,


Christine Harvey


ChristineHarvey@ChristineHarvey.com




[image: image]





Starting a new job is an exciting opportunity. It’s a time when you can reinvent your life and catapult your career.


Now that you’re hired for the new position, there are certain things you can do to ensure success, even before your first day in the job. During your interview process you learned about many aspects of the new job, but not all. You’ll still have plenty of questions about the company, the management, your colleagues and your new responsibilities.


There will be surprises and challenges ahead. What you do now to prepare for the first day will boost your confidence and heighten your ability.


Let’s look at the list of what to do before day one:


•  Discover more about the company.


•  Review your job description and what might be expected of you.


•  Decide on your career goals.


•  Determine the strengths you bring to the job.


•  Think of what gaps exist in your résumé.


•  Master the way you’ll speak about yourself.


•  Decide how to overcome any special or difficult circumstances.


•  Make the right first impression.





Discover more about the company


It’s said that 60 per cent of your self-image is related to the job you do, so it’s no wonder that the days leading up to a new job make people feel vulnerable. Your self-image in relation to the new job hasn’t been formed yet.


When I started my company and left the corporate job behind, I remember sitting on a plane from London to Chicago to meet a client. I still felt allegiance to my old job and my old colleagues, because I had no experience to draw upon for my new role. Perhaps you also felt this the last time you changed jobs. The new job probably required some mental adjustment of your self-image; and the chances are that you needed time to grow into your new role.


Now on this job, you probably have some impressions about the company. Perhaps you even know it well, if you are being promoted from within. Either way, there are things you can do now to start forming your self-image in relation to the new job.


Psychologists advise that we can speed up the acclimation process in three ways. We need to visualize ourselves:


•  working in the new role


•  feeling comfortable in the new role


•  succeeding in the new role.
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The first step is to discover as much about the company and the department as you can. In preparing for day one on the job, Roy Allaway, a manager in the events industry, recommends finding out everything you can about the company and its personnel. ‘I went on to Google,’ he says, ‘and found news stories about the company. I searched the company website for the names of the directors and read up on them. And I read every page of their website.’


He also went on to Facebook to find contacts at the company. ‘Friends of friends usually know someone in the company or the industry and that will help you enormously,’ he says. He had conversations with everyone who had any knowledge of the company. ‘That gave me a high level of comfort even before day one rolled around,’ he said.


Take a minute now to decide what resources to tap for this information.
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You can find information about the company or department in a variety of places:


•  the company's published literature and annual reports


•  on the Internet


•  through social media and other networks


•  through your personal contacts.


After you’ve done your research, make a note of your findings so you can refer to them once you’re in the job.
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Decide on your career goals


Let’s look at where you want this job to lead. What goals do you have for the next steps of your career?


•  If anything were possible, what would you want?


•  Do you want to progress to senior management or be the CEO?


•  Do you want to learn a new skill so that you can change industries?


•  Do you want to sharpen your leadership or your communication skills?


•  What is it exactly that you want to move towards?


Jot your goals down so that you can refer to them in the future.


Determine the strengths you bring to the job


This is easier than it sounds, even if you have little idea of what your new job requires. Simply do this. Think of three of your favourite accomplishments. They could be from a previous job, or even an accomplishment from your youth. All of them will lead you to skills and qualities that will be transferable to future positions.


1  Now list all the skills you used or acquired through those accomplishments. Consider things like leadership, management, monitoring, problem solving, good judgement and good decision-making, computers, mathematics and sales & marketing,


2  List the qualities you used in the achievements. Consider things like being responsible, organized, open-minded, a good communicator, enthusiastic, proactive and reliable.


3  Next, think of your job description and what you expect to be doing in your new position. Glance at your list of skills and qualities above. Which of these strengths can be transferred to the new job?


From now on, when you think of your new job, see yourself using these strengths – all the skills and qualities you highlighted above.


Think of the gaps in your résumé


Oliver Kelly, a consultant in the financial services industry, advises you to start planning your career early in the new job. ‘What will your résumé or CV look like in ten years’ time?’ He sees people drift in their early career, not adding to their professional qualifications or leadership experience. ‘It’s OK to feel good about getting the new job, but look for the holes in the position compared to where you want to end up, and take steps to plug them along the way.’


As an example, he points to the possibility of creating a process you can pull together, or joining an organization for leadership. ‘Maybe you’ve never had a chance to run a team or to give presentations. If not, find an organization like Toastmasters that you can join in order to gain those experiences. Then you’ll be able to include these on your résumé, which will increase your credibility when going for the bigger job,’ he says.


Think about your own career now. Where are the gaps between your current strengths and the strengths you will need for the job? You have now identified some career goals for your future. If you were to create a résumé now for your future dream job, what would it need to look like? Jot down your thoughts. Decide now what needs to be added to your arsenal of skills and strengths.




Mastering a new skill


Eoin Mulvihill of Biz By Media learned early in his career that he needed to master sales in order to succeed. It was not something he looked forward to; in fact, he dreaded it. ‘So I took a job selling nationwide where I would be anonymous to my customers. Then suddenly, to my shock and horror, they decided to place me in the shopping centre of my home town! I was horrified because I knew every second passer-by and would have to try to sell to them. But then I decided to get a grip on my fear. I reasoned that, if I could sell in my home town, I could sell anywhere.’


On the first day Eoin sold nothing. ‘I went home that evening and looked up the sales process on YouTube. I started practising the tips and I brainstormed loads of ideas on how to match the sales process to the product. I decided to give it my best shot and the next day I sold out of stock!’


‘It’s important, when you’re new, not to overestimate how difficult anything can be,’ Eoin advises. ‘When you grab the bull by the horns, you can succeed at anything. Remember that all barriers are in the head. It’s important to work through them.’





Think now about how you might fill your skills gaps in your forthcoming new job. Will the job bring those extra experiences you need? If not, can you work yourself into a position within the company to fill those gaps? Or will you need to join an outside organization to help you? Make a list of your ideas for filling those skill and strength gaps.
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Master the way you’ll speak about yourself


In my book Personal Impact In A Week, I discussed how important it is to give yourself credibility when you speak. This is not the same as boasting about yourself. The truth of the matter is that colleagues in your new job may not know anything about you. If you tell them nothing, it may take years for them to discover your accomplishments. The sooner they learn about your past successes, the higher your credibility will be.


To do this, you need to master the art of using ‘credibility prefaces’ when you speak. For example, let’s say you want to talk about a recruitment process. Instead of just saying, ‘A good way to recruit people to help with the event is…’ it’s better to say, ‘When I was Chairman of the xyz, we discovered that a good way to recruit people is…’ (stating your point). By using the preface showing your previous role, such as ‘When I was Chairman of the xyz,’ they see that you have leadership expertise.


Or let’s say that you want to make a point about your wealth of experience in your field. You might start like this: ‘In the six years I worked in manufacturing, I learned…’ (stating your point). Now they know that you have six years’ manufacturing experience.


I remember a trip I made to South America with a high-profile investment group, made up of CEOs and people of independent wealth. The organizer of the group was so impressed that I had held a post as Chair of a London Chamber of Commerce that, each time he introduced the group to our overseas partners, he started with me and mentioned my former chairmanship title.


[image: image]


Your accomplishments lend credibility, not only to yourself but also to your new organization. If you’ve hidden your accomplishments before, now is the time to change that way of thinking.
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Think back to the accomplishments you listed earlier in the chapter. These accomplishments, and the positions you’ve held, are the ones you want people to know about.


Think of how you could preface a point you may want to make using your accomplishments and a position you have held that you want people to know about. Make notes on these for future reference.


Decide how to handle difficult circumstances


Perhaps you’ll be entering a job that holds unique challenges. In that case, it’s best to prepare a strategy in advance.




Meeting a challenge


Beth Walkup, a strategic planning consultant, remembers when she was hired to join a five-person executive team. It was an NGO – a non-governmental organization – with 3,300 worldwide employees based in New York. She would be the first woman to be on the executive team. The other four members had never worked with a woman at that level before. Since her four male counterparts had spent most of their careers in developing countries where women in management were in short supply, she knew that she would be a new phenomenon.


‘I decided that my first approach should be to gain acceptance. I needed to get to know each of the four individually, and have them get to know me,’ she said.


At each meeting she arranged, she focused on their area of expertise. ‘If it was the finance director, I would talk about the short-term implications of the budget and the long-term implications on my area of fundraising, where I would be reaching out to a million donors.’ She let them know about the complexity of her job as well as hearing about theirs.


She also needed to gain support from the whole organization in order to meet their funding needs. To do this, she first got the executive director’s backing to organize weekly meetings at which she would set the agenda. ‘I needed them to understand that success in fundraising was totally dependent on everyone, not just on me,’ she said. ‘How the phone was answered, how the office looked when people walked in – these were down to everyone.’





Think about your challenges now. Whatever you face today will prepare you well for the future. As a result of facing her challenges head on and overcoming them, Beth moved along in her career and was later named to a presidential committee with the title of Honorable. It’s important to look positively upon your challenges as a means of developing vital skills.


What about your job? What special circumstances will you face? Will you be coming in from a different industry? Will you be the first minority in the job? Have you been promoted from within so that you will now be managing people who were previously at your level?


•  Note down any special circumstances you might face.


•  Now think of ways you might handle them.


Make the right first impression


It’s time to plan ahead to make the right first impression. We are all creatures of habit. We cling to old ways and yet, if we want a different future, we have to do some things differently. Remember that first impressions are lasting impressions.


Here’s the advice that resulted from a survey of highly accomplished people:


•  Go beyond what’s expected.


•  Dress appropriately and flexibly.


•  Fit into the new scene.


•  Watch your personal communication.


•  Don’t abuse Internet time.


•  Be prepared to meet everyone you can.


•  Become accepted.
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Make a list of the ways you can prepare now, to make the right impression on day one.
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Go beyond what’s expected


‘The boss is watching you from your first minute on the job,’ says one executive. ‘It’s critically important to put your best foot forward and go beyond what is expected in the job, starting straight away. Come early and stay late – if that will impress the boss. Ask questions for sure, if you’re not certain what to do.’


Dress appropriately and flexibly


‘Dress for the job – slightly better than other equal employees, but not better than the boss,’ advises one manager. ‘You may not be sure whether to wear a suit or not on the first day. In that case, wear the suit – you can always take off the jacket and tie, scarf or jewellery if the atmosphere appears more casual.
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