

[image: Cover]
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	This SECRETS book contains a number of special textual features that have been developed to help you navigate the chapters quickly and easily. Throughout the book, you will find these indicated by the following icons.
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	Each chapter contains quotes from inspiring figures. These will be useful for helping you understand different viewpoints and why each secret is useful in a practical context.
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	Also included in each chapter are a number of strategies that outline the ways you can put this secret into practice.
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	The putting it all together box at the end of each chapter provides a summary of each chapter, and a quick way into the core concepts of each secret.










INTRODUCTION


Who am I to be telling you how to become a confident communicator? Well, I have been around quite a long time and I have survived the ups and downs that life has tossed me. I trained as an actor, which has enabled me to develop my voice, use body language and expand my imagination for the work I do now. Acting gives you confidence and helps you communicate with other people, something that is vital in life. After leaving the world of TV and radio, I founded Public Image in the mid-1980s as a company specializing in image building, public speaking, speech writing and interview and presentation techniques. My work brings me into contact with all sorts of different people in various countries around the world, so I have had to learn to have the confidence to fly on my own and meet people I don’t know in strange cities around the globe. It is fun and exciting, and as I grow older I find I have more confidence and life is more exhilarating.


In 2005 I began to offer training in international etiquette and modern manners, as I realized that these essentials were sadly missing in public, business and private life. In 2013 Public Image merged with The English Manner to form The Etiquette Connection and we now have offices in China, India, California, Russia, UAE, Kenya, Ghana, Nigeria, Tanzania and Mauritius. Our clientele has expanded to include businessmen and women, parents, students, teenagers and children, as well as politicians in Trinidad & Tobago, senators in the state of Jersey, first ladies from Nigeria and members of various royal families. I come from a family of four and have two children, five grandchildren, many nephews and nieces and many great-nephews and nieces. I am lucky because I believe a close extended family has helped me understand youngsters and enabled me to help them gain confidence and self-belief.


The aim of this book is to give you hints and tips on how to communicate in a wide range of situations with a whole array of different people. True confidence is something we should all strive for. We are born optimistic, with the confidence that we will be fed and cared for, but that confidence can be sapped as we grow older: our families, school friends and colleagues can all help drain as well as build our confidence and self-esteem as we go through life. The secrets in this book will help you overcome fears, complexes and self-doubt and give you the tools to communicate with confidence. I have covered topics ranging from style, dress, networking, public speaking, managing meetings, customer service, the media, talking to children and entertaining, to name but a few.


Because first impressions are very difficult to change – it is said that we make up 90 per cent of our minds about someone within the first 20 seconds of meeting them – we must make sure that the first impression we give of ourselves is the one we want to give. If we give an unconfident first impression, it then becomes difficult to create a confident image. Whether you like it or not, the way you look influences the way you are perceived and received by others. Police reports all describe people’s dress, size, shape and colouring, because these are the first things people notice. We all have an idea of how the world sees us, but do you ever stand back and analyse the impression you convey to others?


Because so much of the way we judge and are judged today is visual, how you look has an enormous impact. You have to decide what image you want to impress upon people and try to make sure that you achieve it. But it can be difficult. If you are starting your career, you might not be confident, yet, about what your image actually is. If you have spent the last seven or eight years bringing up children or being out of work, then you might have lost confidence when it comes to going for a job. The secrets in this book will give you the confidence to write a CV, help you decide what questions to ask at a job interview and give you advice on what to wear. It’s important to look the part. Think of the impression you are giving a prospective employer. The way you dress, speak and walk, and even the way you eat, all help to build a picture of you, which is equally true if you are going for promotion.


But what is confident communication and why is it important? It is obviously important in the world of work, but it is equally essential for your social life. To be a confident communicator you should transmit competence, reassurance and responsibility; your effect on the people you meet should be immediate and positive. This does not mean wearing power suits, but it does mean dressing with style and care; it means knowing the social graces, it means being prepared for any situation because you have done your homework, it means knowing your strengths and weaknesses.


A positive, confident image starts the minute you get up in the morning, and it is as much a matter of attitude as anything else. The way you react to other people builds up an image. Try and think of the effect your actions and reactions will have on others. Show that you care, not only about yourself, but also about other people. We have to show respect for others, which in turn brings respect for ourselves; the greatest gift anyone can give a child is self-respect and the ability to communicate well.


However strong your message is, if you can’t get it across, it is lost. What papers and magazines do you read? It is not as easy to converse on any level if you don’t read widely. Nobody expects you to be a political analyst or an expert on the economy, but if you are among a group of people and you cannot contribute perceptively to a discussion, it doesn’t do much to enhance your confidence.


It is amazing what effect a really bright smile can have. It can light up a plain face and, more importantly, break down the invisible barriers that exist between us all. A smiling face is an appealing face, giving an impression of confidence. A good, strong smile is therefore a winning asset, so don’t be afraid to use it.


Our expressions can also have a material effect on the way we think and the way we feel. Some psychologists claim that different expressions affect blood flow to the brain, causing positive or negative feelings. Laughter and smiling are said to increase the flow, producing positive emotions. Laughter, too, is strong medicine, helping us to achieve a natural high and a release from tension. That is why some people (especially children) laugh when they are nervous or in trouble. It is said that a single minute of laughter can give up to 45 minutes of relaxation, enabling the body to unwind. Happy people not only appear more relaxed and confident – they usually are! Communication comes from the face and the eyes, and a person’s attractiveness is down to their expression, not the way their features are arranged.


This book also offers advice about talking to teenagers, who can be one of the most difficult groups to communicate with. In order to get on their wavelength, you need to think the way they do. Think back to when you were a teenager yourself and put yourself in their place. What was important to you then and what did or didn’t you like to do? I know I was besotted by music, certain film stars, as they were known then, the Rolling Stones and Elvis, as well as my ponies! I didn’t have to work to earn pocket money but I had to do jobs round the house and I hated being asked to do things when I was trying to listen to the Top 20 – we didn’t have portable music devices in those days! Of course, every teen is different and you have to respond to and communicate with each individual in a different way. For example, some teenagers will want to go out a lot or spend money on clothes, so they will be motivated to get a job at the weekend or in the holidays. Others might prefer to stay in bed half the day during vacations and weekends.


It has now been proved that teens need plenty of sleep, so don’t moan every day if your children won’t get up. (If they are up half the night listening to music or hanging out with friends, that is quite another thing!) It is a fine line between giving them a structure and nagging – see Secret 47. If you can provide a private space in your house that can act as a haven for your children and their friends, you may not be exactly sure what they get up to but at least you will know where they are and be able to check out their state of health and generally keep an eye on them. This can also reduce the potential for battles with them and provide more opportunities for communication.


If you are an employer, it is vital to be a confident communicator. Employees need to be sure of what is expected of them, so you need to be clear and concise when you carry out induction. It is also essential to have written guidelines so that everyone knows what their job description actually means. This is especially true of nannies, au pairs and anyone else who works in your home. Misunderstandings can easily occur if the number of hours and the tasks specified are not completely understood, which can happen especially if you are employing someone whose first language is not English.


To communicate confidently, you have to know what your body is saying; you have to understand your ‘body talk’ and that of other people. Negative signals are the ones we usually transmit without being aware of them. Avoiding eye contact or looking round the room makes people look shifty. Look out for this in teens and children. Body touching is a comfort blanket. Shrugging shoulders and sprawling in a chair are two traits used by teenagers and they are often signs of unease within themselves which portray an ‘I don’t care’ image, whether they do care or not.


People often show nervousness by rubbing their mouth, touching their cheek, biting or licking their lips or scratching their head. People who constantly clear their throats are often anxious or uneasy. So what are the positive signals we should be transmitting? Good eye contact shows that you are listening, as does smiling and nodding as this encourages others to open up and communicate. Sitting forward when listening displays a sense of stillness and confidence, and indicates you are in control of yourself and your situation. It sends out signals of tranquillity and authority, which are also infectious and can help to calm others; this is especially useful in any form of confrontation.


The main thing about confident communication is that you need first to have confidence in yourself. You have to believe that you can do what you set out to do. There is no room for self-doubt in this world if you are going to achieve success and happiness, in whatever forms they take for you. That doesn’t mean the arrogance of believing you are always right but it means having the confidence to try new things, the confidence to fail and the confidence to forgive, in particular yourself. Once you obtain that bedrock of self-assurance, you will be able to communicate with the confidence that you will be heard.
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Start on the path to true confidence
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‘Believe in yourself! Have faith in your abilities! Without a humble but reasonable confidence in your own powers you cannot be successful or happy.’










Norman Vincent Peale
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‘Optimism is the faith that leads to achievement. Nothing can be done without hope and confidence.’










Helen Keller
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‘The brave man is not he who does not feel afraid, but he who conquers that fear.’










Nelson Mandela
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‘If you don’t like something, change it. If you can’t change it, change your attitude.’










Maya Angelou
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‘I finally realized that being grateful to my body was key to giving more love to myself.’










Oprah Winfrey


To be a confident communicator, you need to have confidence. That goes without saying, but if you haven’t got confidence to begin with, how do you get it? Confidence is something we all strive for because true confidence helps you communicate effortlessly and successfully. It comes from knowing and believing in yourself. That may sound blindingly obvious, but most people do not really know themselves or believe in themselves. Confidence is something we are born with but often lose as time goes by and life throws us its brickbats, so it is often a case of rebuilding what we once had.


Having true confidence means being able to rely on your own decisions and choices, to be able to make valid judgements without constantly having to ask the opinions of others – in other words, to have the confidence to determine your own future. It requires confidence to walk into a room and enjoy the fact that you won’t know a single soul, or to wear what you want to wear and not worry about what others may think. Starting up a business or going for a high-flying job demands true confidence, if you are going to be a success. True confidence also means not being afraid of taking criticism or making mistakes and being bold enough to try something new.


It is true that, if you are dissatisfied with yourself, you will never be satisfied with life. For most jobs today it is vital that you radiate confidence because it denotes competence. It is the same in the social arena: having confidence will make people accept and admire you, and that will improve your private life. The following strategies will help you improve your confidence and help you achieve a new, positive outlook on life.
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EVALUATE YOUR SELF-IMAGE KINDLY










Today the image of physical human perfection shines at us from magazine covers, billboards and TV advertisements. Very few of us, however, measure up to these faultless paragons and this can be a major cause of unhappiness and low self-esteem. You have to be honest with yourself when you evaluate your image in the mirror, but you must also be fair to yourself and appreciate your good points. Most people are dissatisfied with at least some aspects of their own appearance, which is why so many people resort to cosmetic intervention, but that doesn’t always create true confidence – sometimes the reverse.


Look at yourself as if you were looking at a dear friend who has asked you for an honest opinion. Be kind to yourself. We all have good points and you have to appreciate yours. You might have beautiful eyes, a noble nose, lustrous hair or a swanlike neck. Whatever your good points, start to appreciate them rather than wishing to be something you are not.


Of course, if you can do something about what you don’t like, do it! Don’t put up with crooked teeth if you can get them straightened and, if you want to be slimmer, go on a diet. A good haircut can do wonders to boost morale, so shop around and find a stylist who will take time to listen to you and help you try something new. Take a look at your wardrobe and decide what really suits you and get rid of anything you are not sure about. If you aren’t comfortable in your clothes, you can never feel truly confident. Keeping fit will also help boost energy levels, which in turn will boost confidence.
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RECOGNIZE YOUR ACHIEVEMENTS










Do you talk to yourself? If so, how? Some people talk to themselves in a way that they wouldn’t do to their worst enemy. I used to be one of those people. I have no sense of direction and constantly get lost in the car, with or without a satnav, and I used to call myself all sorts of names and tell myself how stupid I was until I realized that I was actually making things worse. I was eroding my confidence in even finding my own front door, so I had to reassess how I was valuing myself. I changed my attitude and started to treat myself with compassion and respect. Instead of criticizing, I started praising myself.


Try this exercise: look at yourself in the mirror every morning and tell yourself you are looking good and that it is going to be a good day. Before you go to bed, look in the mirror again and praise yourself for what you have achieved. Even if things have gone wrong, instead of letting it depress you and bring you down, discover what you can learn from the experience and tell yourself that you will do better next time. Do this for one month and you should feel more positive and more confident.


Write down any beliefs that hold you back. Where did those beliefs come from? When did you start believing those things and do they have basis in fact? So often, we believe things that are embedded in our minds during childhood. If you are constantly told you are not good at maths because your exam results weren’t top notch, or you can’t skate because you always fall down, you will lose confidence in yourself and never improve. If you want to do something enough, you can do it; tell yourself you can and have confidence in your own abilities!


We determine much of our attitude towards ourselves and the world around us by what we think. Having a positive attitude helps build true confidence, so start talking yourself up and remember, confident people are sexy people!
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MAKE A LIST OF YOUR GOALS










What would you do if you had the confidence to do it? Some people dream of travelling down the Amazon, learning to ski, writing a book, designing clothes, climbing a mountain or running a marathon, but they never fulfil their dream because they think it is going to be impossible for them. They say, ‘But I don’t think I could do it.’ If this sounds like you, ask yourself why not. Provided your goal is realistic, you can achieve whatever you want to achieve, but you must have confidence in yourself and your beliefs and part of that confidence comes from self-respect, so celebrate your personality.


Make a list of the things you want to do and give yourself a timeline to do them. Don’t worry if you don’t succeed at the first attempt. Don’t slate yourself, treat yourself with kindness and encourage yourself. Achieving a lifetime’s ambition is one of the best and surest ways of giving yourself true confidence.
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Be proud of yourself and appreciate yourself. You are a unique and special person; there is no one else in the world exactly like you, so be confident in your own individuality. Treat yourself with kindness and respect, give yourself praise when you deserve it and don’t beat yourself up when you make a mistake. Use mistakes as learning experiences and don’t let them erode your confidence in yourself. Remember:


•  You have to love yourself for people to love you: self-assurance is both charismatic and compelling.


•  Have the confidence to push your boundaries and try things you have always wanted to do.


•  Mix with like-minded people and people with a positive attitude; try not to surround yourself with negative people who will drain your energy and self-confidence.








	Look at people you consider to be successful and analyse what they have done to get where they are. Very few people are ‘overnight successes’ – so look at their journey to success and learn from them. At the same time, ask yourself what ‘success’ really means. Wealth and possessions don’t necessarily mean happiness or fulfilment, and there are many other measures of success.







	Don’t make snap judgements about people and compare them with yourself, especially if they are very successful and you feel that you are not, as this will certainly drain your confidence. Have confidence in what you have done with your own life. Are you happy? Have you done your best? Do you have a good relationship with friends and family? If so, I think you can call yourself a success, so let that help you find true confidence.
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Blow up the mental block
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‘Most of the important things in the world have been accomplished by people who have kept on trying when there seemed to be no hope at all.’










Dale Carnegie
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‘Don’t play for safety. It’s the most dangerous thing in the world.’










Hugh Walpole
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‘I failed my way to success.’










Thomas Edison
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‘Nothing matters very much, and very few things matter at all.










Arthur Balfour
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‘Fortune befriends the bold.’










Emily Dickinson


Many people have a mental block about all sorts of things, but it is vital to get rid of these blocks if you are going to become a confident communicator. There are several reasons why some people would rather throw themselves under a bus than stand up and speak in public: shyness, worrying about what other people think, lack of preparation, anxiety about the level of interest in the topic and fear of being in the spotlight are just some of them. Most blocks start in childhood or adolescence, but a bad experience when first venturing into the workplace can also have a detrimental effect on confidence.


If you cannot blow up your mental blocks, they will inhibit your ability not only to speak in public but also to try new things and meet new people. We must always remember that we are all unique human beings with something unique to offer, but we sometimes have to dig deep to find out why we don’t like doing certain things and then analyse the reasons. Let’s look at the word ‘fear’ and take the fear out of it by breaking it down like this:


•  False


•  Entrenched


•  Absurd


•  Rationales.


Many of your fears are false and they become entrenched because you have thought that way for a long time. Some fears are absurd, although that doesn’t mean they are any less real to you; but their rationale has no foundation in reality.










	

[image: image]



	

WRITE DOWN YOUR WORST-CASE SCENARIOS










Writing things down is a good way to identify mental blocks. Think about all the things that make you say ‘I couldn’t do that’ or ‘I don’t like that’ and ask yourself why. Identify the things that frighten you or make you feel uncomfortable and start to analyse them. Do you like walking into a room where you are unlikely to know anybody? If you don’t, why do you think this is? Do you like trying new experiences – different food, a new haircut, going to the theatre, a new sport? Again, if you don’t, ask yourself why. If you feel self-conscious walking into an unknown environment on your own, examine your fears and write them down. What is the worst that can happen?


Write down your worst-case scenarios and read them out loud. Do they sound logical, do they sound frightening? If the answer is that you fear that no one will talk to you or that people will stare at you, saying this out loud will help put that fear in its rightful place, back in your childhood. If you won’t try a new cuisine, you are missing out on the chance to excite and challenge your taste buds. If you won’t change your image and try different styles, you will always be stuck in the same old rut, and if you won’t accept an invitation to the theatre or to a clay-pigeon shoot because ‘you know you won’t like it’, you could be missing out on a life-altering experience and a whole new circle of friends.


Writer’s block is a different type of mental block that can cause feelings of fear and panic, especially if you have a deadline to meet. If you are writing an essay, an article or a speech and you simply don’t know where to start, just write anything that comes to mind. It may be nonsense but the important thing is to get some words on to the screen or paper. Write whatever comes into your head about your subject and then leave it for a while. When you come back to it, you will usually find that you have written something useful. Keep this up until you have blown up your block.
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CHANGE YOUR MINDSET AND OPEN UP YOUR MIND










The reason a mental block stops you from being a confident communicator is because it stops you joining in. If you have never tried something, you cannot talk about it or share your experience with others, so not being able to enter into conversations can inhibit your ability to communicate fully with friends or colleagues. As I will discuss in the course of this book, good communicators have a broad knowledge of a wide range of subjects and take an active interest in all of them. So it is a matter of changing your mindset so that you become open to all opportunities.


Don’t be afraid of what people might think of you. Somebody once said, ‘You won’t worry about what people think of you when you realize how little they do.’ Have confidence in yourself and allow your mind to open up in the areas where you feel you have a mental block. You are always forging new neuro-pathways in your brain and by thinking positively about something that has been a negative for many years, you can eventually change your mindset – about anything. It is just a matter of thinking positive thoughts and telling yourself you can.
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EXPAND YOUR HORIZONS AND ENRICH YOUR LIFE










Yes you can! You can blow up your mental block and expand your horizons and begin to enrich your life. Good communicators are interesting people and they are interesting because they are interested. They want to know about life and what it has to offer and their minds are open to all possibilities. Once you have identified the issues that are blocking you from doing what you might secretly want to do, the next step is to see what is realistic and what isn’t.


If you have a mental block about eating frogs’ legs, that’s fine, but don’t let it put you off French food in general. If you have a block about playing golf because you think it is not for you, go for a lesson and, if you like it, have another one! When you next have the opportunity to go to a party or networking event, look forward to the opportunity of meeting new people, expect the best from them and walk into the room with a smile.
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	To be a really confident communicator, you need to have an open mind. You need to unlock your mental doors and be receptive to all possibilities. You cannot communicate well with others if you are narrow-minded because you will have entrenched ideas and opinions about things that will preclude you from appreciating other people’s points of view. So many people have closed minds and that is why there is so much conflict in the world. If we have deep-rooted opinions about different cultures and beliefs, for example, then we will never be able to understand or respect their views.
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Beef up your self-image
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‘Don’t ask for an easier life; ask to be a stronger person.’










Kirsten Goeser
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‘I define nothing. Not beauty, not patriotism. I take each thing as it is, without prior rules about what it should be.’










Bob Dylan
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‘What one has not experienced, one will never understand in print.’










Isadora Duncan
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‘Your true value depends entirely on what you are compared with.’










Bob Wells
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‘To succeed, it is necessary to accept the world as it is and rise above it.’










Michael Korda


A positive self-image is a vital part of being a confident communicator. You have to love yourself in order to love others, so one of the things you need to examine is how you talk to yourself. We all talk to ourselves, whether we are aware of it or not, but if most of your self-talk is negative it will do nothing for your self-image. Talk to yourself positively and try to understand how your body reflects your state of mind.


When I am very stressed, with lots of international travel and deadlines to meet, never mind domestic issues, my heart starts racing, I get a headache and I begin to think I cannot cope. This starts to undermine my positivity. That’s when I tell myself that it is quite natural to feel like this, as I have been rushing, not eating properly and worrying half the night instead of sleeping. I tune into my body and tell my heart to slow down and I ask my brain to get rid of the headache and, yes, this usually works.


My mother used to say that a problem is not a problem if it can’t be solved; it then becomes a fact. Be realistic about what you expect to get done each day or each week. Learn to say ‘no’ if people ask you to take on more than you can deliver; don’t let others erode your energy or your self-belief. Try to experience as many different things as you can, especially those things that you are afraid of. Think about a particular fear you have and how it would do wonders for your self-image if you were able to overcome it. Breaking such barriers will leave you feeling stronger and give you a real boost. You might long to learn to dive off a high diving board but your fear of heights holds you back, or take a degree but think you are not bright enough or that it is too late. This secret will show you strategies you can use to help you achieve your ambitions. Provided your ambition is not unsafe or foolhardy, go for it! It is never too late. What barriers can you break?










	

[image: image]



	

EXPAND YOUR MIND










It’s not easy to have a decent conversation if you read only celebrity magazines. Reading a serious newspaper or its online equivalent regularly, as well as serious publications such as New Scientist or National Geographic, will keep you informed of world opinion and events and give you facts about other current topics. If you are with people having a discussion on a serious subject, it won’t do much for your self-esteem if you realize that you have nothing to contribute. I always say ‘I know an awful little about an awful lot’ because I like to be able to join in conversations about as many subjects as possible; therefore I read, listen to the radio and watch TV as well as going to the cinema and theatre as much as I can.


We all take in information in different ways. Some people need to see things, others prefer to hear information and some like to ‘experience’ to gain knowledge, so decide how you like to learn and start expanding your mind. This may seem hard to do when we are too busy or too tired to fit anything else into our lives, but swapping one type of activity for another doesn’t have to take up any extra time. For example if you normally listen to music when you are in the car, try listening to a talk radio station such as BBC Radio 4 or BBC Five Live to keep up with current affairs and hear analysis from experts. Aim to read a serious newspaper on at least two days a week, so that you can gauge the truth behind the headlines and read about other views and opinions. Try not to have preconceptions about anything. If your opinions are based on fact or experience, you can be confident that you have something meaningful to contribute and that does wonders for self-esteem.
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DEVELOP YOUR SOCIAL SKILLS










Having courteous manners and good social skills will help raise your self-esteem. When meeting new people for the first time, it is imperative to use those all-important first few seconds to make a good impression. Smile! It’s as simple as that. Smiling instantly makes you look warm and friendly and puts people at their ease. It is still correct to say ‘How do you do?’ by way of a greeting. This is not intended as a question, however, and the correct response is not ‘Very well thank you,’ but ‘How do you do?’ If this sounds a little archaic to you, it’s acceptable to say ‘Good morning’, ‘Good afternoon’ or ‘Good evening’ or even ‘Hello’. However, ‘Hiya’ or’ Hi’ is considered too informal for a business context. Never kiss someone on a first introduction.


When introducing people, it is still correct to introduce a man to a woman, a younger person to an older one and junior staff to senior staff in business. It is also a good idea, especially if you are the host at a social occasion, to give a snippet of information about the people you are introducing, to provide the springboard for a conversation. For instance, ‘Susie Wells, this is Andrew Johnson. He’s just moved into the area and likes to play squash. You’re a member of the squash club, aren’t you?’ And it’s always best to introduce people even if you find out that they already know each other. If you think that they might possibly have met, then, ‘Tom, you know Nigel Briggs don’t you?’ will allow you to introduce them if they are not acquainted.
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RESPECT YOURSELF










If you don’t respect yourself, you will not respect others, so it’s vital to get rid of limiting or restricting beliefs about yourself that reduce your self-respect. There are various reasons why you might have these limiting beliefs and the main one is the way you talk to yourself. When the mind talks, the body listens, and you can talk yourself equally into triumph or disaster. By examining how you talk to yourself, you can discover whether or not your responses to demanding or challenging situations are balanced and positive or illogical and destructive. These habitual responses have a major impact on how you feel and how you operate.


If you want to feel good and be able to function as effectively as possible, talk to yourself in a positive manner and look for the positive in both situations and people. As you go through your day, check your ‘self-talk’. Whenever you catch yourself thinking or saying something negative about yourself, about somebody else or about the situation you are in, find something positive to focus on. Being positive in outlook can dramatically improve your confidence and self-respect. Nobody is born a pessimist!
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	Try to broaden your mind and enhance your knowledge of as many subjects as possible. Read as much as you can and watch or listen to well-researched, trustworthy current affairs programmes to be able to have a valid opinion on what is happening in the world. Try to get rid of presumptions or prejudices and keep an open mind. Always smile when you meet someone. Say ‘How do you do?’ or ‘Hello’ when greeting and don’t kiss on first meeting. Always try and give some information about the people you are introducing so that they have something to help them start a conversation.






	Break new ground and try things you thought were impossible for you. Never think you can’t do something or that it is too late. It is never too late, so don’t delay, start something today – it will do wonders for your self-image. Treat yourself with kindness and learn to understand your body. Self-talk can be damaging if it is too negative, so check the way you talk to yourself. No matter how pessimistic you think you are, you can train yourself to think more positively. There are courses and books to help people find a more constructive frame of mind and they can work wonders. Feelings like revenge, jealousy, intolerance or negativity drain your energy and eventually only damage you. These feelings also show on your face. If you think positive thoughts, you will have a confident and positive expression, which is very appealing and attractive and helps you to become a confident communicator.
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Know what to wear and when to wear it
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‘I dress to kill, but tastefully.’










Freddie Mercury
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‘There are moments, Jeeves, when one asks oneself, “Do trousers matter?”’ ‘The mood will pass, sir.’










P. G. Wodehouse
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‘Eat to please thyself, but dress to please others.’










Benjamin Franklin
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‘What is it about wearing a tuxedo, or that little black dress, that makes us feel confident, beautiful, splendid, even invincible?’










Vera Nazarian
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‘There is no doubt a new dress is a help under all circumstances.’










Noel Streatfeild


It is important to know the dress code when we go to an event, especially if is a formal one. A friend of mine once came to a charity concert I was organizing but his wife had forgotten to tell him it was black tie, so he turned up in a suit. He had barely got through the door before he turned round and said ‘We’re going home.’ This was a shame because it wouldn’t have mattered at all, but when he apologized afterwards he said that he would have felt out of place all evening. This story demonstrates that one cannot underestimate the power of apparel.


The question of what to wear to a formal event can cause great anxiety, and if you are anxious you cannot be a confident communicator. In the mid-twentieth century most gentlemen owned their own full evening dress – white tie – but today most people will hire it from a good gentlemen’s outfitters as and when it is needed. The only people who might still have evening dress in their wardrobes today are diplomats, some politicians and members of the royal family. However, it is worth investing in a dinner jacket if you go to formal parties or dinners. The same goes for morning dress if you go to many weddings because, if you keep hiring the outfit, you will have probably paid for it a few times over after a couple of years.


The reason why correct dress can lead to success is because you have shown respect for the person who has invited you to an event or function by choosing the right attire. Because the rules of society have changed vastly in recent years, it is easy not to bother but, if you want to get ahead, it is worth making the effort to get it right.
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WHEN AND HOW TO WEAR WHITE TIE










White tie is worn so seldom nowadays that it can cause panic when seen on an invitation. If the invitation says ‘formal’ it can mean ‘white tie’ or ‘black tie’. White tie is known as ‘full evening dress’ and it is now really only seen at royal or diplomatic events and banquets. The double-breasted jacket is usually black but can be midnight blue, is never fastened and should show just a hint of the white waistcoat beneath. A white (hand-tied) bow tie is worn with a white, wing-collared dress shirt fastened with dress studs; cuffs should be double-cuffed fastened with cufflinks. The waistcoat is low-cut, in pique honeycomb and with a shawl collar. All buttons should be fastened save for the bottom button. Black tapered trousers with two pieces of braid running down the side of each leg and black patent shoes complete the ensemble.


Women should wear long dresses at a white tie event. These may be sleeveless gowns, or dresses with long sleeves. Long gloves (often white or toning with the colour of the dress) should be worn at all times, except when dining. Rings are worn under the gloves, bracelets go on top and closed-toe shoes are correct, with stockings or tights.
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WHEN AND HOW TO WEAR BLACK TIE










Black tie is now often the smartest form of dress that the average man will wear in the course of his life. Like white tie, it is just for evening occasions. The dinner jacket (tuxedo in American English) first came into fashion in the nineteenth century but its origin is hotly debated. The Americans will argue that it was first seen at the Tuxedo Club in New York, whose members decided that they liked the idea of something less fussy and formal than white tie. In Britain it is said that it was the Prince of Wales, the future Edward VII, who first wore a similar outfit to an event in Monte Carlo. Until then, men of the upper classes would have worn white tie every evening.


Black tie comprises the following items:


•  A black or blue-black jacket, which can be single- or double-breasted with either notched or shawl lapels. A single-breasted dinner jacket should never be fastened


•  Trousers that match the material of the jacket and are usually slightly tapered, with one braid running down the outside of each leg


•  A white dress shirt with a turned-down collar, a marcella or frilled front and fastened with either buttons or studs. Cuffs should be double-cuffed (i.e. for cufflinks)


•  A bow tie, which should strictly be black, hand-tied and made of silk


•  Shoes in either highly polished black or patent leather


If you wish to wear a ‘top pocket handkerchief’, wear a white one. It should be worn in a plume shape, without the corners of the handkerchief showing. Waistcoats, which are optional and rarely seen nowadays, should be low-cut and only worn with a single-breasted jacket. A cummerbund can be worn around the waist instead and its folds should point upwards. This was originally to catch any crumbs if the wearer was rather large!


Women going to a black tie event should wear any dress that stops somewhere between floor length and just below the knee. The dress can be colourful: the object of the men wearing just black and white is so that the women will stand out. A clutch bag is most suited to these occasions and shoes should be closed-toe, although sandals can be worn in the summer.
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WHEN AND HOW TO WEAR MORNING DRESS










Morning dress is seen at Royal Ascot, race meetings, royal garden parties and some weddings. Despite the name, it can be worn at any time of day. It is not a ‘morning suit’ as the coat and trousers do not match.


Morning dress for men comprises the following:


•  A morning coat or tailcoat: curve-fronted and single-breasted and in either black or grey. The coat is never fastened


•  Trousers: usually charcoal pinstriped


•  A white shirt with a turndown collar is correct, worn with a tie, although a high wing-collared shirt is often still seen at weddings


•  A white, grey or buff/camel waistcoat


•  Black lace-up shoes


Black or grey top hats are optional at weddings but compulsory in the Royal Enclosure at Ascot. For attendance at Ladies’ Day at Ascot, a grey coat is de rigueur.


For women, formal day dresses can be colourful and made of varying materials depending on the season. A small clutch bag is correct here. Shoes may have a heel but anything over three inches is not practical for standing for long periods. Straw hats are permissible after Easter for women. The old rule still applies that hats are not worn indoors after 6 p.m. Fascinators remain a sartorial hot potato.
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	[image: image] Putting it all together







	It is worth remembering that we make up 90 per cent of our minds about someone in the first few seconds after meeting them and that the first thing we notice are their clothes. Whether we like it or not, clothes set the scene for so many prejudices, so it is best to get things right. This includes making sure you know the dress code before you attend a formal function, so that you know exactly what to wear. Even in this day and age, it is still difficult to be confident if you see that everyone else is wearing black shoes with formal dress and you are wearing brown.






	By all means show your personality by ‘customizing’ your formal outfit but, if you really don’t like wearing a ‘penguin suit’, perhaps you will never be able to communicate confidently at that type of event. It might therefore be better to decline the invitation – but be aware of what you could be missing out on!
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Dress for success
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‘A woman’s dress should be like a barbed-wire fence: serving its purpose without obstructing the view.’










Sophia Loren
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‘You can never be overdressed or overeducated.’










Oscar Wilde
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‘Marge, I can’t wear a pink shirt to work. Everybody wears white shirts. I’m not popular enough to be different!’










Homer Simpson
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‘If people turn to look at you on the street, you are not well dressed, but either too stiff, too tight, or too fashionable.’










Beau Brummel
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‘We act the way we dress. Neglected and untidy clothes reflect a neglected and untidy mind.’
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