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Introduction


To be a first-class manager, you must first be able to manage yourself. If you possess and use all the essential skills, you will be able to improve your performance not just at work – where, in challenging times, it is increasingly important – but also in your personal life. This book covers all the skills needed to be able to manage yourself effectively.


There is particular emphasis on knowing yourself, spotting the gaps in your skills, and then taking action to fill those gaps so that you become the very best that you can be. Determination, hard work and a full set of skills will ensure that you are able to boost your business and personal performance and enhance your social wellbeing.


In today’s difficult financial environment, many managers are struggling to control costs and to survive in an increasingly competitive world. With the right attitude, aptitude and knowledge, it is possible to remain competitive and employable – no matter what the circumstances. The solution is in your own hands and it is your responsibility to manage yourself to the very best of your ability. The onus is on you, the individual, to improve your skills. You will have to decide what you want, find your own direction, set your own objectives and then take responsibility for meeting them.


[image: image]


Improved performance and hard work in all areas will lead to increased success and happiness on a number of levels. By managing yourself effectively, you could improve your health, your relationships and your career prospects, decrease your stress levels and, in short, take control of your life.




1 Starting out


Why do you need to manage yourself?


Success in managing oneself can produce good results and advantages in all areas of life
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First, let’s look at just what is meant by ‘managing yourself’. In business or socially, it usually refers to organizing and directing your own activities to achieve an aim or objective. It demands a variety of skills and motivations and also self-discipline. Success in managing oneself can produce good results and advantages in all areas of life.


‘The first and best victory is to conquer oneself.’


Plato


Managing yourself – who should do it? The simple answer is ‘everyone’. We can all direct what we do to gain the best results for ourselves. A good manager will motivate and support his or her team but many of us don’t motivate or support ourselves and this leads to all sorts of problems – including poor performance, lack of self-esteem, a loss of control, stress and aimlessness.


The skills you will learn about in the next few pages include:


[image: image]   goal setting
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[image: image]   self-development.


Let’s make a start!


How can I manage myself at work?


We’ve all had that feeling of being overwhelmed by work – but managing yourself successfully will help to prevent this and will ensure that you improve your chances of a successful career. Your aim should be to make the most of your strengths and improve your weaknesses. This will ensure three things:


1   you meet your objectives


2   you develop your skills


3   you work effectively.


A proactive approach is vital – don’t wait for someone else to do it for you.
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