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    Introduction




    It’s not uncommon to hear people complain about not enjoying their job, feeling stuck in roles they have outgrown or being at a loss in terms of how to improve their work experience. Their work feels like a job which they turn up to each day uninspired, unmotivated and uninterested.




    The good news is that your work can become a powerful platform and opportunity to use your abilities to make a difference, develop yourself, advance big organisational goals and create impact beyond yourself.




    There is much more to your work life than striving daily to be successful in what may feel like a soulless job where all you see are dead ends and ruts. It’s time to get out of the shadows and away from the sideshows and focus on the big wins you can have at work and with your work.




    The three sections in the book help you navigate the key areas of success in the workplace; your levels of personal accountability, your interactions with co-workers and how you work with your manager.




    ‘Wins for Work’ will help you get direction on how to breathe energy and inspiration into your work, become a force to be reckoned with and to do work that makes a contribution in a way that deeply matters to you. You can truly have a remarkable experience through giving your greatest work.




    Every day the stakes are in front of you as you define and make choices for the work you do and how well you do it. Embrace your own agency and what you have control over in making your work the best you can be.




    If you know you want something different to the status quo, a more winning work life, a clear space for the new you then do something to move the needle daily towards the wins you want.




    Your work fills a large part of your life and the only way to make it worthwhile and fulfilling is to do what you know is great work.




    Why would you have it any other way?




    Win well.




    Vera Ama Ng’oma


  




  

    
PART 1




    PERSONAL ACCOUNTABILITY


  




  

    Chapter 1




    Work SMART everyday




    How productive you are each day is mostly down to you especially if you start the day with a good disposition and intention to do your best work. You’re unlikely to work smart if you feel listless or apathetic. Know the bits of your job that motivate you and use those to push yourself to do your work to the best standards.




    Expect nothing less than you giving a world class performance and always commit to doing something better than the last time you did it. Push the envelope and even take some risks in your attempt to find a better way to do things and to work efficiently.




    Maintain your flow




    Deliver more value than anyone has a right to expect from you. Plan what you are going to do during the week and each day and do so. Set up systems that help you to limit interruptions and distractions and to hold your focus.




    Be comfortable working with timelines and efficient routines. For example, each day create time slots for checking emails, reading urgent documentation and other routine tasks. Make adequate time to focus on work that requires ‘thinking’ instead of always just “doing’’.




    Planning your work this way improves your effectiveness because it makes it easier for you to schedule work and to transition well from one type of task to another. Doing ‘thinking’ daily as part of the way you work will also enable you bring some high quality inputs to what you do and do your best.




    Accelerate self-challenge




    Don’t ever work beneath your potential; always nurture it by stretching yourself. Playing safe with your potential does not serve your growth, your team, your organisation or your career longer term. Meet the standards you’ve set for yourself and those that have been set for you even on the rough days. Find opportunities to unlock your capabilities and to be part of solution-finders in your team or organisation.




    Don’t work on the basis of how you feel. Commit to a work ethic that ensures that you consistently give good output. Get into the discipline of promptly doing important things that you might not necessarily find interesting but which must be done. It’s part of working with integrity.




    Root out the weeds




    ‘Weeds’ on the job are the little things that trip you up, waste your time and suck up your energy such as obsessing over insignificant details, spending time worrying about things you can’t control or focussing on weaknesses that don’t matter. The danger is that you may not notice that these things are undermining your performance until you identify them and do something about them.




    There are some things that are important that must be done and others that are nice-to-do. Don’t confuse the two. Don’t do something just because it comes your way or develop pet projects which only you think are important. These activities waste scarce resources and could even create the impression you are wasteful and self-absorbed. Use your time properly and be disciplined in acting sensibly and doing what is expected of you.




    Target your talents




    It’s a fact that whatever you are good at you tend to do in less time than the things you are average at. And you can only do what you are good at when you know in the first place what you are good at and deploy it. So recognise your own talents, those skills and natural abilities that you have or which others tell you are excellent at and use them more.




    Remember you are in charge of what you do so play your best hand. Be engrossed in your work. Organise your tasks and have clear goals to pursue that play to your strengths. Talent without action is worthless. Reject any form of mediocrity.




    Find effective shortcuts




    Whatever work you have before you, don’t assume that you have to learn everything from scratch or to figure out everything yourself. What you need to be clear about is what is required to do it well and then find help if you need it to get it done.




    Improve the speed at which you learn by becoming an avid reader of material that challenges your mind and gives you ideas that you can apply. Associate with smarter people, people whose successes motivate you, whose conversations inspire you to do better because they are often a mine of ideas that you can tap.




    There is so much information out there that can help you so that you don’t have to reinvent the wheel. You simply need to make the time to learn and adapt what you need to learn in order to do your work extraordinarily well.


  




  

    Chapter 2




    Understand the politics




    Every workplace has its politics and you must understand that you are not immune to it. You don’t have to play the politics in order to be impacted by it. So trying to hide in your corner will not protect you from it.




    It’s a fact of organizational life that there will always be wrangling and maneuvering going all although a lot of this may be happening informally and not obvious. You don’t have to actively play office politics but you must be aware of it and how it plays out so that you can navigate it.




    You need to understand how your workplace works so that you can interpret correctly what’s going on. Office politics has a negative connotation but does not have to be characterized as ‘dirty’. You’re not going to win at work by hard work and talent alone but by practicing positive politics in whatever way you can.




    Understand the power play




    People with formal power are often seen as the ones who play politics although this is not necessarily the case. Everyone fuels office politics one way or another by the way they handle differences with others or how they pursue personal agendas. Some people care passionately about certain things more than others which will encourage political behavior as they try to get their way.




    So be careful you are not fuelling unnecessary drama by how you wield any influence you have or sitting on the fence when you should be taking positive action or minimizing any disruptive behaviours you have.




    Sometimes, people having to compete for resources can also drive political behavior and bring out the not so good traits in people. Always make sure you are not by your actions playing negative politics or acting selfishly.




    Know the power network




    The power network in a workplace can be complicated. Positional leaders obviously have power but so do many other people who do not have big titles. The best way to understand what’s going on is to be a good observer and work out in your own mind who constitute the power network especially the informal leaders who are without impressive job titles but have their own power bases and can be a force to reckon with.




    Informal leaders often have control over people who are drawn together by shared interests. Knowing the power lines in your organization ensures that you use your own influence positively and do not become a victim of the powers at play.




    You must know who the real influencers are, who has authority and who the decision makers are. Also understand the social networks which play into the politics. For example, observe who gets along with who and who are the ‘powers behind the throne’.




    Read between the lines




    When it comes to office politics, things are never straightforward because there’s often more than meets the eye. Always drill beneath the surface and understand the subtext in any situation. This will help you understand the underlying issues in any given situation and see past the obvious.




    Build relationships and get to know the influential players not for the purpose of brown-nosing but to strengthen your own network. Be part of multiple networks so that you can manage important relationships.




    Understanding who is who will help you note when and who tend to use their influence not necessarily for the common good. Never operate on assumptions. Pay attention to the nonverbal behaviours of people in any given situation as those may tell you more about what’s going on than what is being said. And learn to listen more than you speak.




    Be competent in discussion




    Steer discussions in a positive direction with your contributions. Don’t get drawn into micro details that prevent you or others from seeing the broader purpose. Seek to understand first and suppress the urge to pull rank to get your way. Mind your language and be careful not to be patronizing. Be open to what people have to say.




    Don’t listen to or pass on negative stories as these propagate a clique culture and can tarnish your reputation. Don’t pass on gossip or spread rumours. Rise above interpersonal conflicts and maintain your integrity at all times. Whenever it’s within your power, stop negative politics from spreading. Be a model of integrity, not a track by which negative politics evolves.




    Embrace trade-offs




    Accept that your interests will have to compete with those of others you and work to avoid unnecessary tension or conflict. Have a give and take approach rather than pushing for your own demands to the exclusion of others’.




    When voicing criticism or objections make sure you take an organisational perspective and not a personal one. Make politics less personal because that removes the sting or when you are at the receiving end of negative politics. Know which of your co-workers are likely to cause drama and handle your interactions with them wisely.




    If you are a manager, make sure the way you engage with your staff does not fuel unhealthy competition or rivalry. Explain any decision that’s likely to cause controversy and why that course of action is necessary.


  




  

    Chapter 3




    Earn respect




    Respect is a powerful thing to have in the workplace and something you should work to earn from the all the people you work with. Your character and performance are critical tools for earning that respect and it’s important to demonstrate these in all your endeavours and interactions.




    When your co-workers especially those who you work most closely with and who have direct experience of your work see you taking your work seriously and acting with integrity their esteem of you will grow. Your peers may even start looking to you as a role model by virtue of your strong work ethic, high performance standards, trustworthiness and dependability.




    Your co-workers are likely to respect you if they know they can count on you to complete your part of assignments, to be loyal to the team and to listen to their views, treat them as equals and appreciate their different qualities.




    Avoid bickering or saying things behind the back of your colleagues. Actively learn from your colleagues because that will show that you have confidence in them and prepared to work with them as a team.




    Respect of your bosses




    Earning the respect of your boss and other senior co-workers is vital to your success. Your priority of course should be to attract the confidence of your direct manager but make sure other managers and superior have a good impression of you too.




    As senior people, they are above you in the hierarchy and the ones who make decisions about your work and your future. Make sure they have a favourable opinion of your work by seeing you in action. Earning their respect will be a big boost to your prospects.




    Seek feedback from them because as people who have operate at a higher level their feedback will be invaluable in helping you know what you’re doing right and what to do differently from their point of view of what the organisation needs and what will make a difference.




    Show your passion for the company and demonstrate that you are a responsible person with a strong sense of accountability and probity. Do your job consistently well, efficiently and professionally and in a timely fashion. Be genuinely proud of what you do so that your performance is not second-rate.




    Respect everyone even if you don’t like them. Even where you disagree with someone show them respect in the course of your duties. Don’t do anything that will jeopardise your reputation. Make sure your conduct is in line with what the organisational culture demands including at social events organised by the office.




    Know your scope of responsibilities and make your boss’ life easier by being able to work under little or no supervision and by focussing on the right priorities. When the boss does not have to worry about you or your performance, you’ll earn his or her respect.




    Respect of your colleagues




    Watch your image because you have to look the part. When your appearance isn’t quite what it should be, people assume your performance and your whole life isn’t quite in order as well. Follow the dress code expected. Don’t come daily in jeans if you’re expected to be more formal.




    Practice discretion whether it’s with confidential information you come across in your work or personal confidences that someone shares with you. Make sure you fully understand situations before you volunteer your opinion.




    Be supportive when colleagues are dealing with challenges. Show them fairness and care. Be sincere and humble. Demonstrate your knowledge and competence, not in a boastful way but to demonstrate your abilities and to help others.




    Maintain your privacy and the corporate boundaries between your work and your personal life. Don’t bare your soul at work. Keep all communications professional with colleagues, customers and all other stakeholders. Don’t vent about colleagues or your boss to co-workers.


  




  

    Chapter 4




    Work like someone you would hire




    It helps to know what the current criteria that your employer is using to recruit staff. This is especially important if you’ve been around for a while because that’s a good way of knowing what’s currently expected of staff. Know what the top qualities they are looking for are and make every effort to demonstrate those.




    Be responsible and accountable. Be action oriented and get the job done without much handholding. Demonstrate integrity, a trait which is probably the single most important quality for long term success. Always do your best and deliver results. Be good at what you do and continually work to maintain and upgrade your competencies.




    Be more than just competent




    Technical skills might get you the job but keeping it requires much more. Leadership ability, the right attitude, versatility and the willingness to go the extra mile are important attributes.




    Show that you are passionate about what you do and are committed to the organisation because employers would want to identify and nurture employees with the capacity to work their way up.




    Work well with others and be able to press ahead and make progress even in the face of challenges. Make the habit of always being helpful and thinking ahead beyond what is expected. Demonstrate problem solving skills and work to get better at what you do.




    Do no harm




    Have good conduct at work and avoid obnoxious behaviours such as back stabbing, complaining, stealing credit from others or undermining others. These attitudes poison the environment and make you potentially dispensable.




    Don’t be pushing to show yourself as the smartest person. Stay humble, ask questions and explore other people’s ideas. Learn from your own undertakings and from your more experienced colleagues. Plant yourself into different situations and learn how to function well in a variety of situations.




    Be an agent of positive change




    Don’t just show up for work and just do what you are told. Show that you are thinking for yourself and adding value. You should be excelling year on year and do all in your power to push yourself and not settle in a comfort zone. Seek more responsibility and come up with new practical ideas.




    Learn how to organise creatively. We know about ‘creative thinking’ but do not really think about creative organising. Some people naturally organise creatively. But if you can’t, you can learn how to. Organising creatively is accepting the challenges you can’t control or change and working round it.




    Think about different and more effective ways of doing things. If you don’t have all the resources you need to deliver a piece of work, be resourceful and creative. Look for volunteers to help out instead of waiting for the manager to assign more people or leaving the work undone. Always step up to the plate and do what needs doing to get the job done.


  




  

    Chapter 5




    Don’t be a complainer




    A person who complains regularly is like a cancer because their impact can be corrosive to the environment and the people in it. When your first reaction to things you don’t like is to whine you demonstrate the wrong attitude that can be costly to you.
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