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  Jean and David wish to acknowledge their grateful thanks to everyone who helped in all stages of writing this book.

  In particular we wish to thank:

    Christine Cleobury for her wonderful poem ‘Courage of the Heart.’

    Mary Cross whose advice and guidance has been so helpful.

    The staff at the Central Television Studios, Gas Street, Birmingham who looked after us so well and made us very welcome. We are indebted to their technical help and expertise with regard to the television studio scenes.

    BBC Radio Shropshire.


  



Courage of the Heart

  


  Good for you for going out and getting a dream with a rainbow’s end.

  Good for you for trusting and believing that the universe could be your friend.

  Good for you for not stopping when things became real tough, For knowing all things are possible despite the obstacles in your path.

  It’s always the journey that’s important, the fun and hardship along the way,

  The learning curve that teaches you the value in the day. The leap of faith that creates it all and shows you what’s inside, That keeps you trusting in the heart and teaches you how to fly.

  


  Christine Cleobury

  


  For my good friends, Jean and David.

  Wishing you both the best of luck.

  Christine


  The Campus

  Imagine living the life of your dreams.

  Impossible, do we hear you say? Don’t have the academic qualifications to achieve anything? Want to learn new life skills but don’t know where to start? See others being successful and wonder why it can’t be you? Acquired armfuls of certificates and qualifications but still not where you want to be?

  Then read on, because this book was written for you. Few people have the ability or opportunity to achieve high academic qualifications. Even with academic status there is no guarantee of lifetime success these days. Nevertheless everyone, without exception, can study, nurture, improve and achieve the highest personal development standards to achieve that ‘life of your dreams.’ That includes you.

  We are talking about the core skills that make you the ‘you that you are.’ The ‘you’ that we see every day; the ‘you’ that portrays your own individual image; the ‘you’ that achieves that loving relationship; the ‘you’ that passes the interview for that dream job and the ‘you’ that climbs the ladder of success.

  It is also ‘you’ that has to cope with the downs in life which strengthens your character, despite all the odds; the ‘you’ that has to accept failure and criticism; the ‘you’ that cries quietly when alone, but smiles to hide the pain.

  Never forget that there is only one of you, unique and individual and deserving success. It is just a matter of realising that if you want to change some of your core skills or want to learn new ones, then you can certainly do something about it.

  We did.

  Neither of us, Jean Sinnett or David Jones, achieved many academic qualifications but have nevertheless fashioned successful careers in our chosen fields by concentrating on our individual life and people skills, learning them from the University of Life.

  Jean is dyslexic yet always wanted to write a book, and she has. ‘To compensate for my dyslexia I had to concentrate all my efforts on my personal development to achieve success. Originally I trained to be a hairdresser and eventually owned two salons before pressure of work and a growing family made me rethink my life. Now I am a Personal Development and Image Consultant, a qualified Life Coach and a Training Advisor.’

  David was an officer in the Royal Air Force and, since his retirement, is now an Air Traffic Control Officer, a Public Relations Officer and a Training Manager. ‘To me, life is like a live game of snakes and ladders with all the rungs removed! The secret is never to give up, listen to constructive criticism, learn by your mistakes, and benefit from constant improvement in your personal skills.’

  Dreams can change over time, take different shapes; different directions. You only have to read about us to see that our lives have been continually changing and developing. So why not yours too?

  And what of your success? That surely will be achieved when you are living your life in your own way, reaching the goals you set for yourself and being the person you want to be. With our help you can make that happen.

  Welcome to the campus of the ‘University of Life’.

  Your registration is complete.

  Your course is about to begin.
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  Having Faith in Yourself – Confidence


  Confidence is the skill that enables you to hold your head up high on any occasion and makes you stand out from the crowd.

  Inner and outer confidence both give a massive boost to your personal self esteem which affects the way you feel and look. How you look on the outside almost always reflects your inner self. When you know you look good you will automatically feel and appear more confident. Remember, confidence is something we all desperately need and if you dress the part it is a great help. It is not indulgent to invest in yourself. It is essential.

  Self esteem is an essential part of personal confidence. At the very root of your self esteem are your beliefs about who you really are. Some of these beliefs are accurate; for example nationality, age and colouring. Others could be just opinions about yourself, mainly based on past experiences. If those past experiences were mostly negative, then you have probably grown up with low self esteem. A good way to assess your self esteem is to write a list of all the positive things you feel about yourself and then of course another list of negative things. Which list is the longest?

  You can also tell if a person’s self esteem is high or low by the way they talk about themselves. People with low esteem can be self critical, apologetic on occasions and possibly very shy. Others will be aggressive and pushy, having difficulty asserting themselves without being loud and rude. People with low esteem will often avoid doing anything that may stretch their abilities or operating outside their comfort zone because they are afraid of failure. They may suffer from self consciousness and be over sensitive to criticism or disapproval.

  Always remember the most formative years of a child’s life are the first seven years so it is particularly important that adults do not over-criticise a child. This could eventually result in low esteem when the child grows up.

  There are several ways to help overcome your low self esteem:

  
    	Be positive - think positive thoughts.

    	Repeat positive affirmations - keep telling yourself that you are and can be what you want to be.

    	Use visualisation - close your eyes and just imagine. It is a fantastic way to improve your whole image and behaviour.

    	Become your own best friend - take your own advice and encourage yourself to become more confident.

    	Take more interest in the way you look - always dress smartly. When you look good you feel good.

    	Associate with successful, confident people - think about who your friends are.

  

  It is a fact that we become like the people with whom we spend most of our time.

  Remember the law of attraction that success attracts success. If you mix with people you admire they will inspire you to improve your ‘people and life skills’ and create your own success.

  When you suffer from low esteem it is difficult to trust your own judgment, especially when you are attempting to achieve your personal goals. You must define your aims and list a set of objectives by determining what you want to achieve, how you are going to achieve it and in what time scale. Allocate your priorities sensibly and reallocate as circumstances change. Above all be positive in mind and outlook.

  As a perfect example, think about the planning required for a party with a few close friends. You must select a suitable date and then make your ‘to do’ list, which will include the numbers attending, menus, drinks and background music. You then have to prioritise your ‘to do’ list in a time and importance order and be prepared for any changes that you may have to make as the date approaches. The overall success of your party will almost certainly be due to your initial planning and flexibility. If your planning and timing is correct then you can enjoy a very successful, relaxed evening in the wonderful company of your choice. What a boost to your ego. Success is a great motivator and confidence booster.

  Being negative just breeds depression and low energy levels. When we feel ‘down’ we only see weakness and are very self critical. We have a natural tendency to put ourselves down rather than build ourselves up. What you must remember however is that self esteem is entirely dependant on the way we see ourselves. Being assertive is also a great motivator. This does not mean being rude or bossy but firm and direct. Remember you are you. Be aware of your strengths and recognize all your achievements.

  Put away your negative thoughts because you are every bit as good as you choose and want to be. Concentrate on your life and people skills and seek constant improvement at all levels. This will increase your confidence and boost your self esteem.

  Personal confidence is the cornerstone of all people and life skills. In essence it enables you to achieve the very best from your skills.

  In order to improve your personal confidence you should think of a time in your life when you were, quite literally, the best. It could be after passing an exam, winning a race, coming first in a competition or simply being paid a fantastic compliment. That feeling that surged through you and convinced you that you were unbeatable and the very best. Never ever forget it! That feeling was supreme confidence and it had a dramatic effect on both your inner and outer confidence.

  Just imagine if you had the ability to repeat that feeling on a regular basis, especially when you are operating outside your normal comfort zone. Well, it is possible, but like all skills it takes practice and experience. A perfect example is that of an Air Traffic Control Officer coping in an extremely stressful emergency scenario. To practice Air Traffic procedures and increase the controller’s confidence to deal with such situations, emergency procedures are practiced regularly. In the event that the ‘for real’ situation arises then the incident is handled like clockwork in a safe, calm and efficient manner. The overall result is that the incident is correctly resolved and the controller’s personal confidence is increased even further.

  Everyone is capable of operating outside their comfort zone. Of course you don’t want to do it but just think of the rewards when you do and the result is overwhelmingly successful. You have then taken a gigantic step in the right direction.

  What happens, I hear you ask, if it all goes wrong and mistakes are made? So what! We are all human and prone to such actions. Dust yourself down, learn from your mistakes and have another go. Eventually you will succeed the majority of the time, and guess what? Operating outside your comfort zone has now become almost the normal. Congratulations!

  Think back to when you learnt to ride a bicycle, a skill which would have been well outside your comfort zone initially, when you attempted to master it. No doubt you had a few stumbles and fell off once or twice before finally achieving your objective. Once learnt however it is a skill which comes naturally, with total confidence, for the rest of your life.

  The same principle applies to a range of disciplines and activities. Swimming is a particular discipline where many people who were initially very frightened of the water have eventually made excellent swimmers. So, why not consider pushing back your own boundaries and practice operating outside your comfort zone on a regular basis. It will do wonders for your confidence. Jean is the perfect example of someone who has done just that.

  She recalls her school years as being very difficult because she suffers from dyslexia which was not diagnosed until later in life. She always dreamt that one day she would write a book but didn’t dare tell anyone because they would just have laughed and derided her. She left school with few academic plaudits but to make up for her educational failings she concentrated all her efforts on her personal development and has continually pushed back her boundaries. She just wanted to prove that she had the ability to realize her dreams and prove her worth to everyone, including family and friends. Now, she is an authoress and a business lady. All her clients speak very highly of her abilities, which of course increases her confidence and assertiveness in the most positive manner.

  To sum up:

  
    	Remain positive – get rid of negative thoughts

    	Image – how you look on the outside reflects your ‘inner’ self. Invest in yourself.

    	Comfort Zone – take every opportunity to operate outside your comfort zone.

    	Aim to be successful – success is a great motivator so strive to achieve it.

    	Be assertive – firm and direct, not bossy.

    	Have faith in yourself – be confident. Tell yourself that you can do it.

    	Associate with successful, confident people – success attracts success.

    	Personal development – seize every opportunity to improve your people and life skills.
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  Reach for the Stars – Personal Goals


  Setting and achieving personal Goals are the skills that create and target your life’s dreams, aspirations and ambitions.

  The ability to set aims and objectives is probably the most widely used life skill in daily use. Virtually everything that we do in life requires some form of planning and basically we are identifying what we want to achieve and the steps we intend to take in order to achieve it. To be able to formally set your own aims and objectives can really help to speed up the achievement process and the aim of this chapter is to help you, the reader, so that you can achieve your own personal goals.

  It doesn’t matter if it is a personal, family or business objective, most simple everyday tasks can usually be achieved without too many complications, but the longer or larger projects benefit tremendously from a more formal process.

  Whenever you undertake a long term job or project it is important to visualise the whole picture. The best way to do this is to clearly define the outcome. Once you know your final goal you must then consider the various steps you intend to take in order to achieve it. Does this sound familiar to you?

  For example, if your goal is to do up an old motor car to make the vehicle safely roadworthy and proudly restore it to its glory days, you will need to take a careful look at the vehicle and make a complete list of all the jobs that need doing. You will then have to put the tasks into the correct running order on your ‘to do’ list by allocating simple priorities.

  The spare parts and materials required will be the crucial elements in your planning process and you will obviously have to consider your budget and the time involved to complete the job. You will know the date you want your vehicle to be roadworthy so you can plan your completion date and work backwards from there. Ideally you will purchase your spare parts at the start of the project and store them in a safe place ready for use. When you make your plan of action and your ‘to do’ lists, you will have to consider the priorities. For example, you wouldn’t consider re-spraying the paintwork until you have completed the mechanical repairs. Once you have adopted an initial plan you are then in a position to estimate your timings for each stage of the project and remember to allow a little extra time for those unexpected delays. If your budget does not permit you to buy all your spare parts in one go at the start of the project make certain that you order the individual parts to arrive with you well before the required stage in your plan

  Now you have a plan which is structured, within budget and allows for unexpected delays. It has a start date, several stages when you can check your progress against the initial plan and of course a completion date.

  You cannot be successful with any project, however, unless you constantly review your planning which can change as your immediate priorities change. The long term goals are always at the top of your ‘to do’ list but the achievement process must remain flexible because of timing changes and unexpected events. Unless you review your progress it is almost certain that you will drift off track and waste your valuable time. Concentrate on the immediate important jobs but remain flexible and be prepared to change your plan if circumstances require it. Provided that you keep focused and allocate your priorities in a sensible manner there is no reason why your project should not be a complete success.

  This book project is a prime example. We set our initial aims and objectives and our ‘to do’ lists were written. After a while, however, our priorities changed. We sensibly extended our research phase which created new additional goals, including planning for seminars and presentations. We set up a training company aptly named ‘Sinnett Jones Training’ and at the time of going to press we are undertaking personal confidence, assertiveness and vocational guidance courses. Basically, we reviewed our book project progress on a regular basis and changed our planning as the circumstances required. This reviewing process will continue as the project progresses and who knows how big the final overall project will become.

  With large staff and team effort projects however you have to look closely at your working practices. These working practices include delegation of tasks, management of time and tasking priorities.

  The art of delegation is a vital skill and you can achieve so much more when you are able to allocate some of the jobs to other people in your team. Sub-divide the tasks and then organise your team effort. If you are unable to delegate because some or even all of your team cannot achieve their allotted tasks to the required standard, then it is time to consider further in-house training. It is exactly the same with family projects. Children just love getting involved and can be allocated individual and teamwork tasks. As well as being an excellent teaching and learning process, it can be great fun for the whole family.

  The management of time is essential and you must always consider the time factor when planning to achieve your goals. Keep an accurate record of the jobs done against those to do and if it helps make a visual graph which will enable you to judge more easily and accurately. It doesn’t have to be complicated, just a visual indication of your progress to date, what remains to be done and a confirmation that the project is on time as planned. It could be as simple as two separate columns, one showing the ‘to do’ list and the other the dates the jobs were finished or expected to be completed. By using a separate colour you can include the planned time at each separate phase of the project. The visual impact allows you to see the whole picture and will tell you if you are on track. You must also make sure at the outset of the project that the overall goals are achievable in the time you have allocated for the project. Obviously there is no point in starting a project which will take longer than your allocated time scale.

  Tasking priorities are quite easy to manage. Simply ask yourself if each individual job on your ‘to do’ list is still actually helping you to achieve the outcome of the project or whether you are wasting valuable time on low priority administration. This is one of the reasons why a regular recap is so important, to keep you on track.

  If this sounds really easy, that is because it is. By allocating small amounts of your time periodically to analyse the way you work, you can actually achieve so much more in the remaining time available.

  We say that it is often possible to appear to achieve forty eight hours in any one day. What we really mean is that you must try to achieve the maximum potential from the twenty four hours available by the use of good time management. We have a simple system that can help those people who rush around all day and exhaust themselves in an effort to complete their daily objectives. Write down your daily itinerary in advance, then prioritise your individual tasks by writing a list of them in order of time and importance, trying to plan it so that you never have to repeat a journey. By simply re-organising your day you can often achieve three separate tasks, meetings or appointments in the same journey. Your aim is to create at least one hour each day of free time for yourself. One hour each day equals seven hours per week which is the equivalent of one whole working day. You have now created fifty two free days per year which is probably the longest holiday you have ever had. Keep an up to date advance diary and with practise you can easily achieve two free hours a day. We will let you do your own simple arithmetic! Time management is powerful stuff. Use it to your advantage.

  A word of caution. Tasks tend to fall into two categories: large important tasks and smaller, easier, less significant tasks. These have been described, for want of better words, as frogs and tadpoles. We all tend to tackle the easier tadpole tasks and avoid the larger difficult frogs. The result is that when we have completed several tadpoles we convince ourselves that we have worked hard to achieve significant goals when in fact we are only skirting around the edges. These tadpoles do not necessarily grow into frogs. You will never achieve your final goals without tackling and successfully completing the frog tasks. Identify your simple and difficult tasks in the initial planning stages, and, if at all possible, try to break down your frog tasks into smaller simpler segments and individual components.

  When your project plan includes one or more frog tasks, our advice is always to consider all your options and do not just aim to work around the difficult tasks. These difficult tasks will form part of your structured planning and will be essential to the overall success of your project. Try to reduce each frog task into simpler, bite size chunks, effectively making them the equivalent of the tadpole tasks and aim to complete each segment individually. It is important to complete your frog tasks in the correct planning sequence, allowing you to achieve your overall goals successfully and on time.

  Some years ago when I was based in Central America, I was given the job of moving emergency airfield lighting from the mainland onto one of the offshore quays in the Caribbean, David recalls. This was to provide shelter for aircraft in an expected hurricane and was a very large frog because of the size and weight of the equipment as well as limited time we had to complete the transfer. Due to the obvious problems of moving such a bulky cargo I had to consult with the engineers and then decided to strip the equipment down into small easy to handle sections. These were then air transported rather then shipping them because we were running out of time.

  Although fairly labour intensive, at both the departure and destination airfields, we achieved the task quickly and efficiently. By utilising helicopter transportation on normal training flights, we also saved considerable shipping costs.

  The message is simple. Be brave and always consider all the options available to you. Be careful, however, when you tell people that you are going to tackle a frog today. They may look at you in a strange manner and not quite understand your intentions.

  Individual personal planning is helped tremendously by writing lists. When you write things down they are more likely to get done. It’s all about intention and just by writing it on paper you will start the ball rolling towards making it actually happen. It becomes more real than just a thought and you will feel good about yourself every time you cross something off the list, having completed it. At the same time you will feel guilty each time you see something on the list that you haven’t done and this will encourage you to get more things ticked off. Basically, lists are essential if you want an organised life but one word of caution: when you have to make a list of your lists that is a sure indicator that you have misallocated your priorities.

  Our advice is to keep a clear desk, don’t handle a piece of paper more than three times, have a home for everything so that you don’t have to waste time looking for things and do not go up and down the stairs empty handed. When opening the post immediately throw away anything you don’t need, that is outdated or just junk mail. Sometimes all that is needed for our lives to run more smoothly is to change our habits in order to relieve everyday stresses.

  One very simple, yet amazingly effective method is to develop the habit of only having to do a job just once. For example, when all your belongings have a half way house you will live in constant chaos as nothing is in the right place at the right time. However, if you always put things where they belong straight away then you will remain tidy and by creating a more organised environment it helps you to feel in control.

  As a business lady, Jean is very conscious about the management of her time. Ask yourself why you are spending your precious time doing tasks that you dislike if you are not necessarily the one who has to do it, she argues. As an example; if you hate gardening but like doing housework, perhaps you could do a swap with someone or maybe work a couple of extra hours at a job you love doing in order to pay someone else to do the garden for you.

  There could also be financial gains from this way of thinking. For example I may arrange to do one extra haircut in my hairdressing business which might earn me double the money required to pay a cleaner for one hour. The advantages are threefold. I gain more money, the client may recommend my business to a friend which will increase my client list, and by doing a job I am good at rather than one I do not like to do, it boosts my self esteem, she states.

  One of the biggest lessons that you can learn in business is the relationship between time management and training. If you teach your staff to do the job as well as you can do it yourself, you can delegate with confidence which leaves you with a lot more free time to grow the business.

  Using a story board is an excellent way to help you visualise and achieve your personal goals. It is simply a piece of board on which you can stick pictures and written statements. As a life coach Jean is expected to help motivate people to achieve their aims in life. She recalls a lady client who wanted to lose a large amount of weight so Jean advised her client to make herself a story board showing the way she wanted to look in twelve months time. The lady bought a large board in her favourite colour and together they stuck pictures on it of beautiful healthy food, the hairstyle she wanted when her face was slimmer and pictures of slim people wearing the type of clothes she wanted to wear. They also added cut-outs of people doing the type of activities she had always wanted to do but found too difficult due to her size. Affirmations such as ‘I am beautiful, I am happy, I feel wonderful and I love the way I look’ were placed in between the pictures; they were written in her own handwriting because this makes it more meaningful. The board was put in a place where it would be seen at least twice a day and where she would be able to read all the affirmations. Seven months later Jean was delighted to meet her client who was then three sizes smaller, had a new hairstyle and hair colour and was starting a new and better job. Her new found confidence was amazing, she had a lovely new man in her life and she was well on her way to achieving her own personal goals.
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