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INTRODUCTION

If you’ve been doing:
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Or you wish you were:
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You’re in the right place.

For a lot of people, finding a job and managing your career can feel confusing—and about as much fun as food poisoning. The good news is that you’re not stuck in a job you hate—and it is possible to get along with your boss and coworkers. You just need a little guidance in doing this—and not that—to become better at handling your career!

Do This, Not That: Career is a straightforward and easy-to-use guide that will help you navigate the modern workplace, gain the confidence to go after what you want, and build the career you dream about. How exactly? Not by luck or chance, but instead by focusing on preparing yourself for the job hunt, conducting yourself professionally, and advancing your career with raises and promotions: the keys for a successful career.

And because careers aren’t one size fits all, this book isn’t all about telling you what to do; rather, it asks you questions and helps you explore your personal experiences so you can make the right choices for you. Organized into chapters based on themes like finding a new job, dealing with your boss, and handling common workplace dilemmas, you’ll identify what to do (and not do) in eighty-one situations, including when:


	You apply for a new job but aren’t a 100 percent fit

	You want to ask for a promotion or raise

	You want to be friends with your coworkers outside of the workplace

	You want to reassure employees during a difficult time

	You discover your job is nothing like described in the interview

	You need to figure out if it’s time to find a new job

	And much more



You’re going to understand the most effective ways to find and keep a job you love, and finally feel ready to build the career you deserve! So let’s do this, not that.






HOW TO USE THIS BOOK

Do This, Not That: Career is your guide to dealing with various difficult career situations. It will help you to confidently navigate the ups and downs of the modern workplace. You can dip into this book when you’re not sure of what to do in a specific situation; just flip through to the scenario that applies to you. Or, if you want to get your PhD in career management, you can read the book cover to cover.

Each career scenario is divided into sections—as seen on the right—for a comprehensive, actionable guide to handling that situation.

Each scenario is also organized under a main theme of careers, so you can easily find guidance on whatever obstacle you are facing. Whether you are looking to find a new job, establish a great relationship with your boss, connect with your coworkers, take your career to the next level with a promotion, handle tricky workplace situations, or deal with something in between, there is advice for you.

Every decision you make about your career is your own; this book will ask you the right questions to help you arrive at the best solution for you. It will guide you in making decisions about the right time to move on to a new job, how to deal with a nosy colleague, and even how to become the boss yourself.
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We all want career fulfillment, jobs that are challenging and rewarding, that pay well, and that allow us to grow professionally while having plenty of time and energy left in the tank for our personal lives. We want to work with people we like and admire, in environments that are warm, supportive, and, yes, also fun.

Is that too much to ask for? No! But the truth is, finding and landing these jobs—and making sure you’re successful right from the start—can be a daunting undertaking. There’s a lot to navigate—from determining how (or if) you should apply, to mastering the various types of interviews, to negotiating your job offer, to making a great first impression and getting to know your boss and coworkers. That’s where this chapter comes in.

In this chapter, you’ll find dozens of tips that’ll take you from the moment you find a job advertisement that piques your interest to your first days and weeks in your brand-new role. You’ll find answers to some of the most common questions people have when shifting jobs, including those related to cover letters, compensation, and company culture. You’ll also learn how to network effectively with people working at a company of interest, sashay your way through interview blunders, score a competitive offer, and ensure you’re equipped to knock it out of the park as you settle in.

Job searching is a lot of work, but it’s also an exciting time full of opportunities to showcase your many skills, interests, and goals. Let’s do this.






You Want to Apply for a New Job but Aren’t a 100 Percent Fit

You find a job advertisement that looks incredible, and you know you’d be amazing in the role. But you’re not a perfect match for their requirements. Maybe they’re looking for five years of experience, and you have precisely three. Perhaps they need an Excel power user, and that’s not you. Should you still apply?

DO THIS Try these ideas to address this issue:


	
1 If you meet 70 percent or more of the requirements, give it a shot.
That’s covering enough of the necessary skills to make it worth applying.



	
2 Shift your resume messaging to better clarify your fit.
For example, if you’re applying for a project management job but have never held that title, point out instances in your career when you’ve managed projects.



	
3 Mirror the keywords you see in the job description.
If a job calls for digital marketing and customer service skills, and you’ve got both, but your resume says “social media marketing” and “client relations,” switch to their wording. Keywords are crucial in online applications.



	
4 Find an “in” at the company.
Talk to people! If you really want to work at a certain company, go on the offense and get to know people who may help pave the way.



	
5 Create a memorable presentation or additional materials for the hiring manager.
If this is your dream job, don’t rely just on that generic online application everyone’s using. Try creating a standout presentation that shows the reviewer what you’d bring to the table.
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DON’T LOSE ALL SIGHT OF REALITY. There is a difference between a thoughtful gamble and a pipe dream. If your dream is to be a lawyer and you’ve never been to law school, no amount of creativity, schmoozing, or resume massaging is going to take you the distance. If you’re missing “must-have” baseline credentials, hatch a plan to acquire them or think about related jobs that might be a great foot-in-the-door to an industry of interest.

[image: ] HERE’S HOW Now that you’re armed with a few “dos” and a giant “don’t,” consider these additional tips as you apply for that role.

Think This:


	“I won’t let fears hold me back.” If you’re like many people, you’re a little bit afraid of rejection or of looking stupid applying for a job you’re not fully qualified for. Don’t let either of these fears hold you back if you feel strongly about an opportunity of interest. It’s unlikely that any applicant is a perfect fit, so remind yourself that you have as much of a right to apply as any other candidate. Try to stay positive!



Say This:


	“I suspect the _____ experience I’d bring from my current job (or education, or volunteer work) would be incredibly beneficial. Here’s why…”

	“While I’ve not yet formally held that title, I’m actually doing a lot of this work right now. Here are a few details from a recent project…”

	“I saw that you’re looking for strong Excel skills, so I’ve enrolled in an advanced Excel workshop to ensure I’m current in VLOOKUP and PivotTables.”



WHAT NEXT? [image: ]

If you put your best foot forward and land an interview, amazing! Now it’s time to do your homework and prepare. If you get the dreaded “thanks, but no thanks” letter (ugh), dust yourself off, get back up again, and think about how you might fine-tune your approach the next time. You can also ask the hiring manager for feedback on how you might have been a stronger candidate. Remember, one rejection does not define you. When you take risks to stretch and grow, rejection may happen. Give yourself a high five for putting yourself out there and keep pressing forward.






You Don’t Know How to Do an Informational Interview

Informational interviews are conversations you can have with people working in an industry—or at a company—of interest as you explore potential job opportunities. They can give you a leg up when you’re looking for a job—forging an “in” at a company of interest is a great way to connect with potential colleagues or mentors and be referred for a job. But you’re worried. You’ve never done one before, and you don’t want to look overly needy, pesky, or like a complete newbie. So, how do you make sure your informational interview is a smashing success?

DO THIS Try these ideas to address this issue:


	
1 Keep the initial request short, sweet, and no more than a few sentences long.
Explain who you are (and if you were referred by someone), what your career goal is, and why you’re reaching out. And, when you ask for their time, request no more than 15–20 minutes for the session.



	
2 Remember that you are the interviewer, not the interviewee.
Come to the call or meeting prepared with at least four or five questions about the person, their team, their work, and/or the company.



	
3 Allow the conversation to flow.
It’ll be more enjoyable for both of you if it’s a natural, easygoing chat where you follow up and show you understand things, versus a rapid-fire ping-pong match of question/answer/question/answer. At the end of the conversation, ask this final question: “Based on our discussion, can you think of anyone else I should introduce myself to?” (Let’s keep this going!)



	
4 Send a thank-you email right after the meeting.
Also, assuming you benefit from any advice that was shared, be sure to follow up with the good news. People love feeling valuable and appreciated.
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DON’T TRY TO TURN THIS INTO A JOB INTERVIEW, no matter how badly you want to work for this company. Repeat after me: This is not a job interview. It would be called that if it were. The informational interview is designed to help you gather information about a company, person, or industry of interest and, with luck, build relationships that may benefit you as you progress through your job search. While you should have your resume at the ready just in case, don’t even think about foisting it on your interviewee unless you’re specifically asked for it.

[image: ] HERE’S HOW Now that you know what to do and what to avoid, use these tips to make your next informational interview a success.

Think This:


	“I’m not imposing; I’m asking to benefit from their expertise and experience.” Even if you’re a bundle of nerves (deep breaths!), remind yourself that your interviewee wouldn’t have agreed to the conversation if they weren’t genuinely happy to share their knowledge and help you. (You could also think about how you might be a resource for someone else down the line!)



Say This:


	“I’m curious; how did you get into this field?”

	“What are the best parts about your job? What are the most challenging?”

	“What skills would you say are the most important for someone trying to break into this field?”

	“If you were in my position, what actions would you take first to prepare yourself for the job/industry?”



WHAT NEXT? [image: ]

Once you’ve collected your information, it’s time to determine if this position/company is right for you to pursue if any jobs open up. If it is, great! Consider following up with your contact for quick advice on how to put your best foot forward. If it isn’t, ask yourself what about the information you received doesn’t align with your career goals, and how you should proceed. No matter what you decide, informational interviews will be incredibly valuable in helping you fine-tune your strategy and determine where you should focus your efforts.






You Need Help Writing a Powerful Cover Letter

Writing an effective cover letter is hard for most people, but it’s a necessary part of many job searches. Even if writing is not your forte, you can still craft a letter that conveys your passion for the position and expands on the information given in your resume. The basic procedure for writing a powerful cover letter is actually pretty simple once you get the hang of it. So how can you craft pitches that can outshine the competition?

DO THIS Try these ideas to address this issue:


	
1 Create a strong lead.
Start with a sentence or two that tells the reader right away that you’re applying for this job because you admire the company and their products or services and would absolutely love to work there. Be genuine and specific!



	
2 Provide clear evidence that you’re a fit.
Make sure it’s obvious that you’ve got the skills and experience they’re looking for. You could write something like this: “What, specifically, would I bring to [company name] in this role?” And then, follow it up with a few key points that highlight your core strengths (study the job description for hints of what skills and keywords you should mention).



	
3 Finish strong.
Tie things up in a way that says, “I believe my experience with X and knowledge of Y will enable me to quickly contribute to the team. I’d love to meet to learn more!”
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DON’T PUT TOO MUCH FOCUS ON YOUR CAREER GOALS IN YOUR COVER LETTER. While it’s crucial to honor them as you pursue new opportunities, at the earliest stages of the interview process, your future employer cares much more about what they need than what your goals are. Be sure to position your cover letter more toward what you can bring to this job versus what you’re looking for. Certainly, your new boss will care a great deal about your needs and goals as you settle into the role. But at the application stage, make it about them.

[image: ] HERE’S HOW Now that you’ve got the focus down, here are a few additional things to consider before you start writing.

Think This:


	“This is a marketing tool—one that I’m going to use to prompt my future employer to make a ‘purchase decision.’ ” In this case, the purchase decision you’re aiming for is “Invite you to an interview.” Also, remind yourself that putting in some effort to customize your letters will help ensure your pitches are original, impactful, and stand out against the competition.



Say This:


	“Here’s who I am, why I admire this company, and why I’m applying for this job.”

	“Based on my understanding of what you need, here’s why I’m a great match.”

	“Here’s what makes me interesting, likeable, and memorable.” (Don’t be shy about giving them a glimpse at your first-rate personality!)



WHAT NEXT? [image: ]

If you can, find a direct contact to whom you can send your cover letter and resume. This will maximize the odds that it’ll be read. If you can’t find an obvious contact, you can attach the cover letter to the online application, but you’ll have the best shot at captivating readers with a powerful cover letter when reaching out directly. Take advantage of every opportunity to outshine the competition as you apply for jobs of interest—including the opportunity to dazzle them with an amazing cover letter.






You Have Technology Issues Mid-Interview

Video interviews. Love ’em or hate ’em, they’re here to stay. And, while it goes without saying that you’ll need to prepare for both the conversation and the technical details when prepping for a virtual interview, do you know what to do if you hit a technological snag smack-dab in the middle of the discussion? (Hint: Panic is not the correct answer.)

DO THIS Try these ideas to address this issue:


	
1 Check your equipment and your connection ahead of time.
Not sure if your microphone and webcam are working? Test them in advance. Also, make sure you’re somewhere with a stable Internet connection. (Pro tip: Do a speed test, such as the one at www.speedtest.net, shortly before the interview.)



	
2 Ask for the interviewer’s phone number as you get started, just in case.
Establishing that plan B will give you peace of mind while illustrating your attention to detail.



	
3 See if the chat function still works.
If you lose audio or video mid-interview, quickly check if you can still access the platform’s chat feature. If yes, send a quick alert to your interviewer.



	
4 Try restarting your modem.
Alternatively, if you can, connect directly to the router (the issue may be your Wi-Fi) and rejoin the meeting.
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DON’T ASSUME THE SITUATION IS UNSALVAGEABLE. No matter how awkward things get—or how badly you think you perform following a technical glitch—you might be able to turn it around. Remember, there’s a human on the other end of that call. They’ve probably had a similar moment themselves. If the call ends completely, reach out and ask for a second chance. There’s also no need to grovel or overapologize. Simply let them know how excited you are about the opportunity and request a “Take 2” given the situation.

[image: ] HERE’S HOW Now that you’re equipped to respond to technology issues, here are a few additional suggestions to help you stay in the right frame of mind should they crop up.

Think This:


	“Recruiters want me to succeed; that’s how their performance is measured—open positions filled.” Chances are your interviewers aren’t ominous villains. And hiring managers have a business need going unmet so they are motivated to find the right people to assume those responsibilities. So if a tech issue compromises the conversation, remind yourself that all parties want this to work out; it’s in everyone’s interest to figure out the best way forward.



Say This:


	“It appears my Zoom audio is malfunctioning. May I mute myself and call you instead?”

	“I really appreciate your patience. May I disconnect and rejoin the meeting from another device?”

	“I suspect this won’t be resolved quickly. Might we reschedule within the next day or two?” (Getting the “do-over” booked right away is the best way.)



WHAT NEXT? [image: ]

If your glitch was resolved relatively easily, try adding a bit of humor that acknowledges your challenges (“I swear I wasn’t dodging that question about my PowerPoint skills when my Wi-Fi went out!”) to your thank-you note. If you suspect that things still could’ve gone better, reiterate key points (“I blipped out just as I was sharing details of our 42 percent revenue growth last year.”). And then, assuming you want the job, make sure they know you’d love to join the team!






Your Interviewer Asks about Your Salary Requirements

One of the hardest interview questions to answer is also one of the most common ones: “What salary are you looking for?” It’s a Catch-22: If you throw out a number that’s too high, you price yourself out of the running. If it’s too low, you may land yourself a job…at a much lower salary than the company was willing to pay. So, how should you manage the dreaded salary question?

DO THIS Try these ideas to address this issue:


	
1 Offer a range versus a number.
Prepare in advance by researching the market and knowing your own financial situation so you can decide on your ideal salary range given your region, function, and experience. This way, you can present both high and lower numbers that are acceptable to you and in line with market rates.



	
2 Explain yourself.
When you present the range, explain how you came to it and outline the value you’ll provide in return.



	
3 Ask the question.
If you’d rather they go first, try saying, “I’d love to discuss the position in more detail and outline how I could contribute. Did you have a range that you can share?” (This strategy doesn’t always work, but you’re in a stronger position to negotiate if they share numbers first.)
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DON’T THROW OUT A NUMBER LOWER THAN YOU’RE WILLING TO ACCEPT (for fear that they won’t consider you otherwise), and then insist on a higher salary once you realize the employer really wants to hire you. As you might imagine, this is not going to be viewed favorably and could, in fact, jeopardize your offer altogether. Think about if a company did the reverse to you. You’d be upset over being lowballed, right? Of course—so don’t play games with the numbers. Present a number or range that’s honest and realistic, and then demonstrate to everyone you meet with that you’re worth the investment!

[image: ] HERE’S HOW Now that you know what to say in the moment, here are a few additional strategies to use the next time an interviewer asks how much you want to make.

Think This:


	“I’m worth it.” Talking about money can definitely be awkward. But tell yourself that you’re worth your expected salary—your education, experience, hard work, and skills all led up to this moment. Adopt a mindset that discussing your salary is just another piece of the employment puzzle—you can treat the topic as matter-of-factly as you would health insurance options or vacation days.



Say This:


	“Based on my market research, experience, and career goals, my range is between $65,000 and $80,000. Does this align with your budget?”

	“My primary goal is to find a role that allows me to apply my strengths while positively impacting the environment. Would you be okay if we talk about your needs and my background before discussing numbers?”



WHAT NEXT? [image: ]

If they’re amenable to your salary request, terrific. If they push back on either the range or your request to talk money later, decide whether the opportunity is worth further exploration. Having clarity around your goals, confidence in your worth, and knowledge of what the market will bear will help you make the career decisions that are best for you.






You Botched the Interview but Really Want the Job

You researched and practiced before the interview, yet, somehow, you bombed it. (Or so you think.) Maybe you rambled, or froze, or inexplicably sounded like a robot. The possibilities are nearly endless when it comes to interview slipups, but the way they make you feel is universally awful. And it’s even worse when you really wanted that job. So, what should you do if you interview poorly for a job that really matters to you?

DO THIS Try these ideas to address this issue:


	
1 Reflect before you react.
Before attempting damage control, play back the conversation as objectively as you can. Did you really flub up, or are you being hard on yourself? Empathetic interviewers know candidates are nervous and will offer some grace. You may not need to do anything except cut yourself a bit of slack.



	
2 Use your thank-you note strategically.
This is the perfect platform for addressing any mistakes you made, like experience you failed to mention or skills you have but forgot to highlight. Don’t rattle on, but do make the most of this valuable opportunity to correct any oversights.



	
3 Ask for another shot.
This strategy is best suited for times in which extenuating circumstances negatively impacted performance (e.g., a sick child had you up all night, you got shocking news right before the interview, etc.). You may get a no, but they could say yes.
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DON’T GROVEL. Unless you said or did something decidedly offensive, or completely missed the interview (in which case, a timely apology is merited), don’t go overboard apologizing. In fact, that may put extra emphasis on the thing you botched and make an interviewer rethink your candidacy. Conversely, don’t assume it’s a lost cause and bury your head in the sand if you know you could have done better. Make every effort to salvage the operation. You’re worth it!

[image: ] HERE’S HOW Here are a few additional things to think, say, and do when dealing with a botched interview.

Think This:


	“I shouldn’t be too hard on myself.” We are all our own worst critics, and job interviews can send even the most confident people into a tailspin of self-doubt and distress. Everyone makes mistakes, and everyone can improve. Embrace that opportunity to do better next time and investigate mindfulness techniques that may help you stay calm and confident when the heat is on.



Say This:


	“You asked about my project management skills earlier, and I forgot to share these details from a customer event I planned and managed recently.”

	“While I’ve not used Salesforce yet, I’ve enrolled in an online Salesforce training and should have solid baseline knowledge by next week.”

	“I wasn’t at my best because my spouse was ill, and I’ve been juggling a lot. Would you consider a do-over?”



WHAT NEXT? [image: ]

If the interviewer responds favorably to your damage control, fantastic. Consider yourself lucky and work hard to perform to your absolute best through any remaining interview rounds. If you’ve given it your best shot and they say no, say thank you, let them know that you’d love to be considered should another relevant job open up, take the lesson from this experience, and move on with your head held high. And remember, life’s sweetest successes are sometimes the ones that come only after a bit of adversity.






You Need to Provide References

As you move through the job interview process, you may be asked to provide your potential employer with references. This is a good sign! It means you’re being strongly considered for the job. Your interviewers are ready to collect more information to help them finalize their decision. But who should your references be and how do you ask them to help you?

DO THIS Try these ideas to address this issue:


	
1 Make your list of willing participants well in advance.
Later, once you know more about specific roles, you can share the references you feel will be most relevant given the job—and most likely to help you land the offer.



	
2 Choose relevant (professional) references.
Most interviewers will strongly prefer speaking with people from your current or most recent employer, especially your supervisor(s). However, if you’re a covert job seeker (and don’t want your boss to know what’s up), you may need to reach back a bit further, or ask a trusted colleague if they’re willing to take the call.



	
3 Ask for permission.
Even if you’ve used someone as a reference before, it’s common courtesy to touch base before listing them again.



	
4 Make it easy on your interviewers by double-checking that all contact information is current.
Also, share details on who the references are and your relationship to them.



	
5 Brief your references on the job opportunities you’re looking at.
Tell them what you’d love for them to share. Thank them and don’t forget to offer to reciprocate in the future.
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DON’T WAIT UNTIL THE LAST MINUTE TO DRUM UP, APPROACH, AND PREP YOUR REFERENCES. When you’re asked to provide them, chances are you’re a finalist candidate. You don’t want to jeopardize your top-contender status by asking the hiring manager to wait while you collect a list, making it challenging for a potential employer to get hold of your people, or by choosing references that won’t commit to supporting you.

[image: ] HERE’S HOW If you’re still feeling a bit nervous or uncertain as you prepare to start contacting potential references, use this guidance to maximize the odds they’ll say yes.

Think This:


	“Asking for—and providing—references is a common business practice.” So don’t feel shy or self-conscious asking someone. People will likely be glad to support you! Think about positive performance reviews or kind emails you’ve received in the past—all you’re asking is for someone to share the same feelings to a third party. Also, keep in mind that some companies have a policy that precludes employees from serving as references for current or former colleagues, so don’t take it personally if someone says no.



Say This:


	“Here’s what I’ve been up to professionally since we last spoke” (if it’s been a while since you last worked together).

	“Here’s why I’m excited about the role.”

	“Here’s what’s happening at the company (or on the team), and how I believe my skills and experience will be beneficial.”

	“Can I count on you to share a favorable review?”



WHAT NEXT? [image: ]

Once your references have been contacted, express your sincere thanks to them and ask how it went. If they mention anything that gave the interviewer pause, consider giving your next reference a heads-up. Assuming it’s honest to do so, ask them to emphasize your strengths in that area. Return the favor if your reference needs a reference!






You Want to Negotiate an Offer

You did it! You made it all the way through the interview process and you’re reviewing a job offer. And that feels pretty amazing, except for one little thing: It isn’t quite what you had in mind; you think you should negotiate. While the thought of negotiating can seem daunting, most organizations anticipate that candidates will present a counteroffer. And you already know they want you, so how can you confidently ask for what you’re worth?

DO THIS Try these ideas to address this issue:


	
1 Prepare a pitch.
If certain aspects of the offer don’t align with your expectations, put together a data-backed proposal outlining what you want, why you’re requesting it, and what specific value you’ll provide in exchange.
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“Jenny has bottled up all of her best tips into this handy guidebook. Read it in one sitting, read it in chunks,
read it as you face formidable challenges in your career. Whatever your pleasure...just read it!”

—Vanessa Van Edwards, bestselling author and founder of Science of People
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First, you'll find tips for how to deal with the problem

at hand.

Next, you'll explore big no-nos to avoid if you want

your career to unfold smoothly.

< ; : H ERE’S HOW Then, you'll find clear action steps to tackle the

situation, from what to say if, for example, you don’t agree with a decision

your boss has made, to how to have a positive mindset during a difficult time,

like if you get laid off.

Think This:

This section gives you
a mindset for dealing
with your career prob-
lem in a way that’s
calm and confident.
The advice here will
help you feel less anx-
ious, overwhelmed, or
confused.

Say This:

You can use one of these example phrases as

a model when communicating with your boss,
coworkers, or in some cases yourself. Choose the
phrase that best fits your situation: Remember that
the advice that’s right for you will be based on your
individual circumstances. These catchphrases are
there to inspire you as you encounter various career
challenges, but feel free to put them into your own
words. Successful workplace communication should
never feel like you're reading from a script.

WHAT NEXT — 5

Once you start thinking about your career in a way that is calm and confident,

rather than anxious and overwhelmed, you’ll be ready to embrace next steps for

moving forward and getting what you want.





