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THE PURSUIT OF
EXCELLENCE

“When we raise our sights,
strive for excellence, dedicate
ourselves to the highest goals of
our society, we are enrolling in
an ancient and meaningful
cause - the age-long struggle of
humans to realize the best that
is in them.”

John W. Gardner, leader, author,
activist, reformer

Celebrate What’s Right
with the World

This breathtaking video accompanied
by powerful dialogue provides practical
guidelines for applying these key
concepts:

¢ Believe it and you'll see it
¢ Recognize abundance
¢ Look for possibilities

¢ Unleash your energy to fix what’s
wrong

¢ Ride the changes
¢ Take yourself to your edge
¢ Be your best for the world

This is a great way to begin a staff
meeting! Call 634-6047 to and reserve
a copy of this 22 minute video today!

PAYOFF

“One moment spent sharing a good word
can translate into hours of
high productivity.”
Hal Pitt, Management consultant

Say Goodbye to Unnecessary Words

Wordiness plagues most writers, but it's especially troublesome for
business writers when they're under pressure to be clear and brief.
What can you do about it?

Review your drafts. Wordiness is often the result of “trying.” Trying
to capture the flow of ideas, trying to write precisely about a slippery topic or
trying to impress readers. Instead, read each sentence aloud while thinking:
“What'’s the most direct way to say this?” If you get lost before the end of
your own sentence, you’'ve got a problem. Don’t pass it on to your reader -
use the following guidelines to steer your message in the right direction:

Beware of too much informality. Verb phrases such as put up
with create an informal tone and use three words when one - endure - would
suffice. The same is true with find out versus investigate, put forward versus
suggest, and so on. Ask yourself: “In this sentence, will the value of infor-
mality offset the wordiness?” If not, look for a one-word verb.

Beware of too much formality. Adding nouns, verbs, and preposi-
tions to verb phrases can also create a formal tone, as when agree becomes
reach an agreement. Turn make a correction into correct, take action into
act, and so on.

Limit the use of passive voice. Passive voice works well for fo-
cusing on the action as opposed to the actor, but doing so usually adds
words. For example, compare It was decided by the committee that versus
The committee decided. Also, consider Concerns were voiced by Grace
Hill versus Grace Hill believes...

Eliminate redundant clichés. Repetitive phrasing is frequently
used in business communications, but serves no purpose (except, perhaps,
to increase the word count). Consider past experiences and past history -
aren’t experiences and history already in the past? Similarly, shorten
phrases such as basic fundamentals and important essentials to fundamen-
tals and essentials.

Scrutinize phrases and clauses. Question phrases that open with
a preposition (e.g., of, if, about) as well as clauses that begin with that and
which. These have a tendency to add wordiness to a sentence.

Wordy Concise
- In order to establish unity in To unify
- Because of the fact that Because

- The report, which was recently
released

The recently released report

- The lack of depository sites for the
waste of the nuclear plants

The lack of nuclear waste depository
sites

Adapted from Communication Solutions, March 2007




Communicate Clearly

When you're speaking to someone,
how can you tell if they’re understanding
what you are saying? Experts say that
when people are confused, they do one or
more of these six things:

1.) Avoid eye contact
2.) Tilt their heads
3.) Squint their eyes

4.) Close their mouths and keep them
closed

5.) Lower their eyebrows
6.) Cross their arms and legs

Watch for these signals the next time
you are trying to get your point across.
It may help trigger a follow-up question
for you to ensure clear communication.

Adapted from Communication Solutions,
Sample Issue
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The Manager as a
Change Leader

By Ann Gilley

This book explores the newest techniques in mentoring and collabo-
ration that will enable managers to bring out the best in themselves,
the people they guide, and their organizations.

“The books in this timely series will equip novice and seasoned man-
agers alike with the tools to excel in their careers while enhancing
organizational performance. An essential library of resources for
anyone navigating today’s complex business environment.”

Doug Bryant, Vice President Organizational Development
Advance Auto Parts

“A very practical book that equips every manager to directly
address the human dimension of change in organizations.”

Peng Soon Lim, President,
Learning and Performance Systems

Located in the OED Resource Library for your convenience

Working Together

“The world is a complicated place, but the
people who really succeed are those who can
take complicated issues and express them in
a way in which people can understand, follow,
and act.”

Geoff Unwin, Business Advisor

Did You know that only 4% of every-
thing sent through the mail is personal-
ized? Can you imagine the impression
You could make by sending a hanowrit-
ten Kuolos to someone for “living the
values?” Try it on for size. You may
find it really is wore blessed to give
than receive.

Adapted from Communication Briefs

Caught a coworker
living the values?

Send them a Kutos!
REAZHIS:

When working with another department on a project, some-
times things fall apart. Communication breaks down, deadlines
are missed, and arguments flare up everywhere. Try using
these guidelines to minimize stress:

1.) Sit down with the other managers. Do this before
you finalize the project schedule. Make sure everyone signs off
on the schedule so that later on nobody can say the deadlines
took them by surprise. Meeting with the managers of the other
departments ensures that responsibility starts at the top level.

2.) Set up weekly status checks. Get these onto your
calendar every week. If it is a two-minute phone call or a weekly
“project status report” via email, checking in once a week can
help eliminate any problems before they derail the project.

3.) Be ready to solve unanticipated problems. Very
few projects run 100 percent smoothly. Very few departments
can accurately predict their workload one month in advance.

A department that has a manageable workload when the project
starts could be swamped with other work midway through the
schedule. Be flexible. Understand that circumstances change
and be ready to come up with solutions, not blame. Most im-
portantly, remember: you probably are going to have to work
with these department again in the future. You want to build
strong bridges, not burn the ones that are already in place.

Adapted from Communication Briefs, Sample Issue




