


HOW TO GET THINGS DONE WHEN YOU’RE NOT IN CHARGE

IS THIS YOU? (ON A GOOD DAY?)
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ESSENTIAL SKILLS

i i / ii i / iNegotiation / Persuasiveness?Negotiation / Persuasiveness?

Diplomacy?Diplomacy?p yp y

Patience?Patience?

Social Poise?Social Poise?

Honesty / Objectivity / Tact?Honesty / Objectivity / Tact?
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Honesty / Objectivity / Tact?Honesty / Objectivity / Tact?
frustrated?frustrated?
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AggressiveAssertivePassive gg ess esse eass e
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TO LEAD:

1 To show the way in advance1. To show the way in advance

2. To influence the behavior and opinions of others

If you aren’t constantly becoming the person 
you want to be, you’re constantly becoming 
the person you don’t want to be.p y
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COMMUNICATION DICTIONARY

 Sender Sender

 Receiver

 Message Message

 Filters

 Feedback
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FACE-TO-FACE COMMUNICATIONS

Words

Tone of VoiceTone of Voice

Body Language
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CREDIBILITY CRUNCHERS
 Sorry

 Try

 “Not my job” / Attitude

 Junk Words / Trendy Phrases

 Feedback

 Speaking too quickly / too slowly Speaking too quickly / too slowly

 Micromanaging when delegating

 Body Languagey g g
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Begin with the end in mind….
Stephen Covey – The 7 Habits of Highly Effective People
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CREDIBILITY CREATORS
 “I am”

 Confident, deeper, resonating, 
professional voice

 “I” language I  language

 Dress / Appearance/ Professionalism

 Fake it–Take risks–Believe

 Know specifically what you want

 Speak benefit language–WIIFM

 Accept responsibility

 Say “Thank you”
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Whether you think you can, or  you think you can’t … you are usually right.
Henry Ford
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HOW TO MOTIVATE
 Understand what motivates others

($ ti i ti titi ti f i th j b it h ll )($, time, appreciation, competition, satisfying others, job security, challenge)

 Create a sense of purpose

 Expect the bestp

 Create an environment where failure is not fatal

 Praise often, specifically and sincerely
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You can’t push anyone up the ladder unless he is willing to climb himself.
Andrew Carnegie
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Not everything that is faced 
can be changed easily.

But nothing can be 
changed until it is facedchanged until it is faced.
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THANK YOU!

Feel free to contact me if you would like one-on-one 
coaching for specific situations:
Rhonda Scharf CSP
On The Right Track– Training & Consultingg g g
Toll Free: 1-877-213-8608
Rhonda@on-the-right-track.com
http://www.on-the-right-track.com

Enjoy our full-day workshops without ever leaving the office!
The Office Professional has partnered with Rhonda Scharf to offer an assortment of one-day workshops 
designed specifically for administrative professionals—brought directly to your workplace!
Visit http://www.theofficeprofessional.com/onsite for more information.
Minute Taking Made Easy • The Amazing Assistant • Advanced Skills for the Administrative Professional • Difficult People &
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Confrontation Skills—How to Work with Anyone! • Team Building • Communication Skills for Impact and Influence • Caring for
Customers • Professional Effectiveness—Realistic Time and Stress Management Solutions • High Impact Presentation Skills


