


Cutbacks. Reorganizations. Hiring
Freezes. Having to do more ... with less.

You read it in the paper. You hear it on the evening news. Maybe it's
touched you, personally. It certainly is no secret. In one way or another,
many people today are facing some tough economic times. And that goes
double for the organizations we rely on to supply the jobs we need — and
the paychecks that allow us to provide for the people we care most about.

What's your situation? Are you working? Has your business been able to
stay IN business? If so, congratulations — you're one of the lucky ones.
But, unless you're blessed with unlimited good fortune, luck alone won't
keep you employed. And over the long haul, it alone won't bring the
success your organization needs to survive, thrive, and offer continued
work for you and your colleagues.

Soif luck isn’t the best strategy, what is? How can you not only enhance
your job performance but also continue building a satisfying career? What
do YOU need to do? The answer is: You have to WORK RIGHT! And that
involves mastering “The 3 R's” — a different 3 R’s than those you learned
as achild ... “The 3 R’s” of workplace success:

Respect
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Respect includes how you view, treat, and deal with other people — and
how you present and conduct yourself (how you behave) — on a daily
basis. Responsibility entails doing your part, taking your job seriously,
meeting the expectations that come with your paycheck, and being a
dependable person of integrity. Results is about getting things done ...
about making a positive contribution to your organization and its mission.
All three of those components are critical to your workplace success.
And all three are what this handbook is all about!

On the pages that follow, you'll find twenty-four “to do’s” — a collection
of ideas, mindsets, and proven strategies guaranteed to help you perform
better in your job and enhance the relationships you enjoy with your co-
workers. They’re written in a real-world, “pull no punches” style, so get
ready for some straight talk — the kind we all need to hear and remember.

As I've said in previous works, pay attention to what you're about to read.
You owe that to your organization — the one that not only hired, trained,
and pays you, but also has entrusted you with its resources, its mission,
and its future. You owe it to your fellow team members — those whose
welfare, performance, job security, and successes are inextricably linked
to yours. Most importantly, you owe it to YOURSELF - the one who must
live with the image you see in the mirror ... the one who ultimately
benefits from, or is hurt by, the actions you take and the employment
track record you add to each day.

USE and APPLY the information in this handbook, and you'll not only

improve your overall effectiveness, but you'll also build a reputation (and
a legacy) as a top-notch contributor — someone who ...

WORKS RIGHT!




he most important
single ingredient in
the formula of success

is knowing how to

get along with people.

~ Theodore Roosevelt ~




