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Why are you here?

This book is about how to make sure the relevant people in
your life really hear you when you speak to them. You will
stand a better chance of being influential, getting your point
across and fulfilling your ambitions. After all, how can they
give you the job you want, or the support, or the glory, if
they don’t know who you are, what you want and what you
can do?

It’s not about goal setting or helping you find direction. There
are other resources and people that can help you with these.
This book starts with some questions. If you struggle to come
up with the answers, you might need to tackle these areas
first, although you are likely to pick up some confidence
building tips anyway.

You will have you own reasons for choosing to read this
book. You probably have some idea what your motives are
and what it is you would like to achieve.

Before we take the plunge and explain how to make sure you
are noticed, I'd like you to spend a moment asking yourself
exactly what it is you want from this book. I'm a big believer
in clarifying our thoughts; Socrates was very wise when he
said that understanding the question is half the answer. Take
a couple of moments to bring sharp focus where you
currently have woolly hopes. If you can’t describe your
thoughts accurately to yourself, you are not going to be able
to convey them to anyone else, are you?

Here are some questions to help you explore and define your
thoughts:



% What is it the world (or at least part of it) should know
about you?

Is it about your ability? If so, what exactly is it you can do
well? How good are you? How do you know? Where is
the proof? How are you different to other people who
can do the same thing?

Is it about your values or ethics? Do you have strong
beliefs that directly impact on how you operate and what
you choose to do?

Is it about your personality? Do you want others to
behave in a certain way around you? Do you have needs
that are not being met? Do aspects of your personal style
impact positively or negatively on those around you? Do
you have traits or sensitivities that you would like others
to take into account?

Is it about your ambition or direction? How you intend
your life to be in the future? What you are aiming to
achieve?

% Who should know?

Your boss? Customers? Work colleagues? Potential
employers? Key players in your network? Friends?
Neighbours? Family? People you have yet to meet? The
media?

% How would it benefit you if they did know?



There has to be some advantage to make this worth your
while. What would be different? Would you have better
prospects? A more fulfilling career? Feel more satisfied
because your talents are being used? Improved
relationships?

The benefit might not be for you directly — think Bob
Geldof and Band Aid (if you are old enough!). Sometimes
we need to be noticed to change things for others. Is this
about you, or a cause you care about?

The more specific and focused you are about what it is
you want, the easier it is to be influential and articulate.
Spend some time fine tuning your grand plan as much as
you can. Add detail so that you can see the picture more
clearly.

% ...And if nothing changes?

Will it really matter? Will you be upset, angry or
disappointed? What are the long term implications? Or
are you not really that bothered? Are you doing this
because YOU want to, or someone tells you that you
should? Or you think you ‘ought’?

If you don’t really mind if nothing changes, maybe you
should examine your motivation and plans. If you’re not
committed and passionate, you are unlikely to convince
others.

There are two more questions to answer before we start on
the Five Steps:



e What is the message you want to get across?

e What are the reasons you are not being noticed as
you want right now?

Let’s explore these a little. Then we’ll get down to business.

% What is the message you want to get across?

Your answer may be a work in progress; this is fine. You can
develop and refine it along the way as your thoughts become
clearer. Get as much down on paper/screen as you can at the
moment. Words, phrases, a mindmap, bubblegram or vision
board are all useful tools to help you express yourself.
Choose something that works for you, and be prepared to do
a few drafts until you are happy with it.

If the message you want to convey varies for different
audiences, you will need to do this exercise for every person
you want to make a better connection with, An over arching
“This is my message” statement can help to keep yourself on
track.

Here is an example....

This is my message

I am a confident and competent administrator planning to
develop my career into project management. | am capable of
handling more responsibility and I’'m actively looking for
opportunities to do this to prove my worth. | meet deadlines,



go the extra mile and deliver excellent value for money. I’'m
ready to step up.

Negatives not allowed. No way!

If you find yourself writing a string of negatives when you
write your message down, there is something you need to
do. Do you have negatives that look like any of these?

I’m not a dogsbody!

I should not be a coward. | need to stop letting everyone talk
over me in meetings.

You never notice what I achieve.

I’m not stupid....

Get them all down, out of your head and on to paper or the
screen - then take a deep breath and turn them all round to
positives.

Why? Because of the way our brain works. Your brain won’t
notice the ‘nots ‘and ‘can’ts ‘— it will just register the
adjectives, so swimming around inside your head will be
‘Stupid, coward, dogsbody’...stupid, coward, dogsbody....’
Not quite the message you wanted to send, is it?

It’s also not good for your mental well being if your key
messages to yourself are negative — you are just wearing



yourself down, and convincing yourself, slowly but surely,
that you are stupid...Let’s NOT go there!

Tell yourself here and now that you will begin to frame your
thoughts positively. If you are not familiar with the concept
of reframing, it wouldn’t hurt to do a little research. It is a
really useful habit to acquire, used by most highly successful
people.

For example, if we turned those negative thoughts round
they might look like this:

Fm-not-a-dogsbedy!

I am a valuable person with skills and potential.

I can speak up for myself.
I have ideas and thoughts to contribute.

You-never-notice-whattachieve. | am proud of my
achievements.

Fm-ret-stupid— | am capable and competent

Which gives us:

I am a valuable person with skills and potential.
| can speak up for myself.
I have ideas and thoughts to contribute.
I am proud of my achievements.
I am capable and competent.



Look at the difference between the negative and positive
messages. What impression do they both give you? Which
person would you rather be?

We are all works in progress. We need to be aware of the
areas where we need to grow (we’re just coming to that), but
we also need to acknowledge our worth and the road we
choose from here onwards. The only alternative is standing
still and looking backwards. It's hard to move forward from
there.

Lastly...

% What are the reasons you are not being noticed as you
want right now?

Although we don’t want your key message to be negative, we
don’t live in Pollyanna Land where we blindly believe
everything is perfect. It is important that we recognise our
flaws, inconsistencies and weaknesses so that we can
address them.

Be honest with yourself here. There are things holding you
back, and you can’t deal with them effectively if you don’t
know what they are. The same principle applies that we
mentioned earlier - you need to know the question to find
the answer.

This is a tough question to ask yourself. Below is a list of
possible causes. Have a look through. Which ones apply to
you? To what degree? Once you’ve mapped your issues, you
can begin to tackle them.



| lack confidence

| am unsure what to say

| fear embarrassment or ridicule

My message is unclear

I’'m naturally quiet

| don’t know why anyone should listen to me.

| don’t get the opportunity to talk to the right
audience

| assume others know what | want and need, even if |
haven’t explicitly told them

The time hasn’t been right yet

| am inconsistent. | change my mind about my needs.
| send out mixed or conflicting messages

My emotions get the better of me

My reputation is tarnished by others

| am talking to people who do not want to hear my
message

I’'m careless about what | say in any company

| spend too much time with people who drain or
squash me



e |'ve grown out of my social circle but haven’t moved
on

e Some other reason?

It’s a long list, isn’t it? We are all unique, with a different set
of drivers and personal traits, yet some of these them are
common to many of us.

How to Overcome your Barriers

Spend a little time thinking about how you could overcome
the key issues that are holding you back. Here are some
pointers:

e Firstly, examine the issue. Where is the evidence? Is
it really true, or is it a label that you’'ve put on
yourself, or someone else has attached to you? It
may have been true once, that might not be the case
now.

e Prioritise the issues, so that you can see what needs
tackling first.

e Work at visualising what the preferred scenario looks
like, so that you can work towards it.

e Generate a range of possible options for improving
each one, then weigh up the options. Which gives
the quickest win? Which takes the least resources?
What is your gut telling you is the best way forward?



Devise yourself an action plan, starting with the top
priority (There is more about action planning later).

e Find a confidante to share your thoughts with. It
could be a friend, a mentor, coach. It increases our
action when we are accountable to another person.

The Five Steps will help you find insights to many of the
barriers, by suggesting positive actions you can take.

Messages in Harmony

One important factor to mention here is congruence. This
means having all parts of your message being consistent with
each other.

If 1 told you | enjoyed public speaking, but was too shy to look
you in the eye, what would you believe? If | told you | was a
top-flight athlete, yet you could see | was overweight and
wheezy, what would you think?

A spoken, face to face message has several parts. If the parts
don’t all agree with each other, alarm bells ring in the
listener. They will dismiss or disbelieve you, making your job
harder. You need to think about:

e How you sound —pitch, pace, tone.
e The words you choose
e Your visual impact —what you wear, grooming

e Your body language — poise, stance, gestures



You will have gathered from the examples above that the
words you choose are not the most important part of your
message. Body language will be believed over words every
time, so make sure you pay attention to this, too.

Let’s Go!

Enough navel gazing. You’ve thought through what you want
to say and why you want to say it. You've got a plan for
addressing your barriers. Let’s get started.



Step One

Be interested

Imagine that you have written a beautiful handwritten letter
sharing your deepest hopes and dreams. You put it in an
envelope, add a stamp, and put it in the post box. There is no
address on it. Where will it end up? There is no point in
sending any message if you don’t know where it’s going. All
your time and trouble in choosing your words and crafting
the message will be wasted. This, in effect, is what you are
doing if you try to get your point over, without knowing
relevant information about the person you want to receive
your message.

Why would you even try to deliver a message without
knowing the recipient? Isn’t this what we call junk mail or
spam?

You might think you are not guilty, but do you know what,
we all do it all the time. We think we know the other person
yet we haven’t taken the time to find out the facts we need
to know how to pitch our message accurately.

What do we do instead? This is where it gets dangerous. We
make assumptions, based possibly on our knowledge or
observations, but often based on our perceptions, prejudices
or opinion — and we often get it wrong. Result? We deliver
the wrong message in the wrong way to a person who is not
what we thought they were. Which is not a good result, is it?



Here’s an example

Let’s say you are getting flak at work because your company
is late paying some of your suppliers. Every time you pick up
the phone, it’s someone complaining that their invoice is
overdue. You decide to raise the matter with the company
accountant. Yes, you know his role, and of course you are
well within your rights to discuss work based issues with him,
and he should act on your complaint.

But here’s the ‘but’... But what if there is a good reason, or
other bigger issues going on? What if he has just had to fire
his assistant for messing up the system? What if he has just
had to take several weeks off because his child had a life
threatening accident? What if there was a serious liquidity
issue and the company literally did not have the money to
make the payments on time?

The things going on in his life and work don’t affect the facts
about the late payments — but they could make a difference
about how you to choose to approach him. You might select
different words, or a different time — and it’s very likely that
your feelings about the situation will alter too.

You can only choose the most appropriate approach if you
know the other person’s circumstances.

Not only will finding out about people help you know how to
target and pitch what you want to say, it can also open up
new opportunities and avenues to explore. Who knew that
the secretary’s husband works in the company that you are



really interested in approaching? You could miss out on
potentially important information.

Showing interest makes people feel valued, which is bound
to go in your favour. When was the last time you were
swayed by someone who showed no interest in what is
important to you? The less connection there is between
people, the easier it is for the other person to ignore your
influence.

The important distinction is that you don’t just show interest,
but that you actually are interested. Turn on your curiosity.
Wonder what makes people tick. Suspend judgement. Give
them the benefit of the doubt.

How:

e Firstly, pay attention to what you think you already
know about the person. What assumptions have you
made? Separate facts from your opinion. Look for
where you have attached your interpretation. You
may be wrong. There may be other ways of viewing
their actions or words. Begin by withholding
judgement so that you can open your mind to being
genuinely interested in them.

e Secondly, notice the other person’s personal style.
Are they sociable? Reserved? Thoughtful? Impulsive?
If you have never learnt about different models of
personality, it may be worth exploring a little. There
are many theories and models that can help you
understand why people are different. When it comes



to personality traits, there is no right or wrong - but
different types respond to different approaches.

Learn to adapt your approach to suit the other
person’s personal style. Unfortunately, when we feel
we aren’t being understood or liked, out knee jerk
reaction tends to be ‘more’ or ourselves - coming on
stronger with the same approach. Think of the
person abroad raising his voice to someone who
doesn’t speak his language. It's not going to help, is
it? Try to work out what makes them tick, what is
important to them, what they enjoy. Keep going
until you can see the world through their eyes. Put
yourself in their shoes. What does it feel like to be
them? Learn to deliver your message taking what's in
it for them into account.

Look for clues and signs for topics to the person’s
interests and concerns. You can use them to build
rapport and break the ice. ‘Is that Japan? Did you
enjoy it?’ ‘You look worried. Is the project behind
schedule?’ Notice when you get a good response that
indicates receptive ground.

Create a bank of questions or lines of conversations
you are comfortable to use. It depends to some
degree on your confidence and style. If you are never
stuck for words, that’s great, but if nerves sometimes
get the better of you, or you flounder, it can help
enormously to have some ideas up your sleeve. It can
also help you be more focused, even if you are a
confident conversationalist.



e Look for the feelings behind the facts and the facts
behind the feelings. By exploring these, you’ll learn
much about how the other person operates, which is
useful for influencing. It means you can adapt your
message to use language they will understand.

e Dig and delve (subtly!) then sift. What can you do for
them? What can they do for you? How are you
similar? How are you different?

How to get it wrong

Here's a story that we tell in The Job Interview Toolkit:

Amy rested on her laurels

Amy was approached by Ed, who she knew socially. He
owned a local company and he had a vacancy that was ideal
for her. Ed asked Amy to pop in for a chat about the job. She
knew they got on well together and she had the right skill set.

The vacancy hadn’t even been advertised. What could go
wrong? It was in the bag, surely?

She didn’t get the job. Ed was cold called by a job seeker who
impressed him deeply with her knowledge of his company
and her research about his business sector.

She had done her homework well, analysed his needs and put

together a compelling case on why she should be hired. Amy,

on the other hand, took a casual approach and assumed their
friendship was sufficient. She knows better now.



Summing up

Be interested in what makes the person you want to
influence tick, find out what is going on with them and adapt
your approach to suit their style.



Step Two

Be inescapable

No, this does not mean you need to be a stalker! It is about
being a gentle reminder or consistent presence. You will be
at the forefront of someone’s consciousness, so they are less
likely to forget you. Let’s consider for a moment how we are
influenced by others wanting to spread their message to us
in this way.

Marketeers know that we need to be exposed to an advert
many times before we buy the product or service. It takes a
considerable time for us to move from ‘I don’t know it exists’
to ‘I want itl’. It's a gradual building up of exposure that
eventually seeps into our consciousness. They call it
“Effective frequency”. Research has shown that on average,
we need to see an advert about 20 times before we consider
buying the product.

Think about it. At any one time, we have so many things
competing for our attention, it is actually impossible for our
brain to take on board everything we see and hear, so we
only process information that we think is relevant or useful.
Even then, our brain will delete it if we don’t use it soon. The
same goes for our messages. If our audience doesn’t find us
relevant, useful or appealing in some way, they will soon
forget us. Even if they are interested at the time, it is all too



easy for us to slip from their mind as other priorities
compete.

Are you wondering if we can really transfer advertising
theory to getting our own point across? How do we make
sure people remember us for the right reasons, and hear
what we have to say? How do we stop them forgetting us the
minute we leave the room?

Here’s an example

Think back to the last time you went to a busy bar. Can you
tell me who was in it? If we had spoken right after you left,
you could probably give me a pretty good run down on who
was there. You might even know a couple of names. If | ask
you the same question in a year’s time, | doubt you would be
able to tell me much — unless you knew the folk there
already, or you’d run into them since and got to know them.

The same goes for all walks of life. We may meet someone
we like, have a great conversation, but unless we bump into
them again, we are unlikely, sadly, to store them in our
memory. Have you been to regular networking events? They
start being a sea of faces. If you go again, you will be relieved
to see a familiar face or two. Third time you will smile at a
few more people because you recognise them. Before you
know it, you will be able to make a beeline for the people
you know you want to spend time with.

If you want to be noticed, you will need to be focused on
making and developing the connections that matter.



They’re not interested in me...

Of course they’re not. You told your boss last month that
you’d be interested in moving into account management,
you mentioned it to HR too. Nothing has happened, so
obviously they don’t think you’re good enough. Maybe they
think you’re inexperienced, or just wouldn’t get on with that
team. You always thought that the team leader in that
department didn’t rate you highly. Perhaps you should look
for another job, or perhaps you just resign yourself to staying
where you are and just be thankful you have a job...

STOP RIGHT THERE!

Do you recognise these kind of thought patterns? You don’t
have any hard evidence about what’s going on, so you
assume the worst and let your mind fill the gaps. Your brain
is made to try and make sense of things, so if you let it get
carried away it will invent stories. Note these are stories, not
facts. For each pseudo ‘fact’ it will attach the appropriate
emotion, and then build in another, ahem, ‘fact’ into the
sorry tale. Where does this get you? Go back to the “They’re

not interested in me paragraph above. What
unsubstantiated conclusions have been reached?

e I'm not good enough
e They are not on my side
e There is no hope for me here

e She doesn’t like me



e My career is going nowhere ...and so on.

When we tell ourselves messages like these, what emotions
do we attach to our thoughts? Taking the list above, you
might feel:

e |nsecure

e Depressed
e  Frustrated
e In despair

e Unmotivated

So tell, me how are you ever going to make a good
impression in front of the right people if those are the
emotions leaking out of your pores? The short answer is —
you’re not.

Not only will you not make a good impression when you have
the opportunity, chances are that you will avoid potential
lucky breaks because you don’t have the confidence to see
them through. You can’t be inescapable if you are hiding in
the broom cupboard, can you?



You know what to do

Break the negativity cycle. Replace negative thoughts with
nourishing, uplifting positive ones. Take action to find out the
truth in a situation before you start embroidering nasty, soul
destroying lies into your head.

What do you think the truth is in the story above? Your
career move may be top of your priority list, but it probably
isnt your boss’s. She will have many staff to manage,
deadlines to meet, plans to make, senior management to
negotiate with. If you want her to see how serious you are,
its going to take more than mentioning it once to even enter
her radar.

One more quick lesson from our friends in advertising - We
all hit the ‘unsubscribe’ button regularly, don’t we? The
sender works on the basis that if we haven’t unsubscribed, it
is okay to keep contacting us, because we are still happy to
receive communication from them.

Use the same principle. If you haven’t been asked to stop
calling someone, assume they don’t mind hearing from you
or seeing you. If this is a step too far for you and you think
maybe they do mind, try asking. “Can | give you a quick call
next week?” “Is it ok if | stop by your office on Friday to show
you my ideas?”

Do you still need convincing?



Exposure

A piece of research by Harvey Coleman examined why people
get promoted in many large organisations. He identified
three factors:

e Being good at your job
e Having the right image
e Exposure (building contacts and raising your profile)

Which do you think was the most influential?

It found that exposure outstripped the other factors by miles
at 60%. Having the right image was second at 30%, with job
competence limping in last at 10%. Do you ever wonder how
some mediocre performers get their jobs? Now you know.
They look the part and mix in the right circles. You can be the
best image consultant/dog groomer/ plumber in the world,
but people will forget you — or won’t even find you in the first
place- unless they have reason to remember you.

Social media has a role to play here too. It’s a huge topic in
its own right, but you can use it to reinforce the message you
want to send with human contact. Take the example we used
earlier of wanting to join a project team. You could use
LinkedIn to find relevant contacts, then make sure you share
useful articles on project management that will appear in the
newsfeed of the people you want to get in front of.

There are many ways you can use social media to forward
your mission. If you’re not very experienced it is worth
spending time with someone who can help you with a
strategy. It is better to do do one or two things well than



many things badly — and remember, it is not a substitute for
real interaction, so don’t hide behind it.

Consistency

One last point before we look at how to be inescapable.
We’ve been encouraging you to find your target and aim for
it. This is all well and good, but pause for a moment and think
of all the other people you run into who are not your top
priority to hear the message you want to convey. | used to
work with someone whose behaviour changed around senior
management. She became in instant ball of smiley sunshine
any time a senior manager visited, bending over backwards
to help them in any way she could.

Unfortunately, she wasn’t this accommodating, or pleasant
to her everyday team mates. What message was she sending
out? It certainly wasn’t “I value my colleagues” or “I'm
always helpful” Remember we talked about congruence?
Everything we do needs to tell the same story if we are to be
believed. If we are not believed, our integrity is questioned —
and if we are not trusted, the power of our ability to
influence is zilch.

Be consistently the person you want to be, not a part time
version. This means being aware of the impact of your
behaviour on everyone you come into contact with, not just
that one special person. If you aim to be the person you want
to be all the time, it will be much easier when it is really
important to make the right impression.



I’'m sure your thinking that it’s a fine line between being a
pain in the neck and being invisible — and it is. More often
than not, we lean towards invisible because we don’t want to
be a nuisance — when in reality, we are not being a nuisance
at all. Let’s look at way of getting the balance right.

How

e Look for existing opportunities to be around the
people you want to be in front of. This will be easier
once you've mastered being interested, as you will
pick up clues.

e Make new opportunities where you can. You can be
by the coffee machine at the right time, take lunch in
the right cafe, ask for a meeting, request an
invitation to a meeting, suggest you both attend a
conference you've found out about... have a
brainstorm, get as many ideas as you can.

e Notice who has this person’s ear. Work on getting
close to them, too.

e Make it easy for your target. Remind them who you,
and what you are interested in. Remember it’s a two
way street, though. Put some thought into thinking
what you can do to make their day a little brighter
too.

e Use the other person’s preferred method of
communication, and mirror their style. For example,



you can match their level of formality, or alter your
pace of speech.

e Remember that they have their own agenda.
Acknowledging what is important to them will make
them more inclined to listen to what matters to you.

e Use social media to strengthen your message. If your
target suddenly decides to check you out on line,
what will they find? Is it congruent with your
message?

e Eliminate ‘them and us’ thinking. All you are doing is
putting a psychological wall between you, making it
harder to reach them.

An inescapable story

A long while ago, | was visiting a small, popular software
company. The MD’s phone rang just as we were about to
begin our meeting, | gestured that it was fine to take the call.

He had a brief conversation during which he laughed, and
smiled a lot. When he came off the phone, he told me the
caller had been a young lady who really wanted to work at
the company. She rang every week to see if he had any
vacancies. She was always good humoured and upbeat, and
he was impressed with her attitude and tenacity.

The MD told me that he didn’t currently have any vacancies -
but that when he did, he was going to hire her.



Summing up

Make it impossible for your target not to know you exist, in a
positive way. Take or make opportunities to be in the right
circle, at the right time and in the right place.



Step Three

Be incisive

So far we’ve been interested in our target, so we are building
up knowledge about what makes them the unique person
they are, and we’ve thought about how we can make sure
they know we exist and don’t forget us. So far so good, but
unless you want to become their golf partner or drinking
buddy, you will need to make sure you don’t forget to focus
on what it is you want to achieve. This chapter will help you
make sure.

Stuck for words?

Have you ever had the experience of struggling for words, yet
over time you learnt to say much the same thing without any
worry? | once worked for an organisation that was able to
offer a free service. The funding dried up and we had to start
charging clients. Many of my colleagues found it almost
impossible to deal with this, but of course they had to.

A few weeks later, it had become second nature. The fears
had been addressed, the words found and confidence had
grown. Of course they could tell the clients about our fees —
after all, the service was worth it.



Say it out loud

At the beginning of this book you were asked to clarify what
it was you want to say and write it down, so you should have
your message in language that is meaningful to you. Tell me,
have you tried speaking it out loud?

Sometimes it is easy to say what is on our mind but
unfortunately it isn’t always. Often the more important the
message is to us, the more likely we are to fluff our lines or
chicken out completely. We find all kinds of excuses for
failing to say what we really want; we ask ourselves a million
times if the time is right, begin to waffle and our resolve
evaporates.

Don’t let the first time you have a great opportunity be the
first time you say your message out loud. Make it as easy to
speak out as “White, one sugar please”. Start by reading it
aloud a few times to get familiar with the words. You will
notice that the way we choose words when we write isn’t the
same as when we speak. You will need to be able to make
your point in language you are comfortable using — and also
in words that your target audience is able to understand and
accept easily.

Play around with the words as you speak them. Think of
different audiences, different circumstances, different
emotions. Experiment with all of these.

Try changing your tone, pace, language. Try saying it with a
smile, or gravely serious. Not only are you embedding the
ability to speak it out in your brain, you are also giving
yourself a repertoire of alternative approaches which will
help you flex to any situation you might encounter.



Be an exocet missile!

| don’t have first hand experience, but | understand that
exocet missiles have a radar that follows their target, so they
never miss. You could easily miss out on opportunities if you
don’t have your message primed and ready to fire. You’ll
need to get to the point, keep it relevant to your listener,
have strategies for keeping on track, and be prepared to deal
effectively with whatever response comes your way.

Think what is in it for them

You will also need to know why your target should spend any
time listening to you. Frame your message so that not only is
it language that appeals to them , but also makes it clear how
they will benefit from taking your message on board.

A young Youth Worker was once allocated to a school, and
she told me angrily that the Head Teacher showed no
interest in her work, and obviously had not been properly
briefed about why she was there. What do you make of that?
At the time — and no doubt it is still the case — schools were
being judged almost solely on academic league tables and
were under huge pressure to achieve good results or risk
losing their funding. | doubt that the head Teacher had any
spare reserves to deal with other demands on his attention.

If it had been me, | would have made sure that | knew how
good youth work can motivate students to achieve and so
have a positive impact on exam results. | would mention it in



my first few encounters with the Head Teacher. “Here’s how
my work will help you do better in the league tables...” Would
that have got his attention?

You can grab someone’s interest by introducing a new topic —
more of that in Step Four - but it’s usually good practice to
link your message to the other persons interests, (If you
don’t know what these are, have another go at Step One)
framed in the language they understand.

If you are struggling to get to grips with the concept of what’s
in it for them (which you might see referred to as ‘WIIFMs -
‘What’s in it for me?’), here are some ideas:

What'’s in it for them?
It might be:
e A solution to a problem they are facing

e The chance to be seen as a good or caring
person/colleague/boss

e |Improved reputation or PR

e A more motivated worker

e A better profit margin

e A more harmonious team

e Contribution to society/charity/the greater good

e Less conflict in the home



The opportunity to have better equipped staff
One in the ‘favour bank’

...etc

Do you see how this works? Go to where you message is
written down, and add the WIIFM for your target.

How

How can you steer the conversation? What
topics/links will get you from your opening line to
being able to deliver your message?

Beware ‘red flag’ words. This means words that may
make emotions flare, causing temporary ‘blindness’
to reason! If you make your target see red, you'll do
worse than lose them instantly, you will lose any
goodwill you have established. Think carefully before
using any negative or emotive language that might
cause an extreme response.

Learn to blow your own trumpet without seeming
arrogant. You may well be the only person that
knows your passion, skills and motives, so be able to
talk about yourself in a pragmatic, matter—of—fact
way without sounding boastful of overly modest. This
is as much about tone and style of delivery than it is
about the language you choose. This in another thing
you can practise aloud.



If this is a step too far for you, make sure the
important information about you is documented
somewhere you can refer to, or signpost to, for
example a blog or LinkedIn profile

e Don’t be afraid of pauses. Sometimes you need to let
your words sink in. Don’t rush to fill the silences.

e Be clear and concise. Using more words won't
necessarily increase understanding. Check as you go
“Does that make sense to you?” “Have | explained
that clearly?”

e Think through their possible reactions. Run the
scenario though in your mind. What will you do if
they seem dismissive? Or ask you questions? Or
respond with a bear hug?

e Be brave. You want them to hear this, so tell them.
You will be glad you did.

Summing up

Get to the point, don’t beat around the bush. Know your
message, be well prepared and rehearsed. Be as laser sharp
as an exocet missile. Focus, aim, fire!



Step Four

Be inspirational

So far, we've been interested in the other person,
manoeuvred ourselves into their line of vision, and delivered
our message. So far so good - but we still might be
forgettable. Let’s turn our mind to how we can go the extra
mile to make them notice. Let’s be inspirational! How can we
‘wow’ them? Yes, this is the tallest order so far, but by far the
one that will get you the greatest results.

What does it mean?
This is a little tricky, as we are all inspired by different things.
Let’s turn to the dictionary first.

“the process of being mentally stimulated to do or feel
something, especially to do something creative.”

Often it might be that we are stirred by art, music, nature or
beauty, but here we are focusing here on inspiration from
people.

Consider times when other people have inspired you. Can
you think of examples? What is it that someone else has
done that has given you the wind beneath your wings to take
on a new challenge, fight back, or take risks?

Was it:



Their passion or enthusiasm?

Their words of encouragement, telling you that you
could do it?

Their ability to see the situation from a different
angle, giving you a new outlook?

The way they helped you put things in perspective
and see what is truly important?

Their attitude to risk, telling you to seize the day, life
is for living?

Their reassurance, helping you cope with problems?
Their positive attitude?

The great example they set in all that they do?
Their depth of knowledge, freely shared with you?
Their ability to understand the heart of the matter?
The way they challenged your thinking or actions?
Their foresight?

Their intuition?

The calm and collected way they conduct themselves
in the face of difficulties or pressure?

The way they carry themselves with dignity, no
matter how hard life gets?



e The amazing things they have achieved?
e Their generosity?
e Their energy, drive or determination?

e Something else? If so, what?

Over to you

You’'ve guessed what is coming next. Now you are in the zone
of thinking about what inspiration might be, it is time to look
at the list and think about how you might inspire others. Self
awareness is key here. It’s no use saying how you can or can’t
be inspirational if your self perception is skewed. Take a cold
hard look at the list above, or one you have produced
yourself if you want to use your own words.

Which ones resonate with you? Which ones, modesty aside,
do you think may apply to you? Which would you like to
grow and develop? If you have confidantes you can trust, you
could ask their opinion.

You cannot fabricate being inspirational, but you might be
holding back in some areas. Are there positive aspects of
your personality you could let stand out more? Are there
times when you could be a ray of sunshine where there is
usually gloom? We all fall into habits of behaviour without
considering if we are acting in the best way to get us the
results we want.



How Not To...

There is a worker in my local post sorting office whose job it
is to deal with customers coming to pick up letters and
parcels that have not been delivered, where the postman has
left a card saying “You were out...please collect this item from
the sorting office”. | guess she has to deal with a fair number
of angry people from her body language. When she comes to
the counter, she braces herself, squares her shoulders and
wears a pretty serious “Don’t mess with me” expression.
Bearing in mind that behaviour breeds behaviour, she is
pretty much asking customers to give her a hard time. She
could disarm a high proportion of disgruntled customers by
looking as if she was pleased to see them.

Sometimes aspects of our behaviour need reigning in rather
than being allowed to roam free. It’s possible to be so
enthusiastic and excitable or grumpy and demanding that
you become tiresome, and your words become lost as your
audience writes you off as someone they cannot respect.

It’s also possible to be too ‘nice’ to be inspirational. If you try

too hard to never say no or please everybody, you may be
seen as a pushover, too soft, or not knowing your own
boundaries.

How
e Beinspired yourself —and let it show

o People feed off enthusiasm so nourish them. Share
positive energy.



o If you feel down, be careful where you share it. We
all need places we can offload with people we trust,
but consider the impact on your reputation

e Set yourself high standards, model who you want to
be

e Encourage others. Give positive feedback. If they
mess up, help them move forward.

e Listen to yourself. Could you speak more clearly?
Lower pitch? Be less monotone? Do you sound like
someone you would want to listen to?

e Generosity can be inspiring. Give your time, expertise
and support where you can.

Summing up

To be inspirational, know your passions, spread good vibes
and contain your difficulties and emotional lows to a safe
environment. Be prepared to step up generosity of spirit and
know your own boundaries.



Step Five

Be increasing

| was working recently in a large food manufacturing
company, and chatted over lunch to one of the senior
managers. He told me about Joe, one of his staff. Joe was just
one of the factory hands, which is a lowly position. Joe was
aware that one aspect of the production process was very
costly to the company. In his own time at home, he
researched the issue online extensively, put his brain into
gear, researched some more and then went to his boss with
a suggestion.

Drum roll please...That suggestion saved the company three
million pound per year. It wasn’t in Joe’s job description to
find answers. He never would have found the solution based
on his existing knowledge. He chose to invest his own time,
and perhaps satisfy his own curiosity, to help his company.
Even if he hadn’t come up with a result, he would have
known far more about how the business operated. | find his
dedication and attitude totally inspiring.

Passive or active?

When it comes to finding explanations, improvements and
solutions, are you passive or active? Here’s the thing: Steps
One to Four may be enough to get you to be able to deliver
that message, but if your scenario is ongoing, say for example



related to your career, it could get jaded over time. Same old
you, same old message...

The limp lettuce test

Always have something new and fresh to bring to the table.
Do you want to be the juicy, appetizing morsel that makes
people gravitate towards you, or are you happy being the
limp, stale old offering that people usually pass by? Standing
still is not an option when the word is moving swiftly around
us. In real terms, it is the equivalent of going backwards.

If you've read Stephen Covey’s ‘Seven Habits of Highly
Effective People’, you’ll recognise that what we are talking
about here is what Covey calls sharpening the saw — the
practice of making sure we are continually growing, learning
and developing.

Surviving or thriving?

| know that we are learning all the time, trying to keep up
with technology and changes in the marketplace. Many of us
have CPD (continuous professional development) thrust
upon us, to keep us up to date with our industry and
legislation around it. This is reacting to the world we live in, a
necessary survival skill.

If you have a message to deliver, ambitions, want a better
way of living, we need more than survival — we need to
thrive. This means taking ownership of our learning; choosing
what will be beneficial to us, and help us reach our dreams



rather than just taking what comes our way. Take control of
your development so that you can grow into the person you
want be, not the person someone else thinks you should be.

| can hear you screaming ‘But | don’t have time to do any
more learning!” As your mother rightly said, where there is a
will, there is a way. You are unique. | doubt you learn in
exactly the same way as me. You need to try a few things to
find out what works best for you — but be honest with
yourself. It won’t work if you tell yourself you will read all day
if you have a short attention span (like me!). All that will
happen is that you will feel a failure, which will demotivate
you. It's a downward spiral.

There are many resources on how to learn. You might like to
find a learning styles questionnaire on line if you have never
done one, to help you work out which might suit you. There’s
not space to list them all here, instead here are a few tips for
fitting learning into a busy lifestyle.

How

e Make a note of things you’d like to know about. You
could jot them on your To Do list, in your diary or an
online notebook, or an app on your phone. When
you have some time, do some research.

e Download podcasts — there are some really great
ones out there that will keep you up to date. | listen
to them when I’'m gardening, driving, ironing or in
the bath.



e Audio books — similar to podcasts, but if you need
meatier information, or want a specific book, you
don’t have to actually find time to read it.

e Read blogs. Many successful professionals share
insights on a regular basis. Be highly selective or you
could drown.

e Use You Tube. If you think You Tube is just for
qguestionable pop videos and talking dogs, think
again!

e Watch or listen to Ted talks. | often will put one on
late at night and listen before | sleep.

e Be accountable. If you never seem to get round to it,
start or join a group (there are some business book
clubs around, for example), or make a pact with a
colleague or friend. Just telling someone you are
going to do it is often enough to make that move.

e Networking meetings often have guest speakers that
share useful information. Keep an eye on the topics
coming up in your area.

e Then there are all the well established ways of
learning you probably know about. Join a course, try
distance learning such as The Open University, do an
online course (www.alison.com has loads for free).

There isn’t really an excuse not to, is there?


http://www.alison.com/

Summing up

Not learning is not an option. It is stagnation. Find ways to
keep growing your skills, knowledge and behaviour so that
other people’s respect for you grows with every
conversation.



Putting the Pieces Together

There you have it!

What will you do now?

Now it is time to work out where you go from here. We
started with some searching questions to help you be clear
about your message - the importance of understanding what is
important to say, who to, and why. That alone may have given
you several action points.

Before we move on to planning for action, let’s recap on the
five steps. Here is a summary:

1. Be Interested

Be interested in what makes the person you want to
influence tick, adapt to their style, and find out what is going
on with them.



2. Be Inescapable

Make it impossible for your target not to know you exist, in a
positive way. Take or make opportunities to be in the right
circle, at the right time and in the right place.

3. Be Incisive

Get to the point, don’t beat around the bush. Know your
message, be well prepared and rehearsed. Be as laser sharp
as an exocet missile. Focus, aim, fire!

4. Be Inspirational

To be inspirational, know your passions, spread good vibes and
contain your difficulties and emotional lows to a safe
environment. Be prepared to step up generosity of spirit and
know your own boundaries.

5. Be Increasing

Not learning is not an option. It is stagnation. Find ways to
keep growing your skills, knowledge and behaviour so that
your targets respect for you grows with every conversation.



Putting it all together

You may have been expecting a book just about
communication skills, or assertiveness. Reading the summary
above, no doubt you realise that to be an effective
influencer of others takes more than being a good speaker -
you need to take command of what goes on the inside of you
as well as the outside.

It also is not all about you. Of course your agenda, goals and
dreams are important to you - as are everyone else’s to
them. Being prepared to see the world through the eyes of
others, and to help them achieve their goals will increase
your perspective; you will find opportunities to grow and
synergies between you.

The respect others have for you will grow too, increasing
your field of influence.

Plan some actions

Working through the five steps may also have generated
thoughts about areas for development. Hopefully there will
be a handful of actions you can start on straight away too,
and you are raring to go.



Whoa! Hold that horse!

Don't overwhelm yourself. | mentioned the importance of
prioritising action points earlier. If you have more than half a
dozen things to do on your list, you are in danger of losing
focus and achieving none of them. Let's make sure you are
clear about what your actions are, and also how you are
going to make sure they happen.

Firstly, write down everything you want to achieve that has
come to mind. Have a look through the five steps to make
sure that you have them covered. At this stage, don’t worry if
your action points are vague or woolly. Just get everything
down, and work at refining them later.

Make an Action Plan

Here are some tips to help you turn your thought into a
strong plan of action:

e Group similar points together. You might be able to
come up with two or three themes.

e Is there a hierarchy, ie one thing you need to do
before you can do another? Or things that can not
happen until something else is in place?

e Sometimes it's easier to work with pen and paper
than on a screen, away from distractions. You could
use a mind map to help you.

e Listen to your gut feeling. What do you really want
to do first? What would you rather avoid? Try and



understand what it is telling you. Our intuition is our
brain’s store of what it has learnt from past
experience - often we know more than we give
ourselves credit for. It may be that deep down inside
you know what is most important. Or it may be that
you are telling yourself untruths, based on fear and
anxieties.

e Set your priorities. Be realistic about what is
achievable. Park everything else on the list until you
have made progress with your top priorities.

e Make each action point SMART. (Specific,
measurable, achievable, realistic, time bound).

e Break down each action point into small steps. This
way you can see your progress more easily.

A good action plan will contain the aims, details about the
steps you will take, the date you will have it done by, and a
place where you can record progress. Devise a format that
works for you. You could find an example on line, but
personalise it so that it inspires and motivates you - Colours,
fonts, even pictures might help.

Making sure you get there

New behaviour can take up to six months to embed, before it
becomes a natural part of the new you. Old habits can take
even longer to lose. Be kind to yourself on the journey. If you
find yourself struggling, think about finding a coach to help



you. This is exactly the kind of job they love! Here a few
other things that will help:

Reflection

Reflection is an important part of the learning cycle. When
you have taken a step, think about how well you did. If you
could have done anything differently, work out how. If it was
not successful, work out why.

Amend your action plan if you have been too ambitious.
When you have taken the learning from the event, move on.
Do not allow yourself to worry or beat yourself up.

Put review dates in your diary. Analyse what you have
achieved. If there are things you have not progressed as far
as you would have liked, there are two things to do. Firstly,
revisit the action point. Is it still relevant? Have the goalposts
moved? Does it need refining to make it workable? If it is still
on the list, take another look at what is holding you back. Are
there underlying factors that need addressing?

Your Action Plan is not cast in stone, it is a living, organic
document. Be prepared to refine and amend it as your
progress unfurls.

Accountability

It's easy to let things slide if we only have ourselves to
answer to. Who else could hold you responsible? It could be
your manager, a colleague, coach, mentor or friend. If you
are not confident in your self motivation, or you begin to



wane, find someone you trust to share your action plan with.
Maybe you can do the same for them.

Lastly... Rewards

Changing behaviour takes persistence and determination.
You deserve to reward yourself for any step forward, not
matter how small. How will you reward yourself? Make a list
of treats - books, music, food, drink, activities, time with
friends.... Whatever works for you. You’ve earned it!
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