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Tips of the month

W Attract visitors to your Web
site by hyperli
text rather then marely inking
the phrase “Click here.” hyper-
linked words will interest visitors—
and attract search engines.

- Adapted from “How to Write Goed Web
tate Uopr” Judy Vorfeld, Unmmanication
Erpressay, wwwnasweb.oom,

B Bpssd wy Draimsiarnsing ses-
by

instead of printing to write ideas on a
whitehoard. Reason: Printing takes
3% to 50°% longer to write than cur-

el com

L] Cenu-a with your audience
by applying the 8020 rule to your
visual aids. That reminds you to
spend at least 50% of your time look-

at members instead of at
your awn alides.

— Adapted from *10 Tipa for Using Viena) Aude.”
Witk Communications, wurw witioom.cem.

W Limit damage from your per-
fectivnist tendencies i‘., i
yourself these questinn -«m
dispropartionnte to the m.nk’- walua?
Am 1 jnpmimug other, mare impar-
tant projects? Your nnswers help
define priorities.

Productivity Sohutions, wa anjiapes com

B Counter this objection—"1'm
already working with someane™—by
asking your prospective customer this
question: "Are you confident enough
in them to nllow me to show you an

@l
- from Visis the ot
nlmm. b3

ot bietings com

i

rleflngu ideas that work =

Boost your powers of concentration

‘What's the biggest barrier to effec-
tive listening? Poor concuntration tops
the list. Use this exercise to increase
your ahility to

In & quiot place, clese your eyes and
count slowly to 50 with this simple
goal: Tont let another thought
intrude. Concentrate only on main-
taining the count.

The exercise scunds much simpler
than it is. The first time they try, few
people can count past 20 or 30 before
compoting thoughts begin to crowd
their brains. Keep trying, though
Omee you can eomplete the full count
withiout fnteFruption, you're ready w

encounter. Use thess tacties to aid

» Don't finish the other persen's
sentunces—oul Joud or in your own
mind.

= Don't agree with the other person.
+ Don't let your eyes wander while
the persan is talking.
Your goal is to let your conversa-
tional partners know they have your
full attention.

Running smart meetings

Add power to your meetlngs

You already know that effective
meeting begin with narrowly defined
objectives. Howover, many leaders
make & eritical mistake when they
develop those targets: They write the
objectives as verb

Example- Dring this mesting, we
will diseuss the stratagie plan. review
budgut figures und brainstorm strate-
e Lo boost sales

The problem: Objectives that begin
with verbs are hard to messure. How
will you know whon you have “dis-

are vague and open to interprotation.

A better woay: Croft objectives using
mouns. That lets you create dear, mea-
surable goals and results in mestings
that are more effective.

Example: By the end of this mect
ing, we will have an agreement on
three o enta to the strategie
plan, 2 Tist of items wadhuw cut
from (he cureent budget and & Lins
line for implementing the new snles
BLrategy.
= Adapted from “Pacilitation Essensials for

cussed,” “roviewed” and “brain- [.e.t Kelly el Opportu
stormed” encugh? Those ohjectives ot ekttt o =
What's insid
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