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Point to ponder

Conscience doesn’t keep you from do-
ing wrong; it just keeps you from enjoying
it.

Business Lunch

Because dining is often an integral
part of the business day, the fine art of
lunchmanship is becoming an important
executive asset. Most businessmen regard
the business lunch as one of the more plea-
surable events of the dav, though it can
have its perils. [t offers a chance to meet
customers and associates in a relaxed at-
mosphere and to build relationships on a
more personal basis than is possible across
a desk. It also offers an opportunity for
over-relaxation, and many a deal has foun-
dered “on the rocks.” One executive who
invites job applicants to dine with him says:
“You can tcll a lot by the way people eat
and drink ....”. And, by how much.
Another executive says that lunches are
useful to elicit information. In the relax-
ed, unhurried atmosphere of a good resta-
urant, people tend to talk more openly and
go into greater detail than they do at a for-
mal business meeting where time is limited
and caution prevails. However, the big-
gest problem with business lunches is not
overindulgence during the meal, but stay-
ing awake after it. In somc countries, a
short nap is accepted behaviour, Where
this isn’t possible, a brisk 20-minute walk
can be helpful.

Work Addict?

Thousands of Indians (especially in
major cities) are as compulsive about work
as gamblers, alcoholics and addicis are
about their vices. The workaholic is the man
who arrives at the office before anyone
clse and leaves long after everyone else has
gone home. He lunches while he works
and spends weekends and holidays at the
office. No vacations for him. He’s adored
by top management, detested by his colle-
agues and subordinates. But his compul-
sion to work often undermines his family
and his marrige, weakens his {friendships
and desiroys his health. And it’s bad for
his company, too.

Why does he work so hard? “...... in
the hope,” says one expert, “that he will be
admired, or loved, or at least envied.” Un-
fortunately, when he gets sick or drops
dead, the company has to pul on a crew
to figure out what he’s been doing, for it
is one of his {raits that he never delegates.
This makes life  difficult for his subordi-
nates, who have no chance for growth. At
the same time he is creating overtime and
paperwork through his insatiable demand
for more information. Suggests one doc-
lor: “You can’t win that way. Success
won’t make people love you. What You've
go! to do is enable them to succeed.”

Tail Piece

Diplomacy is the art of posiponing a
decision until the matter settles itself.
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If you find a path with no obstacles, it
probably doesn’t lead any where.

Y Your Wife IS a factor to reckor_l with

Does your wife only pretend to be
happy ? The wives of too many top-level
managers subordinate their true feelings to
their husbands’ careers, a siluation that
can be a serious threat to the wife's self-
esteem and to her husband’s productivity.

One buili-in problem of extcutive mar-
viages is the possibility of transfer. Un-
like an executive, who takes his stalus with
him, the executive wife must leave a home
that she has worked hard to make comfort-
able and attraclive, and re-establish her
position in a new community. A move
can alsd’ be hard on children, and lhe wife

. is caught in the middle.

A deeper problem, one that is more
difficult to deal with, is the personality of
the successiul man. If he never discusses
his career with his wife, she might feel jea-
lous of it. Most wives, while not interest-
ed in company secrets do .like o know
about their husband’s work. If the suc-
cessful man’s attitude toward his wife’s

AUGUST 8, 1973

oufside interests is a conglomeralion of ar-
rogance and superiority, his wife’s self-
esteem will gradually disappear; this, after
all, is psychological welfare. If the execu-
tive neglects his family, both wife and chil-
dren will feel it keenly. The wife might
lurn 1o alcohol or other men, seek a divorce

A
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or have an emotional breakdown. And if’

the husband has been assuming that there
is no real problem, these effects will hit him
with stunning shalpnesq ‘and send him on
the way to hlS own emotional problems.

(Joanne Trighal in Industry Week)

Up-dating with Growth

Growth surrounds us — in economic
gains. new industries, population growth,
new housing. We as business leaders note
both its positive and negalive effects. The
negative cffects are pollution and the dan-
gers for undeveloped cultures if we conti-
nue to grow without changing goals and
trends. This gives us only one alternative
— a different kind of growth, a growth
that will be channcled into education, ex-
pansion ol knowledge, artistic and cultu-
ral development, soc1al accommodations
that might lead to mankind’s physical and
mental improvemenl. This, it seems, is the
only real allernative to our increasing pro-
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blems as the dominant inhabitants of the
carth. This can take place only very slow-
ly. Perhaps what is needed now more
than ever is leadership and the coalescing
of leaderships in achieving common goals.

Perhaps the most important change
business can being to engineer is to enlist
the strengh eagerness, and goodwill of our
young people. ‘Today’s youth are bright,
capable and dedicated. They need to be
told not how easy things will be for them,
but how much toil, sweat, and tears will

be expected of them. What a monumen-
tal chore — to stop growth, forego what
they have, and discover n€W ways to grow
to enhance the human condition.

Tail Piece

e

Mrs. Russel Crouse was interviewing a
new nurse, and asked why she had left her
last post. “I didn’t like the set-up.” said
the nurse frankly. “The child was back-
ward, and the father was forward.”
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Stonehengers, described as “howling
barbarians”, apparently did not read or
write. But, they shared with Egyptain,
Maya and other cultures something more
important than a writien language; a sense
of time, of perspective, of man’s place in
the cosmic scheme.

Gerald Hawkins in
Astroarchaelogy (Harper & Row}

Planning to Expand

‘Grow or go’ is the rule we all have to
expand. Here are a few guidelines.

1) Expand in your own field of expertise;

2) Evaluale your market potential be-

fore you expand;

3) Check all possible monopoly restric-

tions;

4) Tvaluate your [inancial resources and
delermine the polential effect on work-
ing capital if things don’t go according
{o plan;

3} Check what your competitors are do-
ing to ensure that you are not expand-
ing into an aiready overcrowded field;

SEPTEMBER 19, 1973 ~

10)

6) Don’l expand jusl for the sake of size;
7) Coordinate cngineering and produc-
tion activilies;
8) If the design of a product is changed,
modify the looling immediately;
9) Don’t expand beyond Lhe limits of
available skills;
Transfer the required skills — hourly
as well as salaried. If some employe-
es art reluctant to relocate, ask them
to stay on for an additional six-month
period to train employees at the new
location. The cxira travel and living
expenses will be cheaper in the long
1rumn.

Performance and pericctionism

Ever notice that people who regard
themselves as perfectionists are also likely
to be procrastinators? Putting things off
comes casy to a perfectionist. Because he
is unable to scitle for anylhing less than the
impossible, he cxemptis himself from any
responsibility for accomplishing the possi-
ble. When therc is a thing to be done, his
cnergy and thought are immediately dedi-
cated to the obstacles and pitfalls involved
in achieving an “ideal solution.”

20




A lazy man disdains accomplishment
because he does not care. A perfectionist
cares 100 much —- and aboul the wrong
thing. By setting himself a goal impossi-
ble to attain, he is spared the physical and
mental labour of taking even the first step.
Because he will not compete without ihe
assurance of winning, he is spared the
painful but cducational experience of los-
Ing. S

Most perfectionists ‘of the truly deter-
mined variety exist in a state of aganozing
enertia, hyper-critical of the efforis of
others, vet contributing less to life than the
least gifted man who is able and willing
lo give whatever there is of himself, and

to give it wholly and withoul fear thal il
will reveal by its imprefection the imper-
leclions in himself. The problem is there;
he does his best to solve it. And somelimes
it is he who accomplishes the impossible.
Tail Piece

An investor was telling a friend about
his stock market dealings.

“I put half in paper lowels and half in
revolving doors,” he said,

“Whal happend?”
friend.

inquired the

“I was wiped out before 1 could turn
around.”
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Maya and other cultures something more
important than a wrilten language; a sense
of time, of perspective, of man’s place in
the cosmic scheme.

Gerald Hawkins in
Astroarchaelogy (Harper & Row)

Planning to Expand

‘Grow or go’ is the rule we all have to
expand. Here are a few guidelines.

1) Expand in your own field of expertise;

2) Evaluate your market potential be-
fore you expand;

3) Check all possible monopoly restric-
tions;

4) Evaluate your financial resources and
determine the potential effect on work-
ing capital if things don’t go accor§ing
to plan; !

5) Check what your competitors are do-

ing to ensure that you arc not expand-
ing into an already overcrowded field;

SEPTEMBER 19, 1973

6) Don’t expand just for the sake of size;

7) Coordinate engineering and produc-
ilon activities;
8) If the design of a product is changed,
modify the tooling immediately;
9) Don’t expand beyond the limits of
available skills; '
Transfer the required skills — hourly
as well as salaried. If some employe-
es art reluctant to relocate, ask them
to stay on for an additional six-month
period to train employees at the new
location. The extra travel and living
expenses will be cheaper in the long
run.

Performance and perfectionism

Ever notice that people who regard
themselves as perfectionists are also likely
to be procrastinators? Putting things oft
comes easy to a perfectionist. Because he
is unable to settle for anything less than the
impossible, he exempts himself from any
responsibility for accomplishing the possi-
ble. When there is a thing to be done, his
energy and thought are immediately dedi-
cated to the obstacles and pitfalls involved
in achieving an “ideal solution.”
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A lazy man disdains accomplishment
because he does not care. A perfectionist
cares too much — and about the wrong
thing. By seiting himself a goal impossi-
ble to attain, he is spared the physical and
mental labour of taking even the first step.
Beeause he will not compete
assurance of winning, he is spared tho
painful but educational expericnce of los-
ing.

Most perfectionists of the truly deter-
mined variety exist in a state of aganozing
enertia, hyper-critical of the efforts of
others, vet contributing less 1o life than the
least gifted man who 18 able and willing
to give whatever there 1s of himself, and
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{o give il wholly and withoul fear that il
will reveal by its imprefection the imper-
[eclions in himself. The problem is there;
he does his best to solve it. And somelimes
it is he who accomplishes the impossible.

Tail Plece
without the ™

An investor was telling a friend about
his stock markei dealings.

“I put half in paper towels and half in
revolving doors,” he said.

“What happend?”
friend.

inquired the

“] was wiped out before 1 could turn
around.”
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I wonder what our world wold be like
if men always had sacrificed as freely to
prevent wars as they have to win them.

Job Pressures

There secms to be liltle doubt that ten-
sions from the daily wear-and-tear of busi-
ness life can affect executive health and
performance. Here are some ways {o alle-
viate the pressures:

1} Don’t over react to crises. This doesn’t
mean that you try to develop a wooden
personality. It does mean attempting
to keep moods at a professional level
of moderation;

2) Don’t take things personally. If some-
one assaults you verbally, try to regard
it not as a personal insult, but as poor
managerial technigue;

3) Don’t worry about things beyond your
control. Concentrate on doing what
you can do, and not on what you can’t;

4) Learn lo recognize your own tension
symptoms. Your body will wusually
tell you when you're dipping into your
emotional reserves;

5) Opt for a complete change of scene.

SEPTEMBER 26, 1973

When it’s time for a rest, make il 3
complete one — peace, quiet, family
only;

6) Look for diversions on the work scene.
Try a regimen of exercise in your office
—- a half hour per day. Find someone
o talk to — about anything bul busi-
ness;

7) Don’t over-organize your uncommitied
time. Leave your schedule a bit loose,
so that you have some “relaxing time”
when you need it;

8) Rotate your tires occasionally. An
unremitting work rhythm tends to
wear flat spots on your mind. A
change of pace—turning to another
job or project — keeps your mind
alert and stimulated;

9) Work wvour body, rest your mind
Sports, gardening, handyman jobs, any
vigorous physical activity, can help
vou take your mind off your work.

1) Consider yoga.

-For a Saleman’s Wife

At a sales conference, the following 10
commandments were developed for a sale-
man’s wife.



1} You shall not meet him at the door 7) You shall have interests and hobbies

with your problems. beyond home and family.
2) You shall noi be unprepared for last- 8) You shall accept and be reglistic about
minute: guests.' the possibilities of a transfer.

9) You shall make an honest effort to

3) You shall not answer the telephone understand the world in which he

without a cheerful voice and a pencil.

works.
4) You shall know your husband’s com- 10) You shall love him, trust him, and have
pany, products and accounis. faith in him.

5) You shall be well-groomed at all times.

Tail Piece

t ‘ 6) You shall keep a supply of clean shirts,

s,pcks and underwear on hand at all The rcason a dog has so many friends
times. is that he wags his tail instead of his tongue.
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As soon as public service ceases to be
the chief business of the citizens, and ibey
would rather serve with their money than
with their persons, the state is not far from
its fall.

Jean Jacques Rousseau.

Statf Meetings

Many firms are under - the ‘mistaken
impression that all that is necessary is to
assign 14 men to a meeling room every
Tuesday at 2 p.m. and dismiss them two
Lours later. This constitutes the staff
meeting. What does it accomplish 2 All
100 often, not much of anything.

Yet, well conceived, the staff meeting
ean be one of management’s most effective
snd productive devices.

: Some general principles to follow :
1) Hold meetings regularly, but not more
" often than necessary for fruitful com-
munication. '
¢ 9} Balance the agenda with both perform-
- ance reporting and information re-
., porting. -
- 8) Make the staff meeting a vital link in
an  action system. In other words,
“whal's decided there should be pui
into practice.

“You also have to be something of a

Monday morning quarterback,” says one
executive, “and, through feedback, deter-

mine whether the meeting really did achi-
eve what you set out to accomplish.”

If You Bike Your Way

Why is there such enthusiasm for bi-
cycling loday ? Why do they spin their
wheels ? Fue! Shortage apart ? For fun,
for exercise, for sightseeing, or just to get
where they're going. That's why cycling
is excellent exercise — good for muscle
tone, circulation and digestion. But whe-
ther vour reasons are for health or for
pleasure, here are some commonsense rules
of the road : _

1) Always ride in single file, with the flow
of traffic; '

2) Stay to the right of the road. Don’t
dart out into traffic;

3) If you ride at night, use a headlight
visible for 500 feet, and - a rear re-
flector; '

4) “Have a signalling device to warn others
of your approach;

5) Be careful of cars pulling into traffic;

6) Don’t carry passengers ov parcels that
obstruct your view;

7) Be sure your brakes
ciently.

Tail picee :

The boss was exasperated with his
new secretary. She ignored the telephone
when it rang. Finally, he said, irritably,
“You must answer the phone.”

“0.K.,” she replicd, “but it seems silly.
Nine times out of ten, it’s for vou.”

are operating effi:
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The way lo convince another is to slate your
case moderakely and accurately. . Then scralch
‘your head or shake it a little and say thatl is the
way it seems to you, but that, of course, you may

be mistaken about it. This causes your listener

- to receive what you have to say, and, as like as

not, turn about and iry to convince you of it since

you are in doubt. But if you go at him.in a tone

-of positiveness and arrogance, you only make an
opponent of him, ,

~— Benjamin Franklin

“Rao, will you step in a minute ? What’s up,
Rao wonders as he walks towards the front office.
He half hopes the boss wants to congratulate him
on- his successful projects, he half fears the boss

wants to reprimand him for some projects behind

schedule. “You wanted to see me, Mr., Mehta?”

“Yes, Rao, Id like to review the P.N.S. con-
tract.”

“Yes Sir,” Rao says, heaving a sigh of relief.
“Let me get the file”” But to himself he says,
“Now why didn’t he let me know what he wanted
so I could have brought it with me ?”

Obviously the boss should have said, “Rao,
" can you come in for a minute ? “T'd like to talk
about the P.N.S. contract.”

The fact is that unless it is the manager’s
purpose to keep his
tenterhooks, he should always give a subordihate
an idea of what 18 it he wants to see him about.
ile’ll save the company a lot of time — and ihe
subordinate a lot of needless anxiety.

‘sisting in “making it work.”

people off balance and in’

Failure is never a pleasant experience, and it
is not always educational. However, most pcople
go through it at one time or another, so it he.
hooves us to learn to put it in its proper perspec-
live — “temporary stopover on the road to achicve-
ment,”  Here are some suggestions : p

1. Don’t try to avoid failure “at all costs”. You
can turn a small failure into a total disaster by per-~
It’s better to take
your lumps early and go to better things;

2. Tigure out the dimension of your losses.
isn't always easy when you can’t hang a rupce-
paise tag on it. But if you can establish in your
own mind a realistic assessment, you're more
likely to find peace of mind and reassurance;

)

3. Spell out what you learned. This isn’l always
easy, either. The best approach is io pul your
thoughis on paper, siarling “with the phrased
“Here are the specific things I learned from my
rccent experience ..... ‘
4. Reconstitute your self-confidence. Most people
need feed-back from others, reassurance thaj
others, don't regard the mishap as a calamity.
And the whole things is more likely to be forgolten
if the *victim” opens up and talks about what

- went Wrong,'than if he calms up and withdraws.

Girl's father : What reason do you have,
young man, for wanting 1o marry my daughter.

"Young man: [ haven’t any reason.’
love.

I am in

This
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Every, successful man I have heard of has
done the best he could with conditions as he

found them, and not waited until next year for

better.

~—.Edgar W. Howe

Are you well-informed ?

How compeient a manager are you? I you
can answer all of the following questions, you
may be well-informed enough to answer that
uestion in the affirmative :

1) In two words, define the need your product
or service fills;

What was your forécast for this year’s sales ?

)
3) How far off was it ?
') What will this year’s sales actually be ?
5) Profiis ?
6) What's your industry’s sales-to-inventory
ratio ? )

What is your saIes-td—inventory ratio ?

8) Who will replace you when you are promoted
or retire ?

9) When ~will that be ?

10) What skills will your successor need that you

don’t have and ecan’t ieach him ?

11) How has the average age of your management

team changed in the past five years ?
12) What percentage of the time are your produc-
tion employees working productively ?

13} Who is responsible for and has aetually im-
plemented in the last month methods improve-
ment designed to increase productivity 2.

14) Is your major cost material, labour sales or
administration ?

15) Can you name three ways of redueing ecosts ?

16) What indusiry or technology is ~destined to
replace yours ?

17) You can only make more profits by reducing
costs, increasing sales or raising prices, Which
-will proyvide you the quickest return 7

18) Why didn’t you do it last week ?

19) What is the single maost important improve-
ment in your business which you ean achieve
this week if you really get at it ?

Source : Industrial Canada

1) Lend an ear to new ideas, even though they
differ from your established thinking.

2} Concentrate on what is being said, not on whe
is saying it or how it's being said.

3). Train your attention on what’s positive in the
speaker's words, not in what's wrong with
them.

4) Encourage the speaker by looking at him, not
past him.

e ——— — . .

Pulin : “Since I met my new girl I can’t eat,
1 ean’t sleep, 1 can’t drink.”

Promod : “Why not ? ‘ -

Pulin : “I am broke,”
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Censors should remember that when they start
hollering about-a book, they do the opposite of
what they want to do -— they increase public in-
terest and consequent sales, often beyond the
merits of the book.

— Bennett Cerf —

Harmony is a vital element in life, but like
a lot of other good things, it can be overdone. It
can, for example, become a peace-at-any-price
proposition where fear of discard becomes much
more important than the “music” that’s being
made, " A successful business, like a successful
marriage, should be blessed with a certain amount
of friction. Perfect harmony may result in a
kind of vegetable contentedness, but most growth

‘and progress are hammered out on the anvil of

dissension. We could be wrong, but it's been our

observation that married people who never raise
their voices in wrath together, seldom raise them
in joy and laughter together. Similarly, in any
business, it’s seldomn the perfect chord of a chorus
of yes-men that keeps a company ahead of 1ts
competitors — it is more often the dissonant, per-
sistent note of some rugged ‘individualist whu in-

“sists that everyone else is singing off-key ?

TR T e e e — — e e

Are You Clamplng the Lid on a Talented
Kid ?

T e e e e e e e e e mn ———

One of the less appreciated hazards of child
hood is the secret desire of parents for Junior to

develop into another Thomas Edison or Van Cli-
burn. The trouble is that, instead of fostering
creativity and talent, too many parents stifle it.
Mosl child psychologists recommend the following
rules-of-thumb to assure that youngsters are able
to grow to their full potential: Keep in mind
that “talent” need not be restricted. The same
voungster with an aptitude for music may alsg he
another Bob Cousy, so don’t clamp the lid down
cn any of his aptitudes; Let a child “dg his own
thing”, within reason. Too often, a parent will
choose for his off-spring his own frustrated ambi-
tion. It is much better to “open doors” for a child
and let him be motivated by interests rather

than pressure; When a child does begm
to focus on a particular intercst: be discri-
rinating with praise and criticism, Blanket

approval or rejection only distorts a child’s sense
of reality; Even if Junior does draw well or can
pick out a tune on the piano, don’t push formal
instruction: In the long run, talent is best deve-
loped in an atmosphers free from coercion. And,
development of the whole personality is much
maore important than the sharpening of any. single
talent.

Tail Piece

There was the Yugoslavian archacological ex-
pedition that brought back a mummy from Egypt.
When Belgrade university scientists could not
determine its exact age, they called in the seeret
police. Four hours later the secret police emerged

from the lab and said thé mummy was exactly
3,144 years old.

The professors were amazed. They wanted to
know how it was done. “Simple”, said the secret
police. “The mummy confessed-”

| 3!
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Pomt to Ponder

Wisdom consists of the capacity to confront
disturbing ideas, even intolerable ideas.

— Leo Roslen

— e e — e o —

How to profit from a mistake

Everyone makes mistakes, but not

feem ——

everyone
Here are some- tips
that can help you turn your next “lemon” into
lemonade :

When you make a mistake, admit it. Ii's all
too human to pin the blame elsewhere, but the
sad truth is that when ‘you refuse responsibility
for a mistake, you are almost certain to repeat
it. And there’s no profit in that.

Assess the damage. How important is the
mistake ? How costly ? What repercussions will
it have ?

Determine’the cause. Was your planning in-
adequate ?  Properly supervised ? Were you a
victim of bad information, poor commumcatlons ?
Was sumeone else at fault ?

Make up a new plan of action. Salvage what

. yYou can of the old plan, discarding the mistake-

causing elements, Revise your approach ac
cordingly and get it down on paper. Recheck it
for flaws,

Implement the new plan. Set yourself a

schedule and start rolling. An effective follow- up

will require good communications-wide- -open lines
and unclutteled language. Finally, keep tabs on
progress. H youwre really on top of the job,
small mistakes won’t develop into big ones.

It takes more than facts to sell an idea. The
facts must be accompanied by persuasion. Iereé
are some “‘persuasive” suggestions :

1) Try to use the experience or views of preslige
figures or influential individuals to support
your idea, and to lend support to your boss
when he considers the problems of selling
your idea to his superiors; :

2) Try to make your first attempt at persuasion -
a personal contact. Send the written report
later, when you know his objections and can

- supply information relating to them;

3) Get the boss involved at a fairly earlv smoe
of the project, so that he has an “investment”
in the oufcome; )

4) Use a two-sided message. Noting the disad-
vantages as well as the advantages adds
believability to your presentation, and it eq-
uips your boss to deal with possible objections
that others may raise;

5} Consider the effect on ihe boss of groups with
whom he may have to review the decision,
If you can sell at least one other member of
such a group. your boss will have some sup-
port when the group = meets lo discuss the
merit of your idea.

Tail Plece

Splesman : “Stewardess, may I smoke my
cigar in here ?” '

Stewardess : “We leave it to your discretion.
You may smoke if you do not annoy the lady
passengers,” _

Salesman : “Then I won’l smoke. I'd much

rather annoy the lady passengers.”
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Every act of every man is a moral act, to bhe

tested by moral and not by economic criteria,

— Rohert Maynard Hutchins

~ Standardized testing for evaluating personnel
in business and industry has been the subject of
considerable controversy. The consensus of ex-
perts today is that testing can be useful as a per-
sonnel tool, but tests have definite shortcomings
which should be taken into consideration, For
example :

1) Tests can be unfair to certain groups and in-

dividuals, including the very gifted, the dis-
advantaged and those who lack experience in
taking tests; -

2) Tests are not infallible predictors of subse-
qitent performance;

3) Tests may be useful for measuring specific
skills, but they are of little value in measuring
such vital attributes as creativity;

4) Tests are too often used in overly rigid ways,
too much weight is given to test resulis, tests
are used at the expense of other evaluation
procedures,

Even the most enthusiastic proponent of test-

"ing will agree with the two specialists who sum

it up this way : “Testing is and should be viewed
as just another management tool in the decision-
making process. In the schemeé of things, it can
substantiate the other = fechniques of personnel
hiring. It should never be used unless it can be
properly validated in reference to the particular

situation and it should never be the sole .crutch
of the personnel manager.”

——.—-—.——--————_.—-»._—_..—__——_.-—.-——'-1'

.How to be a Literate Listener

MANAGEMENT|

From non-directive to directive — that’s the-

‘basic technique for literate listening. By the num-

bers, here’s how it happens : :

1) Be respective. Show the speaker that you are
interested in what he has to say; VA

2) Reflect his feeling. Repeat a few of his words
appreciatively or rephrase his sentiments.
This proves that youTe listening and en-
courages him to go ahead; -

3) Clarify the thought. When he shows signs
of having had his say, it's time for you to
move in., Summarize what he has said;

4) Pick a part from the whole. Here’s where
you shift gears, from passive to directive,

bringing out the points that interest you and

that yoird like to develop further;

5) Ask questions — Jeading, challenging ques-

tions. Youre in charge, now. You've gone
into unknown lerritory, explored its bounda-
ries, picked out the most rewarding part of
it and uncovered the details that have value
fo you. You've become a “Jiterate listener.”

Tailpiece
The cannibal chief poked his prisoner with
an inquisitive finger.

«“What was your job before we captured
you ?” ‘'he asked. :
“] was an editor”. _

“You're in for a promotion,” chuckled the
chief. “Pretty soon you'll be editor-in-chiet.”
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Point to Pondcr

The mos{ serious idleness of all is being husy
with things that do not matter.

W. T, Purkiser

Are you a “Do-It-Yourself” Execntnc ?

v

Although top management preaches lhe merits

of delegation, too many managers remain do-it-
voursell iypes. You're not delegating properly.
iccording to one authority, if three or Iou1 of the

{ollowing situations apply to you :

1) You're heclically busy, with no Lmhmn of
time to sit back and think crealively;

2) You keep putting off an impor tant but up-
scheduled project;

3} You increasingly find vourself taking home
work at-night;

4} You wouldn’L mind delegating a Job, bul you
know you can do it faster yourseif;

5) You realize that you should do more planning,
but just can’t find the time;

6) Your department’s turnover is high,

employees quitting hecause they lack challenge
and opportunity;

7) Tasks pile up when you're away;
8) Too nrany subordinates are spinning their
“wheels, ‘doing the same job,
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possessing the

same degree of know-how as two or threc

_ years ago;

9) You fee] insecure, reluctant to delegate work
because you’re afraid a submdm’ltg can do it
‘beiter ihan you;

10} You leel unwilling to pass along know-how

that took you years of experience lo aequire.

An increasing number of women are working
loday. The look-ahead manager, wilh women

employees under his wing, will take note of thd

following suggestions, if he wants to keep mofal(

- high and turnover low :

- 1) ‘Avoid policies -— especially in wage and per-“
- formance standards — that mayv imply that
female workers are corporate second-class

cilizens;
2) Remember that a woman's basic personality is
differeny from a man’s and seek to discover

how to channel such differences inio a crea- - -

tive contribution to the company; °

. 3) Keep in mind that job environmeni, rest room

facilities and the other amenilies of life are
more imporlani to women than to men, so
keep therii comfortable and attractive;

4) Always treal an employee — male or female

— as an individual, and seck to bring out a

sense of loyalty and accomplishment;
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5) When the inevitable spat oécurs. never  taks

"sides without a fair hearing of all the facis.
An irrilated woman tends to exa,g.,gerate so be
“sure you have a true plcture before you step

1nt0 the conflict;

6) Make sure all orders are given with courtesy

and respect, and be exira diplomatic  when -

correcting or criticizing; N

—_— —— — — e T e e ey e

7). Discourage on-the-job -personal relationships
béetween male and female emplovees, for they
tend to breed gossip and rumors of favoritism.

Tail piecc

~

Visitor ~. “Weli, Jivan, how do you hke your.

.Jabv sister ?”°.

Jivan— “Oh,-she’s all right, but ‘there are lots
of things we needed more”. :

4
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The most ancient fancies sometimes startle us by
their strikingly modern character, for, insight does
not depend on modernity.

Sarvapalli Radhakrishnan

\Vh_at makes ads unhelievable

According to Douglas L, Hink of The Institute of
Advertising Research, the following are nine
“factors of disbelief” found by research to abound
in national advertising. Use of these advertising
‘approaches can and often does result in consumer
mistrust and consequent damage to salés :

1. Exaggerated presentation of claims
The claim that knocks another product
Ill-supported claims

The overworked claim

Testimonials

Unreasonable personal threafs
Offensive presentations

. Impossible promises

. Fanfastic situations

-Though this pertains fo the American scene, this
seems to have relevance for our conditions as well,
Advertising costs; advertising abuses cost much
more, )
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"sation is more sales-minded. Merale

“By letiing our inside men go out and sell one day
a week, we've increased sales and boosted em-
ployee morale,” an American company reports.
For more than a year the company’s purchasing
agent, warehouse manager, telephone order man,
‘assistant to the sales manager, and two engineers
have been selling on the outside one day a week.
The results argue persuasively that one-day-week
salesmen work out fine — with benefits to both
the men and management.

- T'o the inside men, the plan means more money.

In addition to their salary for inside work, they
receive a commission based on a percentage of
gross profit of their sales. Moreover, they are
actually in training for a full-time selling job.
Management too has profited. The enlire organi-
has risen,
and service to customers has greally improved.
The company has found, too, that inside men
gained a broader concept of overall problems and
stimulated their thinking as 1o ways and means
to improve operations. And it's easier io sell ma-
nagement policies to inside men whe are belter
informed on overall conditions.

Source: Rydge’s Journal

Taxlplece

“Do you have eczema ?” The «doctor asked the
waitress as she kept scralching her neck.
“No special orders. Just What's on the menu”.
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