
Do you know the ten rules that 

guarantee career success?

Rule #1 - Take 100% responsibility. 
Rule #2 - Develop and maintain a positive attitude. 
Rule #3 - Excel in your current position. 
Rule #4 - Perform a self – assessment.   
Rule #5 - Set a goal.
Rule #6 - Master the art of self-promotion.
Rule #7 - Identify, maintain and expand your network.
Rule #8 - Maintain cutting edge skills. 
Rule #9 - Keep up to date with happenings in your field.  
Rule #10 - Persevere.  

Having discovered his passion, Vernon Williams 
has been a career coach for more than 20 years. He 
has held numerous one-on-one coaching sessions 
and conducted hundreds of workshops. Workshop 
topics include “Take Charge of Your Career,” 
“Personal and Career Growth,” and “Change 
Your Attitude, Change Your Life.”

Vernon strongly believes that career success is within everyone’s grasp. 
Achieving that success, however, is no accident. It requires developing 
and implementing a comprehensive plan. Vernon agrees with former 
Ohio State University football coach Woody Hayes who used to say, 
“Without a plan, you can’t score.”

Vernon has a master’s degree in psychology from Johns Hopkins 
University and he is a member of the American Society of Training 
and Development.

He and his wife, Gayle, live in Columbia, 
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Preface

As I interact with employees, I fi nd they are quite candid 

in expressing their concerns, which generally fall into one 

of three areas:

1. They feel “trapped” in a job they do not like.   

A recent survey of 180,000 white-collar and blue-collar 

workers revealed that 80% of them do not like their jobs.  

2. They would like to advance in their career but have fallen 

short in their efforts to make it happen. 

3. They are worried about being laid off. 

This, of course, is a real possibility. As organizations 

scramble to get leaner and more effi cient, they are making 

greater use of part-time, freelance and contract workers - 

all at the expense of full-time employees. Even the federal 

government, which used to be the model for job security, 

has created the Workforce Restructuring Offi ce to assist 

federal employees who are victims of a Reduction in Force 

(RIF) initiative.

The strategies I have outlined in this book will help you 

survive and thrive in the workforce, whether you are 

seeking a new position, attempting to advance in your 

career or fretting over the possibility of being RIF’D.

Having done more than ten years of research, I have 

concluded that successful people adhere to ten rules.  By 

sharing these rules, I hope that you will, as one recent 

seminar attendee put it, change your life forever.

Good luck to you as you pursue your career goals.
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1

Take 100% Responsibility   

If you want to be successful, there is only one person you 

can look at as being responsible. That’s you!

—Alan Page, NFL Hall of Famer and current Associate 

Justice of the Minnesota Supreme Court

When it comes to pursuing career goals, some people “get 

it” and others do not. Those who “get it” operate with the 

idea, “If it’s to be, it’s up to me.” They refuse to delegate 

responsibility for their career to Human Resources (HR), 

their boss, their boss’ boss or to anyone else.  They are 

“victors,” which the dictionary defi nes as “winners in a 

contest or battle.” 

On the other hand, those who do not “get it” are “victims,” 

which the dictionary defi nes as “someone who experiences 

misfortune and feels helpless to do anything about it.” 

They allow others to control their career. Then, when they 

don’t achieve their goals, they blame others and they feel 

helpless to do anything about the situation. During my 10 

years of conducting seminars, I have kept a list of some of 

the blaming statements victims use most often: 

“I could be further along in my career if I had a better 

boss.” 
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“They didn’t give me the position because I don’t have a 

degree.”

“My boss won’t recommend/release me.”

“It’s not what you know, but who you know that enables 

you to get ahead around here.”

“I guess I will wait and hope that something positive 

happens.”

“I have tried several times. They just won’t promote me. I 

am giving up.”

The act of blaming others is not new. The fi rst recorded 

example of this was in the Bible when God told Adam he 

could eat from every tree except the Tree of Knowledge. Of 

course, Adam ate from the forbidden tree. When God asked 

if he had done so, did Adam step up and take responsibility? 

No. Instead he said, “The woman you gave to be with me, 

she (Eve) gave me of the tree, and I ate.” Thus the pattern 

of blaming others had begun. We fi rst see evidence of this 

early in life. If a child breaks something he or she is likely to 

blame a brother or sister. Later, if the child receives a poor 

grade in a particular class, he or she blames the teacher for 

not liking him or her. At work, employees blame their bosses 

if they don’t receive good performance evaluations. People 

sue tobacco companies after contracting lung cancer from 

smoking. Others sue bartenders after receiving a Driving 

While Intoxicated (DWI) citation.  There is a song called 

“Blame it on the Bossa Nova”. There is even a website 

called www.ShiftTheBlame.com.  

A Chinese proverb says “A journey of 1,000 miles begins 
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with a single step.” If you are to achieve your career goals 

the fi rst step is to choose to be a “victor” and not a “victim”. 

There are huge differences:

A “victim” says: A “victor” says: 
“I could be further along in my 

career if I had a better boss.”

“If I am to succeed in my 

career, it is up to me to 

make it happen.” 

“I am trapped in this job that I 

do not like because I do not 

have a degree.” 

“If a college degree is 

necessary in order to 

achieve my goals, I will get 

a college degree.”

“My boss won’t 

recommend/release me.”  

“I own my career. It is up 

to me to find a way to 

achieve my goal.” 

“It’s not what you know, but 

who you know that enables 

you to get ahead.” 

“Even if it means going 

outside my comfort zone, I 

will build relationships 

with people who can help 

me achieve my career 

goals.”

“I guess I will just wait and 

hope that something positive 

happens.”

“I will get over the notion 

that good things come to 

those who wait. I will act 

now to accomplish my 

goals.”

“I have tried several times. 

They just won’t promote me. I 

am giving up.” 

“Obviously, I have not 

used the appropriate 

strategy. I will analyze the 

situation and use a different 

approach.”



18                                                                            Paddle Your Own Boat

You can choose to be a victim or victor. As Zig Ziglar 

said, “You are free to choose, but the choices you make 

today will determine what you will have, be and do in the 

tomorrow of your life.”

How to move from victim to victor:

In my seminars I ask participants three questions: 

1. What can you gain by taking responsibility for your 

career? 

They list things like feeling more in control, having a better 

chance of achieving their goals, greater job satisfaction and 

improved self-esteem.

(Write your answers in the space provided below.)

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

2. What can you gain by giving someone else 

responsibility for your career? 

Invariably, they come up with things like frustration, anger, 

disappointment and depression.
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(Write your answer in the space provided below.)

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

3. In light of the positive results you can gain by taking 

responsibility for your career, why do you give that 

responsibility to someone else?    

It suddenly gets very quiet in the room.  Then somebody 

fi nally says it – the reason they don’t take responsibility 

is because of FEAR. They go on to say if they take 

responsibility and things don’t turn out as they would 

like, they would have to admit they are lacking in some 

area. So rather than risk facing their own shortcomings, 

they do not make the effort and simply blame their boss, 

the organization or even their co-workers for their lack of 

achievement. 

Since fear has been called the “dark room where negatives 

are developed,” you must overcome it in order to achieve 

your career goals. 

How to overcome fear:

1. Acknowledge it.  

As Dr. Phil says, “You cannot change what you don’t 

acknowledge.” Failure to acknowledge fear means you will 
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be stuck with your rationalizations (i.e. “My boss did not 

tell me about the position.” “They don’t tell you anything 

around here.” “You have to be part of the “In Crowd” to get 

anywhere around here.” “My supervisor will not release 

me”, etc.) However, once you acknowledge fear you are 

on your way to managing it, rather than the other way 

around. 

2. Recognize fear as a normal emotion.

All of us have fear to some extent. It is only when it prevents 

you from taking action that is in your best interest that it 

becomes a huge negative. As Dale Galloway said, “People 

who refuse to move ahead because they are afraid of failure 

do not protect their self-respect; they lose it.”

3. Ask yourself: What is the worst thing that can 

happen if I take responsibility for my career? Accept 

that.

Fear invariably causes you to project a negative outcome.  

However, once you are prepared to accept the potential 

negative outcome, fear no longer has power over you. So, 

if you are willing to accept the possibility that you might 

not achieve your goal, (in which case you would be no 

worse off than you are right now) that frees you from fear 

and enables you to build towards achieving your goals. At 

that point confi dence has triumphed over fear.
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4. Review the list of positive things you can gain by 

taking responsibility for your career. 

Fear causes you to believe only negative things can happen.  

However, a number of positive things can happen. Review 

your answers to Question Number 1 under How to move 

from victim to victor on page 18. 

5. Draw confi dence your accomplishments.

Look back over your life and relive your successes. I can 

remember winning a school-wide spelling bee in the 8th 

grade, being promoted to sergeant in the U.S. Army at age 

19, achieving the highest Grade Point Average (GPA) in 

English my freshman year in college, getting a Master’s 

Degree and starting my own business.  When I think of 

those accomplishments, it gives me confi dence that I can 

achieve anything that I set out to do. The same holds true 

for you.  

List your accomplishments:

______________________________________________

______________________________________________

______________________________________________

______________________________________________

6. Visualize achieving your career goal.  

A very common technique among professional golfers is 

to pause for a few seconds before they swing their club. 

During this time they visualize the ball going into the cup. 

Once they have this positive outcome programmed into 

their mind, it becomes much easier to achieve the desired 

result. 
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So once you have identifi ed your goal, visualize yourself 

in the new role. Imagine how you are dressed and how 

people are responding to you. Have a friend take a picture 

of you in your new surroundings. (You may have to come 

in on Saturday or stay late one day in order to do this.) Post 

copies of the picture in conspicuous places where you can 

see it regularly, i.e. on the refrigerator, on the bathroom 

mirror and on the dashboard of your car.  

7. Act “as if” you are not afraid.   

William Glasser said: “If you want to change what you 

think, change the way you act.” So ask yourself:  How 

would I act if I were not afraid? Then start acting that way. 

As the old saying goes, “Fake it till you make it”.

8. Recognize that achieving any degree of success 

involves taking risks.

As James Conant said, “Behold the turtle. He only gets 

ahead when he sticks his neck out.                                      

                                                                    

9. Tune out others’ negative remarks. 

Keep away from people who belittle your ambitions.

—Mark Twain

Sadly, there are always those who will try to deter you from 

achieving your goals. They might say things like, “You 

know they are not going to promote you.” Tuning out those 

remarks prevents other people from robbing you of your 

dreams.  
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10. Avoid negative self-talk. 

While negative talk by others can sabotage your efforts, 

negative self-talk poses an even bigger threat. All of us 

talk to ourselves. The problem is that much of what we 

tell ourselves is negative. Let me give you an example. 

Some time ago, a friend of mine set a goal of paying off 

her credit card debt within 24 months. After setting the 

goal, she started saying things to herself like, “I’ve always 

been in debt – I will never get out.”  It didn’t take long 

for her negative self-talk to overwhelm her. Eventually 

she gave up on her longtime dream of being debt-free. It 

took many counseling sessions before she learned to stop 

engaging in negative self-talk and move on with paying off 

her debt.  Today, she is not only debt-free, but she conducts 

workshops to help other women develop and implement a 

plan for paying off their debts. So make sure your self-talk 

is positive.

  

11. Associate with people who have the same goal as you. 

For example, if your goal is to earn your college degree, but 

due to family and work obligations the only way you can 

do it is through an online university, connect with others 

who are doing the same thing. They will help you maintain 

the necessary momentum to reach your goal. 

12. Draw encouragement from others who overcame 

fear.

When her husband committed suicide in 1963, Katherine 

Graham suddenly found herself thrust into the role of chief 

executive offi cer (CEO) of the Washington Post. By her 

own admission, she had very little idea of what she was 
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supposed to do and she was scared.  However, she attacked 

the job with enthusiasm and sought to learn and apply 

appropriate management techniques. On June 15, 1971, 

when she began selling shares of the company, the price 

per share was $6.50. When she stepped down as CEO on 

May 9, 1991, the price per share had risen to $222, a gain 

of 3,315 percent. 

When asked how she had overcome her fear and achieved 

such phenomenal success, Mrs. Graham said, “What I 

essentially did was put one foot in front of the other, shut my 

eyes and step off the ledge. The surprise was that I landed 

on my feet.”   I would say Katherine Graham operated on 

Nancy Anderson’s theory that “courage is not the absence 

of fear, but the ability to act in spite of fear.” 

13. Avoid thinking about how long it will take to 

achieve your goal. 

For example, if you need to go back to school, don’t think 

in terms of the number of years it will take to complete your 

degree. Just focus of the fi rst class you will take. Once you 

have completed that, focus on the next class, and so on.

14. Get over the Holier-than-Thou Syndrome. 

I recommend to my workshop attendees that they target a 

specifi c department within their organization and approach 

the head of that department, introduce themselves and 

explain how they can help them achieve their goals. Most 

attendees are intimidated about doing this. I tell them to 

remember that the department head is human just like they 

are. Both of you get up and get dressed and go to work 

each day. Both of you have skills.  Finally, I tell them to 
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disregard the fact that the department head is at a higher 

organizational level than they are.  

 

15. Get started now.

As Dale Carnegie said, “Not taking action breads fear and 

doubt. Taking actions breeds confi dence and courage. So, 

if you want to conquer fear, do not sit home and think about 

it. Go out and get busy.”

Theresa’s story is an example of what can happen when 

you take this approach. She had worked for her government 

agency for more than 20 years. Despite all of her complaints 

about never having gotten promoted, she had not taken any 

action to make it happen. Instead she, like many of her 

co-workers, had fallen into the trap of blaming others and 

making excuses. 

When Theresa attended my two-day workshop, initially she 

held fast to her belief that others were responsible for her 

career. I pointed out that by allowing someone else to control 

her career, she was giving away all her power. 

By the end of the fi rst day Theresa had begun to buy into 

the notion that her career was her responsibility. When she 

came back for the second day, she became totally sold on 

the fact that she was responsible and had the power to make 

changes, and she was eager to learn specifi c strategies she 

could employ to advance her career.

When she left the workshop she was very excited about 

applying the strategies she had learned. I found out later 

that she had been promoted two salary grades before the 

year was out.
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5. _____________________________________.



2

Develop and Maintain A Positive Attitude

There is very little difference in people. But that little 

difference makes a big difference. The little difference is 

ATTITUDE.  The big difference is whether it is positive or 

negative.

—W. Clement Stone

The dictionary defi nes “attitude” as “the way we see the 

events, people and circumstances in our life.”

Your attitude determines how you feel, what you think, 

what you say and what you do. Therefore, it has a powerful 

impact on whether or not you achieve your career goals. 

This impact was demonstrated in a Harvard University 

study which concluded that 85% of the reason that people 

get a job and get ahead can be attributed to attitude and 

15% of the reason can be attributed to technical skill.

As Zig Ziglar says, “It’s your attitude, not your aptitude 

that determines your altitude.”

The bad news is that, despite its importance, studies show 

that many people have a negative attitude. 

The good news is that you can change your attitude from 

negative to positive. In so doing, you can change your 

life. 
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As psychologist William James said: “The most important 

discovery of my lifetime is that people can change their 

lives by changing their attitude.”

How to change your attitude from negative to 

positive:

1. Take 100 % responsibility for your attitude.    

“Responsibility” is made up of two words:  “Response” 

and “Ability.”  That means that, in any situation, you have 

the ability to choose your response.

Let’s look at some examples:  

Mary’s boss gives her some corrective feedback. Mary gets 

mad. She tells her coworkers that the boss made her mad. 

Mary’s performance deteriorates even further. 

Now let’s look at two other examples: 

When Ben Carson was in grade school the other kids 

laughed it him. In fact, they labeled him the dumbest kid 

in the 5th grade. With urging from his mother, Ben set out 

to improve his performance. Today, he is one of the most 

renowned neurosurgeons in the world.   

As a youngster, Les Brown was labeled “educable mentally 

retarded”. 

Les took the attitude that “someone else’s opinion of me does 

not have to become my reality.” He worked extremely hard 

to develop his skills as a speaker and today he earns $20,000 

per hour as one of America’s top motivational speakers. 
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In every case, there was a stimulus over which the person 

had no control.  However, while the person could not 

control the stimulus, he or she had complete control over 

their response. While Mary chose to get mad and allow her 

performance to slip even more, Ben and Les chose to use 

the negative comments as a springboard to success. 

So, if you are to change your attitude from negative to 

positive, you must begin by taking 100% responsibility.

2.  Change your thinking.  

“Every thought we think is creating our future.” 

—Louise L Hay 

Here is how your thinking creates your future:

You have a thought, the thought leads to an image, the 

image leads to an emotion, the emotion leads to a choice, 

the choice leads to a habit, and habits determine your 

destiny.

Let’s look at an example:

A job opening is announced and it means a promotion.

 

Bill thinks:  There is really no use applying for the position. 

They have already decided whom they are going to 

promote.

The image Bill sees: Another person being selected for the 

position.
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The emotion Bill feels: Hopeless.

Bill’s choice: He applies for the position but, since he has 

decided he has no chance of getting it, he follows his usual 

pattern of doing a poor job of completing the application. 

As a result, Bill does not get selected for the position. He 

says, “I knew it.”  

Let’s look at another example:  

A job opening is announced and it means a promotion.

 

Jill thinks: This position is open to the best-qualifi ed 

candidate. I am the best qualifi ed candidate.

The image Jill sees: She is in the position, carrying out all 

of the duties and collecting a bigger paycheck.

The emotion Jill feels: Encouraged.

Jill’s choice: As is her custom, she reads the vacancy 

announcement carefully and completes the application, 

making sure she matches her qualifi cations to what the 

hiring manager is looking for. She makes the Best Qualifi ed 

list, gets invited for an interview, prepares for the interview, 

and does a terrifi c job of “selling herself” to the interview 

panel. Jill gets the promotion.  

The difference in Bill and Jill is their thoughts.

Like Bill, Jill had formed a habit. But unlike Bill, Jill makes 

it a habit of thinking positively, preparing for opportunities 

and then going after those opportunities. 
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According to studies by the National Science Foundation 

the average person has at least 12,000 thoughts per day. 

Since we are such creatures of habit, 95% of the thoughts 

we have today are the same ones we had yesterday, the day 

before and the day before that. 

Those same studies show that at least 50% of those thoughts 

are negative. So you can see that most people repeat the 

same 6,000 negative thoughts day after day.  

How to change your thoughts from negative to 

positive:

All of us have the ability to have a thought and be aware of 

it at the time we are having it. Because of this awareness, 

you can change what you think about. Let me illustrate how 

this is possible. When I say “Go,” start counting backward 

from 10. When you reach 5, stop counting and start thinking 

about where you would like to go on vacation. Okay, “Go.” 

Were you able to stop counting at 5? I am sure you were. 

What you did was change your thinking. Let us look at 

three ways you can change your thinking and how you can 

apply each:
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Method How to apply the 

method
The straightforward 

approach

Immediately recognize the  

thought and replace it with a 

different one. You just used 

this approach when you were 

counting backward from 10. 

The cost-benefit analysis List the advantages and the 

disadvantages of the thought. 

If the disadvantages outweigh 

the advantages, replace the 

thought with a positive one. 

For an example of how this 

works, review Rule 1 – Take 

100% responsibility. Pay 

special attention to questions 

1 and 2 under How to move 

from victim to victor. 

Examine the evidence Instead of assuming that your 

thought is true, examine the 

evidence for it. If the evidence 

does not support the thought, 

replace it with a positive one. 

See the example of Carla 

below

I had an experience recently that involved the examine 

the evidence method. I was leading a workshop on Taking 

Charge of Your Career. One of the participants, Carla, said, 

“It’s impossible to get promoted around here unless you 

are related to one of the executives.” I asked her if she was 

saying that no one had ever gotten promoted unless they 

were related to an executive.  After thinking about it, she 

said that was not true. She acknowledged that the evidence 

did not support her contention.



Develop and Maintain A Positive Attitude                                          33

In order for the positive thought to be effective, however, 

you must believe it. 

I read an Archie comic strip in which Jughead sought 

Archie’s advice because he was lacking confi dence. The 

following exchange took place between the two of them: 

Jughead: Archie, I believe I will fail at what I want to do.

Archie: Just tell yourself that you can do it.

Jughead: That’s not going to work.

Archie: Why won’t it work?

Jughead: Because I know what a liar I am.

.

I don’t think Jughead benefi ted from Archie’s advice.

The poem “Changing Your Thinking”  puts all of this into 

perspective.
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Changing Your Thinking 

 —Author Unknown

When you change your thinking, 

you change your beliefs; 

When you change your beliefs, 

you change your expectations; 

When you change your expectations, 

you change your attitude; 

When you change your attitude, 

you change your behavior; 

When you change your behavior, 

you change your performance; 

When you change your performance; 

you change your life.

3. Speak positive words. 

The words you use can elevate you or defl ate you. 

Choose   words that do the former. Let me give you some 

examples:

Instead of saying:  I am overwhelmed.                          

Say: I am challenged.

Instead of saying: I failed.

Say: I had a temporary setback.

Instead of saying: I am confused.

Say: I am curious. 
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Instead of saying: I was laid off/downsized/fi red.

Say: I am currently in career transition.

Instead of saying: I feel stupid.

Say:  I feel temporarily unresourceful.

4.  Change what you feed your mind. 

Your mind grows based on what you feed it. If you listen 

to television news or read a newspaper many of the stories 

are about murder, unemployment, war, robbery and rape. 

In order to balance that negativity: 

o Listen to inspirational tapes.

o Read inspirational books such as The Bible.

o Listen to inspirational music.

o Read inspiring stories in magazines. 

o Read biographies of people who have overcome 

obstacles in order to achieve success. Examples are:

o Fanny Crosby - Despite becoming blind 

at 6 weeks old, she went on to write more 

than 8,000 songs.

o Henry Ford – He went bankrupt twice but 

overcame it and went on to found the Ford 

Motor Company.
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o Ray Kroc suffered from diabetes, was 

heavily into debt and worked several jobs 

before founding McDonald’s. 

o Use the Internet – Type “Inspiration” and you will 

see many Web sites that have inspiring stories 

and quotes. Several of them will send you a free 

newsletter or daily positive quotes.

5.  Act the way you want to be until you become the 

way you are acting.  

William Glasser said, “If you want to change your 

attitude, start with a change in behavior.”

You can prove this to yourself. If you are feeling 

discouraged, stand up, pull your shoulders back, hold your 

head up, smile and start singing your favorite song. Within 

a few minutes your body will trick your mind and you will 

begin to feel encouraged.

Og Mandino talked about how he used his actions to control 

his emotions this way:  

If I feel depressed I will sing. 

If I feel sad I will laugh. 

If I feel ill I will double my labor. 

If I feel fear I will plunge ahead. 

If I feel inferior I will wear new garments. 

If I feel uncertain I will raise my voice. 

If I feel poverty I will think of wealth to come. 

If I feel incompetent I will think of past success. 

If I feel insignifi cant I will remember my goals. 

Today I will be the master of my emotions. 
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6. Smile or laugh. 

 

Studies show that Preschool children smile or laugh 300 

times per day. By age 35, that number drops to 15 times per 

day. Smiling or laughing offers many benefi ts. For example 

it helps you:

 

 a. Build confi dence.   

 b. Build relationships. 

Feeling abused by patients and disrespected by doctors, 

two nurses decided to quit their job. So they gave their two-

week notices. Since they were only going to be there two 

more weeks, they decided to smile and be pleasant no matter 

how others treated them. After a few days they started to 

notice that the more they smiled and were pleasant, the 

more people were pleasant to them. The patients began 

saying please and thank you. The doctors started telling 

them what a terrifi c job they were doing and how much 

they appreciated them. 

The nurses had learned a valuable lesson - the world  refl ects 

what you give out.

 c. Lose weight.  

 A hearty laugh burns up 3 ½ calories.

 d. Boost your immune system. 

There is a proverb that says:  A merry heart does good like 

medicine but a broken spirit dries the bones.  
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Scientifi c evidence shows that good spirits lead to more 

harmones, hormones produce white blood cells, white 

blood cells fi ght infection.

  e. Lower your blood pressure.

  f. Relieve stress.

7.  Help someone who cannot return the favor. 

When things are not going well, it is easy to have a “Pity 

Party” and feel sorry for yourself.  Since all of the focus 

is on you, this can cause your attitude to sink like a rock. 

To avoid this, do something for someone where there is no 

chance they can pay you back. 

In 1991 my wife and I began visiting terminally ill people 

in their homes, in hospitals and in nursing homes. It started 

with AIDS patients and quickly moved to people who were 

suffering from any type of terminal illness. All of them 

expressed a tremendous appreciation for our willingness to 

spend time with them, particularly since there was neither a 

monetary gain nor any chance of them returning the favor.    

While I am sure they genuinely appreciated the time we 

spent with them, it is impossible for me to describe the 

satisfaction and joy we have received from knowing we 

were helping without expecting anything in return.   

8. Make a “Quit” list.

We are told, “Winners never quit”. Actually winners 

do quit.  They quit things that are preventing them from 

accomplishing their goals.
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Some things you might consider quitting:

o Viewing yourself as a victim.

o Dwelling on past disappointments.

o Worrying about what others are doing.

o Making alibis.

As Eric Hoffer said, “There are many who fi nd a 

good alibi far more attractive than an achievement.” 

Some typical alibis are: I was going to go back to 

school but.., I was going to do some networking 

but.., I was going to update my resume but.. 

o Worrying about something that may not even 

happen.

It has been said worrying is like being in a rocking 

chair. It gives you something to do, but it does 

not get you anywhere. Besides, studies show that 

90% of what people worry about never happens. 

As Montaigne said: “My life has been full of 

misfortune, most of which never happened.”

How to control worry:

o In any situation ask yourself – What is the worst 

thing that can happen? Accept that.  Move on.

o Adopt the attitude that yesterday is a cancelled 

check, tomorrow is a promissory note, but today 

is ready cash.  Spend it wisely. 
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o Remember Les Brown’s two rules to life: 

1. Don’t sweat the small stuff.

2. It’s all small stuff.

9. Count your blessings. 

In her best-selling book, Simple Abundance: A Daybook of 

Comfort and Joy, Sarah Ban Breathnach wrote:

“Real life is not always going to be perfect or go our way, 

but the recurring acknowledgement of what is working in 

our lives can help us not only to survive but surmount our 

diffi culties.”

List the things in your life for which you are thankful.  

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________
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Review the list every day. 

Add new things to the list.

10.  Associate with positive people.

All of us have seen the sign that says: “It’s hard to soar 

like an eagle when you are surrounded by turkeys.” That 

is more than a clever saying. Studies show that the biggest 

single infl uence on whether or not you are successful is the 

people with whom you associate. While negative people 

are toxic and can suck the life out of you, positive people 

can spur you to new heights.  So, which kind of people do 

you spend your time with? 

Take a sheet of paper and make two columns. On one side 

write “Yes” people. These are the people who lift your 

spirits and offer encouragement. On the other side of the 

paper write “No” people. These are the people who are 

negative about everything, never try to achieve anything 

and belittle you if you talk about going back to school, 

getting a promotion, buying a new house, etc. 

For me some of the “Yes” people are:

o My wife Gayle who, despite many illnesses, 

manages to smile, keep a great attitude and 

support me unconditionally.

o My two mothers-in-law (Elizabeth Budd and 

Martina Beckett), who always encourage me and 

believe that I can do anything that I decide I want 

to do. 
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o Steve Gallison, who is always willing to serve as a 

“sounding board” and to give wise counsel.

o Kathryn Troutman, the owner of The Resume 

Place, who has shared many ideas on publishing 

and marketing my books.

If you have people like this in your life, spend time with 

them and pick their brain. Ask for their methods and follow 

their example.

If you don’t have people like this in your life, fi nd them.

11. Look for the opportunities in adversity. 

“Every opportunity has a diffi culty and every diffi culty has 

an opportunity.”

—Sidlow Baxter

When something happens that we consider negative, it 

“can” rob us of energy, enthusiasm and drive. I say, “can” 

because, remember, we choose our response. We can choose 

to wallow in self-pity or we can look for the opportunities.   

A parable is told of a farmer who owned an old mule. 

One day, the mule fell into the farmer’s dry well. The 

farmer heard the mule braying from the bottom of the dry 

well. After carefully assessing the situation, although he 

sympathized with the mule, the farmer decided that neither 

the mule nor the well was worth saving. Instead, he called 

his neighbors together and told them what had happened 

and enlisted them to help haul dirt to bury the old mule in 

the well and put him out of his misery.
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Initially, as the dirt landed on him, the old mule was in 

a panic. But as the farmer and his neighbors continued 

shoveling more and more dirt and the dirt hit his back the 

mule had a thought. 

It dawned on him that every time a shovel load of dirt 

landed on his back, he could SHAKE IT OFF AND STEP 

UP! This he did, shovel full after shovel full. “SHAKE IT 

OFF AND STEP UP! SHAKE IT OFF AND STEP UP! No 

matter how painful the dirt was when it hit his back, or how 

distressing the situation seemed, the old mule refused to 

panic and just kept SHAKING IT OFF AND STEPPING 

UP.

You are right. It was not long before the old mule, though 

battered and exhausted, stepped triumphantly over the wall 

of the well. The situation that seemed at fi rst like it would 

bury him, actually blessed him, all because of the manner 

in which he handled this adversity.

I used that approach when I got the word that, after 23 years 

with a company, I (and 5,000 others) was being downsized.  

While in career transition, I looked for the opportunity in 

the situation. 

I decided to SHAKE IT OFF AND STEP UP by becoming 

an author and motivational speaker.  
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ACTION PLAN

I will implement the following ideas:

1. ____________________________________________.

2. ____________________________________________.

3. ____________________________________________.

4. ____________________________________________.

5.____________________________________________.


