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SINK OR SWIM

THE SUMMARY IN BRIEF

Today, the concept of lifetime employmentin the sanejob or evenwith a
singleemployer is unimagindle and probaly undesirable. Thefad is thatover
time, most people getbored andbendit from a change.Even worse,if you are
reportingto abosswho doesnottrea you paricularly well, years of emplby-
mentin the same situationcan be profoundlydemordizing.

Wha's important for you to understard is that you own your career.You are
respmsible for setting profesional gods, identifying and dewveloping theright
skills, and building your resume. Evely time you develop new skills, you
bemme evenmorevalualle in the job market.

According to Milo Sinddl andThuy Sinddl, Ph.D.,thefirst 12 weeksin a
newjob are animportant time in your life. You worked hardto find theright
compary, did al theright thingsto make your resumerise to thetop of the pile
and acedtheinterview. Now you've got the job. It's time to establish yourself
as avaluale and valued memberof your new company.

Your missionis to getup to sped as quickly as possible in your first 12
weeks on thejob. Why 12 weeks? In mog companies, there is a period of
approximdely 90 daysin which you andthe compary decide if this new
arrangement will work out. Thats why first impresionsmatter. Ninety daysis
notalongtime. Therefore it is critical tha you swim with the currentand
keep your head above wate. Rememba, peopk are watching andpaying atten
tion to you; use this positively to your advantage.

IN THIS SUMMARY, YOU WILL LEARN:

 Thefive Sink or Swim skills that will hedp you make the mostof your new
opportunty.

» Thecharateridics of effective casud convasdionin theworkplace.

» Thewhy, what,who, when and where of creating and ddivering your own
peronal PRmesage.

» How to define the resour@syou needfor a project througha knowledge-
gapandysis.

» How to clarify acompamy’s culture sotha you can be morein syncwith
your corporde ervironment.

» What stepsyou needto take to expandyour netwvork.
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THE COMPLETE SUMMARY: SINK OR SWIM

by Milo Sindell and Thuy Sindell, Ph.D.

User Instructions

Comparesunderstandhattimeshavechangel: Em-
ployeesaren’'t marriedto the company anymore.To
retan their employeescompanis mug offer a rangeof
beneits. Smartcompaniesindersandthatit notonly
takesa competitve salaryto attractandretain good
employees,butit alsotakesprogransthatsupport
emplo/ees’needsandinteress.

Smartcompanis, however,aso know thatall these
beneits are not enoughto keepthe top talent from
goingto the competiion. Therefore they strive to pro-
vide opporunitiesfor employeesto learn new skills or
changgobswithin the companyin orderto keep people
engagedandmotivated.

Howeversmart companeésmay be, you asanemploy
eemud alsobe smartandmalke the mostof your job.
You havetwo responsilities:

1. A regponsibility to your company to do wha you
were hiredto do.

2. A regonsibility to yoursdlf to devdop your skills,
createandidenify oppatunities, and marege
your career.

Your compary shouldbe clear aboutwhat it expects
of you; howeve, you mustalsotakechage and be clear
aboutyour expectatonsof your employer. Whatdo you
wantin exchangefor contributing your skills, abilities
andexpeience?Besidesyour sdary and hedth insur
ancebenefits whatelsedo you want?Wha abaut learn
ing opportunites soyou canhavemoreskills and be
moremarketableWhatabou carea advanement?
Whatabouta positivework environment?

You won't getwhatyou wantif you don’t know what
you want.Whenboth set of expedationsareclealy
defined (i.e., for your companyand yoursdf), you will
be ableto providethe maximumvalueto your company
andin returnhaveyour own needsmet

The Five Sink or Swim Skills

Your first 12 weeksin a newjob are crucid. During
thes initial weeks therearefive Sink or Swim skills
that,whenappliedat therighttime, can ensuretha you
malke the mostof your new opportuniy.

Thefive Sink or Swim skills are;

» Goals: Ge clear onyourrole, regponsbilities,pro-
jeds and where you want to bein your new company
and career. Setgods to get you whereyou wantto be.

e Time: Learn the mog important elements of effec
tive time management and fine-unehow to apply them
for maximumresults. Be produdive and focused.

» Knowledge Get theright knowledgeto do your job,
deveop your nework of resoures, identify waysto
devedop your own skill s and shae wha you know with
others Havetheright information when you needit and
demondrate your valueto othes.

e Team: Learnwhatit meango beateamplaye and
how to beoneevenif you are not partof ateam.Work well
with others ard build alading netwvork of parnerships

* Image: Foauson the skill s of idenifyi ng andcraft-
ing theright professiond image Clearly communicate
who you areand wha you stand for. m

Week 1: Ca= the Joint

It’s amazing how much exdtement andattenion you
putinto your first day of work. The god is to keepjust
as excited and motivated throughoutthe next 12 weeks
and beyad. In this first week, focus on gatheringinfor-
mation to better undestand your work environment.
Ca® thejoint and figure out the lay of theland.

What doesit meanto “case thejoint”? It meanghatyou
(continuedon page3)

The authors: Milo Sindel, M.S.,is abusnessconsut
tantwho provides guidanceto Fortune500 companies,
including Intel andSunMicrosysems

Thuy Sinddl, Ph.D, is alealership consultanivho cre-
atescugomizedleadeship prograns for executivesand
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Summary: SINK OR SWIM

Week 1: Case the Joint
(continued from page 2)

needto figure out how your newcompanyopeates While
this may sound like aneasything to do, it doestake some
time to figure out the detailsof how your compary works
In thefirstfew days of thejob, this informationmay not
bereadiy awailale, or fellow employesmay betoo busy
to give youafull rundownon operations.

As you go throughyour first week, keepin mind the
old adage Knowledgeandinformation arepowerful,
but havingtheright knowledg and informaion is
power. If you have the right information at the startof
your job, you hawe the power to make the best decisions
duringyour first critical daysat work.

Goals:WhyAm | Here?

Thisis agoodqueston to ask and ansver in thefirst
week. As you will find throughthefirst 12 weeks onthe
job and beyond thereareenployees who havebemme
sepaatedfrom their original carea pathsandfl oat
aroundthe corporatehallways.This is notyou. A top
priority for this weekis to undestandyour job responsi
bilities, rolesandprojects.

Part of the responsbility for ansvering “Why am |
here?” lies with your managerMee with him or her
sometme duringyour first week. This will enale you
to undestandwhat’s expectedf you in termsof pro-
jectsaswell asexpectatonsfor thefirst few weeks on
thejob.

You may hawe jus ertered a situdion in whichyou are
thrown direcly into thefire andareexpectedo jumpin
andgetstaredon a projectimmediately. Or, you may
havethe luxury of havinga manage who wantsyou to
sperd thefirst few weeksgettingto know your new
environment,the companyandyour co-workers

TheArt of Casud Conwersdion

Theway you talk andthe kind of convesaionsyou
have in your first weekarealsoimportantcompnents
of theinitial impresson you leave.Notice how employ-
eesin your company talk to andgreet oneanoter.
Thes areimportantthingsto keep in mind before you
areoverly demonstrave on your few first dayson the
job. Greet co-workersappropriagly.

In this first week, keepyour introductoryconversa
tionsto surface-levelinformation,sud asyour expert
enceand a few persnalfacts. Keepyour conversations
warm, cordialandprofessonal. The goalis to build
relationdhips with co-workers,not scare themaway.
Also remenbertha the world does not revolvearound
you. In this first week,your focusis to casethe joint
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and gather informaion. Be sureto ask othe's abouttheir
background, history with the company andcurrentpro-
jeds onwhich theyare working.

Thegod of thefirst week isto make introductons
and hawe casud conwversaions. This meansthat your
corversaionsmay lag arywhere from oneminute to 10
minutes in the hdlway to a one-hourunch. Thelength
of the conversaion shouldbe appropriae to the seting.
Do not make others hogages of your conversations.
Keepthem to the approprate length. Look for telltale
signstha othes areitching to leawe and gracefully
allow them to exit.

Your ability to start off with a strongimpressbnin
both your appearance and corversationd skill s will pro-
vide a founddion for othe's to want to build relaion-
shipswith you. m

Week 2: Geta Firm Grip

During these first weekson the job you will be had at
work ersuting that you have whatyou needto make a
positive impact In orderto settheright directionard
demonstrate results, you will needto underdand how your
work carrelatesto your team’sandcompary’s goals.

Defining these links will give you direcion andmoti-
vation becawseit will eralde you to understandhow your
job directy relates to your company’s success. Your
objedive in weektwo isto getafirm grip on the details
of your job and how your role relatesto the products ard
savices the compary deliversto its customers
Gap Analyss

As you get a clearer undestanding aboutthe various
componetsthat relate to your project and goals, it
shoutl becomeappaent which resoures you needto
ge work complaed. Thefirst step is to define whatyou
need by way of a knowledgegap andysis Whatis a
gapanalysis?In the context of your goak, it is a method
to definewhere you are, whereyou need to be andwhat
it will take to get there. A gapanalysis identifies the
skills, informaion and knowledgeyou will need.

To peaform a knowledgegep analysis, defineyour
overdl job responghilities and the projects you've been
given. For each project, define thefollowing:

e Wha informaion do you neal to sucessfuly

complete thejob?

e Wha information do you currently have?

*  Wha informaionwill you need to acquire?

Once you havea ggp andysis completed for a project,
review it and pursuethe informaion you needto
accomplish the project. m
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Week 3: Buckle Down

Your broade objecive for this week is to buckle
down. This meansyou will getgoingon your projeds
andconfirm your progresswith your managerYou will
continueto assessndpractce your time-managenent
skills andteamskills and to polish your imageskills by
practicing whento askquesions inform othas andstay
silent. You areon track to your destination.

Reinventing the Whed

In week three, your questfor knowledge will focuson
the variousresourceyou will neal. Stat with the
resour@sthatareavailablearoundyou. Teammaesand
co-workes aregoad sourcesof information. As you
begin to gatherthe necessaryesoures it is important
thatyou do athoraughjob of identifying the people and
informationthatimpactyour projects.

Thereis agoodpossibilty tha similar efforts might
have been madeby peoplewithin and outdde of your
companylt will be especidly valuableto talk with peo-
ple in your company aboutsimilar projectsthey’ve
workedon, resourceshey cansharewith you, wordsof
adviceand pitfalls to avoid.You wil | notice as you are
working on your projectthatthere may be additiond
skills thatit would be helpful for you to devdop.

However, unlessyou like to do morework, wha is
the point of reinventing the wheel? The efficient and
effective way of geting your projects conpleted is to
figure out whathasalreadybeen done.No mater what
you are working on, oddsarethat othershavewalkeda
similar path. It will saveyou andyour compaty time,
mone andeffort if you identify and build uponexisting

Managing Your Manager

Do you really get to manage your manager? Yes.
As counterintuitive as that may sound, there is an
underlying expectation that you will be one step
ahead of your manager when it comes to your work.
The goal for any manager is to have a direct report
who is a mind reader.

Here are some examples of what it means to man-
age your manager: It means you are self-sufficient and
do not need a lot of hand-holding. You anticipate your
manager’s every need by coming to the table prepared.
For example, you come to meetings prepared with list
of key items you want to discuss. You invest the five to
10 minutes to develop an agenda that keeps you and
your manager on track and focused. Finally, managing
your manager means you provide the right information
at the right time.
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work and resoures. This can even inspire newideas
and ways of approading a problem

Don't betoo proudto ak. There are tonsof lessons
and great bits of knowledgeto be gahered from co-
workersand teammées. Ge insighton the subtle
nuances they havefigured out abouthow thingsget
donein your company. This kind of knowledgecomes
only from expe&ience

As you condudeeach of your conveasdions,make
sureto alwaysask thefollowing: “Is there anybodyelse
you would recommend | shouldtalk to aboutthis?” No
matter how dry awell yourinitial contad might have
been as a knowledgesoure, tha personmay havecon
nectionstha will provide theinformation you seek.

Keepin mind, howeve, when building upan the exist
ing work of your colleagues and company, obviously
you shoud not plagiarize. Obeyall paent trademark
and copyrightlaws In addtion, give your contributors
credit. Publicly thank peoplefor thar knowledgeand
contributions.This is extremely important unlessyou
want to quickly torch your bridges. You want to build
trustand collabordion. m

Week 4: Immerse Yourself

By now, you are making progressin your newwork
environment. In this week, you will drawuponwhat
you havelearned and move forward to immerseyoursef
in your projects. By now, you've beenon the job for one
month, andyou’re doing the work you were hiredto do.
But remember to continue taking in newinformaton,
keeping pace and making adjusiments to stay on course
toward success

ScopeCree

Often you'll find yourself in the middle of a project
tha you thought had a clearly defined destination, goals
andmeaauresof succes, only to reaize you are now
adrift in a sea of ambiguity. This is “scope creep.”
Thingsmight have seened so clear just days before, but
now you have a queasy feding tha the project has
changeal. These changescan be subtle and sneakyor big
andbold. Symptoms of scope creepincludeincreasngly
vaguegods and adlitional objecives that don’t relateto
theprojed’sinitial desiredreault.

To awoid scopecreep, do thefollowing:
1. Ensuretha you haveclealy dédfinedprojectgoak.

2. When you get the sinking feding tha your project
is off courseor tha co-workers are adding work,
communicate your obsevationsthat the original

(continuedon pageb)
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Week 4: ImmerseYour self
(continuedfrom page4)

objective appeardo be changing.

3. Rengyotiatewhenyou notice thatyour project

scope is charging.

An additional synptom of “scopecreq” is when
other projectsgetaddedto yours. Theseadd-onsare
often orphaninitiatives thatwereabandone, never
quite got off the groundor wereneve formally termi
nated.As adorableastheseorphaninitiatives can be
once they attachthemselesto your projects, theycan
becomeburdensomearasitesKeep your eyes openand
stayclea onyour projectobjectives Knowing what
your projectneedswill helpyou differentiate between
valid addiionsandorphandookingfor ahome =

Week 5: Climb Onto the
Observation Deck

In everyjob there arebothformalandinformd ways
by which work gets accomplis©ied. Theformd stuff is
all aroundyou, suchastherules andreguldions pertan-
ing to your conduct,aswell asothercompanypolicies.
Theformal waysby which work getsdoneare alsodic-
tatedby policies andprocedurs, managenentstyles,
andspedfic producs or servies

However asyou spendmoretime in your job and
observing others,you will probaly realize thatperhaps
there’'smorethanmeetsthe eye.Whatyou notice are
theinformd things— the unwritten rulesandwaysthat
work gets done.

Importanceof Time

As you probably noticed,your newcompany hasadis-
tinct way of valuing time. Undeastandingthe valuethat is
placed on deadi nesandschedulesnd differentiating
beweenwhatpegple saythey wantand wha adudly
hgppers will help you plan, prioritize andsucessfully
navigat thelogisticalirregularities in your company

Timeis treatal differenty by each organizaion. You
may find thatmeethgsaresetto beginat thetop of the
hour.Yet evayoneknowsthatif theyarrive ontime
theywill be sitting alonefor five minutes,soeveryone
purpo®ly showsup atthe meding five minutes late
The same goesfor behavorsrelated to deadlines.Are
they steadfasbr flexible?What arethe effects of this?
Be awareof thesepracicessince theywill helpyoufol-
low rulesandguidelines.Theywill aso provideyou
with the opportunityto influenceandmodd more pro-
fesgonal behaiors. m
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Week 6: Ignite Your Star Power

Up to this point, you will hawe been observing, apply-
ing what you've learnedand working on devebping
your skills. In week six, focus on the uniqueskills,
knowledye and abilities tha you bring to your job.
Idenify wha distinguishe you. Defining whatmakes
you uniquewill enable you to better utilize your skill s,
shae more effectively with your team andothersin
your organization, and identify opportunites for further
profesional development. This will alsohelp you to
zero in onthe speific skill s, traits and othe abilities
thatyou want to be known for.

Profesional Legacy

Coinciding with your consideration of whatmakes
you unique think aboutthe following: What is the pro-
fessiond legacyyou want to build?A professonallega
cy istheintentiond impad and contribution thatyou
want to make in each of your jobsand the experence
and learningyou want to take with you.

When you know what you want to creae in your new
company, you will havefocuseddirection and motiva-
tion.Your work will havea fundamentally deepemean
ing becauseyou are clear on how your work relaesto
what you want to crede duringyour time in your cur-
rentpostion. Defining and creating your professonal
legacyrefleds what is uniqueaboutwho you are,what
you know;, what you want to be known for and how you
want to be remenbered.

Feedladk

As you work toward becoming a sta at work, you will
want to ersure that you are heading in theright direction.
The lastthing you wantis to go off in onedirection, only
to redize you may neeal to make a U-turn. An excellent
way to ensure that you are ontherighttrad isto gather
feedackabout how you arepeaforming and compare
what you think you aredoing well with how others, par-
ticuary your manage and team, perceive you. While the
importance of gahering feedback may be comnon sense
few pegple do it because of apprenenson or not knowing
how to ask

Here aresomeguiddinesfor effectively asking for
and receiving feedbak:

* Be specific whenasking for feedback. Identify a
speific behavior, event or project.

* If you receive agenea or vagueanswer, try to
probedeeper, for exanple, “Will you elaborae what
you meanby ‘fine'?” If your additiond quey fails to
elicit further comment, let it rest.

(continuedon page6)
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Week 6: Ignite Your Star Power
(continued from page 5)

* Always thark peoplefor their feedbak no matterhow
reassuring or surprising your new bits of information are.

Your PR Message

As you getclearon whatskills and traits make up
your star power andaddvalueto your teamandcompa
ny, it is important thatyour imagebe consistet with
whatyou wantto be knownfor. Your intentiond profes
sionalimageis basedon your per®nal public relations
plan.Why?With any product we havea perception of
whatthe productdeliversandstandsfor basedon the
messigetha comesacros in the markeing campagn.
It isequdly importantthatyou haveyour own market
ing campagn.

It's time to createyour PR message. Wha doyou
wantto be knownfor? Whatdo you wantthe associa
tion to be whenpeopk think of you?Whenyou think
abouthow to craft anddeliver your messagealways
conside thefive Ws: why,what, who,whenandwhee.

Why: Theintentof your PR mesageis to communi
cateyour valuesandwhatyou want to be known for.

What: As youthink aboutyour professonal legacy
andstrengths,whataresomekey wordstha beg cep-
tureyour values?ind threekey wordstha represent
whatyou wantto be knownfor. Once you hawe deter-
minedthem, deliver this messgeto others,not only
throughcorversaion, but also throughyour adionsand
physicd appearace.

Who: Deliver your messagé¢o everyone Justknow
your audiene. If you arehavinga difficult time with a
co-worke, it may beimportantthatthe personunde-
standyou better.You may haveto stae your PRmes
sageon aregularbasisandat every interadion.

When: Keepin mind whendelivering your PR mes-
sagethatit mustberelevantto thetopic beingdis-
cus®d.While you wantto stae your messge with fre-
guency, you do not wantto put your co-workes to slee
with your brokenrecord.Stateeach item of your PR
messgein oneconcisesentee. Rotae your messge
dependingon the situaton.

Where: Choosethe appropride venueto ddiver your
messige After you defineandarticulateyour valuesin
your PR messageisee-mail as your initial method of
communicaibn. In thatway, you can draft your mes-
sagereadit andrereadit sothatit makessenseand is
in your own words.After a few pradice e-mail drafts,
you will bereadyto deliveryour messagein face-to-
face andphoneconversations m

6
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Week 7: Do Lunch

By this point, you shouldhavecreated a netvork —
the culminaion of relationshjpsandconnedionsthat
you haveaval able throughthe people you know. Your
network is criticd for helping you work more effective
ly, gather the right information, acconplishyour objec
tivesandcreate a comfortable work environment

First ThingsFir s

Revitali zing and expanding your network may seem
like abig ded and potenially alot of work. It doesnt
haveto be Remembe, on the surfece, larger goak are
quickly made bite-size by creating atask list. You reat
izeit realy justinvolves cdling back two peopk to
make surethey hawe all the information they needfrom
you for ther projeds or sending out five e-mails with
information you promisedto passalong.

Onceyou idertify tasks,ensuretha you havespedfic
action itemsyou cantackle. If your taskis to getinput for
your project, create actionitemson your task list. Oncean
action item gets placed onyourtask list,it's onelessthing
you have to worry about Stat usng your task list by prior-
itizing who you needto follow up with, who you nesdto
contactregarding a project or otherwork-relatedinquity,
and who you can shere resoureswith. Rememba, it is
never too late to foll ow up with people =

Week 8: Map Your Coordinates

You are far alongin the process of exploring your
newworkplace, andit’s importent to stop and mapyour
coordinaes to ensuretha the courseyou areon takes
youin theright direction. Look toward the horizonand
define gaals for the nextsix monts. Scan the business
environment for potential trendsandpractice balanchg
the objectives of today with opporunities for the future.

What Do You Want?

Now tha you hawe beenon thejob for two months,
think aboutwhere you wantto bein six monts. Think
aboutwhat projects you want to beinvolved in or initi-
ate, newskill s you want to devebp and othe interess
thatyou have First, clearly definewha you wantbefore
taking stepstoward your future While this may sound
simple, you'd be surprsel to discover tha thereare
mary peoplewho do notidentify wha theywant.Your
future should not be arandomseries of eventsbuta
manifegation of seting a clear direction and achieving
wha you want.

Basdon your obsevationsof your new company

(continued on page7)
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Week 8: Map Your Coordinates
(continued from page 6)

determinewhatyou would like to accomplishsix
monihsdowntheroad.Begin by asking the following
questions:

* Arethereany emergingtrendsor eventsthat
mightinfluenceyour industry company, depart-
mentor profession?

*  Onwhatkind of project do you wart to beworking?
*  Whatnewrespondilities would you like to have?

* Whatnewskills or knowledgewould you like to
develop?

* Whatnew relaionshipswould you like to estabish?

Afteryouidenify yourgoal,youwill needto answe
oneimportant queston: Why do you wantit? Whenyou
know the answerto this queston, you will staymotivat-
ed,andwhenthings getchallenging,it will be easyto
remind yourselfwhy you areworking so hard. =

Week 9: Look in Your
Rearview Mirr or

Your man objectve during week nineis to review
how you are deweloping andapplying your new skills.
This week providesa greatopportuniy to reviewyour
progressandensurethatyou areheadedfor sucess.
Identify whatis working well andany areasthatneed
moreattention.

Planning and Delivery

By now you haverealzedthatsuccessful, on-time
ddivery of your projectstakes morethan luck — it
takes planning. Planningis critical unlessyou arean
adrenalne junkie who thriveson the rushof a suddaly
remembeeddeadlne.

As you continuethroughyour 12 weeks, review your
projects and how you aredelivering on them. First,
reviewyour projectdeadines;if your deallines are up
to date in your calendarthenyou're in the clear. Your
calenda is the mostvaluabk time-managenent
resour@ you hawe.

Next, take alook at how well you arecreatingatime-
line in which to achieveyour goak. Good detaled plan-
ning is onething, butif your timeline andmilestones
areunredistic, you aresetting yourslf up for suboptk
mal achievement.If yourtimelineis too aggressive,you
might be reachingtoo far too fast

Theimportane of thefirst weeks on thejob is to
makesureyou are pacingyoursdf andddivering
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reaults. Remenber, you are beng measural on how
well you execute. m

Week 10: Perform a Reality
Check

Now tha you hawe beenon the job for overtwo
months, you are getting a better senseof whatyour
company, team and co-workers are redly like. The hon
eynoonis by no meansover; it is still love. However,
you are getting the hangof the quirks and idiosyncrasies
thatmakeyour workplace unique

After spending a couple of monthsin a compary, you
will find thatyour initial unde'standing of your compa
ny's cuture, paa, knowledgesharingpradices, teams
and communication has deepenel or even changed com-
pletely. The perspective you havenow is closerto reality.
In week 10, you will look at your newworkplace through
eyes that have more experigce and insightthan when
you started your job. When you definethered work envi-
ronmert, you will be able to anticipate potentia obsta-
cles,focusyour resources and make theright choices

Clarifying the “C” Word: Culture

Managenent professorand organization-aulture guru
Edga Sdhein suggess that in orde to better defineand
undestandorganization culture, you should look atit as
having three levds.

Level 1 —Artifacts. Artifacts are genemlly visible ard
reaily idertifiade. Artifads in your compary might
includethe structures, work processesand awards.

Level 2 —Values. Thesearea company’s espoused
values sud asits goak, straegies and philosophies.

Level 3 —Underlying Assumptions Thebasic
undelying assumptionsa conpany has, such asits
bdiefs A compary’s undelying assunptionsareoften
takenfor granted or uncnsgous.

As you start to look at your company’s culture andthe
ways the bushessoperdes wha are the thingsyou
notice on the surface? Wha values doesthe company
espouse and wha do theyreally say aboutthe compa
ny? Use Schein’s modd to focus and organize your
obsevations

It will bevaluable to seetheinterrelatiorships or dis-
connecions betweenyour compary’s artifacts, espused
valuesand undetying assimptions. Completelyfiguring
out your cormpany’s culture will take time. However, by
knowing whatto lodk for, you canvery eadly start putting
the pieces togethe. Deading the culture of your conpany
will help you tremerdously to bein sync andthrive. =




Summary: SINK OR SWIM

Week 11: Dedare Victory

At this point, you are getting close to completing
your first 12 weeks. You are becoming a full-fledged
member of your team and organization, you have con-
nections and you are deep into your projects. This is
an exciting time as you are approaching your third
month on the job. It's important to review how your
projects are coming along and, on a larger level, your
technique and methods for success.

Week 12: Raise Your Sails

It is time to setyour sightson your future Consider
whereyou arenow, whatyou havelearnedand where
you want to be oneyearfrom now. Envision your future
andsetdirection.

The Big Picture

Whatdoesit meanto think “big picture” andhowis
it relevantto setting your one-yea goal? To sumit up,
your life is the“big picture,”and a one-yea goalis
aboutprogressn your life. You hawe the potential to
achieveewverythingyou setyour mind on attaining. It
will take focus,dedicaton andewvena bit of hard work.
The exdting and wonderfulthing is thatyou havethe
ability to seta goalandreachit. A very powerfulway to
think aboutwhatyou wantto achieveis in termsof
whatyou wantto createandshae with your workplace:
your professionalegacy.

In everywork seting, you haveanopporunity to cre-
atesometing thatwill live on after you leaveyour
team,group, division or conpany. Like a fingerprint,
the professionalegacyyou createreflectsyour unique
skills andabilities.Your profesional legacycantake
manyforms,including introducing newways to get
work dore, a new productor sevice, or relaionships
andchangpsto how teammagsand co-workerswork
togeaher.Your professonallegacy is also somethingha
you take with you. It is partof who you are, your pro-
fessonal experienceandyour idenity.

Your one-yea godl is a big ded. You will spendyour
time and effort driving towarda result. You wanttha
resut to befulfill ing for you asa person and also exciting
erough that youwill keepworking towardit despitepos
sible sethacks. To beginidentifyi ng your one-yeaigoal,
consider the following questons:Wheredo you seeyour-
selfoneyea from now?Whatwould you find rewarding
to accamplish in one yearstime?Wha do you wantto
berespasible for creatngin yourjob?

Sd yourelf up for succesdy consideringtheredities
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of your work environment and
what you've been able to
accomplish in three months.As
you think aboutwhat you want
to adhieve recognize thereality
of what is possble and atthe
samne time pushthe boundaies.

scfioviw RECOMMENDED
& READING List

If you liked Sink or

Swim, you’ll also like:

1. Words That Work by Dr.
Frank Luntz. Luntz offers
sound advice on how to
tactically use words and

Don't justmake it an easy goal Pres Lo etatyet
f[o adhieve It musthavemeary 2. Mastering Business
ing to you and pudh you to bring Negotiation by Roy J.

Lewicki & Alexander
Hiam. This is a valuable
resource — grounded in
solid research — for any
leader or manager who
needs practical strategies

outthebed of your talents

Changes

As you look toward your one
year god, deermne what when conducting business
changes to yourimagewill need negotiations.
tot | . |ldent f 3. What Got You Here Won't

0 akEp ace. lde fy aes 0 . Get You There by
devdopmentfor yourcommunk  Marshall Goldsmith with
cation, PR and networking Mtark Belic}er-fﬂl}e ?OLplflJ-d

. rate worla IS tull of skilie
skills. In orde to r_each your e e b ]
oneyear goal it will beimpor ever rgach th% tcl)g; i

i according to Goldsmith,

tantover thenextyea to conin subile nuaNces make the
ueto diligently pay attention to difference.
how yourimageis supporting
your goal Remembe tha you are a professionalat all
times. Sayit, showit and doit.

In orde for youto betha supestar oneyear from
now, make sure your verbd and nonverbal communica
tion skills are consstent with the professonalimage
thatyou want.

e Wha will you hawe to stat or continueto doin
orde to look and act the partof a supersar?

e How will youwant to talk to peopk? What's the
tone of voice you want to use?

* How imporiant areyour active listening, rapport-
building and as/inform skills?

Wha PRmessage do you want othersto hear?

Put It All Togeher

As you continueto preactice and honeyour Sink or
Swim skills, your role is to build a strong relationshp
between yourslf and your employer. As you coninue
on beyord week 12, keepin mind thefollowing:

 Always look for opportuniiesin every situaton.

» Know your strengths andwhereyou contribute value.

* Know when andhow to ask for hep.

You will continueto use your Sink or Swim skills
throughoutherest of your career, but for now, congrat
ulationson completing the 12th week on thejob. Be
your own champion and keep on swimming. m




