
Publishedby SoundviewExecutiveBook Summaries,P.O.Box 1053,Concordville,PA 19331USA
© 2007SoundviewExecutiveBook Summaries• All rightsreserved.Reproduction in wholeor part is prohibited.

NewJob. NewBoss.12Weeksto Get It Right.

SINK OR SWIM
THE SUMMARY IN BRIEF

Today, theconcept of lifetime employment in thesamejob or evenwith a
singleemployer is unimaginable and probably undesirable.Thefact is thatover
time,mostpeoplegetbored andbenefi t from a change.Even worse,if you are
reportingto a bosswho doesnot treat you particularly well, years of employ-
mentin thesamesituationcan be profoundlydemoralizing.

What’s important for you to understand is that you own your career.You are
responsible for setting professional goals, identifying and developing theright
skills,and building your resume. Every time you developnew skills, you
become evenmorevaluable in the job market.

According to Milo Sindell andThuy Sindell , Ph.D.,thefirst 12 weeksin a
newjob are animportant time in your life. You worked hardto find theright
company, did all theright thingsto make your resumerise to thetop of thepile
and acedtheinterview.Now you’ve got thejob. It’s time to establish yourself
as a valuable and valuedmemberof your newcompany.

Your missionis to getup to speed as quickly as possible in your first 12
weeks on thejob. Why 12 weeks? In most companies, there is a period of
approximately 90 daysin which you andthecompany decide if this new
arrangement will work out.That’s why first impressionsmatter. Ninety daysis
not a long time. Therefore, it is critical that you swim with thecurrentand
keep your headabove water. Remember, people 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 help you make themostof your new
opportunity.

• Thecharacteristics of effective casual conversation in theworkplace.

• Thewhy, what,who,when and where of creating and delivering your own
personalPRmessage.

• How to define theresourcesyou needfor a project througha knowledge-
gapanalysis.

• How to clarify a company’s culturesothat you can bemorein syncwith
your corporate environment.

• Whatstepsyou needto take to expandyour network.
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User Instructions
Companiesunderstandthat timeshavechanged: Em-

ployeesaren’t marriedto thecompany anymore.To
retain their employees,companies must offer a rangeof
benefits. Smartcompaniesunderstandthat it not only
takesa competitive salaryto attractandretain good
employees,but it alsotakesprogramsthatsupport
employees’needsandinterests.

Smartcompanies,however,also know thatall these
benefits are not enoughto keepthetop talent from
goingto thecompetition. Therefore, theystrive to pro-
vide opportunitiesfor employeesto learnnewskills or
changejobswithin thecompanyin orderto keep people
engagedandmotivated.

Howeversmart companiesmay be, you asanemploy-
eemust alsobesmartandmake themostof your job.
You havetwo responsibili ties:

1.A responsibility to your company to do what you
were hiredto do.

2.A responsibility to yourself to develop your skills,
createandidentify opportunities,and manage
your career.

Your company shouldbeclear aboutwhat it expects
of you; however, you mustalsotakechargeand beclear
aboutyour expectationsof your employer.Whatdo you
want in exchangefor contributing your skills, abilities
andexperience?Besidesyour salary and health insur-
ancebenefits,whatelsedo you want?What about learn-
ing opportunitiessoyou canhavemoreskills and be
moremarketable?Whatabout career advancement?
Whatabouta positivework environment?

You won’t getwhatyou want if you don’t know what
you want.Whenbothsets of expectationsareclearly
defined (i.e., for your companyand yourself), you will
beableto providethemaximumvalueto your company
andin returnhaveyour own needsmet.

TheFiveSink or Swim Skills
Your first 12 weeksin a newjob are crucial. During

these initial weeks,therearefive Sink or Swim skills
that,whenappliedat theright time, can ensurethat you
make themostof your newopportunity.

Thefive Sink or Swim skills are:
• Goals: Get clear on your role, responsibili ties,pro-

jects and where you want to bein your newcompany
and career. Setgoals to get you whereyou want to be.

• Time: Learn themost important elements of effec-
tive time management and fine-tunehow to apply them
for maximumresults.Be productive and focused.

• Knowledge: Get theright knowledgeto do your job,
develop your network of resources, identify waysto
develop your own skills and share what you know with
others. Havetheright information when you needit and
demonstrate your valueto others.

• Team: Learnwhatit meansto beateamplayer and
how to beoneevenif youarenotpartof a team.Work well
with othersand build a lasting network of partnerships.

• Image: Focuson theskills of identifyi ng andcraft-
ing theright professional image. Clearly communicate
who you areand what you stand for. ■

Week 1: Case the Joint
It’s amazing how much excitement andattention you

put into your first day of work. Thegoal is to keepjust
as excitedand motivated throughoutthenext12 weeks
and beyond. In this first week, focuson gatheringinfor-
mation to better understand your work environment.
Case thejoint and figureout thelay of theland.

Whatdoesit meanto “case thejoint”? It meansthatyou
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needto figureout howyournewcompanyoperates.While
this maysound likeaneasything to do, it doestakesome
time to figureout thedetailsof howyourcompany works.
In thefirst few daysof thejob, this informationmaynot
bereadily available,or fellow employeesmay betoobusy
to giveyoua full rundownonoperations.

As you go throughyour first week, keepin mind the
old adage: Knowledgeandinformation arepowerful,
but havingtheright knowledge and information is
power. If you have theright informationat thestartof
your job, you have thepower to make thebest decisions
duringyour first critical daysat work.

Goals:WhyAm I Here?
This is a goodquestion to ask and answer in thefirst

week. As you will find throughthefi rst 12 weeks on the
job and beyond,thereareemployees who havebecome
separatedfrom their original career pathsandfloat
aroundthecorporatehallways.This is not you.A top
priority for this weekis to understandyour job responsi-
bilities, rolesandprojects.

Part of theresponsibili ty for answering “Why am I
here?” lies with your manager.Meet with him or her
sometime duringyour fi rst week.This will enable you
to understandwhat’s expectedof you in termsof pro-
jectsaswell asexpectationsfor thefi rst few weeks on
thejob.

You may have just entereda situation in which you are
thrown directly into thefire andareexpectedto jump in
andgetstartedon a project immediately. Or, you may
havetheluxury of havinga manager who wantsyou to
spend thefi rst few weeksgettingto know your new
environment,thecompanyandyour co-workers.

TheArt of Casual Conversation
Theway you talk andthekind of conversationsyou

have in your first weekarealsoimportantcomponents
of theinitial impression you leave.Notice how employ-
eesin your company talk to andgreet oneanother.
These areimportantthingsto keep in mind before you
areoverly demonstrative on your few first dayson the
job. Greet co-workersappropriately.

In this first week,keepyour introductoryconversa-
tionsto surface-levelinformation,such asyour experi-
enceand a few personal facts.Keepyour conversations
warm,cordialandprofessional.Thegoal is to build
relationshipswith co-workers,not scare themaway.
Also rememberthat theworld does not revolvearound
you. In this first week,your focusis to casethejoint

and gather information. Be sureto ask others abouttheir
background,history with thecompany andcurrentpro-
jects on which theyare working.

Thegoal of thefirst week is to make introductions
and have casual conversations.This meansthat your
conversationsmay last anywhere from oneminute to 10
minutes in thehallway to a one-hourlunch. Thelength
of theconversation shouldbeappropriate to thesetting.
Do not make others hostages of your conversations.
Keepthem to theappropriate length. Look for telltale
signsthat others areitching to leave and gracefully
allow them to exit.

Your ability to start off with a strongimpression in
both your appearance and conversational skills will pro-
videa foundation for others to want to build relation-
shipswith you. ■

Week 2: Get a Firm Grip
During these first weekson the job youwill behard at

work ensuring thatyouhavewhatyou needto makea
positive impact. In orderto set theright directionand
demonstrate results, you will needto understand how your
work correlatesto your team’sandcompany’s goals.

Defining these links will give you direction andmoti-
vation becauseit will enable you to understandhow your
job directly relates to your company’s success.Your
objective in weektwo is to get a firm grip on the details
of your job and how your role relatesto theproductsand
services the company delivers to its customers.

GapAnalysis
As you get a clearer understandingabout thevarious

componentsthat relate to your project and goals,it
should becomeapparent which resources you needto
get work completed. Thefirst step is to define whatyou
need by way of a knowledge-gap analysis. What is a
gapanalysis?In thecontext of your goals, it is a method
to definewhere you are, whereyou need to beandwhat
it will take to get there. A gapanalysis identifies the
skills, information and knowledgeyou will need.

To perform a knowledge-gap analysis, defineyour
overall job responsibilities and theprojects you’ve been
given.For each project, definethefollowing:

• What information do you need to successfully
complete thejob?

• What information do you currently have?
• What information wil l you need to acquire?
Once you havea gap analysis completed for a project,

review it and pursuetheinformation you needto
accomplish theproject. ■
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Week 3: Buckle Down
Your broader objective for this week is to buckle

down. This meansyou will getgoingon your projects
andconfirm your progresswith your manager. You will
continueto assessandpracticeyour time-management
skills andteamskills and to polish your imageskills by
practicing whento askquestions, inform others andstay
silent.You areon track to your destination.

ReinventingtheWheel
In week three, your questfor knowledgewill focuson

thevariousresourcesyou wil l need. Start with the
resourcesthatareavailablearoundyou.Teammatesand
co-workers aregood sourcesof information.As you
begin to gatherthenecessaryresources, it is important
thatyou do a thoroughjob of identifying thepeopleand
informationthat impactyour projects.

Thereis a goodpossibility that similar effortsmight
have been madeby peoplewithin and outsideof your
company. It will beespecially valuableto talk with peo-
ple in your company aboutsimilar projects they’ve
workedon, resourcestheycansharewith you,wordsof
adviceand pitfalls to avoid.You wil l notice as you are
working on your projectthat there may beadditional
skills that it would behelpful for you to develop.

However, unlessyou like to do morework, what is
thepoint of reinventing thewheel?Theefficient and
effective way of getting your projectscompleted is to
figure out whathasalreadybeen done.No matter what
you are working on, oddsarethatothershavewalkeda
similar path. It will saveyou andyour company time,
money andeffort if you identify and build uponexisting

work and resources.This can even inspire newideas
and ways of approaching a problem.

Don’t betoo proudto ask. There are tonsof lessons
and great bits of knowledgeto begathered from co-
workersand teammates. Get insighton thesubtle
nuances theyhavefigured out abouthow thingsget
donein your company. This kind of knowledgecomes
only from experience.

As you concludeeach of your conversations,make
sureto alwaysask thefollowing: “ Is there anybodyelse
you would recommend I shouldtalk to aboutthis?” No
matter how dry a well your initial contact might have
been as a knowledgesource, that personmay havecon-
nectionsthat will providetheinformation you seek.

Keepin mind, however, when building upon theexist-
ing work of your colleagues and company, obviously
you should not plagiarize. Obeyall patent, trademark
and copyright laws. In addition,give your contributors
credit. Publicly thank peoplefor their knowledgeand
contributions.This is extremely important unlessyou
want to quickly torch your bridges.You want to build
trustand collaboration. ■

Week 4: ImmerseYourself
By now,you are making progressin your newwork

environment. In this week,you will drawuponwhat
you havelearned and moveforward to immerseyourself
in your projects. By now,you’ve beenon thejob for one
month, andyou’re doing thework you were hiredto do.
But remember to continuetaking in newinformation,
keeping pace and making adjustments to stay on course
towardsuccess.

ScopeCreep
Often you’ ll find yourself in the middle of a project

that you thought hada clearly defineddestination, goals
andmeasuresof success, only to realizeyou are now
adrift in a sea of ambiguity. This is “scope creep.”
Thingsmight have seemedso clear just days before,but
now you have a queasy feeling that the project has
changed. These changescan be subtle and sneakyor big
andbold. Symptoms of scope creepincludeincreasingly
vaguegoals and additional objectives that don’t relateto
theproject’s initial desiredresult.

To avoid scopecreep, do thefollowing:
1. Ensurethat you haveclearly definedprojectgoals.
2. When you get thesinking feeling that your project

is off courseor that co-workers are adding work,
communicate your observationsthat theoriginal

Summary: SINK OR SWIM
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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.



objective appearsto bechanging.
3. Renegotiatewhenyou notice thatyour project

scope is changing.
An additionalsymptomof “scopecreep” is when

other projectsgetaddedto yours.Theseadd-onsare
often orphaninitiativesthatwereabandoned, never
quite got off thegroundor werenever formally termi-
nated.As adorableastheseorphaninitiatives canbe,
once theyattachthemselvesto your projects,theycan
becomeburdensomeparasites. Keepyour eyes openand
stayclear on your projectobjectives. Knowing what
your projectneedswill helpyou differentiate between
valid additionsandorphanslookingfor a home. ■

Week 5: Climb Onto the
Observation Deck

In everyjob there arebothformalandinformal ways
by which work gets accomplished.Theformal stuff is
all aroundyou,suchastherules andregulationspertain-
ing to your conduct,aswell asothercompanypolicies.
Theformal waysby which work getsdoneare alsodic-
tatedby policies andprocedures, managementstyles,
andspecif ic products or services.

However, asyou spendmoretime in your job and
observingothers,you will probably realize thatperhaps
there’smorethanmeetstheeye.Whatyou notice are
theinformal things–– theunwritten rulesandwaysthat
work gets done.

Importanceof Time
As youprobably noticed,yournewcompany hasadis-

tinct wayof valuing time.Understandingthevaluethat is
placed ondeadlinesandschedulesanddifferentiating
betweenwhatpeoplesaythey wantandwhat actually
happenswil l helpyouplan,prioritizeandsuccessfully
navigate thelogistical irregularities in yourcompany.

Timeis treated differently by each organization.You
mayfind thatmeetingsaresetto beginat thetop of the
hour.Yet everyoneknowsthat if theyarrive on time
theywill besitting alonefor five minutes,soeveryone
purposely showsup at themeeting five minutes late.
Thesamegoesfor behaviorsrelatedto deadlines.Are
theysteadfastor flexible?Whataretheeffectsof this?
Be awareof thesepracticessince theywill helpyou fol-
low rulesandguidelines.Theywill also provideyou
with theopportunityto influenceandmodel more pro-
fessional behaviors. ■

Week 6: IgniteYour Star Power
Up to this point, you will have been observing,apply-

ing what you’ve learnedand working on developing
your skills. In week six, focuson theuniqueskills,
knowledgeand abilities that you bring to your job.
Identify what distinguishes you.Defining whatmakes
you uniquewill enable you to better utili zeyour skills,
share more effectively with your team andothersin
your organization, and identify opportunities for further
professional development. This wil l alsohelp you to
zero in on thespecific skill s, traits and other abilities
thatyou want to beknown for.

Professional Legacy
Coinciding with your consideration of whatmakes

you unique, think aboutthefollowing:What is thepro-
fessional legacyyou want to build?A professional lega-
cy is theintentional impact and contribution thatyou
want to make in each of your jobsand theexperience
and learningyou want to take with you.

When you know what you want to create in your new
company, you will havefocuseddirection and motiva-
tion.Your work wil l havea fundamentally deepermean-
ing becauseyou are clear on how your work relatesto
what you want to create duringyour time in your cur-
rentposition. Defining and creating your professional
legacyreflects what is uniqueaboutwho you are,what
you know, what you want to beknown for and how you
want to beremembered.

Feedback
As you work toward becoming a star at work, you will

want to ensure that you are heading in theright direction.
The lastthing you wantis to go off in onedirection, only
to realize you may need to make a U-turn.An excellent
way to ensure that you are on theright track is to gather
feedbackabout how you areperforming and compare
what you think you aredoing well with how others,par-
ticularly your manager and team, perceive you. While the
importance of gathering feedback may becommon sense,
few people do it because of apprehension or not knowing
how to ask.

Here aresomeguidelinesfor effectively asking for
and receiving feedback:

• Be specific whenaskingfor feedback. Identify a
specific behavior,event or project.

• If you receive a general or vagueanswer, try to
probedeeper, for example, “Wi ll you elaborate what
you meanby ‘f ine’?” If your additional query fails to
elicit further comment, let it rest.

Summary: SINK OR SWIM
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• Always thank peoplefor their feedback nomatterhow
reassuring or surprising yournewbitsof information are.

Your PRMessage
As you getclearon whatskills and traits makeup

your star power andaddvalueto your teamandcompa-
ny, it is important thatyour imagebeconsistent with
whatyou want to be knownfor. Your intentional profes-
sionalimageis basedon your personalpublic relations
plan.Why?With any product, we havea perception of
what theproductdeliversandstandsfor basedon the
messagethat comesacross in themarketing campaign.
It is equally importantthatyou haveyour own market-
ing campaign.

It’s time to createyour PRmessage.What do you
want to beknownfor?Whatdo you want theassocia-
tion to bewhenpeople think of you?Whenyou think
abouthow to craft anddeliver your message, always
consider thefiveWs: why,what,who,whenandwhere.

Why: Theintentof your PRmessageis to communi-
cateyour valuesandwhatyou want to beknown for.

What: As you think aboutyour professional legacy
andstrengths,whataresomekey wordsthat best cap-
tureyour values?Find threekey wordsthat represent
whatyou want to be knownfor. Once you have deter-
minedthem, deliver this messageto others,not only
throughconversation, but alsothroughyour actionsand
physical appearance.

Who: Deliver your messageto everyone. Justknow
your audience. If you arehavinga diff icult time with a
co-worker, it maybeimportant that thepersonunder-
standyou better.You mayhaveto state your PRmes-
sageon a regularbasisandat every interaction.

When: Keepin mind whendelivering your PRmes-
sagethat it mustberelevantto thetopic beingdis-
cussed.While you want to state your messagewith fre-
quency, you do not want to put your co-workers to sleep
with your brokenrecord.Stateeach itemof your PR
messagein oneconcisesentence.Rotate your message
dependingon thesituation.

Where: Choosetheappropriate venueto deliver your
message. After you defineandarticulateyour valuesin
your PR message,usee-mailas your initial methodof
communication. In thatway,you can draft your mes-
sage, readit andrereadit sothat it makessenseand is
in your own words.After a few practice e-mail drafts,
you will bereadyto deliveryour messagein face-to-
face andphoneconversations. ■

Week 7: Do Lunch
By this point, you shouldhavecreated a network ––

theculmination of relationshipsandconnectionsthat
you haveavailable throughthepeople you know.Your
network is critical for helping you work more effective-
ly, gather theright information,accomplishyour objec-
tivesandcreate a comfortable work environment.

FirstThingsFir st
Revitalizing and expandingyour network mayseem

like a big deal and potentially a lot of work. It doesn’t
haveto be. Remember, on thesurface, larger goals are
quickly madebite-size by creating a task list. You real-
ize it really just involves calling back two people to
make suretheyhave all theinformation theyneedfrom
you for their projects or sendingout five e-mails with
information you promisedto passalong.

Onceyou identify tasks,ensurethat you havespecific
action itemsyou cantackle.If your taskis to getinput for
your project, createaction itemsonyour task list. Oncean
action item getsplaced onyour task list, it’s onelessthing
youhaveto worry about. Start usingyour task listby prior-
itizing who you needto follow upwith, whoyouneedto
contactregardingaproject or otherwork-relatedinquiry,
and who you can shareresourceswith. Remember, it is
never too late to follow up with people. ■

Week 8: Map Your Coordinates
You are far alongin theprocess of exploring your

newworkplace, andit’s important to stop and mapyour
coordinates to ensurethat thecourseyou areon takes
you in theright direction. Look towardthehorizonand
definegoals for thenextsix months.Scan thebusiness
environment for potential trendsandpractice balancing
theobjectives of today with opportunities for thefuture.

What DoYou Want?
Now that you have beenon thejob for two months,

think aboutwhere you want to bein six months.Think
aboutwhat projects you want to beinvolved in or initi-
ate, newskills you want to develop and other interests
thatyou have. First, clearly definewhat you wantbefore
taking stepstoward your future. While this may sound
simple, you’d besurprised to discover that thereare
many peoplewho do not identify what theywant.Your
futureshould not bea randomseries of eventsbut a
manifestation of setting a clear direction and achieving
what you want.

Basedon your observationsof your newcompany,
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determinewhatyou would like to accomplishsix
monthsdowntheroad.Beginby askingthefollowing
questions:

• Are thereany emergingtrendsor eventsthat
might influenceyour industry, company, depart-
mentor profession?

• On whatkind of projectsdo you want to beworking?
• Whatnewresponsibili ties would you like to have?
• Whatnewskil ls or knowledgewould you like to

develop?
• Whatnew relationshipswouldyou like to establish?
After you identify your goal,you will needto answer

oneimportant question:Why do you want it? Whenyou
know theanswerto this question, you will staymotivat-
ed,andwhenthings getchallenging,it will beeasyto
remind yourselfwhy you areworking so hard. ■

Week 9: Look in Your
Rearview Mirr or

Your main objective during week nineis to review
how you are developing andapplying your newskills.
This week providesa greatopportunity to reviewyour
progressandensurethatyou areheadedfor success.
Identify what is working well andany areasthatneed
moreattention.

Planning and Delivery
By now you haverealizedthatsuccessful, on-time

delivery of your projectstakes morethan luck — it
takes planning.Planningis critical unlessyou arean
adrenalinejunkie who thriveson therushof a suddenly
remembereddeadline.

As you continuethroughyour 12 weeks, review your
projectsand how you aredelivering on them. First,
reviewyour projectdeadlines;if your deadlines are up
to date in your calendar,thenyou’re in theclear. Your
calendar is themostvaluable time-management
resource you have.

Next, take a look at how well you arecreatinga time-
line in which to achieveyour goals.Gooddetailed plan-
ning is onething,but if your timeline andmilestones
areunrealistic, you aresetting yourself up for subopti-
mal achievement.If your timelineis too aggressive,you
might bereachingtoo far too fast.

Theimportance of thefirst weeks on thejob is to
makesureyou arepacingyourself anddelivering

results.Remember, you are being measured on how
well you execute. ■

Week 10: Perform a Reality
Check

Now that you have beenon thejob for over two
months,you are getting a better senseof whatyour
company, team and co-workers are really like.Thehon-
eymoonis by no meansover; it is still love. However,
you are getting thehangof thequirks and idiosyncrasies
thatmakeyour workplace unique.

After spending a coupleof monthsin a company, you
will find that your initial understanding of your compa-
ny’s culture,pace, knowledge-sharingpractices, teams
and communication has deepened or even changedcom-
pletely. The perspective you havenow is closerto reality.
In week 10, you wil l look at your newworkplace through
eyes that have more experience and insightthan when
you started your job. When you definethereal work envi-
ronment, you will be able to anticipate potential obsta-
cles,focusyour resources and make theright choices.

Clarifying the“C” Word: Culture
Management professorand organization-cultureguru

Edgar Schein suggests that in order to better defineand
understandorganization culture, you should look at it as
having three levels.

Level 1 – Art ifacts: Artifacts are generally visible and
readily identifiable.Artifacts in your company might
includethestructures,work processesand awards.

Level 2 – Values: Thesearea company’s espoused
values, such as its goals, strategies and philosophies.

Level 3 – Underlying Assumptions: Thebasic
underlying assumptionsa company has, such asits
beliefs. A company’s underlying assumptionsareoften
takenfor granted or unconscious.

As you start to look at your company’s cultureandthe
ways thebusinessoperates, what are thethingsyou
noticeon thesurface?What values doesthecompany
espouse, and what do theyreally say about thecompa-
ny?Use Schein’s model to focusand organizeyour
observations.

It will bevaluable to seetheinterrelationshipsor dis-
connectionsbetweenyour company’s artifacts,espoused
valuesand underlyingassumptions. Completelyfiguring
out your company’s culturewill take time.However, by
knowing whatto look for, you canveryeasily startputting
thepieces together. Decoding thecultureof your company
wil l help you tremendously to bein sync andthrive. ■
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Week 12: RaiseYour Sails
It is time to setyour sightson your future. Consider

whereyou arenow,whatyou havelearnedand where
you want to beoneyearfrom now. Envision your future
andsetdirection.

TheBig Picture
Whatdoesit meanto think “big picture,” andhow is

it relevant to setting your one-year goal? To sumit up,
your life is the“big picture,”and a one-year goal is
aboutprogressin your li fe.You have thepotential to
achieveeverythingyou setyour mind on attaining.It
will take focus,dedication andevena bit of hard work.
Theexciting and wonderfulthing is thatyou havethe
ability to seta goalandreachit. A very powerfulway to
think aboutwhatyou want to achieveis in termsof
whatyou want to createandshare with your workplace:
your professionallegacy.

In everywork setting, you haveanopportunity to cre-
atesomething thatwil l live on after you leaveyour
team,group, division or company. Like a fingerprint,
theprofessionallegacyyou createreflectsyour unique
skills andabilities.Your professional legacycantake
manyforms,including introducing newways to get
work done,a newproductor service, or relationships
andchangesto how teammatesand co-workerswork
together.Your professional legacy is also somethingthat
you take with you. It is partof who you are, your pro-
fessional experienceandyour identity.

Your one-year goal is a big deal. You will spendyour
time and effort driving towarda result.You wantthat
result to befulfill ing for you asa person and also exciting
enough that you will keepworking towardit despitepos-
sible setbacks.To beginidentifying your one-yeargoal,
consider the following questions:Wheredo you seeyour-
self oneyear from now?Whatwould you find rewarding
to accomplish in one year’s time?What do you wantto
beresponsible for creating in your job?

Set yourself up for successby consideringtherealities

of your work environment and
what you’ve been able to
accomplish in three months.As
you think aboutwhat you want
to achieve, recognize thereality
of what is possible and at the
same time pushtheboundaries.
Don’t justmake it an easy goal
to achieve. It musthavemean-
ing to you and push you to bring
out thebest of your talents.

Changes
As you look toward your one-

year goal, determine what
changes to your imagewil l need
to take place. Identify areas of
development for your communi-
cation, PRand networking
skills. In order to reach your
one-year goal, it wil l be impor-
tantover thenextyear to contin-
ueto diligently payattention to
how your imageis supporting
your goal. Remember that you are a professionalat all
times.Sayit, show it and do it.

In order for you to bethat superstar oneyear from
now,make sureyour verbal and nonverbal communica-
tion skills are consistent with theprofessional image
thatyou want.

• What wil l you have to start or continueto do in
order to look and act thepartof a superstar?

• How wil l you want to talk to people?What’s the
tone of voice you want to use?

• How important areyour active listening, rapport-
building and ask/inform skil ls?

• What PRmessagedo you want othersto hear?

Put It All Together
As you continueto practice and honeyour Sink or

Swim skil ls, your role is to build a strongrelationship
between yourself and your employer. As you continue
on beyond week 12,keepin mind thefollowing:

• Always look for opportunities in every situation.
• Know your strengthsandwhereyou contribute value.
• Know when andhow to ask for help.
You will continueto use your Sink or Swim skills

throughouttherest of your career, but for now,congrat-
ulationson completing the12th week on thejob. Be
your own champion and keep on swimming. ■
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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
phrases to get what you
want in life.

2. Mastering Business
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
when conducting business
negotiations.

3. What Got You Here Won’t
Get You There by
Marshall Goldsmith with
Mark Reiter. The corpo-
rate world is full of skilled
executives, but few will
ever reach the top;
according to Goldsmith,
subtle nuances make the
difference.
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Week11: Declare 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.


