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What Professionals Do . . . 
Excerpt from Positive Potentials, The Ultimate Workplan 

 
The current workday is conducted like an ATM machine—Data in, data out. To 
rise above the demeaning nature of this setting, we must add back the human 
element to our business transactions. It is to our advantage as professionals to 
conduct ourselves differently because we will receive more of what we want in the 
way we want it! 
 
Here are several tips based on highly effective professional behavior: 
 
Attitudinal Options 

§ Accountability for one’s actions. 
§ Takes ownership of their job description tasks, roles, functions and delivery. 
§ Acts on what they say they will do. Their word is their bond of integrity. Have a high 

sense of commitment, integrity and loyalty. 
§ Aligns self-talk with accomplishment and values. (no use of ‘stupid or dummy’ 

statements in reference to self) . 
§ Commits to lifelong learning. 
§ Conducts business as if it is their own. 
§ Freely offers courtesy that sets you apart from the crowd.  
§ Uses flexibility as an asset. 
§ Knows when to delegate without dumping with precise timeframe, format and preferred 

method of delivery. When you delegate you are still responsible for the outcome. Apply 
your follow-up on items you delegate. 

§ Invests in making their employers, managers and supervisors look good. 
§ Recognizes optimism fuels their options. The O-Principleä: Opportunity + 

Optimism=Optionsä 
§ Recognize the impact of their actions on the company BUDGET. Figure out how much 

income the company must make in order to support your position? 
§ Knows procrastination is not an option. 
§ Understands what they are managing: Company Resources 

 Time (pace, accuracy,  
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 People 
 Materials 
 Budget 
 Company priorities 
 Company values 

§ Separates their ego energy from the project and FOCUS on the desired outcome. 
§ Shares with colleagues to help them do their jobs more effectively. 
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Behavioral Options 
 

§ Writes down the action plan for the next day. 

§ Finds out the expectations before beginning the project based on the originator’s desires, 

vision and behavioral style. 

§ Identifies and reviews availability of resources before beginning the project. 

§ Assembles their tools before beginning the project. 

§ Anticipates next steps to your daily activities and events you manage. 

§ Consistency and follow up are top quality moves professionals make. 

§ Asks specifically for what they need. 

§ Eliminates distractions, interruptions and dumping on others.  

§ Exercises awareness when leaving telephone messages by leaving what they need back, 

timeframe, format and best method of delivery. 

§ Uses a time-management method for Urgent, MUST DO, Can do as they move through 

the day and minimize distractions. 

§ IMPLEMENT, MONITOR AND ADJUST (3-Phase Loop) throughout the day as 

priorities may shift. 

§ Identifies negotiation skills as essential for breaking through barriers and boosting 

self-confidence. 

§ Provides people with information in the manner they can process it best—Applies the 

Platinum Rule, do unto others as they would have you do unto them.  

§ Recognizes and practices the art of discipline. This is applying routine to an actionä. Do 

it the same time and same way each day until you consciously change an element. 
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§ Reads and acquaints themselves with industry publications, trends, internet sites, 

resources for future referral. 

§ Reduces verbal instructions; submit requests in writing so recipient has a record of the 

transaction. 

§ Seeks help beyond their knowledge base to build value. 

§ Prepares for meetings in advance. 
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Consider these ideas: 
 

1. Follow up is a key to being appreciated and noticed. With it, little time is wasted with 
phone tag, retrieving lost data, and fewer returned incomplete documents. Don’t assume 
anything! Log, review, apply, review again, measure, close. 

 
2. Determine who needs to know and approve the steps of the assignment before starting. 

3. Assess by asking yourself—“What causes most problems in my communications? Not 

understanding what’s expected, fear of appearing unknowledgeable, fear of reprisal, not 

knowing the questions to ask, where to go to find what I need?” Break it down into bite 

sized pieces. 

4. Think ahead. “What if they don’t receive my message, what can I do to assure they do?” 

Take responsibility for at least three more contacts even if they don’t respond. Add two 

more contacts for urgent responses. 

5. What is the next step to keep the pace on this project? 

6. Say to yourself, “How will this impact the person I represent or am working with?” 

7. What are the five priority details that MUST be addressed to complete my assignment on time? 

8. As a professional, courtesy sets you apart from the crowd. 

9. Speak clearly and directly into the telephone. Be aware of tone and pace in stating your 

request or case. People hear less than 30% of what you say. Provide a written follow-up 

memo, fax or letter. 

10. Arrive early for meetings and bring everything you need to support your message or 

presentation.  
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11. Define your work area. What are the three priority things you do daily. Make your area 

clear for you to perform comfortably. (A desk map is useful. Keep it handy if you’re on 

vacation or on extended absence.) 

12. Organize files, writing supplies and resources in container files, job jackets, boxes, piles. 

Decide the order and be consistent: chronological (most recent, earliest date, alphabetical, 

categorical) 

13. Identify a common area: The benefit is that it doesn’t intrude on your privacy. 
a. Where people can deposit items for you 
b. Take things or pick up items away from your work area.  
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Skill Building Activity 
 
§ Please select and circle three priority items in each section to apply your attention.  

§ Write them on a 3 x 5 card and prominently post in your work area.  

§ Read it first thing in the morning and last thing before leaving work. 

§ Conduct a weekly self-assessment for how you applied your principles.  

Scoring model: 3=best effort, 2=OK, 1=didn’t apply this week. Will advance to next week. 

 

 
 
 
 

The powerful message you give to others 
with these and other effectiveness methods 
is that your co-workers can count on you 

and you are organized.  
They recognize a benefit in working with 
you and how their work is expedited by 

aligning with you.  
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