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Top 10 Modern Life Survival Skills
10. De-fuzz your sweater or coat at the last minute.
9. Get into and out of tricky conversations.
8. Tell time without a watch.
7. Recover from a late night.
6. Boost your night vision.
5. Read body language to tell if someone's lying.
4. Predict the weather (without a forecast).
3. Know your direction without a compass.
2. Use your head to amplify your car alarm remote's signal.
1. Pick a lock.
What ninja-like skills impress your friends whenever you get to break them out? What
clever tricks are you waiting to pass on to your kids (or apprentice)? Sharing is
caring!! 

Characteristics & Behaviours
of Innovative People in
Organisations
The characteristics and behaviours of people
in organisations are at the core of
organisational innovation.
The biggest challenge for many organisations
at present may be surviving the current
economic climate,
promoting and encouraging innovative working
is argued to contribute to long term
organisational survival.
Key Message can be found at:
http://www.nesta.org.uk/library/documents/characteristics-inno-orgsinterim-report.pdf

Exploring Key Competencies to be
Mastered by the Office Professional

Defining goals & reaching them
Scheduling of tasks
Adapting to each situation
Professionalism
Efficiency
Honesty & openness
Punctuality
Caring

Behavioural Attributes of
Employees
Communication
Relationship-building
Valuing diversity
Achieving results
Strategic focus
People development
Negotiating & influencing
Innovation & change
Source:
http://www.admin.cam.ac.uk/offices/hr/policy/behavioural/attr
ibutes/attributes.pdf

Common Attributes of Good Managers
which is exactly what PA’s are..

‘the power behind the throne’

They care.
They have a good sense of humour.
They have strong people skills.
They possess strong communication skills, both verbal and written.
They exhibit consistency in behaviour.
They believe that employees are more important to her and the company's success than she is.
They are honest.
They are open minded.
They are flexible.
They are self-confident and secure.
They are good listeners.
They possess the ability to be direct when needed without being abusive or offensive.
They have a sincere interest in people and their well being.
They have good perceptive/intuitive abilities.
They possess a good understanding of what makes people tick.
They are mature.
Keep in mind that all of us bring certain personality traits and associated behaviours to the workplace. Probably the two keys
to becoming an excellent PA are;
being self aware and
understanding that changes in behaviour are likely necessary. Those who can achieve self awareness and appropriate
behavioural modifications that coincide with the list above will typically achieve the highest levels of success as PA’s.
Source: http://www.onlinebusadv.com/?PAGE=174

Organisational Behaviour
Perceptions & Attributes
by Tara Duggan, Demand Media
People’s perceptions and attributions influence how they behave in their organization. Perception describes the way people filter, organize and interpret
sensory information. Attribution explains how people act, determining how people react to the actions of others as well. Accurate perception allows
employees to interpret what they see and hear in the workplace effectively to make decisions, complete tasks and act in ethical manner. Faulty perceptions
lead to problems in the organization, such as stereotyping, that lead people to erroneously make assumptions.
Managing Perceptions - When people in organizations find themselves in unfamiliar, ambiguous situations, they tend to have difficulty coping. Effective
business professionals handle objections to their ideas by clearly stating the benefits of their position to all parties. By presenting a compelling case for their
ideas, these people get approval for their proposed strategy even if opposed by apathy or confrontation. By actively recognizing people’s perceptions and
attributions, effective leaders build justifications for their approach and get support when needed.
Handling Attributions - People commonly attribute success to skill, luck or chance. People tend to react to situations based on what they think caused the
event. Just as perceptions can be faulty, attributions can be inaccurate as well. Organizations can ensure people attribute actions more effectively by
providing diversity training. This helps prevent a hostile work environment for people from different cultures. By training people to make more accurate
attributions, daily operations run more smoothly. This helps reduce faulty attributions, such as managers who attribute exceptional performance to chance
as they resist assigning more challenging work to qualified individuals they view as lucky.
Explaining Behaviour - People tend to evaluate other people on their ability, effort or personality. They also attribute luck or the difficulty of task to a
success or failure. The attributions people make for their own behaviour also influence their performance in the organization. For example, successful
workers who succeed at tasks after completing training exercises usually increase their confidence levels. Those who fail may consider themselves unlucky or
blame others. People’s perceptions and judgment of another person’s action depend on if reactions occur consistently or inconsistently. Recognizing that
people have cultural beliefs, motives and intentions helps explain behaviour and helps rectify non-productive situations. By understanding the common
causes of behaviour, individuals can react more appropriately.
Minimizing Bias - Minimizing biases that distort attribution can help foster effective team work. Using tips, techniques, tools and resources available from
websites such as the Cultural Navigator site, organizations can reduce the rate at which people selectively interpret events based on their experience,
background and attitudes. Edward Thorndike, an American psychologist, observed that perception of one trait is influenced by other traits. Known as the
halo effect, this bias causes people to judge people they find attractive as smart. Providing training to managers to make more accurate perceptions helps
them conduct more effective employment interviews, performance reviews and daily management tasks.
Source: Cognos book for performance managers IBM.com/cognos_performance_book

URBAN SURVIVAL SKILLS
Key indicators to show you’re
surviving:
Think
Plan
Prepare survive
Source: http://get-urban-survival-skills.blogspot.com/

Aligning the Career Development Needs of Office
Professionals with Organisational Requirements

Know your employer’s vision & mission
Plot your career path aligning it with your
department’s goals
Know your colleagues (personality types)
& what their expectations are of you
Set realistic training & development goals
for yourself
Communicate with your boss, involve
him/her in your career plans

CONCLUSION
True success comes only from providing
something of value to the world. When
you improve your own life, you cannot
help but improve the lives of those around
you..
And remember, always “Pay it Forward”.
Can you imagine if every person on the planet (all 6 billion of us)
picked up one item of litter, how clean the planet would be…!
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B A L A N C E…!!

Questions???
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