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   So you’re an introvert and you’re in sales. That can prove to be quite a challenge especially since introverts tend to be withdrawn from the rest of the world. That’s fine! You can be an introvert and still have an amazing career in sales!
 
   First off, never underestimate the power of the word “Hello”. 
 
   Although introverts are perceived as stand-offish and prefer to be left alone, it doesn’t mean that it has to be true. As an introvert you will need to network in order to connect to other people like your potential customers and your colleagues. How do you make the first move?
 
   In your everyday interaction, greeting someone with a simple “Hello” can open up a world of new possibilities. This simple form of greeting is non-invasive, non-threatening and can either be responded to with a simple acknowledgement, a light conversation or an extended discussion.
 
   Continued practice of greeting everyone you encounter will lead to more familiarity and a level of comfort which can lead to further communication which can be initiated by either you or the other party.
 
   So, the next time you pass someone by the hall or see a potential customer, just muster up the courage to say “Hello”.
 
   


 
   
 
  




 
   Action Steps:
 
    
 
   Say “Hello” to the first person you meet in the office. This allows you to speak to someone who you have a certain level of comfort with.
 
   Continue greeting people in your office until you become comfortable enough with it and it becomes a reflex action.
 
   When visiting your customers, greet everyone you meet from the doorman up to the secretary to achieve a level of comfort with them. You will be interacting with these people on a regular basis every time you visit, so you might as well become familiar with them.
 
   Next, test it out with people or strangers you pass by on the street. You’ll notice it doesn’t take much for other people to smile back and acknowledge the greeting.
 
   “Hello” accompanied with a smile is a non-invasive, non-threatening greeting that does not require any prolonged acknowledgement from the people you greet. This is perfect for opening doors for you and your career in sales!
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   Introverts need something deeper in order to relate to someone or something. 
 
   Your product or service is a valuable asset to people and in order to sell it, you will have to believe in it fully! Introverts tend to gravitate towards people or subjects they have a certain affinity for. In order to do this, you will have to be passionate about your product or service.
 
   Now, introverts often take time to get accustomed to changes. You can use this to your advantage!
 
   You may not initially like your products or services but continued exposure to it will make it a constant presence in your life. In time you will adjust and become comfortable with it.
 
   To hasten this process, immerse yourself in the subject of what your product or service is. Find out how it impacts people’s lives. Find out the benefits and contraindications of using your products or services. Find something positive about it. Find a way to minimize the negative aspects or side effects. Be passionate about your products and services and people will start to identify that. In the end, when they think of a similar product, chances are you’ll pop into their minds.
 
   


 
   
 
  




 
   Action Steps:
 
    
 
   Do your research about your product or service.
 
   Determine the pros and cons of using your product or service.
 
   Immerse yourself fully in discussions regarding your product or service and find complementary services.
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   Introverts typically love the indoors so much! 
 
   Leave an extrovert in an empty room for an hour and within a couple of minutes he’ll be bouncing off the walls to alleviate boredom. If you do this to an introvert, they’ll more or less thank you for providing a suitable place for meditation!
 
   Being a part of sales will require you to interact with people from all walks of life. And that means you’ll have to go out. In a realistic setting, salespeople visit their customers and not the other way around!
 
   This may seem daunting at first but given enough time and practice, going out to see your customers will become easier especially if you’ve gotten over the first hurdle of introductions!
 
   Practice it today: get up from that chair, walk towards the door and open it. Step outside and observe how much life there is outside your comfort zone!
 
    
 
   Action Steps:
 
    
 
   Step out of your house, office or other comfort zone places.
 
   Plan a trip ahead of time to expose yourself to the outside world.
 
   Visit unfamiliar places regularly until they become comfortable enough for you. Example: your local grocery or that coffee shop on the corner of the street.
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   Introverts often fall into a pattern which becomes a comfort zone for them. The need to experiment is very rare. There is a big difference between shyness and being an introvert. Whereas shyness is often associated with being terrified during social interactions, being an introvert is more of a conscious effort to distance one’s self from meaningless conversations and interactions. Since it is a conscious act, we can turn it on and off!
 
   Now being in a sales environment can be very challenging for introverts because it is a very dynamic industry. Changes can happen in the blink of an eye and you might not be able to react as quickly as you need to. Introverts are often said to be slow to think and to react but such is not the case. An introvert takes the situation for what it is and then devices action plans before reacting.
 
   In sales, the time to think may not be a luxury since money and commodities change hands within seconds.
 
   That’s why there is the need to be courageous. By exposing one’s self to different situations, you’ll be able to train your mind and body how to react to similar situations should they occur again in the future. Because you’ve already encountered that situation it’s hardly likely that you won’t know how to respond to it accordingly.
 
   


 
   
 
  




 
   Action Steps:
 
    
 
   Get out of your comfort zone! Take a risk.
 
   Create a daily challenge for yourself that involves situations that are unfamiliar to you and proceed to accomplishing them daily. This may be something as simple as closing one or two more sales than what you’ve already accomplished or talking to one extra person for the day. This can also be anything from hosting a party or attending one. Make the challenges realistic and doable.
 
   Note: You can also ask someone you trust to create a list of challenges for you.
 
   The more challenges you take on and overcome, the more your brain will be ready to respond accordingly should the same event come your way again in the future.
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   Since introverts don’t excel in engaging in small talk or fake relationships, it is best to turn this seeming “weakness” to one of your strengths. Since faking a relationship with your customer is out of the question, aim to establish a genuine friendship instead. 
 
   Schedule a meeting with your customer that will allow you to have a longer conversation. Show sincerity at all times and stick to non-invasive personal questions. Examples: of these are sports played, surface interests; by being genuinely interested will you be able to have a longer lasting relationship with your customer.
 
   Be the person that listens to them when they need someone to confide in. Offer assistance if you are capable of providing it. These are the little things that your customer will remember over the course of your working relationship.
 
    
 
   Action Steps:
 
    
 
   Visit your customers on a regular basis and establish a deeper relationship. A genuine friendship between the sales person and the customer is actually more beneficial to both parties. 
 
   Schedule a meeting that will allow for a level of privacy in order to make your customer more comfortable with sharing information with you.
 
   Remember to respect the other person at all times. Keep confidential information safe at all times.
 
   Note: Be professional at all times, even among friends!
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   This is a no-brainer. Introverts are said to be the world’s best listeners, so use it to your advantage!
 
   Listening allows you to pick up on subtle information that may lead to potential sales. Allow your customer to speak about what they want, how they want it, where they want it and all of those other details and remember to take note of everything you’ve discussed. Highlight key points during the conversation. After your customer is done speaking, provide a recap of everything you talked about and ask for confirmation if everything has been understood.
 
   This is when you can proceed to introducing your product or services that can help provide a solution to their concerns.
 
   Of course there’s the case of angry customers and although they’re few and far between, you will have to deal with them. Whether you like it or not, angry customers exist and they will talk your ear off if they’re very dissatisfied.
 
   First you have to understand that angry customers are often the misinformed customers. That’s why it is important to listen to them to get to the root cause of the issue at hand. Take note of their complaints, the how, the why and who is responsible for it. After they’re done speaking, proceed to educating them about your products and service. Remember to practice empathy at all times. Provide a few solutions options and have them choose which one to go ahead with.  
 
    
 
   Action Steps:
 
    
 
   Listen not only with your ears but with your entire body. Give the other person your undivided attention.
 
   Remove all distractions when listening to someone. That means turning off the TV or putting your gadgets down.
 
   Jot down what has been discussed and provide a recap to ensure understanding.
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   Now that you’re more comfortable dealing with your customer, it’s time to act more like a salesperson. 
 
   It is your job to raise awareness about your products and services in order to close a transaction. You also have to understand that companies that are in the same industry as you have sales people who are doing the same thing.
 
   So now, it’s a battle for getting your customer’s attention.
 
   This is when persistence comes in handy!
 
   By constantly pushing your product or service to your customer, you’ll be able to develop brand awareness. Continuing to do so will make it very hard for your customer to forget you and your product. This method of promotion can work both ways. Your customer might buy or might get irritated. 
 
   You can turn this irritation into a positive event by engaging your customer in a discussion to educate them more about your product or service. They may get irritated at first but eventually, they’ll buy something from you.
 
   Being persistent also makes it very hard to forget you! And for any salesman, that’s a definite plus.
 
   


 
   
 
  




 
   Action Steps:
 
    
 
   Be prepared to hear the word “No” several times per day.
 
   Create a call list and schedule a time frame to contact them within the work day.
 
   Visit your customers regularly.
 
   Be persistent to the point of irritation!
 
   Turn negative events during your discussions into positive ones to close a transaction.
 
   Remember not to take it personally when they say “No”
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   Technology has improved by leaps and bounds over the years and it has provided a lot of avenues for sales people to deliver their pitch. 
 
   Nowadays, someone from Alaska can sell fish to someone in Malaysia via a call. Or you can raise of awareness of your local product and have people from all over the world contact you!
 
   Telecommunication nowadays includes any form of communication done over a certain distance. Now you can include your blog or website as part of your telecommunication activities.
 
   This form of marketing is perfect for since it allows a form of non-invasive or non intrusive communication with potential customers! 
 
   Introverts can also use email marketing as another avenue for selling their products. Since most introverts are known to be good at writing, this helps them send their message across to their customers easily and in a well composed manner! The same goes for blog posts or short messages.
 
   Calling your customers also allows you to initiate contact and establish a relationship. You can even use this initial interaction as a basis for building a deeper work relation with them!
 
   To conclude: Use telecommunication as a tool to reach a wider customer base! The main idea here is to get your point across, so use a method that works best for you. You can also mix and match methods and find which one works and prompts customers to buy from you.
 
    
 
   Action Steps:
 
    
 
   Do Telemarketing activities early in the day before visiting potential customers. By using telecommunication as a way to connect you can ensure that an initial conversation has already been established between you two.
 
   Once you visit a person you’ve already called work towards establishing a deeper relationship and aim for customer satisfaction to get referrals.
 
   Maintain constant communication with your customers either through calls, chat or short messaging system. There are also micro-blogging sites that you can use for your company to raise awareness and maintain a sense of open communication with your customers!
 
   Create an online e-commerce site to sell your products and services.
 
   Use email marketing to your advantage by using correspondence to sell your products and services.
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   “Nothing happens until someone sells something”.
 
   The beauty of sales is that you can do it in so many ways. There’s active selling, passive selling, cross selling, up selling and so on. If you can’t sell your product today, sell yourself to your customer. 
 
   The bottom line of selling is that at the end of the day, your potential customer bought something from you even if it is just your friendship or trust and confidence in you and your products.
 
    
 
   Action Steps:
 
    
 
   Devise a plan to sell your products or services in a unique manner. Here are some suggestions:
 
   -              Create a website and sell online
 
   -              Launch contests tied to your brand
 
   -              Seminars
 
   -              Create an eBook to raise awareness
 
   -              Network through satisfied customers
 
   -              Cross sell through other products
 
   Note: Sell yourself to gain trust and confidence. 
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   There will be days when all your efforts seem to go nowhere. These are what you call “off days”. During this time, you can choose to force a situation in order to make a sale or work in the background.
 
   How did Michael Jordan manage to get so many championship rings? It was through the help of Scottie Pippen. Arguably a better player than “His Airness”, Pippen was always close by assisting Jordan with anything he needed in order to score. When it was impossible for Michael Jordan to score, Scottie Pippen would step up to the plate and take a shot. This made them a terrifying duo to contend with on the hard court! Scottie Pippen may not be as popular as Michael Jordan but everyone knows that without him, there wouldn’t be that many championship rings on his fingers!
 
   By lending a hand to your colleagues during their sales calls, you’ll be able to keep yourself sharp. You have nothing to lose and everything to gain when you help others. Who knows, if you make someone else’s customer happy, they might refer you to other potential customers!
 
    
 
   Action Steps:
 
    
 
   Set aside a day every week for assisting others during their sales calls. This will allow you to recuperate from being on the frontline at all times.
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   You’ll hear the word “No” a lot of times during a sales discussion and this can be unnerving even to the most extroverted individual in the industry. You will also encounter a wide range of customer personalities from the pleasant to the nasty kind!
 
   In sales, there is no definite “No”. They may turn you down today but with continued persistence you might be able to win them over the next time you visit!
 
   The trick here is to maintain your composure at all times. During difficult transactions, the most relaxed person often wins the argument. 
 
   By maintaining your composure, you are showing to others that you are standing your ground. Most introverts tend to avoid confrontation and it is unnatural for them to stand up to anyone. Resist the initial urge to retreat and you should be able to take control of the situation given enough time.
 
    
 
   Action Steps:
 
    
 
   Practice role-playing sales calls with colleagues or friends. Have them assume different customer types. Engage in arguments to get your point across. Have someone arbitrate to check for any changes in composure or temper during difficult scenarios.
 
   Note: You can also make this a challenge for yourself!
 
   Learn proper breathing techniques to relax your body during stressful situations. 
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   Product knowledge is crucial for each and every salesman. Knowing the ins and outs of what you’re offering will help you gain the customer’s trust. This opens up the opportunity for a closed sale.
 
   During a sales call it is inevitable that the discussion you will have will focus primarily on your products or services and there will be questions posed that may or may not be of the regular kind. During these times when odd questions or requests are given, you will need to answer immediately. You can’t afford a moment of hesitation or else you will lose your customer’s attention or trust!
 
   You need to come prepared at all times and for really difficult questions, that’s when you inform your customer that you’ll look into it. Just remember that you should be able to provide an answer 99% of the time.
 
   The more you know about your product, the more answers you’ll be able to provide and the more chances of closing a transaction with a satisfied customer!
 
    
 
   Action Steps:
 
    
 
   Research as much as you can about your products or services. 
 
   Ask as many questions as you can about your products or services from your colleagues.
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   As your career grows, you’ll be able to gather a lot of priceless information. This information can help so many others in the field of sales whether they are your colleagues or your customers.
 
   Always seek to educate others. Make sure you have researched all of your data and it is based on facts before sharing it with others.
 
   Educating others raises your credibility. It also makes people trust in you more. The more they trust you the more they’ll be open to buying services and products from you!
 
   Remember: The more you give, the more you receive!
 
    
 
   Action Steps:
 
    
 
   Keep a journal to jot down thoughts and ideas.
 
   Collect all your data and make sure they are based on facts.
 
   Present to your colleagues for proper calibration of skills within your team.
 
   Never pass up the chance to educate whether in a formal or informal manner.
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   We’re almost down to the last strategy on this guide! 
 
   Introverts are very deep people who focus on understanding other people and situations. It is through observation that introverts are also known to be great mimics. Because they notice more subtle signs and absorb them, it is easy for an introvert to reflect it back to the source.
 
   Sometimes these observations can be called upon when introverts need to assume a more extroverted role. This is why you need to be a good actor.
 
   In sales you assume so many roles, so why not assume the role of being the best salesman in the field? 
 
   Observe how your top performers do their jobs and emulate what they do to get the same results. Discuss their techniques and ask for tips to help you with your sales calls.
 
    
 
   Action steps: 
 
    
 
   Observe how great salesmen deliver their pitch and emulate.
 
   Set a definite schedule for your business interactions and follow them accordingly.
 
   Get into the extrovert mind set.
 
   Become an extrovert for an hour or two in order to deliver your pitch. This will take some acting effort so remember to stay in character during that time.
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   When you are busy, there is no chance for you to second guess your decisions. You’ll also be subjected to multiple interactions with other people from customers to colleagues needing help or providing you with it.
 
   This may seem like a terrifying ordeal for introverts but if done regularly, you should be able to adjust and become comfortable in this type of situation.
 
   The key to achieving this is proper planning ahead of time in order to properly organize your order of the day. Work towards accomplishing everything you’ve planned for the day in the order you’ve set it. Ask for assistance or delegate when needed. Work smart all the time. Being busy does not mean over burdened with work!
 
    
 
   Action Steps:
 
    
 
   Keep a work journal and fill each second of your day with work-related activities.
 
   Remember to allot time to relax at the end of the day so that you will have enough energy to do it again tomorrow!
 
    
 
    
 
   Final Note on selling: Believe in yourself and you can become another introvert who succeeded in sales!
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   Why introvert is not a bad word.
 
   Let’s begin by finding out what is the general perception about an introvert person? Most of you will say a shy person, who intends to turn inward is an introvert person.
 
   Yes, it is true, but it’s only half the knowledge. Let’s gather a more elaborate perception on introverts and the extroverts at the same time.
 
    
 
   Introverts:
 
   -         An introvert is a person who retreats mentally
 
   -         He is shy
 
   -         The adjectives that can be attributed to them are
 
    
     
     	Quite
 
     	Self-conscious
 
     	Apprehensive
 
     	Bashful
 
     	Cautious
 
     	Circumspect
 
     	Demure
 
     	Different
 
     	Fearful
 
    
 
   
 
   Extroverts:
 
   -         An extrovert is a sociable person.
 
   -         He is outgoing.
 
   -         The adjectives that can be attributed to them are
 
    
     
     	Demonstrative
 
     	Approachable
 
     	Civil
 
     	Communicative
 
     	Cordially
 
     	Expansive
 
     	Easy
 
     	Friendly
 
     	Gregarious
 
     	Genial
 
     	Informal
 
     	Kind
 
     	Open
 
     	Sociable
 
     	Sympathetic
 
     	Warm
 
    
 
   
 
    
 
   Now, that you have read both the columns, may I persuade you to look at the column of the introverts once more. What do you see? You see a person who is cautious, quiet, self conscious. Ask yourself, are these bad attributes? If not, then why beat yourself up for being an introvert?
 
   Talking about perceptions, there is a general misconception to confuse an introvert with a loner. Though you might find the behavioural symptoms to be far too similar, they are, in fact, two very different persons.
 
   A loner is a person who likes to be in his own company. He likes spending time with himself and generally avoids interacting with others.
 
   An introvert, on the other hand predominantly lives in a world of his own. It is not like that they don’t want company, but socializing becomes an exhausting process for them.
 
   And talking about a world of their own, to quote from Looking at Type: The Fundamentals Using Psychological Type To Understand and Appreciate Ourselves and Others by Charles R. Martin,
 
   “I like getting my energy from dealing with the ideas, pictures, memories, and reactions that are inside my head, in my inner world. I often prefer doing things alone or with one or two people I feel comfortable with. I take time to reflect so that I have a clear idea of what I'll be doing when I decide to act. Ideas are almost solid things for me. Sometimes I like the idea of something better than the real thing.”
 
   The author further says,
 
   “The following statements generally apply to me:
 
    
    	I am seen as "reflective" or “reserved"
 
    	I feel comfortable being alone and like things I can do on my own
 
    	I prefer to know just a few people well
 
    	I sometimes spend too much time reflecting and don't move into action quickly enough
 
    	I sometimes forget to check with the outside world to see if my ideas really fit the experience.
 
   
 
   So, your first job is to accept yourself as an introvert and not as any handicap, socially challenging human being. Let’s give you some power-points. Do you know some of the greatest, outrageously successful people that you know are actually introverts?
 
   Do these names sound familiar?
 
    
    	Bill Gates
 
    	Abraham Lincoln
 
    	Albert Einstein
 
    	Rosa Parks
 
    	Mahatma Gandhi
 
    	Warren Buffett
 
    	J.K. Rowling
 
    	Audrey Hepburn
 
    	Courtney Cox
 
    	Emma Watson
 
   
 
   From leaders, to scientists, to authors and even your favourite TV star – look what they have achieved, how far they have come.
 
   Now, time for some business, we are going to show you how exactly you can become a pro in networking.
 
   Before starting off, here is an exercise for you.
 
   Go find someone you know, and then chat with him/her for 10 minutes. During that 10 minutes, you should talk about yourself. I know talking to someone about yourself seems awkward, but just do it for 10 minutes.
 
   We have tried this exercise in several workshops around the world. Results? Everyone introvert can talk about themselves for more than 10 minutes! They talked to strangers and yet they actually enjoyed the conversations. So we are very confident that everyone, no matter you whether are extrovert or introvert, can perform well in networking events.
 
   


 
   
 
  




 
   Recap
 
   ●           There are many attributes that make an introvert different from extrovert, but these attributes are not bad.
 
   ●           An introvert may not necessarily be a loner.
 
   ●           Many famous people are actually introverts
 
   ●           Introverts can also be talkative
 
   Actions
 
   ●           Take a pen and paper, think and write down 3 things that you hate about networking events.
 
   ●           Personalise what do you want from the networking event and why is that so important to you.
 
   Writing these things will help you to prepare yourself for both the best and the worst from the events. You would know what to expect from others and yourself.
 
   ●           Research and make a list of events that you can attend (you do not need to attend all events you love because that can exhaust you)
 
   Now, let’s prepare you for one networking event in the next chapter, shall we?
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   You begin with an advantage point. If the introverts are good at anything, it’s planning. Here’s what you should do:
 
    
    	Set one small primary goal
 
    	Give attention to every small detail. This will help you to focus one small thing at a time finally giving way to your goal of the networking event. And working one small step up doesn’t make the task difficult at all.
 
    	Also set one secondary goal. If you manage to do this as well, then not only are going well but will also improve how you feel overall and lessen your apprehensions.
 
   
 
   Planning will be incomplete without this very crucial step – research
 
    
    	Most events give you the option of finding out who else will be attending the event. You can easily choose one or two individuals you really would like to talk to. Once that’s done, do some research on them. Google them! So that you can have a reason to approach them at the event and ensure a fruitful conversation.
 
    	Making sure that you know how to get to and from the event has two advantages. First, you won’t be showing up at the wrong venue and secondly you can calculate the time needed to reach the venue so that you can start off and be there on time.
 
    	Read the day’s newspaper. Take note of the interesting events. It might come handy to start and ensure a conversation.
 
   
 
   Let’s not forget – practice makes a man perfect
 
    
    	When someone asks you about yourself, that’s a good chance to make a good impression. And that’s where people, not only introverts tend to fumble and fail. Write down and practice what you are going to say about yourself. Make sure to make it interesting. The more you practice the easier you will find it to say.
 
    	Also think how an extrovert person would express and promote himself. Take help of books and internet. You might come across something that you too would want to enlist. And picking up a good trait is something but presenting it as your own needs practice.
 
   
 
   Don’t forget the reward
 
   More often than not, motivation helps us do things that we generally find challenging. Promise to reward yourself once you have met the goals you have set for yourself. It can be ice-cream, a new pen, a new tie – you know the best what motivates you.
 
   Last but not the least, don’t forget to energize yourself
 
    
    	Before the event, make sure that you do something that calms you and also gives you refreshing energy. A bath or hitting the gym can be a good idea.
 
    	Also eat food that comforts you – relaxes you.
 
    	And don’t forget a good night’s sleep the day before the event.
 
   
 
   


 
   
 
  




 
   Recap
 
   ●           Take the advantage of being an introvert – Planning and Research
 
   ●           Rewarding yourself after achieving your small goals in an networking event motivates you
 
   ●           Do the thing that can calm and comfort you. Get yourself relaxed.
 
   ●           Enough sleep is important.
 
   Actions
 
   ●           Set 1 small goal for attending the event e.g. talk to 1 person
 
   ●           Set 1 secondary goal
 
   ●           Research the attendees
 
   ●           Think about what to say when you talk about yourself and practice
 
   ●           Read the news of the day of the networking event
 
   ●           Do something to calm yourself before attending the event
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   Now, we have covered the basics of the planning and preparation portion. But facing the event in reality can be a totally different ball game altogether.
 
   Here are some hacks that can apply there.
 
    
    	Think about the fun things you can do with the name tags – bring out the comic relief
 
    	Always try to approach two people who are together at an event
 
    	When two people are talking to each other at an event – they normally mean
 
   
 
    
    	They are friends who have come to the event together and they know that should be networking, or
 
    	They are two people who need an excuse to be together.
 
   
 
   Either way, it will be a good thing to join the conversation. And DO NOT think that you are bothering people.
 
    
    	A good way to start a conversation would be to hand over your card and ask for the other person’s in exchange. When they give you the card, make sure you praise the card. After all, who doesn’t love some complements.
 
    	Always take some time out.
 
   
 
   Things might get a little overwhelming for you at times. When feeling such way, make sure you take out 5 minutes and go out to an area that is quiet and less crowded – or a place you know you don’t need to be networking – the terrace or the street. However, these time outs should not be a frequent matter otherwise you would be out of sync with the event. For example, you can take one time-out after you have achieved your first goal.
 
    
    	Always listen – listening caters to one of the major attributes of an introvert. One of the best ways to be a part of the conversation is to listen and figure out what the people are talking about to each other. When they say something interesting – that’s your golden ticket to enter the conversation.
 
   
 
   Listening will also help you to ask somebody their opinion on a particular topic. People love it when they feel that their opinion matters and they feel important.


 
   
 
  




 
   Recap
 
   ●           Name tags are useful to start a conversation
 
   ●           Approach two people who are together at an event
 
   ●           You can start by approaching someone and handover your card
 
   ●           Always take some time out.
 
   ●           Always listen
 
   Actions
 
   ●           Go to an event and achieve your small goals
 
   ●           If you can accomplish the gaols then reward yourself.
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   On your way back home, analyse your activities. Do not forget to follow-up
 
    
    	Be honest and if you find yourself to have reached your goal, then give a pat on your back.
 
    	Analysing will also help find where you have failed. Take notice – so that you can work on them and do better at the next event.
 
   
 
   Follow these guidelines and emerge as a more confident person at the next gathering.
 
   However, as an introvert you must know that there are other fields, other activities where being an introvert is like going down a spiral. Here are some quick hacks – 
 
   For Online Networking, the best practices would be to get involved in
 
    
    	Emails
 
    	Group discussions
 
    	LinkedIn
 
    	Blogs
 
   
 
    
 
   Recap
 
   ●           Be honest to yourself when evaluating the networking event
 
   ●           Online marketing may be a good way for introverts to network
 
   Actions
 
   ●           Evaluate your performance in the event
 
   ●           Follow-up, send email, or call people that you have gathered their contacts
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   Here are 15 quick, easy and essential networking tips for an introvert
 
    
    	Be Your Own Event Master
 
   
 
   If the case was different, if you were game for any kind of networking and meeting any kind of people, then deciding which event to attend and which one to skip would not have bothered you. Since you are not, and since you perhaps prefer environments where you can meet and interact with people of your choice then perhaps it is better that you create your own events. Let that be a dinner party, a book reading party or anything that you might fancy.
 
    
    	Understand Your ‘Game’ Time
 
   
 
   As it is for introverts, you need an extra bit of push and motivation to attend any event; to top that if that event happens to happen at a time of your inconvenience, then going will get tougher for you. Since for introverts, networking needs a bit more of a cognitive attempt, try to arrange your schedule according to a time that suits you the best – when you are less tired and then you can give more effort in the communication.
 
    
    	Consider Your Networking Possibilities
 
   
 
   Try to analyze what you can achieve if you skip attending the event. At the same time, try to find out who all are going to attend the event and whether or not they are your networking potentials – it can be friends, relatives or colleagues and even potential clients. If the attendees contain people you know, contact them to ensure whether they will be coming and consider if you are likely to get in contact with them. Going to an event which doesn’t hold any networking possibilities for you will be a futile effort.
 
    
    	Take Time-Offs
 
   
 
   Continued exposure to networking can actually cause a setback. In the midst of a busy week, back to back networking opportunities can be turned down. The logical reason behind this is the fact that you will not be able to tap the full potential of the event because you are going to be emotionally exhausted. As said before, introverts recharge themselves from their time alone. Take some time off, recharge yourself and you will be all set to grab the next big networking opportunity.
 
    
    	Make The Right Choices
 
   
 
   Often you are invited to large, noisy events. Keep in mind that these events are not meant for intimate relations but for making the initial contacts. So, use your time and energy more judiciously. Spend just enough time with a person so that you can email or SMS him later for a more intimate one-on-one meeting. So, make quick contacts and escape.
 
    
    	Choose What You Love
 
   
 
   Get involved in things that make you happy – it can be art class, hiking group, reading group, cheese meet up and practically anything. Among like-minded people, relationships will automatically flow and you will find networking with them easier. And you never know, these groups can offer you good business contacts and even friends of a lifetime.
 
    
    	The Body-Language
 
   
 
   Your body language reflects on both you are the other person you are trying to interact with. Don’t look so serious and bothered. Loosen up a bit. In fact, smile your way through the networking. Smiling not only makes you look approachable, it also makes you feel better about yourself. Also, make eye contact and try not fiddle with cloth or ring. It shows that your mind is wandering away. But if you find it hard to stop fiddling, then grab something. A glass of the drink, a booklet to keep your hands occupied and your mind alert. However, cell phones are not recommended.
 
    
    	Enjoy The Moment
 
   
 
   While having a conversation, don’t always worry about what to say next. Be in the moment, relax and don’t worry about what the other person might be thinking. You can also use moments like this to enhance your listening abilities. Listen carefully what the other person is talking about so that you can get back to the conversation when something interesting pops up.
 
    
    	Seek An Introduction
 
   
 
   At an event, if you really want to meet any person, don’t hesitate. Just try to find a common connection and then ask him to introduce you. On social networking sites, these types of introductions can be easily established. In an event, it is best to ask the host of the event for the introduction.
 
    
    	Be Informed
 
   
 
   An easy way to beat the networking challenge is to be in a position where people will approach you for information. For example, if you are throwing the event, try to learn everything – from who catered the food to how vintage the wine is – just don’t lay back by designating tasks.
 
    
    	Quality Matters – Not Quantity
 
   
 
   Having thousand of LinkedIn contacts does not make you a networking pro. It doesn’t matter if you only have a hundred. What matters is that those hundred people are the ones on whom you trust, depend on and believe in. And when the time comes, those hundred people must also think that they can rely on you. Number of friends on Facebook should not be a status symbol; number of loving, trustworthy and dependable friends should be. Give them correct information about yourself and don’t try to pull off something that you are not.
 
    
    	Step Out Of Your Comfort Zone – Don’t Go All Out
 
   
 
   It is desirable for you want to be networking with like-minded people but just sometimes you need to get out of your comfort zone. You need to communicate with people who are different – this will help you to learn, get new opportunities and grow. They might not be the people with whom you are most comfortable with but new people lead to newer experiences. Just don’t push yourself too much. Take one step at a time.
 
    
    	Bring Out What You Are Good At
 
   
 
   Don’t worry if you are not good at networking with large-groups – if you are good at one-to-one conversation, do that. One person at one time, this will slowly bring you to the top of the networking ladder. Also, during the talk, talk about things you are good at. Unlike extroverts, introverts find it difficult to talk about themselves. However, it’s not rude to talk about something you are good at –   in fact; it can be a good conversation starter. Just remember, not to brag about it.
 
    
    	Reach Out
 
   
 
   This is a golden rule of networking. Always you reach out first. In fact, start now by reaching out to someone who means a lot to you. An email, an SMS or anything that you find convenient- do it today. Let them know that you care.
 
    
    	Appreciate Your Introversion
 
   
 
   Introversion is not a malady. So, don’t try to cure it; get over it in order to become a successful networker. Introversion is simply a preference, a way for you to receive your energy. When you understand and accept it, you will realise that you are being able to spend more time in optimizing the time spend with your ideas – you can refine them and recharge yourself. This makes you a more powerful and persuasive human being in networking situations as you might have never thought about yourself.
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   When you are working as an introvert, there are a few things that might facilitate your work.
 
    
    	Tasks, most which can be done alone.
 
    	Use of headphones so that you can work in privacy.
 
    	A quiet and private workplace where that task can be done without any interference.
 
    	A job which requires the least possible human interaction.
 
    	A job which requires little to none group projects.
 
   
 
   Since a job which matches the above criteria cannot be assured - thus coping up with the situation in hand is the best you can do. Try to make friends at your workplace – once you get to know your colleagues well, opening up in front of them will be easier.
 
   However, the challenges of a workplace seem lenient when compared to the challenges of an interview.
 
   A job-seeker need to keep these points in mind:
 
    
    	Rehearse for an interview. Google the common questions asked in an interview – like things about yourself, your goals, strengths, weaknesses, etc., so that your answer appear to be more confident and well-sorted.
 
    	Practice meditation – this will calm your nerves and relax you.
 
    	Focus on the goal of the interview – success is what you seek.
 
    	Do not apologize for being shy. In fact, if asked try to mould your inversion as one of your strong points.
 
    	Do not forget to follow-up your interview with a thank-you note.
 
    	It is possible that you have mastered digital communication, since you are a shy person. Use email to communicate.
 
   
 
   


 
   
 
  




 
   Recap
 
   ●           There are certain environments that make an introvert perform better. As an introvert, you may want other people working with you know about these points
 
   ●           For job seekers, there isn’t any bad as in introvert. You don’t need to apologise for  that.
 
   Actions
 
   ●           Tell people working with you about how they can work better with you – an introvert
 
   Here is another exercise for you to overcome the networking woes.
 
   This 10 minute exercise will require you to
 
   ●           Get into pair with your friend, colleague or family.
 
   ●           Then, take turns to talk about your job/business or likes and dislikes.
 
    
 
   There 2 main objectives of this exercise
 
    
    	To make you feel comfortable talking about yourself.
 
   
 
   To bring your mind to a point where you will listen attentively to what the other person is saying so that you can come up with a desirable follow up.
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   There are four pillars of a sound networking. They are so important that if even one of the pillars is missing or out of place, the entire structure will fall apart. And these pillars - you can apply not only to networking as well as all the other parts of your life.
 
    
    	The BUILDING BLOCKS of networking – understanding them and how to view your network.
 
    	How to EXPAND your network – by looking at the right places.
 
    	How to ENGAGE your network – in an effective manner.
 
    	How to MAINTAIN your network and stay accountable – in order to deepen the relationship.
 
   
 
   To give you an insight, here are some social hacks that may be useful for you  – 
 
    
    	First to distinguish whether you are an introvert or simply shy or even anti-social
 
    	Once that is done, you need to ask yourself a few questions
 
   
 
    
    	Do I need to turn to extrovert?
 
    	Do I need to pretend like an extrovert?
 
    	If not, then how can overcome the shyness and anxiety related to networking?
 
   
 
    
    	Opt for online networking – that lessen the intimidation of face-to-face conversation. Webinar is a suggestion.
 
    	Attending bigger events – talks and seminars
 
    	Taking initiative and asking questions is the best start to networking
 
   
 
   (You may refer to this article about Overcome Shyness in Social Situations for Good : http://bit.ly/1y9pwV8 ) 
 
    
    	How can you stay back a while after the event to deepen the networking
 
   
 
   Just remember, it’s never too late to get started and reach out. Do your bit today and come out as a better networker tomorrow.
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   Introverts tend to be turning “inward” or focus more on internal feelings, thoughts and moods. They prefer not to seek external stimulation. The end of this scale in the continuum is extraversion. By and large, introverts can be described as thoughtful, private and self-aware individuals. They enjoy understanding details and they learn through observation. 
 
   Because of their inward focus, some people view them as aloof and arrogant. On the contrary, most introverts have a genuine interest in others. They are also warm and powerful. Introversion may be less outer-oriented, but it is not necessarily associated to shyness. 
 
   Here is a list of some behavioral signs, traits and attitudes that apply to introversion. Check to see if more than one of these signs apply to you:
 
    
    	You prefer having some personal time. 
 
   
 
   For you, quiet personal time is very important. You would rather listen to music, read a good book or play video games when you have the chance. Even though you like social get-togethers, you consider time for yourself as vital to your well-being.
 
    
 
    
    	You have the tendency to keep your emotions private.
 
   
 
   You have friends and you may like talking and sharing life with them, but you keep your emotions to yourself. You prefer to mull over your joys and sorrows in the comforts of your solitude. 
 
    
 
    
    	You think best when you are by yourself. 
 
   
 
   Whenever you need to come up with a creative proposal or a solution, you work on the problem by yourself. It does not mean that you cringe at the thought of having discussions or meetings with other people. It is just that you favor self-knowledge and self-understanding. You need the chance to reflect quietly before you can produce results.
 
    
 
    
    	You do not like the limelight.
 
   
 
   In academic and social situations, other people are very keen and eager to go – but not you. You are satisfied to just sit back and allow others to be the head and take center stage. You are not the first to raise your hand to volunteer for something or to ask a question. You just go with the flow.
 
    
 
    
 
    
    	You do not volunteer your opinion. 
 
   
 
   You prefer to keep your views to yourself. It reflects your inner desire to focus your thoughts and attention inward. People tend to ask your opinion especially in public situations like a family gathering or a staff meeting. 
 
    
 
    
    	You prefer quiet and solitude even in public places.  
 
   
 
   When you are riding the bus or just walking along a crowded street, you yearn for quietness. You shun interaction, especially with strangers, so you keep your head down or look straight out front. As much as you can, you wear earphones for added protection from outer noise. 
 
    
 
    
    	You do not like small talk. 
 
   
 
   You do not chat with everyone about everything, especially those with whom you get into casual contact. You keep your thoughts to yourself because you feel that it is no one else’s business. Some people may leak out to others whenever they feel stressed, but you keep your bad mood to yourself. You only share private reflections with people who are very close to you. You are more gregarious and sociable around familiar people and become reserved with unfamiliar ones. 
 
    
 
    
    	You do not reach out voluntarily. 
 
   
 
   You do not pass the time by simple socializing. You only initiate communication when you do not have a choice – like if it was your job. When there is a social event, you find it demoralizing when someone says “no” to you or personally rejects you, so you simply send your request through emails or text, not phone calls. You do not start reaching out to social circles; instead, you just respond to communications you receive. 
 
    
 
    
    	You dislike conflict and do not engage with emotionally bothered people. 
 
   
 
   You do not want to be in the company of people who are mad or upset. You avoid them as much as possible. You feel very sensitive and distressed when you are around them. You may even see them as a potential threat to you. 
 
    
 
    
    	You help draw out other people’s potentials.
 
   
 
   In a group of self-starters, an introvert can be a great leader. As someone who enjoys understanding details and learning through quiet observation, you can help a team reach its goals by drawing out the latent talents and abilities of each member. However, when a spark is needed to get things going, you may draw back and may not be the best guide.
 
   Being an introvert is quite advantageous. Because you tend to reflect on your own thoughts, you are not easily bored. You need very little social stimulation. Likewise, it is less likely for you to make social gaffes. 
 
    
 
   The only drawback is when people see you as anti-social. They may even think that the reason behind your aloofness is that you think you are more superior to them. 
 
    
 
   To grow more, you need to be more open about revealing your feelings and thoughts. It is best to be true to your personality while practicing a little social engagement. Public speaking is one such engagement. In the next chapters, you will find tips and guides on how to take advantage of your personality. You can turn your introversion into strengths and make the best of your world. 
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   If you are an introvert, then note you are a very wonderfully complex and creative person who can bring a dramatic change to society. Even if other people see you as anti-social, they cannot deny the fact that you have special qualities that are unique to your personality.
 
   Here is a list of top advantages of being an introvert:
 
    
    	They have a strong ability to concentrate. Since introverts are more inclined to focus inward, their concentration levels are high. They can sit for hours on end taking one subject or tackling one problem until they get to a solution or decision. They have a keen sense of observation and they understand even the minutest details. 
 
    	They are very creative. Introverts think out-of-the-box. Because of their ability to concentrate, they can think of various ways to do something simple. They do not limit themselves to what is available. 
 
    	They are flexible. Introverts can adjust to any working environment because they do not feel the need to be on top. People may either disregard or praise introverts, but it will not matter. They will continue doing what they need to do. They can easily go with the flow and mull over reflections in their personal time. 
 
    	They are independent. Introverts can do their work autonomously. They do not rely on other people to help them accomplish something. They draw out their own talents and abilities. 
 
    	They are very analytical and complex. Introverts do not require group stimulation or group dynamics to be productive. They generate ideas by themselves. Because they are usually quiet, they observe everything and analyze the dynamics of what is going on before them.
 
    	They are very smart. Introverts spend more time studying than they do socializing. They prefer reading books, doing research, listening to various kinds of music, reflecting on things and observing their surroundings. Because of this, they gain knowledge and better understanding – whether with academics or in society. 
 
    	They are very responsible. Introverts rarely speak up, but it does not mean that they do not have the brightest idea. The best talker or the most dominant person does not necessarily have the best inspiration or solution. The more freedom of personal thought that an introvert has, the more he will dream of creative and unique solutions and strategies. Introverts take their jobs seriously and give it their best.
 
    	They work well with others. Because they have a good sense of responsibility and flexibility, they work well with any group of people. They rarely get into arguments or give emotional outbursts. They hardly ever insult anyone or berate people for not doing something right. They listen to other people’s ideas and proactively allow them to run these ideas to fruition. 
 
    	They are self-reflective. They mull over their victories and failures, the challenges they face, their strengths and shortcomings. Because they reflect on how they fared or missed something, they have the strong tendency to rise above circumstances and letdowns and strive to get better. They do not need outward motivation because they can encourage and challenge themselves. 
 
    	They maintain long-term friendships. Because they are not highly social, introverts tend to be loyal and nurturing with the existing friendships that they have. This trait is especially apparent on one-on-one relationships.
 
    	They are humble. Introverts do not feel the need to be the star. They do not like the idea of putting their stamp on everything. They hate the limelight. They will do something wonderful and not wish to take credit. They may draw back socially, but they work best and are very productive behind the scenes. 
 
   
 
   Therefore, if people say you are an introvert, take it as a compliment! 
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   An introvert may be someone who dreads standing up in front of a large audience to give a presentation. Compared to an extrovert who is excitedly looking forward to a presentation, an introvert would rather that it was over. 
 
   However, an introvert has a good head start with public speaking when matched up against an extrovert – because public speaking is more than just standing up on stage.
 
   The introvert understands the importance of what goes on behind the scenes prior to a presentation. In the days prior to the speaking engagement, the speaker should put all his thoughts, ideas and props together. It takes determination and skill to put together many different things into one cohesive presentation designed to wow a crowd. 
 
   Preparation is sometimes a solitary thing – like writing. An introvert will find it easy to get away by himself to shape his ideas. Without assistance, introverts can gain access to relevant information, put it down on paper and build a presentation around the gathered information. 
 
   Solitude is the environment where an introvert thrives. He will find it easy and stimulating to read, research, create and construct ideas alone. 
 
   Comparatively, an extrovert may not find it easy in the beginning. While he enjoys talking, he may not be able to build a text by himself. He may need to ask other people for help with research and in terms of putting ideas together. He loves to be the presenter – the center of attention. He can discuss ideas no matter how related or unrelated they are, and that may prove to be a problem. He would need more time and probably more help in consolidating only the relevant ideas to his presentation. 
 
   The introvert understands that the room may contain many people who have different questions. While he would rather avoid them, he can construct his presentation in such a way that he delivers a message that answers those questions. Being a reflective individual and keen on details, he will conduct extensive research that will supply the needed information. He wants to deliver something of quality – something that will leave no stone unturned – so that people will not have to come up to him to talk.
 
   The extrovert may find it extremely uncomfortable to sit down and mull over ideas and possible thoughts the audience might have. Uncertainty drains him. Without stimulation, an extrovert may leave his preparation to go out and talk to somebody. He has less desire to plan his presentation and will eventually settle for what he has come up with, regardless of quality. He will rely on his capacity to wing out the presentation using his verbal skills.
 
   Because of good preparation, the introvert knows exactly how his presentation will turn out. He has taken time – alone – to understand how things work and he knows that they work. 
 
   The audience, no matter how big a crowd it is, will not faze him. Social skills will not be such a big deal when he knows that he got his details to a T. That is where his confidence will come from. He is in control.
 
   The introvert is totally prepared and that is the best head start anyone can ever have in public speaking and in every area of life.
 
   


 
   
 
  



[bookmark: _Toc432953266]public speaking 4 Tips to Enhance Public Speaking Skills for Introverts
 
    
 
    
 
   Public speaking is a dreaded engagement. Most people cringe at the very thought of standing before a group of people, much less talk. However, it is something that you should not dread – especially if it is part of your work. 
 
   You need to focus on delivering a speech or a presentation effectively. To do that, you must eliminate the fear. This is often the main concern for introverts – they fear being in front of people, much more speaking to them! 
 
   As an introvert, you may be nervous or shy, but if you work on developing your skills, you will soon find yourself enjoying the talk. You do not have to be perfect, but you need to deliver well.
 
   Great public speakers are not superhumans. They just worked hard at what they do, and you can do the same. Even if public speaking may prove to be a gargantuan task for the introvert, it is not impossible to accomplish.
 
   Here are some things you need to learn to enhance your public speaking skills:
 
    
    	Take time to prepare. This is the best asset an introvert has when it comes to public speaking. He can commit himself to prepare!
 
   
 
   It is an overused saying: preparation time is never wasted time, and it is true. To have a speech that flows logically, you need to put your ideas together. You need to write them down and arrange them in such a way that they flow coherently and smoothly. Add in those significant stories, props and examples in a way that makes the general thought consistent. 
 
   Watch other great speakers or similar presentations on video for some inspiration. Read transcripts of speeches so you can see how you can articulate yours. 
 
   In the next chapter, you will find tips on how to create speech notes that will be helpful in delivering your speech. 
 
    
 
    
    	Endow your crowd with what they want and need.
 
   
 
    
 
   If you are supposed to give an inspirational talk, then think about what your audience would like to hear and what will lift them up. As an introvert, you have an advantage. You can internalize and concentrate on what you think the listeners will need and benefit from. You can easily put yourself in their shoes and make a good speech. 
 
   Remind yourself that you have what the audience needs – you are the reason they need to listen. Relate to them and concentrate on the reason they need to hear what you will say. 
 
    
 
    
    	Focus on the positive.
 
   
 
    
 
   Introverts are known for their ability to focus inward. Use this strength to your advantage. When you feel nervous, maintain your focus. You are not trying to impress your audience and you are not trying to be a star. When this is your mindset, you can deliver your speech freely and gracefully. 
 
    
 
   What are your other strengths? Are you a storyteller? Do you like cracking jokes? Incorporate these traits into public speaking and you will feel more at ease. If you are one who can explain complex ideas and break them down into more understandable bits then enjoy doing so. Do not focus on your weaknesses and try to be something that you are not. 
 
    
 
    
    	Remind yourself that it is a performance.
 
   
 
    
 
   Train yourself to be more by getting in touch with your acting skills and on-stage character. Public speaking requires a skillful and lively presentation. Even if it does not come naturally to you, take the time to practice the art of acting. This will also help you overcome anxiety.
 
    
 
   Normally, introverts will shun performance since they prefer to be backstage or behind the scenes.  To overcome this, you can practice at home, in front of the mirror, or in front of friends and colleagues with whom you are comfortable.
 
    
 
    
    	Begin your sessions with a smile. 
 
   
 
    
 
   Smiling can make you feel at ease. More than that, it can make your audience feel at ease. When your audience smiles back at you, you tend to feel more relaxed and more confident about what you are doing. It is always good to start everything light.
 
    
 
   An introvert will most likely feel ready to speak when enveloped in a warm atmosphere, in an environment where he feels safe and accepted.
 
    
 
    
 
    
 
    
    	Get comfortable.
 
   
 
    
 
   Go to the location where you will make the presentation or speech before the event date. This will give you a sense of security and confidence, as you feel comfortable in the venue. 
 
    
 
   Another thing you can do, if allowed, is to invite close friends and family who can support you while you are speaking. When you get anxious, you can throw them a glance and get encouraging looks in return. Even if you cannot actually see them, especially if it is a big crowd, you will still be comfortable knowing that they are out there supporting you.
 
    
 
    
 
    
    	Use a story to commence your speech.
 
   
 
    
 
   Stories have the potential to peak interest. Tugging a few emotional strings can get your audience hooked up on you. Stories also help set the tone – you engage your audience in mood, place and time. When wrapping up a speech, you can deliver an afterthought on the opening story so the audience will feel satisfied having gone a full circle experience with your presentation.  
 
    
 
    
    	Communicate interactively with your audience. 
 
   
 
    
 
   Consider asking your audience some direct questions. A communicative theme will give you some active participants. Additionally, it will help ease the nerves that the spotlight is giving you. You can even do some role-play scenarios to exemplify your points.
 
    
 
    
    	Have some down time. 
 
   
 
    
 
   Introverts find public speaking a very energy-draining experience. Make sure that you get some alone time before and after the event so you can recharge and reflect on the experience. This will make your speaking engagement more enjoyable for you. 
 
   


 
   
 
  



[bookmark: _Toc432953267]public speaking 5 how to create speech notes
 
    
 
    
 
   A key to confidence in public speaking is to know that you have a good speech to deliver. Take time to write your speech and make speech notes. Because you are an introvert, this activity is not hard for you because you are wired for focus. You can sit and dedicate your attention for hours of preparation. You can also organize your thoughts and ideas without minding distractions.
 
   Observe the following tips in writing your speech and using speech notes so you will have the self-assurance you need when you get up on that stage. Remember, preparation is half the battle. 
 
    
    	Write all your thoughts down on what you want to talk about. Organize your paragraphs well, making sure that you have a good opening statement and a memorable closing. Check that your transitions flow smoothly, that your choice of words are appropriate and your sentence structure is impeccable. 
 
   
 
   Make sure you have a special conclusion as well. You never know if you will run out of time and you need to end your speech. Make that conclusion brilliant so it will not look as if you abruptly ended your speech.
 
    
    	When you have finished mapping out your speech, read it aloud. You may stumble over words or phrases that you may not feel comfortable with, so feel free to change them into something that is easy for you to say. When you read your speech aloud, you get to hear the flow of your thoughts and the rhythm of your tongue. Make sure everything is slick from start to finish.
 
   
 
    
 
    
    	After making the fitting change, read your edited speech aloud again. To help you memorize your speech, highlight essential keywords. These words should help you remember the main thought you are trying to communicate. If the words don’t help, change them. 
 
   
 
    
 
    
    	When practicing, recite from memory. If you don’t remember something, make a pause and refer to your text (here is where highlighted words come in handy).
 
   
 
    
 
    
    	When you feel that your speech is perfect enough, you need to transfer the keywords on note cards or small cue cards. Choose the kind of cards that you find comfortable to use. You can hold these in your hands during your speech. This will be helpful if you feel uncomfortable and you don’t know what to do with your hands. However, you will be limited from making gestures.
 
   
 
    
 
   You can also use sheets of paper if there is a lectern. You can also use your iPad or tablet. (Remember to glance at these notes occasionally – if possible, only when you need to remember your speech. Your goal is to look at your audience and engage them.) 
 
    
 
    
    	When transferring your speech notes, organize your keywords. You can number them, make an outline of general headings, highlight them in various colors and write them large enough. Do what will make it easier for you to remember. Number your notes so you know their order.
 
   
 
    
 
    
    	When using your speech notes, make sure that the movement of turning the pages will not distract your audience. 
 
   
 
    
 
    
    	If you are going to use statistics or lengthy quotes, ensure that you use and read the exact words. It is okay if you have not memorized it and you will read the information from your notes. It will show the audience that you are being accurate. 
 
   
 
    
 
    
    	Use the speech notes when you practice so that you know how to act naturally between delivering a speech and glancing at your notes. 
 
   
 
    
 
    
    	In speech writing, make sure you don’t write out a speech that you don’t like to make. It won’t sound natural and you will not be comfortable delivering it in public.
 
   
 
    
 
    
    	Remember to incorporate stories, quotes, examples and other materials to keep the interest of your audience. 
 
   
 
   


 
   
 
  



[bookmark: _Toc432953268]public speaking 6 Tips on Using Visual Aids for Public Speaking for Introverts
 
    
 
    
 
   Even with ample preparation, introverts may find public speaking a bit intimidating. This is where visual aids and props come in handy. 
 
   Visual aids are effective in supplementing one’s speech or presentation. While words can form images in the audience’s mind, props and visual aids help them understand what is being said because there is something that they can see with their eyes. Moreover, an introvert public speaker will find it more comfortable if he is holding something or if he knows that the full attention of the audience is not solely on him. 
 
   Here are some guidelines on using props and visual aids during a presentation or a public speaking engagement:
 
    
    	Props and visual aids should be unique, attractive and colorful.
 
    	Props and visual aids should not be overly dazzling that they become a distraction. 
 
    	Props and visual aids should not be too small or too big. 
 
    	Props and visual aids should not be too many or too few. Choose and use just enough to keep interest and make sure they are relevant to the subject of the speech.
 
    	You can use graphs, charts and diagrams, but make sure you do not turn your back on the audience when you read from them.
 
    	You can use photographs and sketches.
 
    	When you use maps, remember to keep them simple and clear.
 
    	When you use PowerPoint or keynote slides, the main points and bullet points should be brief and clear. No long lists. 
 
    	You can use handouts as visual aids as well, but make sure to distribute them before the presentation or speech.
 
   
 
   One final tip: never use props or visual aids to avoid eye contact with your audience. The purpose of the aids is to enhance audience interaction, not avoid it.
 
   


 
   
 
  



[bookmark: _Toc432953269]public speaking 7 Turn your Introversion into Strengths to Make You a Good Public Speaker
 
    
 
    
 
   Introversion is not a weakness. It is an exceptional personality with exceptional strengths. Here are a few tips to help you flourish in public speaking:
 
   1.              Recognize your need for some time to rest. 
 
   You need to rest before and after your public speaking engagement. Introverts can restore their energy if they spend some time alone. While extroverts need social interaction to recharge their batteries, introverts need moments of solitude for the same purpose. 
 
   Rest means focusing on quality, not quantity. It is not just about getting more hours of sleep. As an introvert, you can stay on top of your game when you do things that restore your energy levels. Read, listen to music, watch a movie, paint – any activity that you can do alone. 
 
   2.              Learn to set some rules for interaction. 
 
    
 
   If you can make people at work understand how you socialize, then you can set some guidelines for interaction and communication that will be beneficial for all. For example, tell them that you prefer email or text compared to phone calls. 
 
    
 
   When preparing for a public speaking engagement, you can limit social interaction so that you can focus on writing your speech and practicing your delivery. Work in places where there is little to no interruption. 
 
   


 
   
 
  



[bookmark: _Toc432953270]public speaking 8 More Tips for the Introvert
 
    
 
    
 
   Once you have conquered your fear of public speaking, you will be on your way towards using your introversion and strengths to deliver great presentations. Here are more tips to enhance your introversion strengths. 
 
    
 
   You have to face that people think differently and you have to acknowledge the perception gap. As an introvert, you need to accept that there are certain perception gaps that exist. Perception can be considered a reality. The meaning of particular communications is the particular response that you get. You need to understand the nature and the consequences of the gap in communication so you can prevent adverse results. 
 
   Introverts do not wish to give negative impressions. However, more often than not, they do. Even as they are just as confident and competent in their work and relationships, their sparse words and silence can make people see them as insensitive, rude, gruff or withdrawn.
 
   Make an effort to make people around you feel that nothing is wrong. You do not necessarily have to make uncomfortable small talk, but make sure you connect with them regularly. Develop your social skills to fill in this perception gap. Smile often and be less serious. You can be reflective and self-aware without looking aloof. Speak up at the right moments. Remind yourself that the absence of words may result to misunderstandings. 
 
   You need to embrace your creativity and let it shape your career path. Introverts enhance their creative skills in quiet spaces with minimal interaction. They prefer writing to talking. They prefer research to oral presentations. They flourish in jobs that require concentration and focus such as programming, game development, design, writing and accountancy.
 
    
 
   However, this does not limit introverts to a few professions. They can also excel in areas that require social stimulation such as public speaking. The key is to develop their out-of-the box thinking and let it spill over their social dexterity. Introverts focus on depth not breadth and make great leaders.
 
    
 
   You have to recognize your social skills and work on building them, instead of completely changing them. Introverts think first and talk later. They do not immediately say the first thing that comes to their mind because they take the time to reflect. 
 
   Introverts are less demonstrative of their emotions. This allows them to avoid social guffaws. It also makes them more sensitive to people’s feelings. While this may be beneficial at certain points, you may develop this self-control into another form of strength. 
 
   Introverts do not share personal data or feelings with strangers. This is a good trait because you never know whom you are talking to. Privacy is very important. Introverts are more productive and social in more secure environments.
 
   The best thing an introvert can do is to commit to understanding himself and his strengths. It will benefit you more if you will concentrate on what you do best and focus on the positive aspects of your personality. 
 
   You need to stress less about what makes you different from the rest. Being the observant and reflective individual that you are, you see things from a different angle. Allow this to be a quiet strength and let it build your character. You do not need to be loud or heard for people to respect and appreciate you. You are a unique person who can add value to other people’s lives by simply being who you are.
 
    
 
   


 
   
 
  



[bookmark: _Toc432953271]Dealing with PRocrastination 1 tips and advice
 
    
 
    
 
   “Never put off ‘till tomorrow what may be done after tomorrow just as well” - Mark Twain 
 
   “You may delay, but time will not” - Benjamin Franklin
 
    
 
   [bookmark: _Toc357884166][bookmark: _Toc411700442][bookmark: _Toc432953272]Using Wisdom 
 
    
 
   To end procrastination, there are no hard and fast rules to ending work clutter and accomplishing more on a daily basis. As different people think and behave differently so only some modifiable guidelines are prescribed for people. 
 
   People are just requested to read those guidelines, realize them, and if they think they will work for somebody, then use them.
 
    
 
   [bookmark: _Toc357884167][bookmark: _Toc411700443][bookmark: _Toc432953273]Is It Clear? 
 
    
 
   Most people are not sure of what they want to accomplish. People have vague idea of what needs to be done, often it is not enough to motivate them to finally go for action. As people don’t know exactly what they want to do, so they end up procrastinating. 
 
   The simplest and most efficient way to solve the clarity problem is to write things down. Writing things down always changes the nature of an issue or task. An insurmountable task will appear more controllable and manageable, once you are able to write it down. 
 
   It is applicable to any kind of task. Writing things down also improves your grasp of what must be done. [bookmark: _Toc357884168]
 
    
 
   [bookmark: _Toc411700444][bookmark: _Toc432953274]Develop a Simple System 
 
    
 
   Some people feel lost without a fixed system. For them a  seven-steps guide is attached to beat the procrastination monster: 
 
   Step 1. Know exactly what you want to do. Don’t start until you have a clear idea of what needs to be done in the first place. So analyze the situation first. 
 
   Step 2. Put down your idea on paper, it helps in problem-solving skills around the task. Be realistic in setting goals, so that you don’t end up frustrated when time comes for accomplishment.
 
   Step 3. Don’t settle for “someday.” Every task needs to be accomplished on a specific date. For the challenging tasks, like quitting smoking or alcohol set a date for accomplishment without fail. 
 
   Step 4. Make a list to contain all those things that will make your job easier. Consider it as your task toolbox. 
 
   Step 5. Start planning. You have a goal and a toolbox now, so making a clear plan will be easier for you. 
 
   Step 6. Do it! You have goal, toolbox, and a plan. You are now very ready to accomplish what needs to be done. Don’t become paralyzed by thinking too much about what needs to be done. There is nothing wrong with planning, but too much thinking plus inaction is just as bad. 
 
   Step 7. On every day you will not be able to zero in on a goal and finish it within 24 hours. It is perfectly normal to have goals that require few days to accomplish. To keep yourself focused and motivated, write down a list of stuff that needs to be done to take you meeting your goal. That way, you are able to accomplish things bit-by-bit. 
 
    
 
   [bookmark: _Toc357884169][bookmark: _Toc411700445][bookmark: _Toc432953275]Be the Owner of Your Future! 
 
    
 
    
 
   Are you anxious about your future tasks in order to be successful in future? If so, then learn how to own your future.
 
   You can set control on future by planning ahead of time. Instead of planning just for a day, plan for a few days or a week. 
 
   Don’t be worried about future, just be prepared about those tasks that you have to do in the coming days. Jotting down the stuff that you have to do is definitely a big help, especially during those days that you need to accomplish a large volume of tasks, one after the other. You can also use this strategy to survive tasks that have numerous related steps. 
 
   For example, if you are a project leader, it naturally follows that you will have a lot of other tasks, in addition to the main responsibility of monitoring the progress of the project. So split large undertaking in smaller chunk and overcome large responsibilities or tasks. 
 
    
 
   [bookmark: _Toc357884170][bookmark: _Toc411700446][bookmark: _Toc432953276]Application of Pareto Principle 
 
    
 
   The Pareto Principle or the 80/20 Principle is actually quite simple: only 20% of any given whole will yield 80% of the total value of your effort. It means if you have ten tasks to do, among them only two tasks will provide the highest advantage or benefit. 
 
   It doesn’t mean that you have to ignore most of the less significant tasks and only focus on those tasks that will bring most benefit. It lets someone to focus on the important tasks first, at least set aside more than enough time to tackle them one by one. 
 
   The 80/20 Principle is excellent for individuals who have a tough time prioritizing their tasks, whether at home or at workplace. 
 
    
 
   [bookmark: _Toc357884171][bookmark: _Toc411700447][bookmark: _Toc432953277]Make Balance in Small Things
 
    
 
    
 
   It is best to balance the number and types of tasks that you do on a daily basis. If you have a lot of chores and other minor tasks on your to-do list, try to prioritize these small tasks as well, but be sure to set fixed timeframe for each task. 
 
   When you have really important tasks that have something to do with your finances, or some other urgent matter, then it is appropriate to not being preoccupied by less important tasks that usually take a lot of time or may eventually make you run out of energy and motivation to keep going. 
 
   This is a challenge in itself, so the more you practice, the more you will master the fine details of personal resources management. 
 
    
 
   [bookmark: _Toc357884172][bookmark: _Toc411700448][bookmark: _Toc432953278]Develop Idea about the Consequences
 
    
 
   Every person has own reasons about not accomplishing his tasks in time. Some people blame laziness, some stress, and other people. The blame game is probably one of the oldest mental traps in existence, because a person finds some level of “rationalization” by blaming something else when he fails to meet goal. 
 
   Before you can objectively think of the consequences of not doing something in a timely manner, you must examine your long-term perspective of consequences first. 
 
   Studies have shown that a person’s actual perspective is far more important than other factors, such as one’s level of education or even cultural background. 
 
   It simply indicates that in any case a person is solely responsible for procrastination, nothing else. Your personal beliefs dictate your actions with regards to accomplishing obligations or responsibilities. 
 
   You truly believe that “time is gold,” but how do you usually make use of time throughout the day, from the time that you get up until it is time to sleep again matters most. 
 
   You might want to write down the stuff that you discover about yourself during your soul-searching. It is important to write things down as they come, because this can give you immense power over the beliefs that may be holding you back. 
 
   When you write down a belief, you will be able to examine it up close, and take it apart/modify it if needed. So again, never underestimate the power of analyzing your beliefs. This just might be your ticket to successfully beating down procrastination for good
 
    
 
   [bookmark: _Toc357884173][bookmark: _Toc411700449][bookmark: _Toc432953279]Make Efficiency a Must 
 
    
 
   It is difficult to be successful in life if you don’t learn how to be efficient. If you want to become truly efficient in accomplishing high-priority responsibilities, you really need to learn how to focus on one thing at a time and block everything else so you can pour your energy and focus on one thing alone. 
 
   In a modern workplace multi-tasking is encouraged though it has negatively affected people as it makes peoples’ life stressful. 
 
   We cannot deny the reality that people routinely compress their time to “accomplish more” through multi-tasking. But if you allow yourself to sink into the trap of trying to accomplish a million things in one fell swoop, you will end up in anxiety about all the things that you weren’t able to accomplish. 
 
   It is highly unlikely that people will accomplish everything at once, because the mind is also incapable of focusing on a multitude of things at once. That’s why it is very important to always prioritize your tasks. If you prioritize your tasks, and you focus on the things that will bring the highest return, you will always be on top of your game. And that is definitely an undeniable fact. 
 
    
 
   [bookmark: _Toc357884175][bookmark: _Toc411700450][bookmark: _Toc432953280]Target Results to be Identified
 
    
 
   If you don’t know what kind of results, or outcomes, you should be producing by your work i.e. if you are unaware of the target outcomes, then you will feel that your job is pointless. This feeling can trigger chronic procrastination as you find no reason to pursue your responsibilities. 
 
   So be sure to focus on general and specific target outcomes. Once your mind is able to wrap itself around these target outcomes, you will feel more inspired to work because you will no longer feel that your job is pointless. 
 
   Try to identify at least five major target results, so that you can effectively change your perspective accordingly. Here are some helpful tips to get started: 
 
   -         Use keywords to identify the general areas on which you need to focus. 
 
    
 
   -         After identifying the general areas, identify the various things that you can do to create the target outcomes in these areas.
 
    
 
   -         Make sure that your target outcomes are realistic. 
 
    
 
   -         Try to identify your weak areas, because these areas often trigger procrastination. 
 
    
 
   -         Think of the skills that you can employ to strengthen your control of this area.
 
    
 
   -         Focus on gradual change and long-term results, and do not try to do everything at once. 
 
    
 
   -         Keep yourself inspired by crossing off the things that you are able to accomplish.
 
    
 
   -         Keep priority items at the top of each list, and focus on accomplishing these first. 
 
   [bookmark: _Toc357884176] 
 
   [bookmark: _Toc411700451][bookmark: _Toc432953281]Use Your Talents 
 
    
 
   We can easily find that based on their skills and talents people actually accomplish things on a daily basis. So, choose your relevant skills or talents when accomplishing tasks, it will help you to avoid tougher time. 
 
   What should you do if you have to do something that is quite new, and is beyond your current skillset? Instead of procrastinating because your confidence level is low, try learning new skills that will help you accomplish these new challenges. Learning new skills especially for own work requirements will make your work easier and it also increases a person’s enjoyment of his work. 
 
   So, when you are enjoying what you are doing, you will be less prone to procrastination, because you will have no reason not to start your tasks in a timely manner. Use the following guide-questions to get started: 
 
    
 
    
    	What are my natural skills and talents? 
 
   
 
    
 
    
    	What is it about my work, or what I am doing at the moment, that makes all my efforts worthwhile? 
 
   
 
    
 
    
    	What is it about what I am doing right now that is really enjoyable, or at least meaningful? 
 
   
 
    
 
    
    	If there is one thing about my work that I can prioritize, what should this one thing be? 
 
   
 
    
 
   [bookmark: _Toc357884177][bookmark: _Toc411700452][bookmark: _Toc432953282]Bring Change to Your Environment 
 
    
 
   Environment is the most important factor that determines a person’s productivity at work place. A person’s immediate environment actually has a large impression on how effectively a person can work on any given task. Environment either enhances your ability or reduces it greatly. Generally environment consists of the following: 
 
    
 
   -         Your desk (if you are working on a desk)
 
   -         People around you 
 
   -         The space that surrounds you 
 
    
 
   By evaluating these components you can comment whether your environment is helpful to your work or not. The risk of procrastination will increase greatly if the environment is not helping. If you can’t do anything to modify the immediate environment, try to fortify whatever space you do command. 
 
   For example, if you are in an office with cubicles that are tightly packed together, make sure that your desk is always free of clutter. Clutter is never a good thing when you are working, because your mind will always be virtually cleaning up whatever mess it sees. If your desk is always clutter-free, your mind will be able to focus on more important things. 
 
    
 
   [bookmark: _Toc357884178][bookmark: _Toc411700453][bookmark: _Toc432953283]Follow a Realistic Timeline 
 
    
 
   After identifying your priority tasks, develop a realistic task schedule. Task schedules should be taken seriously, because if you don’t, you will end up procrastinating and that really defeats the whole purpose of your continuing efforts. 
 
   If you have a lot of tasks then create a more comprehensive timeline for yourself. A chronological timeline will give you a better idea as to how many things you can accomplish in a day, or how much time you can allot for each tasks. 
 
   A timeline will show you just how limited your time really is throughout the day, and if you do not work on your priority tasks as scheduled, you are going to fall behind and, once this happens, you are going to regret it because you are not going to have enough time to perform your priority tasks. 
 
   If you are able to accomplish your tasks in a timelier manner, you won’t feel as stressed any longer. 
 
    
 
   [bookmark: _Toc357884179][bookmark: _Toc411700454][bookmark: _Toc432953284]Controlled Internet Usage 
 
    
 
   If you work on a computer all day long, and your company doesn’t filter most of the websites that you can access, it is likely that your web-surfing habits are also contributing to your procrastination habit. 
 
   The problem is really very simple: when you are doing something that is not work-related, time flies for you quite easily, because there is no pressure and you don’t have to tax your mind as much. However, when you are working, minutes feel like a whole hour. That is why on average, a person surfs the Internet for leisure more than for work. It is in our nature to seek enjoyment if we feel stressed or pressured. 
 
   Surfing fun or entertaining websites might relax you throughout the day. But in long-term if there is no Internet discipline then it can turn into ignoring your work and be busy in watching videos or reading “fun stuff” on Internet. 
 
   If you are doing something else on company time then there will be problem, to avoid this situation follow these guidelines to help you be disciplined when it comes to using the Internet just for working: 
 
    
 
    
    	If you already have created certain bookmarks that tend to distract you on an hourly basis, delete them at once. Don’t feel bad about those bookmarks; you can recreate them any time on so many other browsers.
 
   
 
    
 
    
    	Remove shortcuts to your Web browser from your taskbar or any equivalent space on your desktop. If it is harder to locate your web browser, the thought of surfing the Internet for leisure ceases to become a problem. If something is out of sight, it is usually out of one’s mind as well. 
 
   
 
    
 
    
    	Avoid making regular bookmarks on your office computer’s browser, which are for your personal enjoyment. 
 
   
 
    
 
    
    	How can one deal with incessant emails? Unless you are working on a top priority project that requires immediate responses through email, check your email no more than once every two hours. If you hear or see any alerts, ignore the alerts, or mute them. 
 
   
 
    
 
    
    	Why? People usually associate checking of one’s email with free time. It naturally follows that if a person feels that he is on a personal break, he can look at other interesting or enjoyable stuff after he has checked his email. Checking of your email should also be limited to five to ten minutes only. 
 
   
 
    
 
   [bookmark: _Toc357884180][bookmark: _Toc411700455][bookmark: _Toc432953285]Be in touch with the Right People 
 
    
 
   Nothing could seem truer than the old saying “birds of a feather, flock together.” The company that you keep has a lot to say about what kind of attitude you have when it comes to work, family, and life in general. And while it is true that your friends do not determine 100% of the things that you do, the people that you hang around with is a good indicator of your tendencies.
 
   So, how can we make use of a person’s tendency to imitate those around him? Easy: make an effort to be around folks who don’t procrastinate, or rarely do, because they want results and they want those results fast. 
 
   Because if you surround yourself with people who want nothing more than to play video games all day and lounge around with cans of cold beer, you will eventually give up the “higher path” so you can “go with the flow.” 
 
   Adults are prone to peer pressure because they don’t need to answer to any immediate authority anymore (unless the police or a court is involved, of course). So try to find peer among such people who can inspire you to work harder on your priorities. If you cannot find a good model among your friends, seek guidance elsewhere. 
 
    
 
    
 
   [bookmark: _Toc357884181][bookmark: _Toc411700456][bookmark: _Toc432953286]Breaking Down and Rebuilding Task
 
    
 
   It is easy to complete a task when it is spitted into several steps. Learn how to simplify the steps needed to accomplish your tasks. Create an effective plan of action for handling tasks and responsibilities. 
 
   A basic plan of action is important and it should be limited to three to five steps, only. Any more than this makes the tasks complicated. 
 
   Also, being able to break down the steps into bite-sized chunks will give you more control over the task and situation. You will feel more confident with your natural ability to accomplish the tasks and, in the end, you will definitely be able to win over procrastination. 
 
    
 
    
 
   [bookmark: _Toc357884182][bookmark: _Toc411700457][bookmark: _Toc432953287]Perfectionism is Not Always Required
 
    
 
   There is absolutely nothing wrong with wanting a good outcome whenever you set out to work. However, there is a huge difference between a good/beneficial outcome and a perfect outcome. 
 
   Stick to good outcomes, and just improve these outcomes later on if the need arises. You do not have to be 100% perfect on the first try, and this almost never happens anyway. 
 
   Your version of perfectionism may not be perfect at all to others. Instead of being a perfectionist, you can try adjusting your personal standards, so that your tasks and responsibilities become more realistic and achievable. 
 
   This applies most especially to people who are used to pressuring themselves so much that they end up not starting at all. 
 
    
 
    
 
   [bookmark: _Toc357884184][bookmark: _Toc411700458][bookmark: _Toc432953288]Reward Your Accomplishment
 
    
 
   When we were kids, we were given small rewards by parents every time we accomplished challenging tasks and activities independently and successfully. 
 
   When a person is matured, society expects a person to do his best, regardless of rewards. But deep down, we all know that some form of reward after exerting our best efforts is much better than having no reward at all. 
 
   Of course, we cannot expect others to always be there to reward us for our hard work. That leaves you to reward yourself on a regular basis. 
 
   Use the same technique that your parents used to motivate us when we were young? The rewards should be simple. For example, if you finish a particularly difficult task on time, you can reward yourself at the end of the day with your favorite food. 
 
    
 
   [bookmark: _Toc357884185][bookmark: _Toc411700459][bookmark: _Toc432953289]Optimism Plays Vital Role
 
    
 
   There are the two ways of thinking a) Pessimism or negative thinking and b) Optimism or positive thinking. Pessimism or negative thinking in the modern era brings nothing but stress. Positive thinking, on the other hand, has been proven extremely helpful in countless situations. 
 
   Adopting a more positive mindset about the stuff that you have to do may help reduce your anxiety or stress when performing these tasks. 
 
   If you cannot find anything positive about what you have to do, focus on the benefits that you will get afterward. 
 
    
 
   [bookmark: _Toc357884187][bookmark: _Toc411700460][bookmark: _Toc432953290]Set Strategic Timing for All Tasks 
 
    
 
   Timing is crucial for productivity. You may have not given it much thought, but each person usually has a short window during the day where they have high energy and increased mental clarity. Some people feel like Thor in the morning. Some feel like they can conquer the world late in the afternoon, a few hours after lunch. Try to identify your unique energy window, so you can start on difficult tasks when your energy window is just opening up. Reserve other hours for less challenging tasks. This way, you can reduce the risk of relapsing into procrastination. 
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   Though it may sound a little draconian, but it really matters! Using a timer sets a person’s focus on accomplishing something within a given time period. 
 
   Using a timer can vastly increase your productivity, and will definitely help you accomplish more in a shorter period of time. Here are some great tips to follow: 
 
    
 
    
    	If you don’t want to use a physical, use the timer on your phone or tablet. There are also apps that you can use to measure your progress, like the Pomodoro Technique. 
 
   
 
    
 
   Fix specific number of minutes for each task, and follow the timeframe well. If you are distracted while working, stop and reset the timer so you can focus again on the task. 
 
    
 
    
    	Be reasonable: Studies show that people can only pay attention to a single object for only fifteen minutes. If you force yourself to work for one hour straight without any rest, you will regret it later on.
 
   
 
    
 
   You will become so exhausted that the mere thought of continuing will be painful. Also, you need to set regular breaks, so you aren’t burned out with the continuous work. 
 
   A reasonable break lasts for ten to fifteen minutes. The length of the break will depend on the difficulty of the task, and how much you have already accomplished.
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   Once you are able to escape the endless cycle of procrastination, then it will make you ready to next level of productiveness. In this chapter you will know about the personal time-management and productivity tools which help you to get back on track.
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   How can you stand out from others in your office? How can you show your boss that you are worth the money, and you should definitely get a raise? The following guidelines are helpful to get a positive assessment at work: 
 
   1.              Start practicing active listening whenever you are at work. Active listening isn’t just about lending someone your ear during a conversation. 
 
   Active listening is all about reading the fine print of a conversation by taking into account all three channels of communication: verbal language, nonverbal language, and vocal language. Studies have shown that more than 50% of a person’s true message is expressed nonverbally. 
 
   Active listening also means you have to position your subject at the center of the interaction. Too often, people make the mistake of putting themselves in the middle of the conversation. If you do this, you will not be able to adequately monitor your subject’s feedback, because you will be too preoccupied with what you want to say.
 
   2.              Communication skills are highly regarded in every field and industry. People who know how to communicate well are often given higher-paying positions, and have generally better salaries than people who cannot even write short memos when asked to do so. 
 
   There is no shortcut when it comes to improving your writing skills, though; you need to practice your skill as often as you can, if you want it to become more polished over time. 
 
   Generally employees back down from crises, and call higher authority to handle the problem. If you have the ability to solve the problem, and your initiative is welcome in the situation you will be recognized for your ability to solve troubles over time. Your ability to handle problems and crises will make you stand out at work.
 
   For this technique to really work, you have to gradually create a reputation as a go-getter who is ready to fix problems as soon as possible. 
 
   Your managers/boss will greatly appreciate your initiative, and he will most likely remember your name when a more rewarding position becomes available. 
 
   You can also cite your initiative as one of your key strengths if your boss asks you why you deserve to be promoted to a more advanced position.
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   Emails are obviously time killers. If you receive lots of email regularly, here are some tips on how to manage the electronic:
 
   Many people feel that email is one of the speediest ways to communicate with others. But have you actually taken into account the minutes or hours you spend reading, composing, and replying to emails? 
 
   You are spending a lot of time just getting your head around what to type in response to the emails received. This greatly reduces the amount of time left for your other tasks.
 
   Emails have the advantage of being recorded, written material. However, if you don’t need that kind of security when talking to someone, just call him instead. 
 
   If you cut down on the email you are sending out, you will also be able to cut down the amount of stuff that is coming back in the form of responses. 
 
   And here’s the thing: you can communicate so much more in a ten minute video call or phone call than in an email that was hastily typed in the same amount of time. The sending part is extremely easy; the part where you have to compose your email is the real deal-breaker in this situation. 
 
    Whenever you receive separate emails on a particular issue from different persons it is best way to disparate emails through a batch response. 
 
   For example, if Person A sends six different emails asking for answers and details, have all of those emails open in separate tabs in your Internet browser and compose one big email to respond to all six emails. 
 
   The point here is that you are going to set aside only a few minutes for all the disparate emails. You will not answer each one individually. 
 
   This will save you time, and it will keep your email much more organized. Responding in this manner will also help your colleagues or friends realize that it is not efficient to send multiple short emails. They will most likely cut the habit short in favor of what you are doing. 
 
   In these days you no longer have to check your email so often, because your computer will actually alert you when there is new email. How about people who receive lots of email throughout the day? 
 
   To protect your productivity level, it is best to limit your email checking to once per hour or less. Unless there is something very urgent taking place, consider your email a secondary communication channel. 
 
   It is also helpful if you place a signature on your email that informs everyone that you welcome calls if the matter is too urgent for email, since you may not always be checking your email. 
 
   If you want to cut long and winding email exchanges short, you have to be clear when you send email yourself. The clarity of your email begins with the subject line. Your subject line should be to the point, and should contain at least a specific theme/issue. 
 
   For example, when complaining about fault of your office air-condition instead of writing “Problem with AC” you write a more specific subject line like “Air-conditioning units malfunctioning for the past 3 days”. It will help the recipient of your email to act efficiently and determine the nature of your email. 
 
   If an email doesn’t fit into any of your folders, delete it. 
 
   However, if you have an important email that you know you will need in the future, put that email in its correct folder after reading or responding to it, so you will not have a tough time relocating it.
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   As we have already discussed in a previous section, your immediate environment has a large influence on your productiveness, whether at home or in the office. 
 
   Your workplace (especially your desk) should be modified to give you maximum focus, and the fewest number of distractions. Here are some guidelines to help you get started:
 
   Your main working desk should be placed as far away as possible from the door. A window view is fine, but if your desk is facing or is too close to the door, chances are you will be looking out the door more frequently. 
 
    
 
    
    	A large desk’s horizontal space is almost always difficult to control, because you can just dump stuff on the top and forget about it. Random items dumped on the top have a tendency to become permanent fixtures. Don’t let this happen to your workspace. 
 
   
 
   Clear unnecessary items and keep the stuff that you really need to put on your desk. For putting more stuff on your desk use elevated trays.   
 
    
    	Keep away pictures, customized mugs, and other personal mementos from office desktop to avoid cluttering your desk. 
 
    	Your computer and other gadgets, communication devices should be placed closer to you, so that they can be reached easily. 
 
   
 
   Printers and other bulkier items should be placed out of your desktop. Adding a small table right beside your main desk or just expanding your table with the help of trays will help you a lot. 
 
    
    	What about documents and other pieces of paper on your tablet? Let’s discuss how you can tame the paper monster: 
 
     
     	If you find really old stuff, like bills and old memos that are no longer relevant to you because you have already acted upon them before, just dump them in the bin. Receipts are a different issue though; if you find receipts that you may need later on, just put them in a folder and stow the folder somewhere safe. 
 
     	Put the documents that require action in the “active” or “in” tray. Throw them away once necessary actions are taken. 
 
     	Some documents do not require immediate action, but do require some lengthy reading time. If you cannot review the document immediately, put it in a folder or tray marked “review” or “dynamic.” 
 
     	One other type of document is the one that needs to be archived, but no longer requires review or any type of action on the part of the recipient. Be wary of documents that seem to be valuable or essential, but really are not. Archive only official documents and other papers that contain information that cannot easily be replicated.
 
    
 
    	Finally your office scanner can reduce storage of paper in your office. If information seems useful to you for future just scan the document, save the image file on your computer, and throw away the paper. It helps in keeping your office free of unnecessary clutter. 
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   Do you want to become a Productivity Ninja? By following these Codes, and you can surely advance to a new level of productiveness!
 
    
    	Truly productive and successful ninjas always use lists to get things done.
 
   
 
   Writing down your tasks will also give you a sense of control over all the things that you need to accomplish, no matter how hard they may be. So start to develop this habit in yourself. Lists can really help a person get organized, because you can actually see the things that need to be done.
 
   You can create additional lists for each big task if you want to, but always remember that you need a master list to be truly organized. Keep this master list with you no matter where you go, so you will always be reminded of your timeline. 
 
   Set a reasonable schedule, and stick to this schedule to become a truly successful productivity ninja. Ninjas don’t break their schedules.               
 
    
    	If you aren’t sure with your list of priorities, seek the counsel with other ninjas. 
 
   
 
   Talk to people that you trust, and ask for their opinion regarding your priority task list. Sometimes, talking about something can help clear the fog in one’s mind. Mental clarity is an important trait for a productivity ninja. If your mind is clear, you will be able to prioritize tasks more efficiently.
 
   While listening to others’ opinion always use your best judgment when someone tells you to skip or deprioritize something on your master list. 
 
    
    	Ninjas are adept in swallowing elephants and frogs. This means that you must be ready to tackle the most difficult tasks, even if you feel like it is better to running away from them. 
 
   
 
   The more you ignore or procrastinate doing these difficult tasks, the more challenging and impossible they will become over time. 
 
    
    	Change the way you prepare your day. If you are always complaining that you do not have enough time in the morning for all the things that you have to do or prepare, why not do some of those things the night before? Evening is usually slow time for many people. 
 
   
 
   Devote 10-15 minutes every night to small preparations that will help you survive the next morning. You will be surprised at how effective this technique can be! 
 
    
    	TV is a huge distraction for many people, because it represents relaxation and entertainment. Either turn it off, or don’t work where you can hear or see the TV. 
 
   
 
    
    	Ninjas know when to ask for the help of other ninjas. There will be times when your own strength will fail, and you will really need the help of others. Do not be afraid to ask for help. 
 
   
 
   Delegate tasks if you have to. You don’t have to accomplish everything by yourself. In the office, delegation might be trickier, so if you think you cannot handle it, talk to your project leader or manager and state your case. Your manager will probably understand, and will give you some slack (e.g. some tasks will be delegated to others, to give you more time to focus on priority tasks). 
 
    
    	Ninjas need a break, too! It is not mere ten minute breaks from work, it’s the real rest and recreation. After a whole week’s worth of hard work, force yourself to step away from work.
 
   
 
   Complete rest is always good for the mind and body. If you get enough rest after each challenging week, you will notice that your ability to manage stress is increased. Having enough relaxation every week also protects you from toxic levels of stress, and from being burned out. Burn-out can drive things to a screeching halt. A ninja can’t help others (or himself) if he becomes so exhausted he can’t even think clearly. 
 
    
    	When you are trying to finish something on time at that particular time phone calls and visitors can create distraction. You have no choice rather than tell visitors and callers that you need to get back to work after a few minutes. 
 
   
 
   A general time-limit can be used for every distracting interaction during your work time. Fifteen minutes should be the maximum. Fifteen minutes of chatting can cause a whole hour’s delay. Because of the interaction, and then you will have to establish momentum again. 
 
   Focus is extremely important for a productivity ninja, and for anyone who wants to accomplish his tasks and goals. Don’t let other people break your focus. 
 
    
 
    
    	A true productivity ninja rarely puts off things he can act upon now. So don’t say “I’ll think about it tomorrow”, it will not help you become productive. Be ready to sit down and make decisions at once. 
 
    	And finally, productivity ninjas know when to say no. Saying no can mean a lot of things, so make sure you provide a brief explanation to others when you refuse something, so they don’t misunderstand your refusal to help/do something for them. It is just an admission that you are human and you can’t handle everything.
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   When you subscribe to this course, you will get free daily tips about overcoming shyness sent to your inbox.  All you have to do is enter your email address to the right to get instant access.
 
   This email course will help you get more out of your life – to be able to overcome shyness.
 
   Here are the details of what you’ll get:
 
    
 
    
    	Where to find the best inner resources on overcoming shyness
 
    	The importance of allowing yourself to succeed at something that has been hindering you for the longest time
 
    	Tips for individuals who have chronic shyness
 
    	How the Law of Attraction can help you overcome shyness permanently!
 
    	A step-by-step guide to improving your self-confidence through positive affirmations
 
    	All about the best ways to set goals for yourself, especially when it comes to socializing and finding like-minded people
 
    	The step-by-step process for gaining new friends, romances, the like!
 
    	How to achieve massive goals by setting a "goal ladder" - are you interested yet?
 
    	Future FREE BOOKS Notification and …..Much, much more!
 
   
 
   To get instant access to these incredible tools and resources, go to this website: bit.ly/1A0Nt3o
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   Facing a stressful task or a big project you don’t know how to start? Use this simple 1-page cheat sheet to make you start working happily and productively without procrastination in the next 10-minute
 
    
 
    
     
     	Discover the simple trick that will eliminate the fear that keeps you from taking action on a project!
 
    
 
   
 
    
 
    
     
     	A simple, fully actionable, step-by-step guide that you can adopt right away to end procrastination!
 
    
 
   
 
    
 
    
     
     	Follow the cheat sheet to plan your project and transform your productivity from "meh" to "wow!"
 
    
 
   
 
    
 
   Go to the link below:
 
       http://bit.ly/1WtOgjQ 
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   Wilfred Chan is the founder of ProductivityTank.com, aiming to enhance the efficiency of individuals and organizations. As a productivity and efficiency enthusiast, he has been involved in workplace efficiency and business process improvement projects of MNCs. Wilfred Chan also has got experience in tackling intense project implementation situation where he helped various teams to work together for the success of the business. He is working for a startup company in Hong Kong focusing on providing application to enhance workflows of various businesses. Being a certified mountain craft leader, he thinks that work life balance is a prerequisite of success.
 
    
 
   Was once an introvert, and Simon Barron from Introvertadvantages.com is still an introvert, wanted to change his personality so that he could succeed in his business. Later he found out that personality isn't anything can be changed, but actually we can take advantage of being an introvert, to make use of out inner power to succeed. We definitely have something that the extroverts are lacking.
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