Breaking Bad Habits at Work

Virtually everyone is guilty of it. And that most likely includes you if you're
reading this article. What are we talking about? Bad habits at work that keep you
from being your most productive and efficient. Whether it’s lack of organization,
being easily distracted or being late, these bad habits cost you time and make it
harder to get all your tasks done during the day. The good news is you're not
alone and there are some simple steps you can take to identify your bad habits
and correct them.

Take Inventory

Before you can fix a problem, you have to know what it is. When it comes to
counterproductive tendencies at work, you should start by taking inventory of
your day. Do you show up on time? How much time do you spend multitasking? Is
your desk a mess? Do Facebook and LinkedIn suck you in?

Once you've honestly identified some areas where you can improve, you need to
adopt the mindset that you're willing and ready to change.

Baby Steps

After you’ve given some serious thought to your bad habits and written them
down, you might find yourself overwhelmed with all the ways you can do your job
better. The key to enacting change however is to start with just one habit. Even if
it’s something as small as getting to work on time, put all your focus on just one
habit. Once you prove to yourself that you're able to make a single change, you’ll
be surprised how motivated you are to tackle the next obstacle.
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Replacements

When it comes to habits that involve wasting time, it’s easy to say “I'm not going
to look at Facebook at work anymore.” But what are you going to do with all that
newfound time? If you're going to break a bad habit, you need to have a plan what
you're going to replace it with. Some ideas might be catching up on paperwork or
listening to an industry relevant podcast with that extra 30 minutes.

Be Patient

There’s a famous study that says it takes 21 days to change a habit. This is just
one study though. Some people can make changes faster and it can take longer
for others. The key to enacting lasting change is to be patient. You're going to
have setbacks and you're going to slip up, it’s inevitable. If you're patient with
yourself though, you'll be able to stay on track.

Reward Yourself

Who doesn’t like being rewarded? Once you've accomplished the goal of making a
change, reward yourself. Sure, you should do something to celebrate at the end,
but it’s important to reward yourself along the way too. Maybe your goal on a
daily basis is to not check social media before lunch. If you make it, spend a few
minutes checking your newsfeed while you eat, just don’t get carried away.

Plan for Setbacks

We all have triggers. Whether it’s missing a project goal or not getting the
promotion you were in line for, you're going to want to revert back to old habits
that are unproductive. That’s why having some coping mechanisms in place is so
important. When things don’t go your way, maybe you're tempted to close your
door and watch YouTube videos the rest of the day. Instead, maybe all you need is
a walk around the block or to talk to someone to avoid slipping back into old
ways.



Make Yourself Accountable

Nothing helps you stay accountable like telling the people around you what you're
trying to accomplish. Maybe it’s not drinking after work. When you state your
goal to your co-workers, they’ll know not to invite you to happy hour. And if they
do catch you at the pub, you'll have to answer to them.

Use Technology

As much as technology can be blamed for your bad habits, it can a help too. Try
setting your phone to go straight to voicemail. Turn off the text and email alerts
for set periods of time. Doing simple things like these keeps you from getting
distracted and allows you to focus solely on the task at hand.

Whether we want to admit it or not, there are things we can all do to make better
use of our time at work. Even though making meaningful change can be hard, the
benefits are almost always worthwhile. If you take time to identify some areas
where you can improve, adopt a “can-do” attitude and employ some of the
strategies above, you'll be amazed by the results you can achieve in a short time.

Do You Really Need a Cover
Letter?

Do you remember the last time you were looking for a new job? How time
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consuming it was? You had to fill out the application, customize your resume and
write a cover letter. Even the initial steps of applying for a job can take hours.
And when you're faced with a mountain of applications, it’s easy to lose patience
and cut a corner or two. That corner is usually a cover letter because it can take
the longest. So, the question remains, are cover letters really that important?

The answer is yes. Even though they’re time consuming and seem a bit silly, there
are plenty of reasons why submitting them is important.

Add Value to Your Application Package

A good resume fits on 1-3 pages, depending on your experience level. While good
resumes include actionable words, give dates of employment and highlight your
experience, they’re not much more than a bullet-point list at the end of the day.
When accompanied by a quality cover letter however, a hiring manager can get a
keen glimpse into who you are as a person, intimate details about your experience
and accomplishments and how you communicate.

You Have the Opportunity to Stand Out

Cover letters give you the freedom to say what you want about yourself and your
experience. By taking the time to customize them, you can match your skills with
the job description. This goes a long way with hiring managers and if your cover
letter is crafted specifically for the job, you’'re putting yourself well ahead of
applicants.

You Go the Extra Mile

Most people on the job market are concerned with applying for as many jobs as
they can. They send out dozens of resumes and pray they get an interview
somewhere. Applicants that take the time to write a customized cover letter
however, become memorable because most people don’t do it. Even if your
qualifications aren’t precisely what hiring managers are looking for, you'll stand
out because you went the extra mile. That alone can be what gets you across the
finish line.
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You Take Control

In the closing of your cover letter, let the employer know that you'll be calling
back at a specific day and time to check in on how the process is going. Even
though this might seem a little too forward and counterintuitive, it shows that
you're not afraid to take initiative.

What’s more, you leave ambiguity out of the equation. Instead of wondering when
the employer will get back to you and where you stand, you'll get an answer one
way or another. Worst case scenario is they tell you they've decided to go to
another direction and you can get back to work applying for the next job.

You Get to Show Off Your Writing Ability

One of the most critical qualities employers look for is communication. No one
wants to hire a person who’s a poor communicator. The good news is that writing
an effective cover letter is an opportunity to show that you're a good writer and
probably an excellent communicator too. Just make sure you proof read it for any
possible errors since that can undo the good work you did by creating your cover
letter in the first place. If you can master this skill, you show that you're a great
communicator before you even meet the hiring manager in person.

You Can Explain Employment Gaps

Employment gaps are a major red flag in the eyes of hiring managers. Even if
your resume jumps out, the first question an employer is going to ask is why you
didn’t work for an extended period of time. This is something you can, and should,
address in your cover letter. Were you out for six months on maternity leave?
Were you taking care of a sick family member? Did you just need time to consider
a career change? Your cover letter is where you can give an explanation. If you
don’t, employers are going to frown on your time between jobs.

There’s a new school of thought that says cover letters are a dinosaur. Most of
them don’t get read, they take too much time to write, the list goes on. While
some of that might be true to an extent, you're best not to leave any stone left
unturned. Even though the effort of writing a well-crafted cover letter seems
arduous and adds time to the already tedious process of applying for jobs, it just



might be the difference in landing an interview and getting the job, or not.

As a recruiter in the life sciences industries, I can help candidates who are
seeking jobs in the pharmaceutical, biotech, or medical device fields improve
their cover letter for job applications. Contact me if you are looking for a career
change in the life sciences industries or if you are looking for a quality and
regulatory employee in the Bay Area. You can reach me at jking@rqfocus.com or
(541) 639-3501.

Accepting Temp Work when You
are Seeking a Permanent Position

_-—— .

If you're like most Americans, you're going to switch careers or employers at least
four times in your life. When this happens and you’re not sure of your next move,
the uncertainties and unknowns can be stressful. What if you have to relocate? Do
you have enough money to get by in the interim? How long will it take to land
another position? Are you qualified enough for the type of job you want? The
questions are endless. With that said, one of the most important things to
consider is what do you do in the meantime? Obviously, you're going to look for
new opportunities. But what if a temporary offer comes along? Should you take it?
Or will it distract you from looking for something long term? It’s a tough decision
but we have some ideas.


https://www.rqfocus.com/
https://www.rqfocus.com/practice-areas/
https://www.rqfocus.com/accepting-temp-work-when-you-are-seeking-a-permanent-position/
https://www.rqfocus.com/accepting-temp-work-when-you-are-seeking-a-permanent-position/

Reality

Although taking a temp assignment or two isn’t what you want to do for the rest
of your life, it might not be the worst idea. The reality is that more and more,
employers are looking to hire contract workers because they don’t have to offer
employee benefits that hurt their bottom line. As a result, it might take you longer
than you'd like to find that lucrative fulltime position with all the extras you're
after.

Financial Help

Even if you're set and can survive for a while without a salary, it’s a comfort
knowing that you can rely on some steady income at least for a while. As much as
you might not like it, you have to think in both the short term and long term.
That’s especially true when it comes to your savings. Even if you have enough
money to get by for a few months, not having to burn through it in the short term
means you won’t have to replenish it later on.

Opportunity to Learn and Grow

We get it, taking a temporary position might bruise your ego a bit. But guess
what, more often than not these opportunities give you a chance to learn
something new, refine your skills and get paid. Let’s be honest, adding new skills
and more experience to your resume is never a bad thing.

No Employment Gap

Because employers are hiring more temporary or contract workers, it can take
longer to find permanent employment when you're looking for a new job. And
guess what? When you finally go to apply for that permanent position, the hiring
manager doesn’'t want to see any significant gaps on your resume. That’s another
way temporary work can help. Instead of having to explain why you’ve been
unemployed for 10 months, you can show that you've kept your skills sharp until
the right opportunity came along.
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Networking

Even as a temporary employee, you're going to have the chance to meet and work
closely with people in an organization. As you build professional relationships and
prove your worth, others are going to notice. These folks know other people and
can prove to be a great resource in connecting you with their networks and be
great references down the road.

It Might Lead to Something Permanent

It's amazing how many times temporary gigs turn into full-time positions. What
starts out as a three-month contract to implement a new project or handle a spike
in workload often times turns into a permanent role with a pay raise and benefits.
The logic is pretty simple. Organizations prefer to hire internally when a new
position comes open. Even if you're on a contract for a limited time, you will
already have been thoroughly vetted and given the opportunity to prove yourself.
So, as long as you put forth your best effort and get results, you never know what
might happen.

Temporary work is just that, temporary. And sure, you're going to want to find
something permanent after a while. But is it really all that bad? Would you rather
spend your time between jobs worrying and draining your bank account or
sharpening your skills and gaining valuable experience? At the end of the day,
temp work might not be your dream job. But if you're willing to swallow your
pride and seize the opportunity, the experience can prove to be a catalyst to
propel you in the right direction.

If you are an experienced employee in the Life Sciences industries, contact me,
Jeff King for help finding a high quality position in the pharmaceutical, medical
device or biotech fields. I am here to help. You can reach me at
jking@rqfocus.com or (541) 639-3501.
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The Fine Line of Being a Boss and
Friend

A lot has changed in the workplace since your father spent his 30 years being a
company man. It used to be that bosses were just that, bosses. They commanded
respect, called all the shots, were imposing and held your livelihood in their
hands. The boss was the last guy you wanted to piss off.

While some things remain the same, there’s a lot that’s changed too. Sure, the
boss is still the person in charge. But, if you're in a position of leadership, you've
probably realized that how you go about your business and interact with the
people you manage is vastly different from the model of old. Instead of barking
orders, handing out disciplinary actions and leading by fear, you now have to play
the part of mentor, friend, confidant and communicator. If it sounds like you have
to be both a boss and friend in order to be an effective leader in the modern
workplace, it’s because it’s true.

Honesty

If you think about your closest friends, it’s expected that you're honest with each
other. The same goes for your relationships at work. If an employee isn’t making
the grade, they need to know. Keep in mind that when you deliver constructive
criticism, you need to both be tactful and not beat around the bush. Your
employees want honesty and transparency and it’s your job to deliver it.

The same holds true for communicating with employees when they go above and
beyond. If you notice someone performing exceptionally well, by all means let
them know. At the end of the day, your expected to be candid with your feedback
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both positive and constructive.

There’s No “I” in Team

You're the one in charge, that’s a fact. But guess what? You're in charge of a
team. In order for your organization perform optimally, it has to be a total team
effort. That means creating the space for everyone’s voice to be heard in the
decision-making process. When issues arise, it’s imperative that you solicit
feedback from everyone. Sure, some people’s ideas won’t be realistic, but the
mere fact that they had a chance to be heard means the world and also helps
them get on board with the final decision. At least they were heard.

Hang Out

There’s an ongoing debate about crossing professional lines when it comes to
socializing and recreating with colleagues. The old guard maintains that work
should stay at the office while the new school of thought encourages social
interaction outside the office. While there’s no defined line, studies have shown
that engaging with your colleagues in a relaxed environment humanizes the
experience and can actually be a catalyst for innovative ideas and candid
conversations without fear of reprimand. So, maybe that Friday happy hour isn’t
such a bad idea after all.

BUT, the terms change when it comes to social media. It’s absolutely fine to
endorse someone for a skill on LinkedIn. However, overly engaging and Facebook
and Instagram is never a good idea. First, doing so can be seen as an invasion of
privacy. Second, if you're the boss that “creeps” or “pries,” you liable to stir a
hornet’s nest and open yourself up to all sorts of negative accusations and
outcomes. It can become an HR nightmare.

Keep it Professional

We’ve all heard stories about working relationships becoming more... And by
more we mean romantic. Though it goes without saying, this is something that’s
worth repeating. Even if there’s an energy, mutual attraction, shared interests or
whatever, mixing work with pleasure is never a good idea. The conflicts of
interest, propensity for office rumors and not to mention people’s lives are at



stake. So please, don't let interoffice romance ruin your career or someone else’s.

Be Supportive and Empathetic

Everyone that works for you is human. And with that experience comes hard
times on occasion. If someone on your team is going through a tough divorce, the
loss of a loved one or any other personal struggle, you need to be there for them.
Maybe you're the only one they can talk to in a moment of need. Just the simple
act of listening can be more meaningful than you might think.

If someone you manage comes to you and asks for help or advice, it’s your duty to
assist however you can. Not only is it the decent thing to do, it can often be the
difference in the employee continuing to perform or not making the grade, or
even deciding to stay with the company or look for other opportunities.

It’s a fine line you’'re going to have to walk as a leader. The line between boss and
friend. There’s no plug-and-play formula that shows you exactly how to do it. With
that being said, if you make a conscious effort to stay within professional bounds
while showing everyone on your team that you’'re a human just like them, your
entire organization only stands to benefit.

How To Manage Stress at Work

Have you ever thought how nice it would be to work in Spain where your day
starts mid-morning, you take lunch a couple hours later and then enjoy a siesta?
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Even though that leisurely Monday through Friday routine sounds wonderful,
your workday reality is probably quite the opposite. If you're like most Americans,
your typical day at the office involves getting there early, eating at your desk,
running from one meeting to another and working late. Maybe you're even there
on weekends. By the end of the week all the stress leaves you on empty mentally,
physically and emotionally. While stress isn’t going away anytime soon, there are
some simple measures you can take to manage it.

Don’t Gossip

Every office has that person that makes it their duty to know about everyone
else’s business. They know that Bob is going through a nasty divorce, Julie has
her eyes on that promotion and Mike has been subject to disciplinary action. Even
worse, they make it a habit of sharing all these tidbits with everyone around
them. Even though you might be tempted to learn some juicy little nugget,
nothing good ever comes of it. Before you know it, you're embroiled in a nasty
game of he said she said that can lead to damaged relationships and bring down
the morale of everyone in the organization.

Start Your Day Fresh

This goes back to the night before and making sure you get enough sleep. Once
you're up and about, give yourself the time you need to properly start your day.
Incorporating habits into your morning routine like meditation, journaling and
getting some physical exercise help you arrive at the office with a clear head and
positive attitude making it easier to handle stress the rest of the day.

Keep Your Desk Clean

How many times have you come into the office knowing where you left off the day
before but unable to find the right report buried in the pile of papers on your
desk? You go about frantically searching high and low trying to make sense of
where everything is at and before you know it, you're stressed out before you get
anything done.

All it takes to avoid this type of chaos is a little tidying up when you're done with
your day. Not only will this habit reduce your level of stress in the morning, it will



increase your productivity as well. It also helps you mentally to start
“disconnecting” from work, which can also reduce work related stress.

Avoid Multitasking

The distractions you face at work are untold. Between notifications, email alerts,
phone calls and interruptions from colleagues, it’s amazing we’re able to get
anything done at all. And guess what all the constant stimulation does? Increases
stress. If you want to maintain your focus throughout and reduce stress, focus on
only one project at a time. Everything else will be there when you’re done and
you’'ll get a sense of accomplishment instead of feeling like you have several
things hanging.

Know What'’s Expected

One of the biggest contributors to stress in the workplace is not knowing what
you're expected to do. This can be as simple as a poorly written job description or
inadequate communication from the top. Whatever the case, it’s almost
impossible to do your job when you don’t know what you don’t know. If you find
yourself in this position, be proactive and schedule a meeting with your
supervisor to discuss what’s missing and the problems you're having. If done in a
respectful manner, this conversation often lowers stress for both parties and can
also save you some time by focusing on what you know needs to be done.

Take Breaks

There’s someone you work with that spends the entire day in their office. They
only times they get up from their desk are you use the restroom and microwave
lunch. You know who this person is. They're probably dead serious 100% of the
time, seemed stressed and maybe even unhappy. Now think about the people that
get out of the office at lunch and take short breaks throughout the day. It’s not
that the latter doesn’t care about their job. Rather, they realize the importance of
staying physically and mentally fresh. You might think that the desk jockey gets a
lot more done each day but, it’s almost always the opposite.

So, whenever you feel stressed or overwhelmed, take a short break to stand up,
leave your office and move around. Getting away from a problem or project for a



little bit when you're stressed will help give you a new perspective, which in many
cases reduces the stress and may even allow more creativity to finding a solution
to the problem. When you come back, you'll find yourself ready to tackle whatever
is in front of you with a clear mind.

As much as we’d all love it, stress in the workplace isn’t going away anytime soon.
It’s how you manage and handle the stress that makes all the difference. If you're
not careful, stress can affect your productivity, relationships with everyone
around you and even your health. But, if you take some actionable steps to
manage and reduce stress, you'll find yourself happy, healthy and maximizing
your potential day in and day out.

As a Life Sciences recruiter for the pharmaceutical, biotech, and medical device
industries, I can help optimize your work place by building an efficient team. A
great team will work together well and decrease stress in the workplace. Contact
me, Jeff King at jking@rgfocus.com or (541) 639-3501.

Best Ways to Boost Your Focus on
Demand
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Some people are doing it. As crazy as it sounds, they’re videotaping themselves in
the office for a day to see how much time they waste. And what those that have
dared to take on this little experiment have found is pretty staggering. Between,
Facebook, Instagram, LinkedIn, checking fantasy football scores, email and cell
phones, there’s a lot of time that is just flat out wasted during the day. It
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shouldn’t come as much of a surprise either. But, in a time when demands in the
workplace are at an all-time high, doesn’t it reason that you should be as
productive as you can?

At the end of the day it all comes down to your ability to focus. So, how do you
focus on demand? We've got a couple ideas.

Take a Break

Yep, that’s right. Countless studies have proven that taking frequent short breaks
is essential for maximizing your productivity. In fact, people that take a five-
minute break every hour to leave the office, take a short walk and get away from
their desk entirely are much more productive than those that are seated behind a
computer screen for hours on end. Try scheduling purposeful breaks throughout
the day. You’ll find that your ability to focus on a singular task and get things
done increases immediately.

No More Multitasking

It happens dozens of times per day. You're working on something and the new
email alert shows up in the bottom right corner of your computer screen. You see
it, click on it, and before you know it, you’'re embroiled in responding and have
totally lost track of what you were working on before. When you finally return to
the task at hand, that email is still on your mind and you have to backtrack to
figure out where you left off. Talk about wasted time.

Try time blocking. If you purposefully set time aside for certain tasks each day
and stick to it, you'll be shocked at how well you're able to maintain focus and get
things done.

Music Anyone?

Maybe it’s not for everyone and we're certainly not talking about having the latest
Katy Perry single on repeat. But if you find yourself struggling to maintain your
focus, you might want to experiment with have some soothing classical or piano
music playing in the background while you work. Studies have shown this to be
an effective strategy to stay on task.



Get Rid of Clutter

There’s nothing worse than coming into the office in the morning and not being
able to see your desk. Quality reports on top of company memos buried under
those thank you notes you forgot to send yesterday. By the time you've cleaned up
the mess, 30 minutes have gone by and you're still not sure where you left off.

If you make a point to stay organized and clean your desk off before you leave
every day, you'll be able to get off to a fast start the following morning and
maintain that momentum throughout the day.

Breathe

Think about how your body reacts when you’'re stressed or under the gun. Do you
tense up? Does your breath become shallow? Of course, that’s the natural
reaction when you’re uncomfortable. Your mind is racing with 1,000 different
thoughts and your ability to focus becomes greatly diminished. Even though it
seems counterintuitive, this is when you should actually slow things down and
take some conscious deep breaths. Doing so helps you stay in the present and
allows your mind to more clearly process everything that’s going on.

The Power of a Nap

It's not likely that it will be possible every day, but if you can carve out 10-30
minutes for a power nap in the early afternoon, it can make all the difference
between being worthless the rest of the day and feeling recharged. The body and
mind have an amazing ability to bounce back quickly, they just need a little time.

Exercise

We’re not talking about doing an entire workout in the gym. But, if you've been
sitting behind your desk all morning, your blood circulation slows and it’s easy to
become tired. If you start feeling lethargic or your mind starts to wander, take a
couple minutes to do jumping jacks, go on a walk or any other kind of quick
physical activity. Before you know it, you'll feel refreshed and awake.

Ok, you don’t have to go to the extreme of filming yourself in the office to conjure


https://www.rqfocus.com/the-importance-of-mental-health-in-the-work-place/
https://www.rqfocus.com/fitting-self-care-into-your-work-schedule/
https://www.rqfocus.com/fitting-self-care-into-your-work-schedule/

up some ways to boost your focus and see just how much time you’re wasting
throughout the day. Instead, be conscious of distractions like email, your phone
and social media. There’s nothing wrong with taking mental breaks to indulge
these habits, you just don’t want to let them get in the way of your productivity. If
you implement some of the strategies above when you’re feeling tired or
distracted, you'll be amazed by just how much more you can get done between
9:00 and 5:00.

As a Life Sciences recruiter in the Bay Area, I have worked with many types of
professionals who have specific business processes. I can help you find a high-
quality employee that fits in your company culture. Contact me, Jeff King, if you
need an employee or are search for a new job in the pharmaceutical, biotech, or
medical device industries.

Methods to Get Your Team to
Follow Your Lead

At some point in your career you’ve either managed or been part of a team where
there was a noticeable disconnect between the person at the top and everyone
else. Sure, objectives and responsibilities were explicit, but when it came to
getting things done and maximizing productivity, it was a constant struggle. Any
number of factors can cause a team to not function at its best, but employee
engagement is almost always part of the problem. So, if you’'re struggling to get
the results you want from your team or feel like you're struggling to get everyone
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on the same page, read on.

It Starts with You

If you want to get the most out of everyone on your team, you need to show them
that you're 100% invested. Sure, you've got your own set of responsibilities, but
you have to demonstrate that you're not afraid to get your hands dirty too.
Whether that means carving out time every week to help with the more menial
activities or just checking in with folks on an individual basis, the people you
manage need to see you as one of them.

Never Lose Sight of the Bigger Picture

When work becomes repetitive and the members of your team focus are just
getting through the day, you're headed for trouble. Before you know it,
productivity begins to slide along with the quality of work being done. All of
sudden, doing the bare minimum becomes arduous and it’s all you can do to meet
deadlines and basic operating goals.

This is why it’s important that everyone on your team feels like they are working
for something bigger than themselves. When you're able to connect day-to-day
tasks with a grander plan, your team members take pride in their work and
become more productive as a result. Even though it might not happen overnight,
there are plenty of ways to motivate your employees to get behind your mission.
Bonuses, paid time off and team bonding activities are just a few.

Make Collaborative Decisions

You have the final say when it comes to making big decisions. But if you want to
get the most out of your team, their input needs to be considered before you make
a final call. When people feel like they’re empowered to share their thoughts and
ideas, they automatically become more invested in the process. While your
meetings with managers and higher-ups aren’t going anywhere, regularly
scheduling all hands-on deck meetings with your team fosters an environment of
inclusion. And the best part is you’ll often find that some of the best and brightest
ideas come from the folks that are in the trenches on a daily basis.



Recognize Strengths and Delegate

No one wants to work for a boss that feels like they have to do everything
themselves in order get things done right. That’s why recognizing people’s
strengths and delegating responsibilities accordingly is so powerful. Do you have
an entry-level employee whose attention to details are impeccable? Great, charge
them with reviewing documents or procedures all follow up communication with
those involved. Not only will you have more time to focus your attention in other
areas, you’ll make that team member feel valued as well.

Make Your Strategy Visual

Everyone has different learning styles. Some people need to learn by doing while
others just want a set of directions. There’s no underestimating the power of
seeing something in action, however. That’s why video has become so prevalent in
the workplace. When people are able to see what success looks like with their
own eyes, it becomes cemented in their minds. Seeing is believing and when
you’'re able to make your words come to life, your ability to lead and influence
grows exponentially.

In order for your team to reach its full potential, it’s paramount that they follow
your lead. If you're the type of leader that spends all day in his office shouting
orders and circulating company memos, you don’t stand on a chance. On the flip
side, if you make a conscious effort to lead by example, give people the freedom
to utilize their strengths and involve them in the decision-making process, your
team can become an unstoppable force capable of achieving the kinds of results
you've only dreamed of.

Why Body Language Matters for
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Leaders

As a leader you're no stranger to making crucial decisions, inspiring others,
giving tough love and talking in front of individuals and big groups. Think about
the last time you prepared for a presentation or spoke in front of the entire team
of organization. Doing this is old hat, but you still went through your normal
routine of practicing in front of the mirror and memorizing important talking
points. You can do this in your sleep, but you're disciplined enough to not cut any
corners. But when was the last time you stopped to think about your body
language? The fact is, even if your words are the most compelling ever, they only
go so far. When people listen to you speak, they aren’t just listening to your
words, they are subconsciously reacting to your body language. So, what exactly
does that mean?

First Impressions Count

When you first meet someone, they will immediately make a judgement about you
as a person. Sure, you shouldn’t judge a book by its cover but unfortunately, it’s
human nature. Whether someone sees you as warm and trustworthy or
standoffish and questionable, every interaction from that point forward will be
judged through that initial filter.

In order to make that initial interaction a positive one with everyone you meet,
there are some important things keep in mind.

Eye Contact

When you meet someone the last thing you should be doing is checking email on
your smartphone. If your attention isn’t wholly focused on the individual, you’ll


https://www.rqfocus.com/why-body-language-matters-for-leaders/

immediately send signals that you don’t have time for them or they’re
unimportant. Instead, as you approach a stranger, make eye contact. Right away
this conveys that you're open and friendly.

Smile

It’s no secret that happiest people are the ones that smile the most. There’s
nothing that exudes warmth and openness like a genuine smile. When you smile,
you put others at ease and allow them to let down their guard.

Lean In

Have you ever heard of Brene Brown talk about leaning in? She’s talking about
vulnerability. And there’s a reason she chose the phrase leaning in. When you
lean into someone upon meeting them, you show them that your guard isn’t up
and you're vulnerable, just like they are. So, when you go in for that initial
handshake, meet the person you're greeting halfway.

Handshake

Speaking of shaking hands... How you shake someone’s hand tells them a lot
about you. If your handshake feels like someone grabbing a dead fish, you portray
disinterest and lack of confidence which are huge turnoffs. On the other hand, if
your handshake firm and solid, it lets the other person know that you are
genuinely excited to meet them.

Talking with Your Hands

Think about the most memorable speeches you've ever heard. Whether it was at a
company event with a large group of people or just a meaningful conversation
with a friend or colleague, think about what the speaker did with their hands.
Chances are they weren’t resting in their pockets or glued to the side of a
podium. In order to add meaning to their words, great speakers use their hands to
express the message they're trying to get across. So, next time you're talking with
someone you want to make an impression on, don’t be afraid to use your hands.
This isn’t something that’s mechanical or that you should think too much about.
Just let it happen naturally and your listener is sure to see you in a favorable light.



The Importance of Face-to-Face

Even though the majority of modern communication occurs over text messages,
emails or video, there is no substitute for face-to-face. Sure, our ability to share
information quickly and easily has made our lives easier, but the fact remains that
it takes talking to someone in person to develop a real connection and build
rapport. This kind of communication allows you to both send and receive so much
more information than what is being said. Things like tone of voice, open body
language, hand gestures, pacing and eye contact can shape someone’s opinion of
you even more than the words you say.

As a leader, it’s your job to communicate with people. You wouldn’t be in the
position you are if you didn’t know what to say. But, what is often forgotten is that
words only tell half the story. People read body language more than they listen to
words. With that in mind, if you can become a master of using positive body
language when communicating with others, your potential to lead and inspire is
unlimited.

As a recruiter for the Life Sciences industries in the Bay Area, I would with
business leaders to improve internal company processes through hiring the right
employees. If you are looking for a new employee in the pharmaceutical, medical
device, or biotech industries in the Bay Area, contact me, Jeff King.

Steps to Setting Clear
Expectations at the Office
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If you're a part of an organization of any size, you know the importance of setting
and maintaining expectations. Whether expectations are placed on you or ones
you set for the people on your team, they need to be made clear and are
understood by everyone involved. Whenever ambiguity is present, you run the risk
of poor communication, people cutting corners and diminished productivity. So,
just how should you go about setting expectations? Try some of the following
steps.

It Starts With You

People expect you to lead by example. If they see you taking shortcuts or giving
anything less than your best effort, you can’t expect them to give everything
they’ve got. This is why setting expectations for yourself is a crucial first step. It's
a good idea to write them down on paper and post them somewhere you can see
them on a regular basis. Having clear expectations in your head is one thing.
Putting them on paper is much more effective, however. Not only do you have a
visual reminder, you allow others to see the standard you’ve set for yourself as
well.

Where in Your Organization Do
Expectations Need to Be Made Clearer?

Before you go off reinventing the wheel, put in the effort to examine every aspect
of your organization to see where improvements can be made. Is there is a
breakdown in communication between production and quality assurance? Are
there issues with people showing up late? How can the regulatory department
meet deadlines more consistently? By identifying gaps, you can hone in on where
expectations need to be adjusted or made clearer.



Communicate

Once you've identified where expectations need to be made clear, the next step is
to communicate them to everyone involved. Whether you're addressing an
individual or an entire group, meet everyone on their level. Instead of telling them
they aren’t doing what’s expected, frame the conversation in a way that makes
them feel empowered to raise the bar. Explaining why changes are being made in
the context of how the entire company benefits is also a great strategy.

Make Everyone Part of the Conversation

When you're setting new expectations, always remember that people have
expectations of you as a leader too. This is why it’s important to have a dialogue.
By asking people what they need from you helps both parties become clear on
what'’s expected. Are there supplies or tools that your group need to make their
jobs easier? Are there antiquated processes that need to be updated? When you
make everyone part of the conversation, they feel appreciated and the results will
show in their work.

Write Them Down

After you've communicated what’'s expected going forward, people will be
enthused. After a while though, the hype fades and it’s easy for people to forget
or just go back to the old way of doing things. If you write down what’s expected
and post it somewhere visible, you provide clarity and a constant reminder for
everyone.

Agreement

After you've had a mutual conversation and identified what everyone expects from
each other, all parties have to buy in. That’s why it’s important for everyone to
read, understand and come to agreement on what’s been written. If you have any
dissenters, the chances of your expectations being met decrease dramatically. If
you're dealing with an individual that has disciplinary issues or isn’t otherwise
making the grade, you may want to have them sign a written contract that clearly
states what's expected.
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Take Time to Re-evaluate

In the age of technology, workplaces of all types have to be constantly evolving to
be successful. Just because the expectations you set and the systems you
implemented last year were working, doesn’t mean they still are. Take time to
check in with your people on a regular basis. Is there a policy that no longer
makes sense? Does the IT department have everything they need to keep your
systems running their best? By doing this, you not only keep a pulse on what’s
going on with your organization, you show people that you care. This goes a long
way in determining how effective you can be as a leader.

It’s no secret that the most successful organizations have clear expectations for
both leadership and employees. They open channels of communication, set
boundaries and define responsibilities. But how you go about setting those
expectations is what makes the difference. Instead of sending out a company-wide
memo that most people won’t even read or barking orders at your team, go
through the steps listed above. Doing so provides you an in-depth look at where
improvements need and makes everyone feel like part of the process.

How Public Speaking Can Help
Your Career

It’s something even the brightest minds in business fear. Something you avoid at
all costs. Even those that do it for a living never get truly comfortable with it.
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We’re talking about public speaking. And you’'re going to have to do it at some
point in your career. Whether it’s giving a presentation to your team or delivering
a speech in front of the entire company at the Christmas party, developing the
skill of public speaking is a must. Sure, it’s not your favorite thing in the world
but believe it or not, developing this difficult skill can be a great benefit both
personally and professionally.

It Makes You Memorable

When you speak in front of any number of people, their focus is on you. For
however long the stage is yours, you have everyone’s undivided attention. Great
public speakers know this and instead of fearing the opportunity in front of them,
they see it as a chance to have influence and make a lasting impression. When
you have a chance to speak in front of a group, they are going to look to you as
their leader.

There’s Scarce Competition

Most people avoid public speaking at all costs. Whether it’s giving a best man
speech at a wedding or delivering a sermon at church, there aren’t many people
in the audience that have the courage to share their thoughts and wisdom in front
of a crowd. If you're able to become even an average public speaker, people will
look to you with respect because you possess a skill most of them don't.

You Connect with People

If you think about some of the most memorable speeches ever given, names like
Martin Luther King Jr., John F. Kennedy and Winston Churchill come to mind. So,
what made all these names great public speakers? Their ability to show empathy
and connect with people. If you're able to speak in a way that conveys passion,
vulnerability and inspiration, your audience can’t help but be drawn to you. In
short, you will be their champion.

You Can Be a Catalyst for Change

Think about the last time you received that email that was circulated to everyone
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in the organization announcing a new direction or change in policy. You read it
and talked about it with your colleagues but probably didn’t give much more
thought. Now think about the last time someone at the top gave a speech in front
of everyone. Even if it was last year, it still sticks out in your mind.

The fact remains that listening to someone speak always has a greater impact
than a voiceless note sent electronically. If you want to enact change in your life
or your organization, do it by speaking to people, not through a form letter or
email.

Leaders Get Promoted

Have you ever found yourself stuck in a rut? You want to advance in your career,
but you keep bumping into that glass ceiling. You know that people with
leadership qualities get promoted but you just can’t figure out how to break
through. Developing the skill of public speaking is a great place to start. If you're
able to speak in front of people, you have the power to change their minds. It’s no
secret that leaders have the ability to influence others and there might not be any
greater way to have influence than the spoken word.

You Become More Confident

Everyone is afraid of something. Maybe it’s heights, needles or tight spaces. One
fear that is shared by more people than any other however, is public speaking.
Getting over this fear takes some practice but if you're able make it an asset,
you’ll feel empowered both personally and professionally. Even more, when you're
able to connect with people, it’s a great reminder of your value and worth to
everyone around you.

What if You Mess Up?

No one is going to deny that there are more enjoyable things than public
speaking. Being the center of attention makes you nervous and what will people
think if you screw up? Believe it or not, the best public speakers in the world will
tell you that they make mistakes all the time. The best part is most of the time,
nobody notices. And when mistakes do happen, it brings about a moment of levity
that reminds the audience that whoever they’re listening to is a human just like



them.

Most people aren’t born as great public speakers. Fortunately, it’s a skill that can
be learned and a fear that can be overcome. If you're willing to step outside your
comfort zone and put in the work, you’ll be setting yourself apart both personally
and professionally. Not only will you have developed a skill that makes you more
valuable to your organization, your confidence and sense of self-worth will grow
in other areas of your life as well. It can even help you improve your everyday
communication skills as well. Challenge yourself and give it a try.

If you work in the Life Sciences industries in the Bay Area, I am a recruiter that
can help you advance in your career. Contact me, Jeff King, at jking@rgfocus.com
or (541) 639-3501.
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