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The 30 Minutes Series

The Kogan Page 30 Minutes Series has been de-
vised to give your confidence a boost when faced

with tackling a new skill or challenge for the first
time.

So the next time you’re thrown in at the deep end
and want to bring your skills up to scratch or pep

up your career prospects, turn to the 30 Minutes
Series for help!

Titles available are:

30 Minutes Before Your Job Interview

30 Minutes Before a Meeting

30 Minutes Before a Presentation

30 Minutes to Boost Your Communication Skills
30 Minutes to Brainstorm Great Ideas

30 Minutes to Deal with Difficult People
30 Minutes to Succeed in Business Writing
30 Minutes to Master the Internet

30 Minutes to Make the Right Decision

30 Minutes to Make the Right Impression
30 Minutes to Plan a Project

30 Minutes to Prepare a Job Application
30 Minutes to Write a Business Plan

30 Minutes to Write a Marketing Plan

30 Minutes to Wirte a Report
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30 Minutes to Write Sales Letters

Available from all good booksellers.

For further information on the series, please
contact;

Kogan Page, 120 Pentonville Road, London N1
9JN

Tel:0171 278 0433 Fax:0171 837 6348

- 12 -



CONTENTS
5 %

Introduction o
mt ;A ‘:‘ i

1 Take a Minute to... -
B K

Consider Your True Worth -----:-ccecoeeeeeeens

ER—-THEMNER

Self-value «-woercevreererareecinnenensone e

B £

Handle self_criticism L R T P T T

B &P
Appreciate yourself --------
a &k

= (2)

(2)

= (2)

4)

e (6)



Self-acceptance - eereerrmmsienera e ieeees (8)
f &4
Approve Of yourself tesesecesesrncssssnesnse (10)
N
Give yourself permission to move

forward  reeereeerereeeeerenieeesieneeeenns (14)
b & RIK
Self-esteem boosters «i«+-+wseererreeeseenne (16)
RS aFEHRTT
Keynote DOOSTEr e rrerer s rsenieanaans (16)
B3 ALY AR

2 Attitude Is Al ---corerrmrmeniieiineeneen, (18)
H_E SERE—)
Do You Have The Right Attitude
To Yourself? ceesseescsccsssastearresase sen s (18)
REEEERER A CG?
Your thoughts — do they help or
hinder you" B € =)

Self-esteem thoughts for results «---«- (20)
RA B #H, EALE
You can choose what you want

to think wessesses sascseasctsr sasses st e Ben (22)



BEYHAEME LA

Choose helpful thoughts «---+-eseeeveeene (24)
REABT AT+

Self-esteem boosters -+--ccesercerrenianaes (26)
®BHAESHH ‘
Keynote DOoOSter *tr=rresrrerrrntieiiiininea. (28)
R Ha AV EHE

3 Emotlonsg ----cooccemiFerioniiies (30)
B=E 2w
Surely Not At Work! ---:oo=recvseeeeeizaee (30)
TERFAAEREHE
Managing your emotions ««--:-:e-eeeeeeee (30)
THEA TR
Accept all your feelings e-«-eeeeeeeveeees (32)
B2 h Tah oA

When someone presses your

BULtONS]  <+eveereeerseremmrnneieenea e e (34)
HABEHE 27

Letting go of hurt feelings =-<+--++c++eoos (38)
EELH BTN TP

Lighten up your feelings -----------ceesee0 (42)
Hi¥ B, KRN

Self-esteem boosters «+-wweweeeerereeeans (42)
REHHHHHT



Keynote booster stteseetsattsescrsvenerssnans (44)
RS A/ EEA

4 Harmony, Sweet Harmony! --------- (46)
SO 0, 2T R0FE
Self-Esteem For Improvod Relationships

At w°rk cecesscons evecancesssevecssssse (46)
%K%ﬁ$l‘]§&§ﬁﬁﬁﬁ
Self-esteem for everyone ---+---eieeieeeeee (48)

AAB AR, BFEAAA

Who is responsible for how you feel?

- (52)
R R4y KR ﬁ ‘ﬁ"’
Self-respect and respect for others ------ (54)
Af5HERNA
Self-esteem boosters ++-teerrseeiecaniee (54)
REHBMRECHHS
Keynote booster «++++rswsrersesinnsesnines (54)
REaMESEHEHN
5 Just A Word... About
Criticism -+ N €= <)
SBHEE VBT, R“ﬁ-’rﬁt—ﬁ ------
Bring Self-Esteem Into The Picture ------ (58)
AEREEE



The importance of self-esteem ---+--+-+ (60)
SRELEE 2 3 38
Communicate clearly and with

COMPASSION  «+-eeeseermreerienmeserneesn (60)
B R L
GoOdWill s rererereeriiiininiiiicnineeee (64)
B FARE
Self-esteem boosters w--eveererracieariinnns (66)
REBBECEH
Keynote booster «««««-ssseeerersiereeerennns (66)
RI RO M9

6 smtlight on voul tesecrsensesass s tanaes (70)
HAN REaxgac
Seif-Esteem For Interviews, Meetings,
Pay-Rise Requests And
Presentations ---------- seeenees (70)
Eﬁﬁf\¥XM§ﬂﬁﬁﬁ%E
7 LI
Your inner image -++srrrreeseeeesenenenenes (72)
XSRS X 3
Meetings :+:e-weerrrmmreeeernnneeniniinis (72)
2B
Appraisals eeereeeeer e (74)



#Ar
Asking for a pay-rise
X R e ¥

Presentations teetsecsccecscrcas sescarasasssons

iRt

Interviews

& %

Self-esteem boosters «-+-----
B3 AMESHHS

Keynote booster +=+- -+

R3HMAEGEHE

7 Buffer Stress with Self-Esteem
$£tHE UBERREND
Boosting Your Self-Esteem Helps
Control Stress
REBEABTERNERN

Low self-esteem as a stressor ««----:----

B2 ARG RERARAEDN
The best use of your time
] 69 % AR

Keep your energy level high
A7) 0L 2

You are unique cecsessseecctcccss sernarensnos

- (74)

(78)

- (80)

- (82)

- (84)

- (86)

(86)

- (88)

- (90)

(92)



he KT B

Practical relaxation «-:::-ooeviveeieeiiiis (92)
3 B KA
Letting go of fear --«+sseeemeeeciiccncnns (94)
bR GRGY: TN 4
Other people as stressors! ------:e-eeeit (94)
FIAE R E6G R )
Bring balance into your life = make
time for you - seeeeeees e (96)
2EPFRFH, HH Y I LE
Self-esteem boosters ----+---- oo (98)
REAFECGHHS
Keynote booster :ereecreciiiiiiiaiiinnnn, (1()0)

R 8 1508 2497

8 Work Choices and Changes (102)
BAR ITEMEFFTML
The Right Work For You Is A Must

For Self-Esteem -------- seeeeeess (102)
THEGERBREERE H‘JJA\%%#F

Shape your future -------- seeeeeeeee (102)

Wi fhag A £

A heart-search for a job-search! ------ (104)

REBITAE, 2K EH K



The self-esteem to go for it!  -----eeee (104)
HIE oA &k o Af

Remember your value and worth -++--- (106)
Fizh T

Making the best of a bad job  «++-+e (108)
PRI IR SR LD

Redundancy “eesesssscattsnsrsmsases st nannan (110)
T &

The l’ight job for YOU rrceernrseesnenie e (110)
i& 4 1key =15

The bigger picture Cescecracrtasversevrenman (112)
AT A

Self-esteem boosters --verreceeeceeeees (114)
RS AMFECHHT

Keynote booster «:-«weereeesemernerninnns (116)

&R/ ZEA

9 Self-Esteem Treatment (118)
BAE HIERZE

Pay Attention To What You Need ------ (118)
THRBECHINE

Look after yourself ««+«---eeeecceeeenaeeees (118)
NPT S

Treating yourself better — what can



you do? eeeeeeen. tereseretatiaenian (120)
HAaAANILITF— 5, JA‘VHF%*—;'{&?

Your deeper needs «::-sececeerrnenniniien (122)
HRGRBERE X
Find what is joyful and important

, to you  eeeeeee - (124)
"7]‘**-1’*;&4‘5"7“7'1&%7 ‘”l"‘l’*¥5"'l"ﬂ’ﬁi¥7
Self-esteem boosters «:-:eceeeieneein (124)
BHAMBOHHS
Keynote booster “eteetasteteseasisnrsann e (126)

E TN RN E R R

10 Set Goals With Self-Esteem (128)
B+E BiEHwEEE

For Plans You Really Follow

Through See sct et et ete st et sen ot netcnsnna (128)
il % AR AR BT AT B 9 i1
Wake up to what you want  ++-=++-oec (128)
THALHAREE
You know what is best for you -+ (130)
LB AR R IFIRE A R
The right goals for you :-«-+++-+eeuevees (130)
BAFE S 5ikimig B
Deciding what you want ~ ----+----eeien (132)

9 .



BREBILERT A

Self-esteem supports your success
& fX B 1R K IR

Self-esteem boosters

R NS REON B

Keynote booster -

B AH AR

‘P'ck Me UP’ Pag‘ teteetssssenmesansona sanann

REBEN ERTFR"
SR E

- 10 -

- (134)

- (136)

- (138)

(140)-

(144)



30 % #¥ % A4 ¥+ B

BHEIETE B 510
To Boast Your Self-Esteem
(HENNR)
IR HRER/ ¥

® T

AP BFT By KA ik



1

TAKE A MINUTE TO...

Consider Your True Worth

Self-value

How much do you really value yourself? Do you
sometimes feel under-valued and unappreciated?
Are there times and situations when you feel
lacking in self-worth? Would you like to feel in-
wardly confident instead of struggling to main-
tain an outward facade of confidence?

Perhaps more than anything, you want to have
a way of giving that confidence to yourself when
the pressure is on and you’ re short of time. So
now if you simply let go and take a few minutes,
you can start to build a basis of self-esteem that




