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Practical tips on being a star at work

Robert E. Kelly, a consultant for major corporations and a professor at
Carnegie Mellon University, has written a book entitled How To Be a
Star at Work. In it he teaches readers how to improve their day-to-day
behavior at work by using nine breakthrough strategies: 1. Initiative
It's not about finding little ways to do your job better, or volunteering
to do little extras like planning the annual picnic. Star performers know
that real initiative means going beyond your regular work to come up
with new ideas that reaily help the company's bottom line. 2. Net-
working Average performers think it means socializing with the boss
in hopes of getting a promotion. Star performers know it's really about
building good relationships with the knowledge gurus who can help
you get your work done faster and better. 3. Self-management Don't
get hung up on whether your desk is clean or cluttered—that has
nothing to do with success. The key is whether you are sticking to the
"critical path" when you organize your time, work space, and goals. 4.
Perspective Average workers see everything from their own point of
view, but stars learn to consider the perspectives of their colleagues,
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bosses, customers, and competitors. 5. Followership You don't have
to be a spineless yes-person to be a good follower. There are smart
ways to influence what happens while still checking your ego at the
door. 6. Leadership Don't get blinded by the cult-hero worship of
"Big L" leaders; instead, learn the secrets of influencing people through
"Small L" leadership. 7. Teamwork Everyone talks about teams, but
stars know how to avoid the pitfalls that often derail them. 8. Organi-
zation Savvy "Office politics" has got a bad name. Stars know that
developing "credibility" with the right people can help them address
conflicts and promote co-operation. 9. Show-and-Tell People judge
you by what you say and do during meetings and presentations. Stars
always know their audience and shape their message accordingly.

Words & Expressions
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bottom line. - B H B AT, AEABTFAANEAL.
. H(iiifﬁﬂgﬁkﬁ Fo that 51 S H0 52 78 M A8 1ff ideas, come
 up with... BHREH, Xiu: He has finally come up with a
’Solumﬂmﬁlepmblﬂm f&%?‘ﬁﬁ]’ﬂ&ﬂﬁﬁﬂ}ﬁk ‘ boﬁom

Exercises

I. Questions for Comprehension.
1. What does "a star at work" mean?
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2. How do you know if a person has initiative or not?
What is the difference between average performers and
star performers in networking?
According to the author what is the key to success?
Is it right to see everything from one's point of view? Why?
What is a yes-person?
Can you think of some differences between "Big L" and
"Small L" leadership?
Why does "office politics" get a bad name?
9. How do people judge a staff member?
10. What are the nine breakthrough strategies suggested by
Robert Kelly?

w
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1. Choose the appropriate forms of the expressions given below
to complete the following sentences.

go beyond stick to in hopes of

build relationship with come up with

from one's point of view socialize with
1. One should avoid seeing things only.

2. He chose to work in a jointventure
chance to improve himself.

getting better

3. ifyou your goal in spite of difficulties, you are sure
to succeed.

4. Going outing together is a good opportunity for the man-
agement and staff each other.

5. Those who often suggestions should be encour-
aged in the company.

6. His visit to our company this time aims at us for
the future cooperation.

7. Last time as the requirement of the job her ability,

she didn't do it well.
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Ill. Useful Patterns.
1. Pattern 1 In order to be a star at work you need to have
initiative.

In order to do A, B...

A B
1) keep fit (2 5) he/do jogging (1&#1)/every
morning
2) do well in the exam the student/stay up late/yes-
terday
3) find a good job Mary /take a course in Busi-

ness English (#§ 45 % i8)/now

4) encourage the secretaries the manager/send them
flowers every Monday
5) learn English well (a%€)

2. Pattern 2 The first thing a new secretary must learn is to get
her work done fast and well.

The first thing A (do) is/was B (to do)...

A B
1) l/in 2000 go and visit Aomen(#[])
2) a secretary/everyday answer the phone
3) my father/yesterday listen to the news over the
radio

4) the chief/when he returned be briefed by his secretary
5) you/must/next Monday  (H3E)
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Llstoning & Speaking

Meeting office staff

1. Listening

Hilary has just arrived at H & ) *Company. As it's her first day, and
she hasn' t had a chance to meet her colleagues yet, Sheila Polson, the
Personnel Manager, introduces her to some of the staff.

As you listen, draw lines to link the name on the left with his/her
position on the right. Then listen again and indicate in the left-hand
column whether the greeting is formal(F) or informal(l).

F Alice Everett Marketing Manager
Christine Adams Office Manager
Helen Wright Hilary's best friend
George Brown Personal Assistant to Alice Everett

2. Presentation
1) Introductions between speakers normally follow a number of
steps, as follows: '
Student A
Introduction: How do you do?
Identification: My name is
Student B
Reply to introduction: Pleased to meet you.
Identification: I'm .

Now here is some of the language you have just heard.
a. Introducing and identifying yourself.
Formal: How do you do?

*H & | Company & —AF A



