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1 Give Yourself a Break

A patient came
things she had to do
until she flew out the
bed for two weeks.
in a forest. Howe

Two weeks la
unmade for the first ti

know what " she said.

This woman had made two major breakthroughs. overing that

she had choices in her fifé that she had never seen befo er was giving

herself permission to s than perfect. It was a watg experi-

ence3 .




Notes

1. However she went along with my idea go along with

2

This story illustrates an important principle about managing time No one can
do it all. Each of us has to make choices and accept trade-offs*. The problem is
many people choose in ways that put themselves and their health last. They take
better care of their houses and cars than they do of themselves. They put everyone
else’ s needs ahead of their own. That’ s fine if it" s occasional. It would even be
okay if there was a balance. But most people living that way are wearing them-
selves out feeling out of control. Fortunately life doesn’ t have to be like that.

One phrase can be very helpful It’ s the name of a book by Sol Gordon and
Harold Brochure Life Is Uncertain — Eat Dessert® First 1f the good stuff al-
ways gets left until last it usually doesn’ t happen®. Work before health and plea-
sure soon becomes work instead of health and pleasure.

Notice how it happens Folks’ get busy and run short of time they stop exer-
cising or start skipping meals next they steal time from their sleep. Soon they get
too busy to see friends they stop reading or playing ball and six months go by
without a long walk. That' s not a great way to live.

And don’ t kid yourself Fax machines and cellular phones®don’ t
save time but merely speed up the already hectic pace of life. Trying to be more ef-
ficient isn’ t the key either. That' s just a way of cramming more into less time —
when we really should be aiming to do less and enjoy it more.

So what is the solution In a word prioritize. Decide what you want in your
life and put that first. On a daily basis that should include regular meals ade-
quate sleep and time with your family. Exercise leisure friendships and hobbies
should also be regular aspects of life. The point is to do something for yours what-
ever makes you feel good about yourself and your life. Take a nap. Take a walk.
Take time to play the piano. Of course you’ 1l have to trade off some of the things
that are currently clogging your schedule to make room for your new priori-
ties. Stop bringing your briefcase home from the office. Stop keeping your house as
clean as your mother kept hers. Fill more of your time with want-to-dos instead of
have-to-dos’ .

Add your name to the list of people you’ re trying to make happy. Not' me
first” of me only” but me too.” Balance is the goal. Permission is the key. And

the time to start is now.

2. Two weeks later she breezed into my office beaming

breeze

beam

3. A watershed experience watershed



4. trade-off
5. dessert

6. If the good stuff always gets left until last it usually doesn’ t happen

7. folk

8. fax machines and cellular phones cellular phone = cell phone mobile phone

9. fill more of your time with want-to-dos instead of have-to-dos

Exercises

Improving Comprehension

Decide if each statement is true or false based on what is stated or implied in or what can be inferred from this

article

1. When the writer suggested that she stop making her beds the woman was astonished and might
have thought of him as a savage.
Two weeks later the woman felt happy when she went to the doctor’ s office again.
According to the writer people who have stress and tension take too much care of themselves and
pay little attention to anyone else’ s needs.

4. The title of a book Life is uncertain — FEat Dessert First—suggests that since one is not sure of

one’ s fate the first thing one should do is to eat as much dessert as possible.
The writer suggests that one use Fax machines and cell phones to be more efficient.
The writer suggests that one should give priority to what-to-dos instead of have-to-dos.

Add your name to the list of people you' re trying to make happy” indicates that one should try to

make himself happy first.

Building up Vocabulary
The words phrases in the box are extracted from this article and are related to STRESS & MANAGING
TIME. Supply the word missing in each question by choosing from the list. Then write it out in such a way so

that the sentence makes sense. Refer back to the article or to a reference book for its meaning or usages if nec-

essary.
trade-off wear out skip cram into  hectic prioritize run short of  clog

1. T ve seen plenty of girls themselves trying to run a home and a job.

2. The area has become a haven for people tired of the pace of the city life searching for quiet and

inner peace.

3. It' s dangerous for too many people to be a bus.

4. Time is ladies and gentlemen and we won’ t be able to allow encores for the remaining items on
the program.

5. I'm trying to lose weight so I'm lunch today.



6. If you eat too much fat your arteries will up .

7. There is a between doing the job accurately and doing it quickly.
8. When you have twenty tasks for the day all of them urgent it' s not easy to them.
Keys

Improving Comprehension
1T 2T 3F 4 F SF 6T 7F

Building up Vocabulary

1 wear. ..out 2 hectic 3 crammed into 4 running short 5 skipping 6 clog 7 trade-off 8 prioritize



2 How to Talk to Anyone Anytime Anywhere

aster a talker'. And for 40
years‘ I' ve been doing ju t Tome talk well is one'{of the great
pleasures in life an&béa bring
ould rather

hey' ve never

ed  here are
anywhere.
5



1. You Don’ t Have to Be {uotable

If you could have witnessed my first morning in broadcasting you would have bet
the ranch that I was the last guy who' d survive much less succeed” as a profes-
sional talker.

It happened at WAHR a small radio station in Miami Beach on the morning
of May 1 1957. I had been hanging around there hoping to crash into my dream
world of radio. The station’ s general manager liked my voice but didn’ t have any
openings

I lived near the station and went by every day watching the disc jockeys the
newscasters the sports announcers’. After three weeks the morning deejey quit*.
The manager told me I had the job starting Monday morning.

I didn’ t sleep that whole weekend. I kept rehearsing things to say. By Mon-
day I was a basket case’.

The manager called me into his office to wish me luck. And then I was on the
air®.

Picture me at 9 a.m. sitting in the studio with my new theme song Les El-
grart’ & Swinging Down the Lane " cued in’. I start the song. Then I fade the
music down so I can talk. Only nothing comes out. My mouth feels like cotton.

So I bring the music up and fade it again. Still no words coming out of my
mouth. It happens a third time. The only thing my listeners are hearing is a record
going up and down in volume.

Finally the exasperated manager kicks open the door to the control room and
shouts.“ This is a communications business® ” Then he turns and leaves slam-
ming the door behind him.

In that instant I leaned toward the microphone and said “ Good morning.
This is my first day on the radio. I' ve been practicing all weekend. But my mouth
is dry. I’ m nervous. The general manager just kicked open the door and said.

This is a communications business. "

I wasn’ t exactly quotable that morning but I was able to get something out’

by telling my listeners about the predicament I was in and that gave me the confi-

dence to continue. The rest of the show — as well as my career — went fine.

2. Attitude Counts
After that fiasco in Miami I made a commitment to keep talking! even
when it might not be comfortable — in other words to work at it. The right atti-
tude — the will to talk — is crucial to becoming a better talker.

I think one reason I ve had a certain amount of success in broadcasting is that

the audience can see I love what I' m doing. You can’ t fake that. And if you try



you will fail.

Tommy Lasorda the former manager of the Los Angeles Dodgers once came
on my radio show the night after his team suffered a crushing loss in the National
League playoffs . From his enthusiasm you never would have guessed he
was the losing manager.

When I asked him how he could be so exuberant he said “ The best day of
my life is when I manage a winning game. The second-best day of my life is when
[ manage a losing game.” That enthusiasm and his willingness to share it have

made him a successful manager — and a very successful talker too.

3. Remember to Take Turns
Careful listening makes you a better talker. Good follow-up questions are the mark
of a good conversationalist.

In fact I have an important rule that I remind myself of every morning
nothing I say this day will teach me anything. So if I' m going to learn I have to
do it by listening.

4. Broaden Your Horizons

The best conversationalists are able to talk about issues and experiences beyond
their own daily lives. You can expand your world through travel but you can also
do it without leaving your own back yard.

When I was a boy my widowed mother got an elderly woman to care for us
while Mom tried to scrape up money'! for food clothing and to keep our little a-
partment. The helper’ s father had fought in the Civil War and as a child she had
actually seen Abraham Lincoln. I was able to talk to her so in a way my childhood
was a window on another era in history'?.

The point is this people with backgrounds different from your own can help

broaden your conversational repertoire and your thinking v

5. KeeT it LiAht
One of my cardinal rules of conversation is never stay too serious too long. Similar-
ly a key quality I look for in a potential guest is a sense of humor preferably self-
deprecating'® . Frank Sinatra is one guest who' s never been afraid to
make fun of himself.

During an interview with me Sinatra recalled comedian Don Rickles coming
over to his table at a Las Vegas restaurant to ask a favor. Rickles was dining with
a friend.

Would you mind saying hi to her Frank "

Of course not.” the singer replied.” Bring her over.”



Notes

1. talker

Then Rickles said that his friend would be even more impressed if Sinatra
could come over to their table. So a short time later Sinatra good-naturedly
walked across the restaurant slapped Rickles on the back and said how delighted
he was to see him.

Whereupon Rickles said “ Beat it!* Frank. This is personal.”

What' s key to the story — and most appealing to the audience is that Sinatra

so obviously enjoys retelling this joke at his own expense.

6. Be the Genuine You

Anybody I' ve ever talked to for more than a few minutes knows at least two things
about me I' m from Brooklyn New York and I' m Jewish. That' s because I' m
deeply proud of both.

You should be as open and honest with your conversational partners as you' d
want them to be with you willing to reveal what your background is and what
your likes and dislikes are. That' s part of the give-and-take of conversation part
of getting to know people.

Talk-show!® hosts Regis Philbin and Kathie Lee Gifford come into our homes
easily and naturally and they’ re not afraid to reveal their tastes or tell stories on
themselves. Without making themselves the focus of their talk they are them-
selves. If they — or a guest — tell a sad or joyful story they are not afraid to
show their feelings.

Mel Tillis the successful country-and-western singer is absolutely charming
as an interview guest even though he stutters. It doesn’ t show up when he’ s
singing but it does when he’ s talking. Instead of letting it bother him Mel is up-
front about the problem jokes about it and is so completely at ease with
himself that he puts you at ease too.

As for myself I learned something critical after surviving that case of® mike
fright”'® on my first day of broadcasting be honest and you won’ t go wrong.

Whether you are talking to one person or a million the rules are the same.
It s all about making a connection. Show empathy enthusiasm and a willingness

to listen and you can’ t help becoming a master of talk.

2. you would have bet the ranch that I was the last guy who' d survive much less succeed

last

3. the disc jockeys newscasters sports announcers

disc jockey DJ deejey

4. the morning deejey quit

8



5. a basket case

6. and then I was on the air on the air

7. Picture me at 9 a. m. sitting in the studio with my new theme song Les Elgrart’ ' Swinging Down the

Lane ” cued in
“ ” cue in
8. communications business
9. get out
10. made a commitment to keep talking make a commitment to do sth

11. scrape up money

12. in a way my childhood was a window on another era in history

13. a key quality I look for in a potential guest is a sense of humor preferably self-deprecating

14. beat it

15. talk-show
16. mike fright mike microphone

Exercises

Improving Comprehension

Decide if each statement is true or false based on what is stated or implied in or what can be inferred from this

article
1.
2.

Most people find it difficult to start a conversation with people they don’ t know.

On the morning of May 1 1957 the author took over the work of a morning DJ and started his
career as a broadcaster.

The manager got angry because the author forgot that it was a communication business.

From what happened to the author on May 1 1957 we can decide that his first day of broad-
casting was a complete failure.

The key to the author’ s success as a broadcaster is that he is enthusiastic about his work and will-
ing to do the job.

The author invited the former manager of the Los Angeles Dodgers to a radio show and the latter
proved a good talker too.

When still a child the author used to stay with his mother and listened to the stories about Abra-
ham Lincoln.

One of the guests to the talk show who liked to make fun of himself was a singer.

A good talker must be open and honest and not afraid of making fun of himself. What' s more he

must also be a good listener.

Building up Vocabulary

A. The words in column L are quoted from the text you have just read. Pair them with the words phrases in

column R so that each pair are sometimes more or less interchangeable.



L R

ingredient complete failure
predicament principal

fiasco high-spirited
commitment component

fake irritate
exasperate promise
cardinal pretend
exuberant dilemma

B. The words phrases in the box are extracted from this article and are related to CONVERSATIONAL
SKILLS. Supply the word missing in each question by choosing from the list. Then write it out in such a
way so that the sentence makes sense. Refer back to the article or to a reference book for its meaning or us-

ages if necessary.

get out appealing give-and-take self-deprecating ly stutter  empathy

1. The candidates entered into a lively of ideas.

2. She a bit so let her finish what she’ s saying.

3." It s just a modest little daub ” he said . Tt only took an afternoon to paint.”

4. The idea of not having to get up early every morning is rather to me.

5. You’ ve lived in other countries so I' d expect you to have some sort of with people who' ve just

arrived here.
6. When John finally plucked up enough courage to ask for an increase in wages he had quite a job to

the words

Keys

Improving Comprehension
1T 2T 3F 4 F 5T 6T 7F 8T 9T

Building up Vocabulary

8 L R
ingredient component
predicament dilemma
fiasco complete failure
commitment promise
fake pretend
exasperate irritate
cardinal principal
exuberant hidh-sEirited

C 1 give-and-take 2 stutters 3 self-deprecatingly 4 appealing 5 empathy 6 get. . .out

10



