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20 Bad Workplace
Habits

Winning Too Much

A NEED

At Root of

Arguing

Tuning People out

Taking Credit

Withholding Info

Adding Too Much Value
Always Have To Improve Other's Ideas

Passing Judgement

Nobody Likes to Be Judged

Someone give you A Suggestion?
Remain Neutral

Say Thanks

Making Destructive
Comments

"Straight-Shooters" Have Pride in Candor

Sarcasm Never Constructive

Undermining
Pain

Humiliation

Starting with No, But or However
"I Know Better"

Telling How Smart you Are

"I already knew that"
Insults

Alienates

Is What I have to say worth Saying? No? Say Thank You

Speaking when Angry

Lose Temper Lose Control

Anger as a Tool?

Can Backfire

Reputation
Volatile

Unbalanced

Negativity
"Let Me Explain why that won't Work"

Disguised as Helpful "I Know Better"

Others Reluctant to Present New Ideas

Withholding
Information

Breeds Mistrust

Failing to give proper
recognition

Fosters resentment

Acknowledge Other's
Hard work

Contribution

Claiming Undeserved Credit
Group Achievement Matters More than Your Own

Making Excuses

Not Acceptable

Two Types

Blunt "I got caught in traffic"

Subtle "I'm Bad a returning phone calls"

Clinging to the past

Assigning fault for mistakes To past events

Reflects Lack of accountability

Playing favorites

Managers Say they want to be challenged

Yes-Men and Women Get in Bosses Good Graces

Refusing to express regret

Successful people
Apologizing can be painful Hate admitting they were wrong

Apologize Others can
Release Ill feelings

Forge new relationship

Not Listening

Common problem

Sends negative message
I don't care

Stop wasting my time

Failing to express
gratitude

Automatic response
Should be "Thank You"

Many
Wait For perfect moment

Feel it makes them Appear Weak

Gratitude
Skill We can never use too often

Punishing the
messenger

Responding with anger
At News You don't want to hear

Say Thank You

Passing The Buck

Exceptional Leaders Take Responsibility
For Themselves

For People Who Work for them

Flip Side of
Taking Undeserved Credit Just as destructive

Excessive Need to be Me

Transforming Failing Into a Virtue Flaw is Essential Part of Me

Excusing Destructive Behavior Stops Decision to Change

The Twenty First Bad Habit
Goal Obsession

More ImportantThan Overall Mission

Can Lead to

Poor Manners

Dishonesty

Taking Advantage

A Seven-Step Method for Changing
for the Better”

Feedback

360 Degree

At All Levels

Strengths

Weaknesses

Before FeedbackAsk

Let Go of the past

Tell The Truth

Be Supportive and Helpful

Apologizing

Three purposes

Claims responsibility for past mistakes

Announces commitment to change

Serves as an agreementBetween both parties

I'm sorry. Ill try to do better"
say nothing elseDo Not Qualify

Announce commitment to changeover and over

Listening

Make others feelmost important in room

Think before you speak

Listen with respect

Don't

Interrupt

Complete others sentences

Respond with
I knew that

No, but, however

DoAsk intelligent relevant questions

Thanking

Say Thank You

Is a Talent

Diffuses volatile situations

Go Beyond good manners
List 25 peoplewho have helped you

Write thank you note to each

Following Up

Allows you to measure improvement

Reminds people you're working on changing

Shows seriousness

Holds you accountable

Feed-Forward

4 steps

Choose behavior you want to change

One on oneto explain desire for change

Ask for two suggestions

Accept to implement

Not about past behaviorCan't change the past
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