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				‘Andrew Griffiths is real, raw and relevant’—The Sunday Mail

				‘Andrew Griffiths has a unique gift. He is one of the greatest communicators of our time. Part philosopher, part futurist and part advocate for entrepreneurs everywhere’—Shelley Evans-Wild, Managing Director, NeuroPower

				‘Andrew Griffiths is one of the best authorities I know on how to do business better. He is a never ending source of smart information and powerful inspiration’—Brian Haverty, CBS Interactive

				‘Big on knowledge. Big on passion. Another cracker, Andrew!’—Robert Gerrish, Flying Solo 

				‘There is no one else like Andrew Griffiths. He’s larger than life, totally driven to help others and he makes doing business a blast’—Anh Do, author of The Happiest Refugee

				‘Andrew Griffiths—we salute you’—Weekend Sunrise 

				‘Andrew Griffiths is an incredibly gifted author and international speaker who is able to take complex business issues and make them easy to understand and even easier to implement. It is no wonder that top business people in 50 countries read and apply his material. Quite simply, the value he provides is immense.’—Blake Beattie, author of Bullseye and founder of Pay it Forward Day

				‘As a weekly regular on our morning show, Andrew is a wealth of amazing practical strategies to get ahead in life. Totally inspirational’—Liam Renton, Program Director, 96.5 FM Brisbane

				‘Andrew is an inspirational and charismatic entrepreneur who can communicate the strategies and tactics that will help you get from where you are today to where you want to go’—Sam Harrop, Action Coach—Top 100 Platinum Coach

			

		

	
		
			
				[image: Title.png]			

	

	
		
			
				Also by andrew griffiths

				101 Ways to Market Your Business

				101 Ways to Advertise Your Business

				101 Ways to Really Satisfy Your Customers

				101 Ways to Boost Your Business

				101 Ways to Have a Business and a Life

				101 Ways to Build a Successful Network Marketing Business

				101 Secrets to Building a Winning Business

				101 Ways to Sell More of Anything to Anyone

				Bulletproof Your Business Now

				The Me Myth

			

		

	
		
			
				First published in 2011

				Copyright © Andrew Griffiths 2011

				All rights reserved. No part of this book may be reproduced or transmitted in any form or by any means, electronic or mechanical, including photocopying, recording or by any information storage and retrieval system, without prior permission in writing from the publisher. The Australian Copyright Act 1968 (the Act) allows a maximum of one chapter or 10 per cent of this book, whichever is the greater, to be photocopied by any educational institution for its educational purposes provided that the educational institution (or body that administers it) has given a remuneration notice to Copyright Agency Limited (CAL) 

				under the Act.

				Allen & Unwin

				Sydney, Melbourne, Auckland, London

				83 Alexander Street

				Crows Nest NSW 2065

				Australia

				Phone: (61 2) 8425 0100

				Fax: (61 2) 9906 2218

				Email: info@allenandunwin.com

				Web: www.allenandunwin.com

				Cataloguing-in-Publication details are available 

				from the National Library of Australia 

				www.trove.nla.gov.au

				ISBN 978 1 74237 428 4

				Text design by Squirt Creative

				Typeset and eBook production by Midland Typesetters, Australia

		  

		

	
		
			
				Contents 

			  Acknowledgements 

				Introduction: The age of the entrepreneur 

			  1. What is the difference between success and failure? 

			  2. What do the truly spectacular entrepreneurs all have in common? 

			  3. The boss is the business barometer 

			  4. Invest in your greatest asset 

			  5. If you lie down with dogs, expect to get up with fleas 

			  6. Learning from the anti-businesses of the world 

			  7. Question everything—often 

			  8. Bad things happen to good businesses—be prepared now 

			  9. Does your business look the part? 

			  10. Use every opportunity to build rock-solid relationships 

			  11. Smart marketing is simple marketing 

			  12. Customer service commandments 

			  13. The lost art of selling 

			  14. The changing face of advertising 

			  15. Get things right online and profit follows 

			  16. Set the pace for your competitors to follow 

			  17. Can you really have a business and a life? 

			  18. How is your corporate karma account balance? 

			  19. Networking is not a dirty word 

			  20. Instead of changing staff, try changing yourself 

			  21. Working with family, friends and lovers 

			  22. In case of a business emergency, READ THIS 

			  23. How to survive if your business doesn’t 

			  A final word 

		  

		

	
		
			
				[image: Introduction.png]

			  It’s been ten years since I wrote my first book, 101 Ways to Market Your Business. A lot has certainly happened in my world and the business world in this time. How we do business has changed, technology has become firmly entrenched in our daily lives and we have had one of the most financially challenging periods in the best part of a century.

			  For the modern business owner it has been a roller-coaster ride, to say the least. Many older businesses have faded away and new shining stars appeared out of nowhere, taking a good idea and becoming commercially successful in a ridiculously short time. We are finding ourselves in need of new skills, relevant advice, revised perceptions and a greater range of communication tools.

				I believe that the greatest risk to any business today is a failure to evolve. Sadly, there are a lot of businesses with this malady, not to mention entire industries that somehow can’t seem to let go of the past and morph into something that is more relevant for today’s consumers. I get to see them firsthand and listen to their arguments as they put their heads in the sand, and I see the writing on the wall. They don’t go out with a big bang, they tend to slowly fade to black. The past two years have seen a major shift in the business world for both large corporations and small businesses alike. But interestingly enough, the challenges of evolution apply equally to the big and the small of the business world.

				However, the other side of the coin is that we live at a time when unbelievable opportunities exist for smart entrepreneurs. In fact, I call it the ‘age of the entrepreneur’, a time when just about anybody can start a business, with not a lot of money, or even time, and end up creating a successful enterprise. Sure, most of these revolve around the online world, but that is the point: if you are in business and you are not embracing the online world and the limitless potential that it provides, you are heading the same way as the tyrannosaurus.

				In saying that, this is certainly not a book about building an online business. It is a book about having an open mind, about doing what you do better, about gaining and keeping a competitive edge and learning from those who are out there and succeeding. Too many of us make the same mistakes in business, over and over. My book aims to give you a clear-cut pathway to avoid these pitfalls and mirror the actions that make others successful.

				What makes a successful entrepreneur?

				I am a strong believer in finding successful people and mirroring their attitude and behaviour as a strategy for increasing your own chances of success, at whatever level you want. Having worked with, interviewed, presented to and read about many of the world’s most successful entrepreneurs, I’ve been able to compile the following profile of the sort of people succeeding today.

				These people are quick to see an opportunity, particularly in the niches that already exist. They are positive, energetic and not afraid to ask for help if they don’t understand something. They embrace technology but avoid being enslaved by it. They know their customers and they put them above all else. They have a hunger for doing what they do better than their competitors, and this attitude of constant and never-ending improvement is ingrained in their business culture. This is reinforced by their open mind and willingness to try new ideas and concepts. They consider investment in self-development and business development as essential and they combine this with an ability to network, both face to face and online, to help them build strategic relationships. They are detective-like in their ability to research and make smart decisions based on the findings of that research. And most importantly, they back themselves and believe in themselves, completely.

				Much more than a ‘greatest tips’ book

				My publishers asked me to put together a compendium book of my ‘greatest tips’, based on my ten other bestselling business books, which cover every topic from marketing to selling, advertising and business–life balance. But as I started pulling this book together I realised that it needed to be much more. It needed to provide a broad overview of the state of business today, it needed to explore the entrepreneurs’ world and their way of thinking, it needed to show how to evolve and succeed in this new landscape, and it also had to provide a clear understanding of where the dinosaurs go wrong.

				A word of warning

				This book contains a lot of information. In fact, I have tried very hard to cover every aspect of running a business, and for some people this could prove a little overwhelming. Please don’t let it be. There will be parts of this book that are really relevant to you now, but in a year’s time there will be other parts that strike a chord. We tend to find the right information at the right times and I hope this book works for you in this way. 

				So, the point I am trying to make is that it is easy to get overwhelmed with all of the things we should be doing to make our businesses successful. Many of you will have heard the old joke, ‘How do you eat an elephant?’—‘One mouthful at a time’: this also applies to building a business. Do what you can, when you can. The more time and energy you can put into this process, though, the faster you will get results.

				How to get the most out of this book

				Like every book I write for business owners, I aim to get to the point quickly. We are all battling against time, so if we have to hunt too hard for the information that we need we tend to move on. In many ways we are drowning in information but thirsty for knowledge.

				In this book I have addressed the most common topics that I get asked about or that I see business owners struggling with. I have provided some background as well as information about the challenges and opportunities, and some practical tips that you can implement right now. This means that you can read this book cover to cover, or open it at any page and find information and practical advice that can be used immediately.

				There are a number of key themes and specific strategies that are reiterated throughout this book, and these may cross over several chapters. If I am repeating information it is because I think it is important.

				You will notice that some sections are longer than others. Some of my advice might take a sentence, some a page or two. It doesn’t mean that any of the information I am sharing is any less or more important, just that some key points can be said in a few lines while others need more explanation.

				I suggest that, as you are reading, you take note of particular points that resonate with you and write down the action you intend to take. Great information is pointless if we don’t act upon it.

				From here, it’s up to you.
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			  The Big Book of Small Business is the culmination of my business experiences, observations, successes and failures so far. The more I learn about small business the more I love it. It is dynamic, vibrant, challenging, rewarding and so much more. 

			  We are so lucky to live in the age of the entrepreneur, a time when more people are starting businesses than ever before. I have so much admiration for anyone who is brave enough to throw away the security of a paying job to pursue their entrepreneurial dream and all the risks associated with it. Rest assured, there are many rewards that come with these risks, and the biggest is being in control of your own destiny. Once you experience this sense of independence it is hard to ever go back to your old way of life.

				So this book is a tribute to each small business owner on the face of the planet. You are my inspiration. Keep doing what you do, remember the extraordinary riches that your business gives you and never lose the passion for the life you are creating; and, along the way, make the world a better place. 
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			  I get asked this question a lot and it is not an easy one to answer. Sure we could look at a bank-account balance, but if that was the only indicator we had to measure an entrepreneur’s success it would be a sad world indeed.

			  Personally, I believe anyone who is brave enough to step out of their comfort zone and enter the challenging realm of self-employment should already be classified as a significant success, because there is no doubt that running your own business is tough. However, I have noticed that most financially successful entrepreneurs share common personality characteristics, including an overriding desire to be good at what they do. I discuss these characteristics throughout this book and you may be surprised to notice how many you already have. Often what drives people to be entrepreneurs in the first place is the fact that they are good at what they do and they know it, and they would rather make money for themselves than someone else.

				If I had to pick one defining characteristic that separates success and failure, it would have to be passion. Those entrepreneurs who are passionate about their businesses will not accept half measures—they sincerely want to be the best at what they do. They are passionate about their products and services, their customers and their staff. This passion enables them to embrace change and meet head-on the everyday challenges that all business owners face. Sure, they encounter setbacks, but they don’t get caught up in the negatives, preferring instead to move forward, learning from their mistakes and refining the way they do things. They are passionate enough to share their triumphs and traged- ies in a philosophical way, and they will help other people to succeed wherever they can.

				In this opening chapter I want to explore the concept of attitude and how it is, without doubt, the single most important aspect of success. Most of the time, success is about changing the way we think, learning from others or even gaining a greater understanding about ourselves.

				In this chapter we are going to explore the following topics and discover why having the right attitude is so important for the successful small business entrepreneur.

				•  Some things can never be measured in dollars and cents

				•  How proud of your business are you?

				•  Size doesn’t matter

				•  Do you have the commitment to build a successful business?

				•  What every business owner and entrepreneur needs

				•  Always think big (how big is up to you)

				•  Have a strong moral code—with no shades of grey

				•  Develop a reputation for being fair

				•  Be more than your business

				•  Make decisions—procrastination is a killer

				•  Successful people don’t play the victim

				•  Back yourself completely

				•  Remember to celebrate your victories

				•  It’s not that serious—have some fun

				Some things can never be measured in dollars and cents

				All too often business success or failure is measured purely in terms of profit. I find this approach really wrong; a change in attitude is needed. From working with literally thousands of business owners around the world, either through my books or through seminars, I’ve found that most of them seem caught up on the same issue: they overlook their other successes and evaluate what they do based on what kind of car they drive or the size of their house.

				I love small business and everything it stands for. It represents people willing to give life a go, to go out on a limb and be brave enough to take a risk and put everything on the line. But most of all I love the fact that most small businesses are actually very good at what they do—and this is because of that vested interest and risk. They know that losing a customer will have an immediate effect on their personal income. By contrast, if a person working for a large organ- isation loses a customer it is unlikely to cost them anything personally (unless it is a very big customer); their income is reasonably secure regardless of the loss.

				But to me the real success of small businesses is what their owners build and achieve. I encounter truly amazing people doing amazing things, often for marginal profit or sometimes none at all. But they are proud of what they do, the service they provide, the jobs they create and the reputation they are building.

				Many of us need to stop and take stock more often. Rather than just looking at how much money is in the bank at the end of the week, we should post a victory board highlighting the successes we have had that week as well. What great things did we achieve?

				Changing the way we think about success makes us more forgiving and understanding of ourselves. We start to say things like, ‘I haven’t got a lot of money in the bank, but I do have a lot of very happy customers. The money will come.’ And believe me, it does.

				How proud of your business are you?

				After being on the road for a few weeks I decided I had better get my car cleaned, so I drove it to an automated car wash I use now and then. As I waited patiently in line, the owner of the business came over to say hello. He is a very positive fella and I always like his energy.

				Today he was carrying a squirt bottle with some special cleaning liquid in it that was supposed to make my wheels look brand new. He walked around the car, squirted it on each wheel, gave me a big smile, two thumbs up and then headed to the car behind me. He didn’t try to sell me anything, there was no ulterior motive—he was simply being professional. When he got to the next car he pulled out a tin of spray and started to attack some stubborn stains on the bonnet as the people in that car waited for their turn in the wash. Once again, he did this for no reason other than because he is a motivated and professional business owner who is clearly proud of his business.

				This man could have just as easily sat in his office reading the paper, emptying the coin machines a few times throughout the day. Instead he was all over the car wash, helping people, chatting, laughing and, most importantly, making sure his customers were leaving happy and contented.

				To me this is the sign of a man who is not only smart but also very proud of his business, and boy does it show. I happen to know that since he has taken over the company, revenue has increased by 70 per cent. Interesting what happens when you add some passion and energy to a business.

				If you own your own business, be proud. It represents a lot of blood, sweat and tears. All too often we forget the hard work we have put in to get here and simply look at where we are today, not where we have come from. So rather than finding fault in your business and looking for the things you haven’t had a chance to do yet, give yourself a big pat on the back for what you have achieved and walk a little taller today.

				When a business owner is proud of their business it shows, and remember: passion plus energy equals profit—ALWAYS.

				Size doesn’t matter

				One of my greatest frustrations, and one I refer to often in my books, is what I call the ‘Small Business Syndrome’. Have you ever held back on taking your business to its full potential because it’s ‘only a small business’? That’s the Small Business Syndrome.

				Experience has shown me that the best-run businesses are small ones, and size is certainly no excuse for not providing great service, doing smart marketing, making great products or being innovative and dynamic. Often small business owners are almost apologetic for being a small business. I think it is well and truly time to move on from this mindset and embrace the fact that small businesses are the engine of the business world—there are millions of them and they generally lead the way in all industries.

				Being small is in fact a wonderful opportunity. Imagine being the CEO of a huge multinational corporation—how do you make a change to the way the business operates? Countless meetings and arguments may eventually lead to board approval, then the sanctioned changes would need to be handed down to the next level to start the long and winding road to implementation. Once this road is navigated, the changes eventually reach the frontline staff who actually sell the product or service. But in a small business, if you want to make a change, you just do it. How empowering is that?

				My main message here is to be proud of your business, regardless of the size. Building a winning business has nothing to do with size—it is all about attitude.

				Do you have the commitment to build a successful business?

				As an author, I meet a lot of people who want to write a book. In fact I am amazed at how many people have this dream. But of all those people who want to write a book, very few actually do it. The real question here is: why don’t they? Coming up with an idea for a book is pretty easy. I’m sure most of us could sit down with a pen and paper and rustle up a few good ideas in a couple of minutes. But what happens once these great ideas are staring back at us from a sheet of paper?

				Writing a book takes time, commitment and discipline—just like running a successful business. When I got the phone call from my publishers saying they liked the manuscript for my first book enough to publish it, I assumed I could sit back, put my feet up, hit eBay and buy my first Porsche. The reality was a little different. My publishers did like the idea, but I had to rewrite the entire manuscript from start to finish. They edited it three times and it took almost twelve months before it was ready to go to the printers. Finally the book was ready for the shelves, and this was when the real business of selling my idea stepped up.

				Running a successful business is a lot like writing and publishing a book. It’s very easy to fall in love with the idea, but the reality is that it will take a lot of time, dedication, discipline and hard work just to get it up and running, and then there is no guarantee it will work. Successful business entrepreneurs have this commitment and dedication and, from my observations, this is a characteristic of their personality type. It is not something they have to decide to do—it just happens.

				My advice here is simple: if you’re not 100 per cent committed to building a very successful business . . . get a job. Enjoy a weekly pay cheque (there is nothing wrong with that) and forget the romantic concept of owning your own business. If you are not completely dedicated it will only end in tears and heartache.

				What every business owner and entrepreneur needs

				One of the best skills I have learned, that has not only helped me to build better relationships but also to reduce stress in my life, is how to have more empathy. To me this means the ability to put myself in the shoes of another person and look at a situation from their point of view.

				It is an interesting exercise, and one that we all need to do a little more often, especially when we are feeling overwhelmed by events going on around us. When you make the conscious decision to think about a situation from another person’s perspective, it takes you out of your own stressed-out head and lets you see the situation in a way that may not have occurred to you before.

				Being empathic generally makes us more compassionate, more understanding and more tolerant—not feelings we necessarily experience enough in an increasingly chaotic world.

				So, how do you become more empathic? Like most things in life worth learning, it takes some time and energy. If a difficult situation arises, instead of simply reacting with anger or frustration, stop and take a moment to start thinking empathically. Ask for time to think the matter over. Try to ignore your own feelings for now and look at the situation from the other person’s perspective. How would you feel if you were in their shoes? Are their problems, complaints or actions reasonable? You might come full circle and end up back where you started, but at least you will have thought the situation through fully.

				With empathy comes understanding, and I have learned this from some quite exceptional businesspeople. It is the basic principle of great salesmanship; it is the force behind humanitarian movements the world over. Empathy is powerful stuff, but how does it help us to reduce stress and improve relationships? It shifts the centre of our universe (being us) to another point, and this gives us a fresh view of the situation at hand.

				Just as it is hard to feel pain when you laugh, it is hard to be stressed out and angry when you look at any situation with empathy. Try it—I guarantee that you will be surprised by how calming it is.

				Always think big (how big is up to you)

				What is the difference between the person who opens and runs a successful pizza restaurant and the person who opens and runs a chain of pizza restaurants around the world? I believe it is all in the thinking process. If you think big you can be big, but most of us get too busy doing what we do to let thoughts about where we are going manifest and form. There is nothing wrong with being a small successful business, but likewise there is nothing wrong with building that small successful business into a hugely successful big business.

				I know there will be some people reading this who will feel there are a multitude of limitations that prevent them from achieving world domination (in the nicest possible way) but, from my own experiences and observations of entrepreneurs, there is little doubt that those who aim high and think big tend to achieve more.

				I personally have a series of big plans, which I have broken into timeframes. For example, in the short term, I would be happy to pay off my credit cards (like most of us); longer term, I want to sell a million books. Both plans are significant to me and I believe I will do them, even if I am not sure when. I have a list of about ten major goals, and when I read the longer-term ones my analytical brain goes into seizures—but I honestly and sincerely believe I will achieve them all.

				Think big and go for it.

				Have a strong moral code—with no shades of grey

				How many examples do you know of high-profile people who were shining stars but became corporate disgraces? It really is quite disheartening when business leaders once featured on the front of dozens of major magazines are just a few years later being dragged into court and often prison. Why does this happen? How can they have fallen so far? What corrupted them?

				In reality, the answer is most likely that they were always corruptible. It’s often the case that no one was looking closely enough to catch them out earlier.

				We all need to live by a strong moral code. Be very clear about what is right and what is wrong. There should be no shades of grey, because often these are places where you falter. What is your moral code? Do you have situations that you have to deal with which could be considered grey areas?

				Of course there are differences between moral, ethical and legal codes, but in reality they are closely linked. Once you cross a line, it is a lot easier to keep crossing it and most offenders do.

				My philosophy is simple—I will not do anything, ever, that can come back to haunt me. I don’t want to ever leave my office with a towel over my head, scurrying away from a host of reporters. Apart from the devastating impact it has on your fashion sense, it ruins lives, often those of innocent parties.

				Develop a reputation for being fair

				There is a saying that for a negotiation to work, all parties need to win. The level of the win varies, but that is the ideal outcome. Some people adopt an egotistical stance of having to win everything at any cost whenever they enter a negotiation. We all know these kinds of people. They negotiate on the purchase of a bus ticket. They are obsessed with winning, to the point where they spend their life burning other people and, eventually, people don’t want to deal with them.

				Negotiating is a part of life. In business we need to be good negoti- ators to make sure we can run our businesses as profitably as possible. But the key word here is fair. I have to negotiate with suppliers, such as graphic designers, media outlets, printers and subcontractors. I want to have a good relationship with these companies and I want them to do the best job possible for my clients. If I negotiate them down on price to the point where the project is only marginally profitable, they will lose interest, I will get a marginal quality job from them and the loser is my client.

				I make it clear to my clients from the start: we want to do the best job at the fairest price. If they want a cheaper job done, they have to go somewhere else. This philosophy has enabled me to build an excellent network of suppliers who do a great job every time. They make good money out of each project, my company makes good money and the client gets the best end result possible. 

				Be more than your business

				Businesses come and go—what you are doing today is unlikely to be what you will be doing in ten years’ time. You are the most significant asset in your life and it is important to realise this.

				I encounter a lot of people who become their business—it is everything to them, from their first waking moment to their last thought at night (and often it fills their dreams too). When they no longer have this business, their life falls apart. They don’t know what to do, their life feels empty, and dissatisfaction and depression can set in.

				Look at the lives of a few high-profile entrepreneurs. Rarely do they have only one business interest. They may start new businesses, sell old ones, go broke in some, do a joint venture in others—they are not attached to one business. They are passionate about what they do but they realise they are the resource and the skill centre used to make the other businesses work. They are more than any of the businesses that they own.

				Whatever you are doing, there is life after your current business. For this reason you too need to be more than your business. You need to have more substance, more interests, more beliefs and more of a long-term view about how you fit into your business life. Don’t let your business consume or control you—you are in the driving seat, not the other way around.

				Ponder this thought: what would you do if you got a letter in the mail that said you had to close down your business in 24 hours? How would you cope? What would you do next? This is an interesting situation to spend a few minutes considering.

				Make decisions—procrastination is a killer

				Personally I find that the busier I become, the harder it is to make a decision. I get bombarded with literally hundreds of messages every day, from the fax, the phone, email, letters and internally from my team. There is so much to do that finding the time to make a decision on any one thing can be really difficult. But if I don’t make decisions, my workload backs up, my clients get frustrated and so do my staff.

				A friend of mine who has run some very large corporations pulled me aside a little while ago and gave me some important advice. She said I had to learn to start making decisions right now, not to keep putting them on the backburner for when I would have more time to think about them. If I didn’t, all I would end up with was an ever-expanding list of ‘decisions to be made’ that I would never get to the end of. I took her advice and discovered she was spot on.

				I now make immediate decisions as often as possible. Some things need a little more time to ponder, but in reality the vast majority of my decisions are simple ‘yes’ or ‘no’ ones that someone else needs to action. This has had quite an amazing flow on to my daily workload: it seems I have a lot less to do, I don’t go home with a never-ending list of things to think about and everyone I deal with is happier because they are getting their decisions quickly.

				Sure, sometimes I make the wrong decision, but that happened before as well. We all get it right in some instances and wrong in others, but I think the number of wrong decisions I make has declined significantly.

				Successful people don’t play the victim

				I had an unusual childhood: I grew up as an orphan, living with a host of different people during my formative years. Some of these people were great, some not so great; I had a lot of violence inflicted upon me. I was in situations where I trusted people that I shouldn’t have. There were many people with whom I developed close bonds who died. But not once have I ever felt like a victim.

				Life throws different blows at all of us and we can choose to either focus on these or focus on the good things that happen. I choose to focus on the good. I am not saying for a second there haven’t been times when the going got rough, but focusing on the good got me through a lot of situations and a challenging start to life that many others may not have survived. As a result, I am compassionate with anyone going through a rocky patch.

				Some people, though, wallow in the role of the victim—everything bad is someone else’s fault and they are going to wear the title of ‘victim’ with pride. Victims attract other victims and the cycle becomes self-perpetuating. Ironically, I have found that the people who may have the most right to wear a ‘victim’ badge rarely do. They are too busy getting on with life.

				The easiest thing for me to do would be to store anger and resentment against a host of people who either hurt me, abandoned me or used me. But without those people I wouldn’t have turned out to be who I am today—and I am pretty darn happy with who I am today.

				Late last night I happened to be watching a television show in which a man was getting a tattoo of his son, who was killed in a freak accident a few years back. Clearly he was very emotional, but he said something which I think needs to be shared: ‘We all have hard things thrown our way in life; it’s up to us to either get bitter or get better.’

				Powerful words. How many of us get better when faced with adversity? Or even more importantly, how many of us get bitter? We really do have the choice and this applies to every challenge that comes our way. Who would have thought a show about tattoos would have provided such exceptional words of wisdom? Inspiration is everywhere if you choose to look.

				We all face trying times, family problems, relationship problems, money problems and health problems—that’s life. But playing victim won’t make them go away. Focus on the good things in your life, learn from your experiences and move on. Keep people who play the victim out of your life and you will soon find that positive and enthusiastic people will replace them—and your life will become a lot better.

				Back yourself completely

				Recently I had the honour of being the MC at an innovation awards night, where local inventors and creators were identified in the com- munity and acknowledged for some pretty amazing inventions. These extraordinary folk often toil away for years, usually with little or no financial resources, to pursue a dream or a passion and make it a commercial reality. But I realised as I was doing my research for the event that they all shared one thing in common: they backed themselves and their products 100 per cent.

				There is real passion in each and every inventor I meet and it manifests as a sense of pride in the product or service that they have painstakingly developed over a long period of time.

				On the night I referred to one great example of how backing yourself fully can be the real difference between success and failure: that example is the world-famous Zippo lighter. In 1933, the first Zippo lighters went on sale in the USA at a cost of $1.95. A wealthy oil man named George Blaisdell owned the company, and he was devastated by the dismal early sales of his revolutionary lighter.

				Looking for some way to get people’s attention and show just how good his Zippo lighters were, George offered a lifetime guarantee on every unit, something that had never been done before. Sales went through the roof. Zippos were bought in bulk for the US army, one famously stopping a bullet meant for one Sergeant Martinez. They later reached iconic status in movies like Die Hard and the James Bond series, and they have become highly sought after as collectables, with a solid gold Zippo likely to set you back about $10,000. Today, some 450 million Zippos have been sold around the world, all as a result of George believing in the product enough to offer a lifetime guarantee.

				We have to be the number-one fans and believers in our business. If we are not our own biggest fans, it shows. And if you don’t believe in what you do, how can you expect others to? We need to be passionate about our business, we need to be excited to tell people what we do, and most importantly, we need to give them a solid reason to buy from us.

				This might sound like a simple concept, yet when you ask the vast majority of people what they do for a crust, they respond with very little spark, energy or enthusiasm—it is almost as if they are apologetic about it.

				So if you are looking for that special ‘thing’ that can be the difference between success and failure, it really might be as simple as backing yourself. Be prepared to offer money-back guarantees, use your own products whenever you can, and get excited when you tell people what it is you do and why you do it so well. If you can’t back yourself because you don’t believe in what you’re doing, it’s time to have a long hard look at your business.

				Remember to celebrate your victories

				One of the best things I have ever done is to put a whiteboard in my office where I list the things that I have achieved during the year that I consider milestones for my business and for me. On the first of January, the board gets wiped clean (but I do take a picture of the previous year’s victories) and as I achieve something significant, it gets put on the board.

				It is amazing how this list of milestones and achievements makes me feel during the year. The things that I forget about, the victories from months ago that would have been lost in the day-to-day of a busy life, are up there in black and white. It adds a sense of perspective that is particularly important on those tough days when nothing seems to be going right. One glance at my victory board and all is better.

				We need to celebrate our victories whenever we can. Look for ways to encourage other people around us to celebrate theirs too. The more we create a culture of celebration, the more we find to celebrate, and this has a constantly rejuvenating effect on you and your business.

				It’s not that serious—have some fun

				I am a very firm believer that business should be fun. Sure, there are plenty of times when this is easier said than done, but some businesses just seem to lack any joy at all. I can’t imagine working in an environment like that for hours on end, day after day, month after month. I think some people confuse professionalism with seriousness. It is not unprofessional to have a workplace where people like to laugh and enjoy themselves. As a customer it is much more enjoyable to walk into a light, friendly, energetic environment than one that is serious, gloomy and uncomfortable.

				Fun takes many different forms but I believe very strongly that it should be welcomed into all businesses. In many of the leading winning businesses I have observed, it is a key component. For me it is a real joy to see modern entrepreneurs who actively promote bringing fun into the lives of their staff and customers.

				We all have stressful times, we all have to balance money, deal with unhappy customers, manage staff problems and a host of other everyday issues, but it really isn’t that serious. Have some fun at work, encourage other people to do likewise, and you and your business will enjoy the benefits for many years to come.
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			  Identifying the characteristics shared by the very successful is a passion of mine. I have been fortunate enough to meet many of the leading entrepreneurs of our time, work with some, interview others, be trained by a number and read about the rest. These are people like Sir Richard Branson, Jack Canfield, Zig Ziglar, Dick Smith, Anthony Robbins, Donald Trump, T Harv Eker, Brendon Burchard, Louise Hay and many others. And yes, I believe that they do share common characteristics. In fact, I see these common characteristics shining through in many entrepreneurs who have little to no profile but who are equally as successful on many levels as the household names above.

			  There is no need to reinvent the wheel when it comes to success. Find someone you admire, get to know them either personally or through their books, website, media coverage or seminars and learn from them. Success mirrors success—most of us just have to find the right reflection.

				Here are twelve of the most common characteristics I have observed in many of the world’s successful entrepreneurs.

				•  Absolute clarity of purpose

				•  Total belief in themselves

				•  A knack for finding needs and niches

				•  Ability to focus on the most important things first

				•  A contribution culture

				•  An open mind

				•  Incredible networks, which they foster and participate in

				•  Invest in themselves on all levels

				•  Challenge themselves constantly

				•  Believe in technology

				•  Resilience

				•  A millionaire mindset

				Absolute clarity of purpose

				Without exception, great entrepreneurs are totally clear on why they are here, their big-picture reason for existing. The particular reason varies among them: some have the purpose of making money, a lot of money; others aim to use their influence to change the world. There is no judgment here on the actual purpose, but the importance of knowing their purpose cannot be understated. 

				I think that passion and purpose go hand in hand. If you are struggling to figure out what your purpose is, look to your passion. What are the things you are passionate about? What are the things you love to do, that have you leaping out of bed as opposed to dragging yourself out? 

				If you struggle to find your purpose, look to people who have found theirs, but remember that it doesn’t have to be curing cancer. The scale of our purpose is up to us. Unless you are clear on your purpose in life, true success will elude you.

				Total belief in themselves

				This is an interesting characteristic. Again, each and every one of the world-class entrepreneurs I’ve come across has an incredible sense of self-belief. They back themselves completely, even if no one else will.

				To me this is the toughest of all the characteristics because it means overcoming doubt, fear, and self-worth and self-esteem issues and this—going against the tribe—is something that is very hard for most of us to do on a purely biological level.

				But the ability to back yourself is a powerful tool. Many books are filled with stories of ordinary people overcoming incredible challenges to achieve amazing things. How do they keep going? They believe in themselves. Surely we need to devote a lot more time to encouraging this quality in our children instead of instilling fears of the world in them.

				A knack for finding needs and niches

				I sometimes think that successful entrepreneurs have a pair of ‘opportunity glasses’. They are somehow able to identify opportunity in just about every situation, and this opportunity tends to be in the niches found between established businesses: as the old saying goes, the riches are in the niches.

				This ability is becoming increasingly important as the world becomes more cluttered. There is so much information around that for many people it has actually become overwhelming. Smart entrepreneurs find ways to stand out from their competitors, to make life easier for their customers and to respond to people’s needs. 

				They may do this in one of two ways. First, establish a business and do it better than their competitors. Or second, invent a completely new way of doing business, which others will ultimately copy.

				Ability to focus on the most important things first

				In hugely successful business author Brian Tracy’s excellent book Focal Point, he explains his technique for getting focused and staying focused. I think that successful entrepreneurs have a similar ability to control their thoughts and actions and be totally present and focused on whatever is in front of them at any time.

				Clearly these are very busy people, who have huge numbers of opportunities, distractions, staff and commitments, all of which eat into their time and focus. Yet they appear able to put all of the clutter in the background and bring into the spotlight the most important item that needs attention and focus.

				A contribution culture

				Successful leaders all have an incredibly generous nature. It is what I call a contribution culture and it is their way of leaving a legacy, making a difference, sharing their success and much more. They use their networks and influence to give, often in huge ways. For many it becomes their purpose in being—I tend to think that it always was, but they now have the resources to do it. 

				Look at Bill Gates and Warren Buffett, the old-school entrepren- eur and the new-school entrepreneur. Both give billions of dollars to charities around the world and if anyone can create change, they will. Anthony Robbins has established an organisation that delivers gift baskets of food to people in need; millions of baskets are given away annually.

				This contribution culture also manifests in many other ways. I see it in the treatment of their customers and staff and their respect for everyone they meet. Contribution, or serving others, is an important reason for doing what we do, and I for one hope to make a lot of money in my life so I can give it all away.

				An open mind

				To me the most impressive entrepreneurs are at opposite ends of the age spectrum—the old-timer entrepreneur and the young entrepreneur. The oldest have achieved things way beyond what most people could dream of, yet they still have an open mind. They don’t rest on their laurels; instead they are always looking for ways to learn more about what they are doing and, most importantly, how they could do it better.

				The younger ones approach things from a different angle. They use technology and the media (social media in particular), and in many ways the old-school way of doing things must look archaic to them. But they treat the industry elders with respect and listen to their advice. This open-minded approach is a powerful tool in any entrepreneur’s arsenal, because information is generally the commodity that makes or breaks a business.

				Incredible networks, which they foster and participate in

				Clearly these entrepreneurs have incredible business networks, but in talking to them it is interesting to note their attitude towards these. Without exception they treat their networks with absolute respect.

				They have built these relationships over many years, developing contacts who are highly influential and have the ability to grow each other’s business in leaps and bounds. They invest time and energy in their networks, always giving more than they take and acting without expectation of reciprocation.

				So what do they end up with? A proactive network of like-minded, influential people, who all share an attitude of contribution and a strong desire to support others.

				Invest in themselves on all levels

				This is a very important point and one that I cover in more detail in Chapter 4. Elite entrepreneurs understand that they need to grow their skills, take care of themselves physically and mentally, and take time out to recharge their batteries on a regular basis. This is not an optional activity—it is essential.

				They realise that their body and mind are their most important assets, hence the need to invest time, money and effort on these areas of their life. You will often hear them saying that this is their best investment—ever.

				Challenge themselves constantly

				Great entrepreneurs are big learners in every way possible: they do things that are way out of their comfort zones, they push themselves physically, they work hard, and they play hard by living life to the full. This attitude makes them strong and better able to deal with whatever life throws at them. It also keeps their minds active, their bodies fit and their emotions positive. I think we can all take a leaf out of their book on this one.

				Believe in technology

				Interestingly enough, many of these incredible entrepreneurs are techno neanderthals, but that doesn’t stop them believing in the importance of it. Nor does it stop them investing vast sums of money into technology to do what they do better, and it is this belief that is more important than their own individual skills. As new technologies become available, smart entrepreneurs will try them, invest in them and see how they can use them to achieve what they want in their business and their life.

				Resilience

				We all face ups and downs in our lives. Some unlucky people have a seemingly endless supply of downs that would break most of us. All of the high-achieving entrepreneurs I have studied have had incredible challenges in their lives, ones that they could easily have hidden behind while playing the victim. Some even did, for a while, but all made the decision to become ‘better not bitter’. They used the challenges of the past to make them better human beings in the future, and that is a very smart way of dealing with the challenges that life throws at all of us.

				I am not sure that you can teach someone to be resilient, but I do think we can learn how to manage challenges in a more proactive way. Sometimes we need to get upset and have a good cry, but at some stage we also need to pick ourselves up, shake off the dust and get on with whatever it is we are trying to achieve in our world.

				A millionaire mindset

				How is it that Donald Trump can go from being a billionaire to being broke, to being a billionaire again, all within a few years? As author T Harv Eker explains, it is because he has a billionaire mindset (not just a millionaire mindset). Trump believes 100 per cent that he should be a billionaire and that he will always be a billionaire. 

				How can someone win $50 million in a lottery and be broke and in debt a few short years later? Well, put simply, their mindset is to be broke and in debt. Until they change this they will always stay in the same place, regardless of how much money comes into their world.

				Having the right mindset, one that embraces abundance and opportunity, is often the difference between a rich entrepreneur and a poor entrepreneur. I see many people struggling in business; they always have and they always will, simply because their financial home base is to be broke. It isn’t about how hard they work or the uniqueness of the product, it is about how they think. Anyone stuck in this zone needs to start reprogramming their brain and that’s what T Harv Eker’s book is all about. It starts with working out what your current financial mindset is, how you formed it and then how to change it. Any limiting belief can be changed; we simply need to have a strong enough desire to change.
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			  Business owner, manager, partner, boss—whatever the position, there is no doubt that the person (or people) at the top set the mood for the entire organisation. I tend to think of them as the business’s barometer.

			  If the leader is stressed out, angry, exhausted or bored, before long this attitude will permeate through the entire business. It will be reflected in the staff, and in their attitude towards the business, the customers and each other. On the other hand, if you are positive, energetic, considerate and supportive, this attitude will also permeate through the business and likewise be reflected by pretty much everyone who works with you.

				For this reason alone, the wellbeing of your business is intrinsically linked to your state of mind. How we manage ourselves is vitally important and something that needs to be considered on a daily basis.

				Whenever I am asked to evaluate a business to determine what is going wrong or what needs to be done to get it back on track, I start with the business owner. What is going on in their world? What is their state of mind? What are they afraid of? What needs to change? Normally this is hidden below the surface and it can take a bit of digging, but once you get to the root of the problem and address it, the business undergoes an energetic transformation.

				In this chapter I look at some of the common issues that bring people down and impact on their attitude, and provide strategies to help overcome these challenges. This section includes some really practical ideas that can have a dramatic impact straightaway.

				•  Reschedule your day to suit you and the way you like to work

				•  Schedule time to do nothing but think 

				•  Outsource or delegate the jobs you really don’t like doing (and probably don’t do well anyway)

				•  Gossiping, moaning and complaining—end it today!

				•  Identify the people who cause you problems and do something about them

				• Get rid of unfinished business

				• Make the hard decisions—stop procrastinating

				• Encourage change and reward everyone who embraces it

				• Learn to let go

				• Compliment others, be positive to others, be supportive of others

				• The grass is not always greener

				Reschedule your day to suit you and the way you like to work

				Often we end up working within a schedule that suits everyone but ourselves. It doesn’t have to be that way. Some people work better in the morning than in the afternoon, while others are the opposite. Some people like to exercise in the middle of the day and flourish if given a couple of hours off to go to the gym. It is better to work in the manner that suits you rather than try to fit your life around your work. Often all it takes is a change in mindset.

				Many of my clients plan their trading hours and the days they work around their lifestyle. It is very empowering to do this. The counter- argument for many people is that they have to be open for their customers —and yes, this is very relevant for some businesses, but not for all. And even if your business has to be open at certain hours, do you personally have to be there at those times?

				A big part of this tip is about letting go of perceptions. Many business owners live in a state of near terror over changing anything that may affect their relationship with their customers. They don’t want to change a thing: not the business name or the logo or the brand, or the hours the business is open, or the products or services being offered. But while I am an advocate of consistency when it comes to delivering a product or service, customers are much more open to change than most business owners think. In fact, they like it—because it shows that the business is getting better.

				Think about it for a moment. If you are working like a dog and you’re exhausted, lacking in enthusiasm and not really having a jolly time, do you think that your customers can’t see or feel this? If you change the way you work so that it suits your lifestyle and needs better, you will be much more energetic and engaging at work, and your customers will get a far better level of service and a more enjoyable experience. You simply need to be brave enough to do it.

				The first step in the process is analysing how you actually like to work. If you aren’t a morning person, then arrange your business so you don’t have to be there in the morning. If you find it hard to get anything done at work because you are constantly being distracted by the demands of staff, suppliers and others, work from home one day each week and give clear instructions on who can contact you and for what. I have found I get more done in one day at home than I do for the rest of the week at work—amazing.

				The traditional way of doing business is often not applicable in the modern world. Set up your business to suit you. If you are reading this book in anticipation of going into business for yourself, think long and hard about this before you make your move. Buy or start a business that suits the way you want to live. If you are a night person, don’t buy a milk run. If you are a recovering alcoholic, it probably isn’t a good idea to buy a nightclub. If you are afraid of sharks, don’t become a commercial diver. You get the drift, as silly as my examples might be. Make your business work for you, rather than you working for it.

				Schedule time to do nothing but think

				It took a good friend to give me a little guidance on this topic. A few years ago my typical work practice was to get to the office at around 6.30 every morning when I would set about making my to-do list for the day, which typically had about a million items on it. Of course, it would be impossible to get everything done on the list in a month, let alone a day, but I didn’t know any better.

				One morning I was having coffee with this friend and I happened to jot down a few things in my notebook. She saw my to-do list and, with a look of shock, asked, ‘When do you find time to just sit and think?’ Now that was a powerful question because I didn’t allow any time to just sit and think. In fact, from the minute I got to work to the minute I left, I pretty much ran like a madman all day, fuelled by coffee and sugar, often not even bothering to stop and eat properly.

				From that day on I made a point of putting aside some time each day to do nothing but think and reflect. Sometimes I might allocate 30 minutes; if I had a lot on my mind I might allocate an entire morning. I fly a lot these days, and I use this as ‘thinking time’. It is perfect; there are no phones, emails or meetings to interrupt you. I can completely lose myself to my thoughts. I put on a set of headphones, take out my notebook, close my eyes and just let my mind go to wherever it wants to go. If there are certain issues that need my attention, I let these roll around in my brain until I get some clarity.

				I am amazed at how empowering this feels and how it has reduced my stress and the sense of being overwhelmed. Our brains need time to process information, and the more information coming in the more time they need to process it. If you don’t give your brain time to work through things it keeps them in a holding pattern—when more items are added every day, it leads to a sense of exhaustion and being overwhelmed.

				Give yourself some quiet time to simply think things through. Don’t try to fill every minute of every day. There are so many benefits in doing this, not the least of which will be a feeling of control and calmness instead of feeling thrown into the fray every time you walk through the door. Make sure your ‘thinking time’ is in your diary, change your work practice to suit and find a place that is conducive to letting you reflect.

				Outsource or delegate the jobs you really don’t like doing (and probably don’t do well anyway)

				As a marketing consultant, I encounter a lot of people at their wit’s end with marketing. They know they have to do it, but they don’t know how or what to do, so in the end it becomes an irritation rather than an opportunity. There are many facets to running a business that we don’t like—not surprisingly, these are the same things we are generally not very good at.

				In my business I am the ideas man. I love to come up with new ways to do what we do, develop creative concepts for my clients, write books, give keynote presentations and train people. But give me a profit- and-loss statement or an operations manual and I have the attention span of a flea.

				Several years ago I realised that my business was getting a little out of control. I made up a list of all the general groups of tasks that needed to be done, who was doing what and, overall, how well they were being managed. It became glaringly obvious that the jobs people didn’t like doing were all being done badly. So the first step was to work out which particular tasks people in my team did like to do. From here we matched up the tasks with the people, as much as we could. The tasks that nobody liked or that could not be done effectively needed to be outsourced rather than mismanaged.

				In the end we outsourced all our computer maintenance, bookkeeping, graphic design, writing of business plans, and buying of flowers for the office—an eclectic list, but it worked very well for us. Now all of the above are managed magnificently by service providers, instead of having me or one of the team bumble through something that we are not good at or don’t like. And if you ask me, the cost of most of these tasks has been reduced both by having an expert manage them and by freeing my staff’s time and energy to focus on what they’re good at—delivering quality work and making money for the business.

				Getting rid of those jobs that drive you crazy is normally much easier and less expensive than you think. If you are unconvinced, pick just one and start there.

				Gossiping, moaning and complaining—end it today!

				When you are feeling overwhelmed, out of control, depressed or negative, your conversation tends to be less than positive. This is when gossiping, moaning and complaining slip into the conversation. Unfortunately, after a while they become the norm.

				I have a client I used to meet with once a week. He would spend the first half-hour of our meeting moaning about the company he works for, a habit I found very depressing. My advice to him was always the same—leave, find a new job where you will be happy; life is far too short for ongoing misery.

				There is absolutely nothing to be gained from gossiping, moaning and complaining; on the contrary, it has a long-term negative effect on those around you. It can also start to create a corporate culture that revolves around this mentality. And remember that gossip only works if it is passed on, so don’t play a part in the process.

				Creating a positive, nurturing environment is so important, and the rewards are great. But it takes an effort to break the cycle of complaint if it already exists in your business—and you may be the main culprit.

				Every time you find yourself starting to complain, stop yourself in your tracks and rethink what you were going to say. If you have staff gossiping, moaning or complaining to you, let them know that you are simply not interested. Some people won’t like this, but tough. 

				I once saw a company put out a ‘no moaning or talking about people behind their backs’ policy. It was great. Everyone in the business pulled up people who started to moan. When someone started to gossip they were advised to go and share the story with the person they were gossiping about. It took a while, but eventually this negative behaviour finished and the mood and culture of the business improved dramatically.

				Remember that if you are the boss, you have to drive this process. Your staff will copy you. Every time you find yourself sliding into bad habits, take note—it is costing you big-time.

				Identify the people who cause you problems and do something about them

				Just as we develop negative thought patterns that are reinforced by negative language, there are often people in our lives who further reinforce negativity and literally bring us down by what they say and do.

				We all have friends who, within five minutes of walking in, have us completely depressed by tales of their desperate, sad or boring lives, and odds-on you have a sympathetic ear so they keep coming back to tell you more.

				Do you know why? Because it makes them feel better. They make you feel like jumping out the nearest window, but they leave whistling and smelling the roses.

				If you are surrounded by people like this, it’s not going to be hard to cleanse your life of negativity—it’s going to be near impossible. It may be difficult to get them out of your life because they’re your biggest customer, a relative or your business partner. But whatever else you do, you really do need to draw a line in the sand. If the majority of the people you mix with are negative rather than positive, you have a problem which will only get worse over time and keep you trapped in the cycle of feeling overwhelmed.

				I made a very conscious decision a number of years ago about the type of people I would have in my life. I want to be surrounded by energetic, enthusiastic and positive people who are getting on with their lives. I don’t care what they do for a living, how much money they have or who they know. All I care about is their zest for life. These people inspire me and motivate me to be the best person I can be; they are supportive of any decision or change that will help me to achieve this goal. If I fail, they are the first people to pat me on the back and say that at least I gave it a go.

				If I listened to those negative folk who find the world so difficult I wouldn’t do anything. There is no malicious intent in these people, it’s just a reflection of where they are at in life at the time. And that’s sad, but we all need to decide if we want to be equally sad. I made the decision not to be and that was that.

				I suggest that you develop a way of keeping such people at arm’s length. Some of them won’t like you for it, and they may tell you so. Be prepared for some repercussions, but stay resilient because the pay-off is big. If you don’t know where to find positive, energetic, enthusiastic people, try looking around for the busy people who are getting on with life. 

				Get rid of unfinished business

				One of the biggest causes of stress in my life is that never-ending list of unfinished business. This includes half-completed projects, personal goals that I never seem to find the time to attempt, complicated problems—either personal or professional—that are just plain difficult to sort out, things that keep breaking (specifically, door handles around my apartment), and trying to catch up with the people I haven’t managed to connect with in too long. I used to have a pile on my desk which was virtually nothing but unfinished business, and once in a while I would shuffle through the mess without really achieving anything.

				About two years ago I decided that I had had enough of this pile, which seemed to mock me every time I looked at it. I realised that to get it sorted once and for all, I had to give it some attention.

				First I got a notepad and started to work through that pile. I made up a very comprehensive list of unfinished-business items and what I needed to do to get every single item off the list.

				The prospect was daunting, but I set a four-week timeframe and made a commitment to myself to completely clear my unfinished-business list—and I did. It felt fantastic—the relief was amazing. Emboldened by my success, I applied this technique to the other piles in my life. I highly recommend trying this for yourself.

				Today I still have an unfinished-business pile on my desk, but it is much smaller and I make a point of not letting it get away from me. I allocate time each week to unfinished business. Most of the items in the pile really just need me to sit and focus for a few minutes on how best to handle them, and think about who might be able to help.

				Go through your unfinished-business pile and make a list of what you need to do to get every single item off your desk. Set yourself a timeframe and start working your way through the list.

				Make the hard decisions—stop procrastinating

				Procrastination is another common cause (and effect) of being out of balance or overwhelmed in your business. Some decisions are just plain hard—especially the big ones like sacking a staff member, trying to placate an unhappy client or making a major equipment purchase. Often we need to work ourselves into the right frame of mind to make a big decision, and we know that knee-jerk reactions are not a good idea.

				The typical cycle that becomes self-perpetuating is that the longer we delay the decision-making process, the more decisions need to be made. Then we start to feel a little overwhelmed and, in struggling to find the time or the energy to make the right decision in the right manner, we procrastinate further and even more decisions then need to be made.

				I try to set timeframes around my decision-making processes. Let’s say I have to decide if I want to work on a specific project or venture that someone has offered me. I make a point of telling the person on the spot how long I need to make my decision, and then set my mental timeframe and write it in my diary (‘AG must respond to Bill Smith by 10 a.m. Thursday’). So then it is in my mind and in my diary, and I have to make the decision on time. It normally works; if the deadline arrives and I am still undecided I tend to say no—if it is that hard to decide, then I probably shouldn’t do it.

				The process is really no different when you have to make hard decisions such as whether to terminate a non-performing member of staff. Set a timeframe, spend some time in the build-up to the deadline to make sure you know how you will handle the situation, and then stick to your decision.

				It’s amazing how your mind gets accustomed to making decisions once you get the decision-making process moving again. The worst place to be is in non-decision-making mode where issues back up, you get more stressed and overwhelmed and the cycle continues.

				Start setting timelines for your decision-making processes. You have to get decisions flowing no matter how hard it feels. The fewer decisions you make the more back-up there will be, and the more pressured and overwhelmed you will feel.

				Encourage change and reward everyone who embraces it

				Constant change is a given in the modern business world. Everything changes all the time, and at a fast and furious pace. The ways that I communicate, travel, manage, market and run my business are completely different today to what they were, say, five years ago, and I can only imagine what things will be like in another five years. Mamma mia!

				Now, when it comes to change there are two types of people. The first are those who love change and really embrace it. They thrive on it, they are up to speed with technology or at least willing to try it, and they are open and flexible to new ideas and better ways of doing business. Then there are those who simply can’t stand change. The mere mention of the word is enough to make them break into a cold sweat, and trying to introduce them to new ideas is like pulling teeth.

				So how does this affect you and your business–life balance? This question is best answered by my own story. My business looks and feels very different today to what it did five years ago. It is dynamic, evolving and technologically dependent. We have clients throughout Australia so I travel often, meet a lot of people and have countless opportunities and projects sent my way. If my team were not proactive about adapting to changing markets, new opportunities and new work practices, I could not do what I do. At times I drive them crazy with changes of direction and demands to always be striving to do what we do better than anyone else, to embrace technology and offer new products and services.

				Luckily for me, most of them can cope, although occasionally as I look around the boardroom table I can almost hear them thinking, ‘Not more change!’ But to their great credit they support me 100 per cent and help me to achieve my goals and objectives. Best of all, they have a can-do attitude.

				In return, I realise that I have to restrain myself a little at times and not overwhelm them with too much change too fast. Not everyone copes well with such momentum, and I have had a few people resign simply because the pace of the business was too fast, with too much change to suit them; I admire them for admitting it and moving on.

				Some people simply don’t seem to be able to ‘do’ change. The best advice I can offer is to enter into an open and honest dialogue with your employees about change and what it means to you. Try to nurture people through change or at least provide an environment where it can be discussed. If necessary, get professional help—change-management experts can be very valuable when dealing with organisational changes at every level.

				My message is that change is here to stay. Decide what your philo- sophy is towards change, take a few moments to write it down, then sleep on it. When you’re happy with it, put it in a place where you can see it often and your staff can see it too. Once you introduce the concept of change you can start to gauge people’s feelings about it.

				Learn to let go

				I have a friend who was always successful in business and became very wealthy. Then, through a series of misfortunes, his business failed and he went broke. He has never got over it. Although at the time of his business failure he was quite young and easily had the ability, the resourcefulness and the ideas to start again, he turned into a bitter and angry man who blamed the world for his loss.

				Holding on to past failures and mistakes takes a lot of energy. One of the best lessons I have learned, not only in business but also in life, has been the art of letting go.

				It’s hard to find a new lover if you are eaten up with anger and resentment towards the ex who broke your heart. You might not even realise that you are still holding the flame. How can you build a successful business, then, if you are still bitter and twisted about losing the last one? You struggle on day after day, trying to make it work and wondering why it doesn’t, and all the while this very struggle to succeed reinforces and perpetuates the bitterness.

				A long time ago I had a business partner who took literally everything I owned. He left me with a pile of debts and a battered and bruised ego. I spent a year feeling really angry with him, thinking about how to get revenge. Then one morning I woke up and realised how much energy it was taking to hold on to this anger so tightly. I was physically suffering from my rage—I had boils all over my body, I wasn’t sleeping, I was short-tempered and unhappy. That morning I decided to just let it all go, to learn from the situation, and to put a little faith in the universe and the law of karma. The change was amazing—my boils cleared up within a few days, I started to sleep like a baby and my whole disposition lightened so I could enjoy life again.

				It’s easy to find reasons to be bitter and twisted; I know I have plenty. My parents abandoned my sister and me when we were infants. It would have been easy to harbour anger towards them but I learned to understand why they did it, to empathise with a young couple—no more than kids themselves—who found themselves in a bad relationship. They did what they thought was best at the time—they left us with someone more able to look after us. If they hadn’t done so, would I have gone on to become a bestselling author, successful entrepreneur and leader in my community? Somehow I doubt it. So I am actually grateful that my parents left us.

				The realisation that my parents’ actions had enabled me to succeed was life-changing. Instead of struggling with feelings of resentment and abandonment I could simply be grateful. But this required me to look long and hard at the issue and think about it from a very different point of view, and then to simply get over it.

				Identifying the issues you are holding on to that are draining you of energy is the first step to letting them go. Then you have to ask yourself two questions. First, what have you got to gain by holding on to this issue? And what have you got to gain by letting it go? For example, if you have been hurt in a previous relationship you can choose to hold back and never get close to anyone again. The upside is that you won’t get hurt. The downside is that you will be really lonely, living a shallow and joyless life without the highs and lows of a close and intimate relationship.

				Or, in a business context, if a member of your staff steals from you, it’s easy to decide that you will never trust another employee. Worse still, you might start to imagine that everyone is trying to steal from you. You could become paranoid and spend all of your energy worrying about this issue. But how can you grow your business if you don’t empower people and trust them to do the right thing?

				Learning how to let go is a valuable lesson in life. It takes so much energy to hold on to negative issues.

				Compliment others, be positive to others, be supportive of others

				One of the greatest books I have ever read is How to Win Friends and Influence People by that master of human interaction, Dale Carnegie. This book has been my bible for almost twenty years and I make a point of reading it again every year, at least once.

				Written over 70 years ago, in 1936, the book shows, in very simple terms, how to get the best out of people, and the concepts Carnegie describes are as relevant now as they were then. His underlying theme focuses on the power of being genuinely positive and encouraging of the people we deal with on a daily basis.

				The importance of being supportive of others, of listening to and being interested in people can’t be overestimated. The most amazing and truly wonderful aspect of this is that the more you support others, the more you listen, the more interested and encouraging of other people you are, the more these same characteristics flow back to you in your daily life. While that should never be your reason for offering support and encouragement, it is a beautiful reward.

				Something as simple as offering a compliment to the person serving you in the grocery store on the way to work can change their entire outlook for the day, and yours as well. The best time to be like this is when you are feeling the most out of control or out of balance. Take your focus off yourself and put it onto others.

				Have you ever noticed how, when you are in your own world and someone compliments you, perhaps saying how nice your shirt is, for instance, you are forced to take a step back and stop for a moment to take the compliment in? It certainly makes you feel warm inside, doesn’t it?

				I try to be positive and complimentary to every single person I meet. Sometimes that is pretty hard, in fact it can be downright impossible at times, because some people are just too angry to even register a compliment. But in return, my life is filled with people being incredibly supportive, loving and nurturing to me, especially when I need it the most.

				The grass is not always greener

				I get to meet many business owners who seem to have lost any passion for their business. They have the perception that every other business is better than theirs—by this I mean every other business is easier to run, more profitable, less time consuming, less stressful and generally far more appealing than the business they currently own and run.

				Apart from being wrong, this ‘grass is greener’ mentality can make a business implode simply because the business owner spends all of their time finding fault rather than fixing issues.

				From my experience, there’s no such thing as an easy business to run. I have seen so many people buy a restaurant or coffee shop because they think it will be a breeze; in fact, the food industry really is tough. If you don’t think so, watch one episode of Hell’s Kitchen with Gordon Ramsay—that should be enough to scare anybody away from ever running a restaurant!

				There are times when we all forget about the things we really love about our business: the freedom it gives us, the satisfaction we get from a job well done, the people we work with, our relationships with our customers, and the blood, sweat and tears that have gone into doing something we are really proud of. It is nice to be reminded of the things we love about our business rather than the things that bug us.

				To do this we need to take some time out to think about our business and what it really means to us. At the same time, think through the ‘dream’ business that you imagine will be so wonderful. Be honest, be realistic. You may come to the conclusion that what you really want is what you already have.

				I love keynote speaking and I am very active in generating quality jobs of this nature. But one day I was thinking about what it would be like to do five keynote jobs a week. Sure, the money would be good, but what would my life be like? I can tell you it would be a blur of airports, taxis, hotels, big rooms filled with a never-ending sea of people, bad coffee and not much time left for my family or friends. So I limit how much keynote work I do for this reason.

				Maybe all your business needs is a little tweaking to make it closer to being perfect for you. If after doing all of the above you still think the other business is what you want—well, go for it. But be careful what you wish for. Focus on what your business gives you as opposed to what you think it doesn’t.
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