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II/ Learnlng When TO Say NO| RIGID FLEXIBILITY IS THE KEY TO SUCCESS

At what point do you know when to say “no” to someting that might be a great opportunity? | ask this
because | spent all last semester saying “yes” toamy offers, and now my time is essentially full. &m
still being offered great opportunities, most of with seem nearly impossible to turn down. | don't ant
to sound like I am a “yes man”. It's difficult when there are so many doors that have been opened fore
to improve myself and grow, yet | know | can’t walkthrough them all. Any thoughts? Michael U.

Michael, I've selected your question for our coluthis quarter because almost all of us have bemsdfeith
this question at some point in our careers. Wdlaoeled with projects, requests, and demandsuotime
and attention. At the point it seems there isount for even the smallest of new tasks, invaridiyphone
rings, we run into a colleague in the hall, or @isolute worst, our boss asks us “have you gotraent?” If
you are a Can Do, Get Things Done, A+ type perstgnakeople will naturally gravitate towards askiymu to
help them. People learn quickly who can be depdngen for results and who is “all talk and no @ati
Good people ALWAY'S wind up with priority/schedulipgoblems.

Let's look at some courses of action you can takesolve this situation. First and foremost, looitical is
the request? What is the priority for this newues; within your and your boss’s list of prioriteeds this task
more important than some of the others on yourecuidist? What is the timeframe of the requestt&imes
lesser items get done ahead of more important taskdy because they can be accomplished faster and
removed from the list freeing up time to do the enoritical tasks. This is why learning to priaréiyour work
load is a critical skill to develop. It's not justsimple matter of knowing which items are morpantant; it's
knowing which ones to work on and when! The higjmr go in the food chain, the more critical thkdls
becomes. Many talented and highly competent pduple failed simply because they did not prioritize
effectively. In order to fully achieve your ultiteagoals, you have to think through your priorist Bnd
determine exactly where this “new” request fallshia greater scheme of things.

Just saying yes is easy. Saying no is much mdfieuti for many reasons. A lesson | had to ledra hard
way was to ask my boss what he/she wanted me ¢oofékny list or delegate to my subordinates st tha
could accept the new task they now required. Siragding it to an already overloaded schedule diddo me
or the organization any good. One thing to help go this more effectively is to have an alread3pared list
of priorities so that you can recommend the onestlimk should be deleted or delegated. Then kineyv you
have thought this through and are not simply trympuck” the assignment.

Many times the things people ask us to do sourltyne@at and can be considered an honor. Thislmeahe
toughest of all situations for you to figure odtte learned | have to say no to many of the g that
people ask me to do so that | have the time to/eayo the truly great thingSo how do | know when
something is great as opposed to just good? igslelf these questions: What am | trying to accashgh my
job and with my life? Do | have long-term strategbals and objectives, or am | simply “fighting thood
fight” every day to simply survive until tomorrow?

Only you can define and determine what is grefyou have a good strategic plan, it is much edsidéigure

out whether this new task helps you move closgoto objective or if it simply “clogs the path” getting the
things done that help you and your team achievd steuly important. Do you actively delegateiantitems
to your subordinates to help them develop theticati skills or are you simply “dumping” the thingeu don’t
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want to do? That answer will tell you a lot abgotir leadership style and how well you are develg@
strong team that will one day take over your ralg/su can go on to bigger and better things!

Learning how to figure out what is the best usgafr time and talents will go a long way towardswaimg
you go to work each day motivated and excited aoe@d to dreading yet another day at the offiagcuf on
the great thingand you and your team will always rise to bigdeallenges and greater rewards!
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