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of oneself
to the
acquiring
of
knowledge.
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INTRODUCTION
Stay
on
target.

W

elcome! and thank you for purchasing this exciting

book. Words are inadequate for me to express how

honoured I am that you have decided to join me. I have
spent over 16 years researching, studying, teaching and
living by the principles in this book. I have spent thousands
of hours studying books, tapes and videos and listening to
others in and out of the classroom. During that time I spent
11 years as a director and executive chairman of several
companies. I am also co-founder and executive chairman of
SCHOLAR, a very successful training and consultancy
organisation.
The information in this book was not discovered by accident
or by magic. It has been the result of revelation, inspiration
intelligent advice, many mistakes, skilful action, great
teaching and sincere support.

Please Join Me!
"I've stepped over the line. The decision has been made. I
won't look back, let up, slow down, back away or be still. My
past is understood; my present makes sense; my future is
secure. I'm finished and done with low-living, sight-walking,
small planning, colourless dreams and dwarf goals.
"I cannot be bought, compromised, detoured, lured away,
turned back, deluded or delayed. I will not flinch in the face
of sacrifice, hesitate in the presence of adversity, negotiate at
the table of the enemy or meander at the maze of mediocrity."1
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I will control and manage my time and my life so as to

"A
man
reaps
what
he
sows."

unleash my unlimited potential, because my family, friends,
community and I deserve the very best.

Only a fool will build a house
on the sand, but a wise person will
always build his/her house on
a rock solid foundation.

2

On their way to the cinema, on a cool summer's afternoon,
Peter and his girlfriend Jane, observed a dumping ground.
Peter looked at the foundation upon which the rubbish lay
and knew that it was a very good foundation. This, he thought,
was a foundation that would most certainly hold the weight
of a tall and strongly built building. The sand, cement and
water had been mixed properly and laid smoothly. The hole in
the ground was very deep and wide. He also observed that
somebody had been using the foundation for dumping several
tons of rubbish. "What was that supposed to be?" Peter asked.
"That was the start of something great", replied Jane, "but
somehow it ended up as a dumping ground."
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"Your
rewards
will come
to you
in good
measure,
pressed
down,
shaken
together
and
running
over."
3

Fig 1.1 "Are you a dumping ground for rubbish?"

This story best describes many of us. We started out with
confidence and our motivation was on fire. We had enthusiasm
and an intense burning desire to succeed. Then all of a
sudden, bang! We lose our sense of direction, fear sets in,
procrastination takes over and we quit. Rather than becoming
a beautiful blessing to our family, friends and the community,
some of us have become a dumping ground for others.
Never quit just because you come up against adversity. Treat
adversity as a challenge to your ability and an aid to your
goals, values and strategy.
To quit is to accept defeat, but remember my friend, you
were not delivered into this world for defeat. You are God's
number one creation. Shake yourself from the dust, believe
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Introduction
in yourself and as one SCHOLAR delegate said, "shine a light

Quitting?
Who?
Me?
Are
you
crazy?

from your highest dreams". It has been reported that 90%
of failures are quitters, you do not have to be one of them.
To unleash your unlimited potential you must first build a
solid foundation from which to work. Your solid foundation
represents your "Goals and Values". Please turn to chapter
12 to establish your foundation. With this basic principle,
learning will be easy, fun and everlasting. Some of the
things that I will ask you to do may seem ridiculous and
stupid to you: I am asking you to take off your judge's robe,
keep an open mind and do as I ask.

Back to Basics
What does a premier football team do before the football
season starts? Is it true that Steve Davis and other snooker
champions only start to play when the tournament begins? Do
you think that the Wimbledon tennis champions only take up
their tennis rackets at the start of the tournament? Is this the
same with other champions? Not so my friends. To become a
champion at anything, you have to work on the basics. The
basics are practice, practice and practice until you have
perfected the art. So please, do as I ask.
Some champions spend on average up to eight hours or more
each day in training, working on the basics before stepping
onto the big stage. So must you if you want to be a champion.
I have spent up to eight hours every day for over 13 years
working behind the scenes, where no one can see me. What
am I doing? I am perfecting my chosen field, my passion. I am
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working on the basics. I awake early in the mornings, turn off

When
you waste
your
time,
you waste
your
life.

the television and sacrifice an unlimited amount of things.
When others are having fun and attending parties, I am
working on the basics and building upon my solid foundation.
To become a champion at what you do there is a great price
to pay.

"But remember, the rewards will come to
you in good measure, pressed down,
shaken together and running over."3
"For the seed that you sow you
will most certainly reap."2

Warning
Are you sitting comfortably? Before you read each chapter
please refrain from eating heavy greasy food. Eat at least
two hours before, allowing the food ample time to digest.
You can eat plenty of fruit and vegetables at any time you like,
even while reading, because it is easier to digest. Foods
that are not properly digested may rob you of the ability to
concentrate at your maximum potential.
Do not drink any form of alcohol or take unnecessary drugs,
because it will cause the brain to become tired and clouded.
If your thinking and concentration are impaired, it will cause
you to forget what you have studied and waste your precious
time. Time is money, invest it wisely.
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HOW DO WE LEARN?
"A wise
person
will
hear and
increase
in
learning."

It is vitally important to realise that you have a divine right
and a natural ability to learn. Once you have found out how
you learn best, your learning will be accelerated.
At this point I would like you to write down all the different
ways that you learn.

4
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During the many years of asking this question, I have

"Teach a
wise man,
and he
will be
the wiser;
teach a
good man,
and he
will learn
more."

observed the following:


We learn best by taking active part in what we are
doing. You learn to play the flute by playing the flute.
You learn to swim by swimming in the water.



We learn best if the lessons being taught have a direct
relevance to our needs and aspirations, both short or
long term.



Learning is best when the environment is conducive to
learning, i.e. good lighting, good flow of oxygen,
sufficient and effective resources.

5



Learning is best when the learner is relaxed,
comfortable and not tired.



We learn by listening, reading, questioning, thinking,
touching, tasting and seeing.



We learn best when we are not under any threats. As
a child I was constantly under threat to learn. This
threat had a drastic effect on my early years, causing
me to resist learning until I was 22 years old.



Learning is best when the learner has an open mind
to new information and a willingness to change.
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"The
heart
of fools
proclaims
foolishness."
6

Learning is best when the learner takes 100%
responsibility for his/her learning. When the learner
is in charge of his/her own learning, they cannot
blame others. "If it is to be, it is up to the learner."

Consider the above points with your own notes to see how
you learn best. Once you have done this, begin straight
away to put them into practice. The amazing thing about this
book is that you will be able to put into practice what you
have learnt straight away. You do not have to wait until
tomorrow.

Do it now!

SCHOLAR

9

PURSUING EXCELLENCE

TARGETS
No
targets,
no
success.

The art of time and life management is not treated as a
serious subject by the vast majority. Therefore in order to
gain maximum benefit from this book, you must set some
targets. Just reading this book because everyone in the
world is reading it is not good enough. Ask yourself, why
am I reading this book? What do I want to achieve from it?
Take a few minutes to write down in the space below what
you would like to achieve from this book.

Let me share with you ten unbeatable reasons why you
cannot afford not to read this book.
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Targets

1.

Believe
and
receive.

Forty-seven of the most powerful and easiest
memory aids for your life.

2.

Tips, advice and strategies that save time and
money for you, your family and your organisation.

3.

Hours of exciting reading and learning.

4.

Hundreds of motivational and confidence-building
thoughts.

5.

A multi-million pound experience and an
incredible and reliable role model.

6.

Concise, comprehensive, easy reading, practical
learning and a user-friendly approach.

7.

Powerful information to help you take total control
over your financial, mental and emotional destiny.

8.

This book will keep you committed and
enthusiastic and help you to overcome the fear
that produces torment and failure.

9.

You will develop many skills to overcome any
challenge.

10.

You will never be the same again after reading
this book.
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What excuse will you give for not reading this book?

You
deserve
the
best.




I would if I were not so busy?




I cannot make it to the end of this book?
I do not believe this book is for me?



I am doing ok and I do not need any more help?

I do not have the time?

You need a trustworthy book. One that does not gather dust
but causes you to think as you should. One that will move
you in the right direction, at the right time, at the right speed.
Today there is an outpouring of negative influences, designed
to steal your time, kill your desire and destroy your life.
Therefore, this book has importance for you and for those
whom you will affect, your family, friends and colleagues.
Because you have begun this book, I am convinced that
you are interested in Pursuing Excellence. I will share my
personal experience and that of some of the masters who have
assisted me. I pray that you will become the best you can be,
every moment, every second, every minute, every hour of
every day. You deserve the best.

You possess an untapped and unlimited
potential, that is waiting to enrich
your life in a way that you have
never experienced before.
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Targets

Unleash
your
unlimited
potential
by
renewing
your mind
and
witness
the power
that is
in you.

"If you think you are beaten, you are;
If you think you dare not, you won't;
If you'd like to win, but you think you can't,
it's almost certain you won't;
If you think you'll lose, you've lost,
for out in the world you'll find
success begins with a fellow's will;
It's all in the state of mind."
"If you think you are outclassed, you are;
You've got to think high to rise;
You've got to be sure of yourself before
you can ever win the prize.
Life's battle doesn't always go
to the stronger or faster person;
But sooner or later the person who wins
is the person who thinks they can."
"Think big, and your deeds will grow;
Think small and you'll fall behind;
Think that you can; and you will;
It's all in the state of mind."
Author unknown

Many of us are where we are today, because of the thoughts
that we have entertained in our mind. Therefore I urge you to
go on to the very end, you have much to gain. You will gain it
from this book.
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PERSONAL ASSESSMENT
When
you
master
your
time you
automatically
master
your
life.

In order to properly assess how effective you are in the light
of this book, please answer the following questions. During a
period of one whole week, how much time do you spend:




with your spouse?

_____

with your children?

_____




with your friends?

_____

exercising?

_____




watching television?

_____

on spiritual matters?

_____




socialising?
on your education?

_____
_____




at work?

_____

on your career?

_____




relaxing?

_____

sleeping?

_____




travelling?

_____

doing community work?

_____



on other areas?

_____
TOTAL 168 HOURS

Make sure that you account for every hour during the week.
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Personal Assessment
Please be honest with yourself as you answer the following

"Whoever
loves
instruction
loves
knowledge."

questions:


I waste time by:



I save time by:



One hour of my time is worth:



I use the following techniques to manage my time:



My goals and values in life right now are:

7

When you have finished studying this book, please return to
this page, redo the exercise and see the difference.
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WHAT IS TIME?
"Whoever
hates
correction
is
stupid."
7

Almost every wise man in history has made some comment
about time. The wise man Solomon wrote, "There is a time
for everything, and a season for every activity under heaven:
a time to be born and a time to die, a time to plant and a time
to uproot, a time to kill and a time to heal, a time to tear down
and a time to build, a time to weep and a time to laugh, a time
to mourn and a time to dance, a time to scatter stones and a
time to gather them, a time to embrace and a time to refrain, a
time to search and a time to give up, a time to keep and a time
to throw away, a time to tear and a time to mend, a time to be
silent and a time to speak, a time to love and a time to hate, a
time for war and a time for peace."8
Take a few minutes to think about what time is to you, then
write down your answer below.
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What is Time?
Compare your thoughts with those below:

Today
is cash
in hand,
you
either
use it or
lose it.




Time is money.




Time is a measurement of life, an endless period.
Time cannot be banked to be withdrawn.




Time is irreplaceable and irreversible.




Time does not discriminate.



You may procrastinate but time will not.

Time is life: if you waste your time you waste your life.

Time is indispensable.
There are no favourites to time.

Time is the only resource I know that is equally distributed
to everyone. Children, young people, the elderly, rich man,
poor man, beggar man, thieves, Presidents, Prime Ministers
and housewives all have time distributed to them daily.
Everyone has received the same 86,400 seconds, 1,440
minutes or 24 hours every day of their lives. The real
question is, what are you doing with your time? Some use
their time to make money, go to the moon, help others and
fulfil dreams, while others do very little with their time.

Yesterday is gone,
tomorrow may never come,
all you have is now, use it or lose it.
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The best description that I know about time is this:

Time is
one of
your
biggest
resources.

Time is a major
resource and "a
continuum in
which events
occur in
apparently
irreversible
succession from
the past through
the present to
the future."
Reader's Digest Great Illustrated Dictionary

One of the biggest resources in your life is your time. If you fail
to control it, it will control you. Since the day that you were born,
your whole life has been a series of events, one after another,
day after day. Everything that you do in your life is an event.
Brushing your teeth, eating, sleeping, working, watching
television, talking, travelling or studying is an event.
Time is a series of events that occur one after another, from the
past through the present to the future. If you can organise,
manage and control the events in your life, you are a master of
your time and your life.
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Enemies of Time Management

Know
the enemy
so that
you may
be able
to combat
his/her
strategy.

ENEMIES OF TIME
MANAGEMENT
To ultimately destroy a tree you must locate and destroy the root.
If doctors, dentists and surgeons, identified and treated only
symptoms, patients would never be truly healed. To become an
effective time and life manager you must locate the root causes
that constantly war against you night and day.

Fig 1.2 "Are your time problems so firmly rooted, that you
are finding it impossible to cope?"
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Destroying the fruit or cutting down the tree will not stop it

The
enemy
sometimes
comes
from
within
and not
always
from
without.

from growing. You must dig up the roots. Symptoms have
their perfect place, they let you know that something is
wrong. Treating the symptoms will only give you temporary
relief. If you want permanent relief you must specialise in
dealing with the root.
Several years ago I was asked to visit a young lady who was
experiencing major difficulty with her boyfriend. The
symptoms of their problems were easy to understand as I
listened to her. He had robbed and beaten her badly and
now he is imprisoned. To understand the root cause of
their problems, I spent several days listening to her and
visiting the young man in prison. Fortunately for both of
them the root cause was located and a decision was made.
Finding the root cause of a problem is a difficult task that
can take days, weeks or even months. Once you have located
the root cause, you now have a major demolition job to do.
Can you eliminate an enemy if you do not know who or
where that enemy is? Please take as long as you need, in
order to list all the barriers that affect your ability to manage
your time and your life effectively.
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Enemies of Time Management
Listed below are the seventeen enemies to Pursuing Excellence,

Pay
attention
and let
nothing
deceive
you.

time and life management. In order to remember them I have
devised a memory aid called, PHARMACOLOGICALLY.
Pharmacology is the science or study of drugs, including their
characteristics, actions and uses. These enemies are like a drug,
very subtle and deceptive. You do not realise straight away that
you have been affected or robbed of your time until after it is
gone, never to be returned. Please compare your list with the one
below and number them in order of priority, from 1 to 17. Number
1 would be your worst enemy, then number 2 and so on.

P
H

Procrastination
Handling Paper

see chapter 2
see chapter 3

_____
_____

A

Abnormal Interaction

see chapter 4

_____

R

Reliant on Others

see chapter 5

_____

M

Mind Control

see chapter 6

_____

A

Acute Stress

see chapter 7

_____

C

Conflict Management

see chapter 8

_____

O

Overloaded With Work

see chapter 9

_____

L
O

Loss of Health
Organisations

see chapter 10
see chapter 11

_____
_____

G

Goals and Values

see chapter 12

_____

I

Interruptions

see chapter 13

_____

C

Complacency

see chapter 14

_____

A

Action Without Planning

see chapter 15

_____

L

Lack of Review

see chapter 16

_____

L

Lack of Self Development

see chapter 17

_____

Y

Yes/No

see chapter 18

_____
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Say
every day,
"I will
not
procrastinate."

Chapter 2

PROCRASTINATION

What's in store for you?



Are You a Procrastinator?
The Proclaimed Procrastinator




The Price of Procrastination
One Powerful Memory Aid
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PROCRASTINATION
"A little
yeast
works
through
the whole
batch of
dough."

T

o procrastinate is to put something off until another time,
to dally, prolong, adjourn, postpone, protract, retard, stall

or temporise. Procrastination is a major disease; a thief that
comes only to steal, kill and destroy your time and your life.
It is also public enemy number 2 time waster. Once the habit
to put things off has set in, it slowly affects you like a drug,
until it becomes a part of your character. Please write yes or
no to the right of the following questions:

1

ARE YOU A PROCRASTINATOR?
yes/no
1.

Have you ever awakened in the morning
and said to yourself, "just five minutes
more", only to discover to your horror that
the five minutes lasted one hour?

2.

Have you ever set New Year's resolutions and
goals for your life, with a firm belief of
carrying them through, only to discover a few
weeks later that the enthusiasm has died?

3.

Do you consider your A1 priority that will
achieve maximum benefits, then decide to do
it later, only to discover that you are spending
most of your time on lower priority tasks?
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yes/no

On
your
marks!
Get set!
Go!

4.

Have you ever waited until the very last
moment before you prepared yourself for
that very important meeting, exam, interview,
wedding or party, only to find yourself
rushing, panicking and being aggressive to
others and even being late?

5.

Some years ago I advised a very close friend
of mine to write a book and entitle it, "The
Book Of Excuses". If he had written the
book, do you think you would be a major
contributor?

6.

Do you put off doing anything because of
fear of failure, fear of success or lack of self
confidence?

7.

Have you ever prepared yourself for a task,
only to discover that your mind has wandered
off onto other things that you eventually
moved on to do whilst leaving the first
undone?

8.

Do you find it hard to discipline yourself to
start and complete one task at a time, only to
find yourself doing many tasks at once?

9.

Have you ever taken days to start a difficult,
time-consuming and unpleasant task that was
a priority to you, your family or your boss?
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If you answered yes to any two of the above you are a

Procrastination
is a thief,
a timewaster
and a
bad habit.

procrastinator. Do not feel bad, we all procrastinate at one point
or another. To help you further with your problem, please study
carefully this memory aid called, PROCLAIMED.

THE PROCLAIMED
PROCRASTINATOR
P

Perfectionist

R

Rebellious

O

Over Doer

C

Crisis Management

L

Low Self Esteem

A

Anxiety and Depression

I

Illness

M

Motivation

E

Excessive Fear

D

Dreamer
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Perfectionist

Obtain
the truth,
and do
not let it
out of
your sight.

A perfectionist sets standards and targets that are so high
that it is almost impossible to achieve them. They are never
satisfied because information, staff and resources are never
good enough. They believe all the traffic lights must be green
before they start out on their journey. A perfectionist will go
over the same task a hundred times and still not be happy
with it.

Rebellious
The rebellious procrastinator knows what to do and how to
do it, but because of bad feelings, will not do it. I know a
young man who felt that his job was at risk and sooner or
later he would be unemployed. This young man knew he was
the only person in the company that could do his job.
Because of this he delayed certain aspects of his job and
almost brought the company to its knees. He eventually
became known as the rebellious procrastinator.

Over Doer
The over doer is a classic. This person takes on every one's
job and at the end of the day gets very little done. They do
not like to delegate, because they do not believe that others
can do the task as well as themselves. Sad to say, this person
will spend lots of time being burnt out. If you arrest the
over doers and question them, you will discover that they
have work with them that should have been done a year ago.
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Crisis Management

Pressure
eventually
kills.

The crisis management procrastinators will always tell you
that they work better under pressure. Because they work
better under pressure, they leave things until the pressure
mounts up. They leave almost everything to the last hour.
One of the biggest crisis managers are college students,
who never fail to leave assignments to the last hour.
Planning, organising, problem solving and decision making
are crisis managers' biggest weaknesses. Crisis management
procrastinators also find it hard to tackle big tasks. Rather
than breaking down the big task into smaller manageable
tasks, they leave it and do other minor things. Working under
pressure has destroyed many strong men, women and their
families. Do not be the next.

Low Self Esteem
Working with a low self esteem procrastinator can be one of
the most frustrating experiences. This person will not hand in
the work even though it has been finished a long time ago.
Fortunately or unfortunately for me, I had this experience
when I was a training manager of a large organisation. This
employee would not bring the work to me until I asked for it
three or four times. When she eventually brought it to me, she
would nervously explain and explain even though I did not
ask any questions. People with low self esteem are very
passive and unassertive. They feel that others are always
better than themselves, even though the opposite may be true.
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Anxiety and Depression

Do
you
suffer
from
worry
sickness?

For me anxiety and depression represent one of the most
dangerous of all the procrastinators. It is also called worry
sickness, which leads to death. This person spends more time
worrying rather than getting the task done. I know many
wonderful people who worry so much that doctors have to put
them on medication or they will physically die. Their lives and
their families are shattered.

Fig 1.3 "Do you carry your worries with you everywhere you go?"

Illness
There are certain illnesses such as neurosis, a nervous disorder,
that leads to procrastination. Illness must be identified and treated
immediately. If you suspect that you fall within this area, please
seek medical advice, now!
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Motivation

Fear
will
torment
and
destroy
you.

A person is motivated to action when they have a clearly
defined vision. Where there is no vision, the motivation to
action will be very low. This procrastinator, because of lack
of motivation affects not just the task at hand but their whole
life and the lives of others. In SCHOLAR we have trained
hundreds of procrastinators who had no clearly defined
vision when they came to us. The get-up-and-go, the drive,
the enthusiasm, call it what you will, was not there. The
moment we help them to set clearly defined goals and values
for themselves, a miracle takes place before our very eyes.
All of a sudden the light is turned on, the sun is out and they
have won the lottery. Literally, their lives are transformed.

Excessive Fear
Excessive fear of failure and fear of success can cause a person
to procrastinate. This fear has a crippling and paralysing effect
on its victims and leads to inactivity. On a SCHOLAR training
programme we had a delegate who was so fearful I had to take
her home after every evening session. If I did not do this she
would not have attended the course. Fear crushes and torments
its victims like a 40-ton lorry travelling at 70 miles per hour and
crushing a child's toy on the motorway. Do not get in the way of
excessive fear my friend because it does not take prisoners.

Dreamer
I used to dream so much I soon forgot that I lived on planet
Earth. Dreamers live in a world of their own, making
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Procrastination
promises they do not always keep. They are a big

Beware
of
your
habits.

disappointment to themselves and others. When they should
be working on their values and visions, they are enjoying a
trip to the West Indies in their mind. When it's time to get up
and do, they lie down and dream, because they live in their
head. If you dream and do nothing, your poverty will creep
upon you, like a thief in the night.
Most of the above, except some illnesses, come about because
of habit. Because of a consistent negative action over a long
period of time this habit has stuck to you like glue to soft
paper. To some of us, this habit is not just an enemy but a very
close friend or relative. In some cases the amputation will be
extremely painful but the rewards will outweigh the pain by
at least 100 to 1. It is not impossible to stop procrastinating
and at the same time it is not simple. Here is what you do:



Accept that you have a problem and that you need help.
Do you accept?



Identify the areas in which you procrastinate, this is
because I do not believe you procrastinate in everything.
List area/s:
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Procrastination
is a
sign of
incompetence.

Identify the root cause why you procrastinate.
List reason/s:



Once you have identified the problem, design a plan of
action and little by little consistently chip away at the
mountain until it disappears. (Turn to chapter 15)
Plan of action:



Set specific times when you will stop what you are
doing and review your plan of action.
Times to review:



If you need help, do not be afraid to ask for it.
List helper/s:



Do one thing at a time and do it well.
Will you do one thing at a time?



Identify someone who is a procrastinator and help
that person to overcome his/her procrastination.
Write down the name of the person you will help:
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Procrastination
By studying the whole of this book and doing what it says,

Do
not
delay,
do it
today.

you will never procrastinate unnecessarily again. "Take a
lesson from the ants, you lazy fellow. Learn from their ways
and be wise! For though they have no king to make them
work, yet they labour hard all summer, gathering food for
the winter. But you, all you do is sleep."2 How long will you
procrastinate? When will you arise out of your sleep? How
long will you waste your time and your life? Do you not
realise that your employer and your family believe that
procrastination is a sign of incompetence?
When will you be a better manager of your time and your
life? How long will you love the easy and minor tasks,
delaying, putting off and trifling away your opportunities
and your greatness? When will you stir up your unlimited
potential and do what only you can do best, which if it is
not done, will leave you undone?

"A little sleep, a little slumber, a little folding
of the hands to rest and poverty will come
on you like a bandit and scarcity like
an armed man",3 and destroy
your time and your life.

Quick! Get out of it! I know you can! Swallow your pride;
do not let embarrassment stand in the way! Do not put it off!
Do it now! Do not rest until you do! Go! "When you get out
of this trap you will have saved yourself like a deer that
escapes from a hunter, or a bird from the net!"4 Go! Go! Go!
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Do!
Do it!
Do it now!

THE PRICE OF
PROCRASTINATION
I was approached by a young man who explained that he
needed to talk to me. My heart pounded because I thought he
wanted to tell me off for something I did, so I tried to avoid
him. Whilst at work I constantly received telephone messages
from him. After three months of hiding, I finally built up
enough courage and agreed to meet him at my work place.
It was 6pm when my personal assistant informed me that
Kevin had arrived. My heart went crazy. He was sitting in
the reception area as I approached him. "Good evening
Kevin", I said. "I am sorry it took so long to meet you." "Hello
Errol", he replied passively. His whole body language
revealed that he had not come to tell me off, this young
man needed help. I felt ashamed with myself.
Kevin and I spent approximately three hours together, after
which he left with an action plan of how to deal with his
situation. Two weeks after meeting Kevin an internal voice
in my head said, "How is Kevin?" I was too busy to find out.
Another week later the same internal voice said again, "How
is Kevin?" This time I remarked, "I will call him next week."
Two weeks later that same internal voice continued, "How
is Kevin?" I never called Kevin.
Five weeks later it was reported that Kevin committed
suicide. I believe that my procrastination contributed to his
death. This will always be with me for the rest of my life.
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Procrastination

The
best
technique
for
destroying
procrastination
is to take
action
now.

DO
NOT
DISTURB

Fig 1.4 "I'll do it tomorrow!"

Do not procrastinate my friend,
it can cost you your life
and the life of others.

Listen and watch your children and break them out of any
procrastinating habits that may be forming. Stop them from
forming habits that will be difficult to get rid of when they
get older. In my home I have banned my girls from using
the words, "I can't". I know they can if they think they can.
May God help you to become all that you can, every moment,
every second, every minute and every hour of every day.
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Are
you a
paper
shuffler
who
handles
the same
piece of
paper
more than
is necessary?

Chapter 3

HANDLING
PAPER
What's in store for you?



Managing Paperwork
Five Powerful Memory Aids
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HANDLING PAPER
Keep
it
simple,
stupid!

O

ur lives and our businesses have been bombarded with
paper, reports, memos, correspondence, magazines,

newspapers, invoices, minutes, legal documents and books.
Unfortunately for us, some of the paperwork is a fantastic waste
of our precious time. Day by day our offices and homes become
the dumping yard for other people's unnecessary paperwork.
Those who have no method or knowledge of handling paper
will find that they have become paper shufflers. They handle
the same piece of paper more than is necessary. Whether we
like it or not, no business can run without paper. Paper is here
for ever, so get organised.

Fig 3.1 "I have been paper shuffling all my life."
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Handling Paper
Please write yes or no to the right of the following questions:

Short
words,
short
sentences
and short
paragraphs
please,
thank
you!

yes/no


Did you know that probably 50% of the paper
in your home or business will never be of
use to you again and that it is taking up
valuable space and time?



Do you spend lots of time looking for
correspondences because you have forgotten
where you have put them?



Do you consistently have more than one, two
or three pieces of paper on your desk that
relate to different tasks?



Do you spend more than five seconds looking
for correspondence that is on your desk
because too much paper is in the way?



Have you ever been accused of generating too
much paperwork that is boring, too long and
very difficult to read?



Do you want to master the handling of
paper?
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MANAGING PAPERWORK
Keep
it
short
and
sweet!

1.

Keep your desk tidy at all times because this is the runway
where all paperwork lands when it comes into your office.
If the runway is cluttered then the plane will not take off on
time and all the passengers on board will be disappointed.

2.

Be ruthless with paper at all times or paper shuffling will
be ruthless and merciless with one of your most precious
commodities - time.

3.

When unwanted paperwork lands on your runway (your
desk) throw it away immediately!

4.

Organise and maintain a very simple filing and storage
system which allows you to find any document within
twenty seconds. Once every six, or twelve months go
through your entire system and throw away unwanted
documents. Think for a moment, what would happen to a
beautifully well kept garden that was left unattended for
weeks or months.

5.

Write down all of your "things to do" for today and this
week. Write a brief note where you have filed specific
documents that relate to specific items on your things to
do list.

6.

Make space for a Z file. A Z file is where you put any
incoming documents that are not of use to you right now
but may become of use to you later. Once a month go
through these documents and do the FAT:
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Get
FAT
with
paperwork.

7.

F

File it

A

Act upon it now

T

Throw it away

Keep your office and your home neat and tidy at all
times with all documentation under control and in its
rightful place. Occasionally ask others for their thoughts
or first impressions on how your office or home looks
and feel.

8.

If you continually receive unwanted correspondence
from the same place why not write and ask to be taken
off their database.

9.

Only write if it is absolutely necessary, use the internal
phone rather than send a memorandum, do report
summaries instead of lengthy reports which do not get
read.

10.

Review your systems at least every three months in
order to modify and change to suit any new demands.

11.

Purchase yourself an enormous dustbin or paper
recycling facility or both.

12.

Remember, because of time constraints most people do
not read lengthy paperwork, so keep it short and
simple.
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Use the ALLOTS technique when writing to others:

Give
your
readers
a quick
understanding.

A
L

Aim
Language

L

Layout

O

One to One

T

Techniques

S

Structure

Aim
If you do not have an aim your written communication skills
will suffer. Therefore your first rule in writing is to establish
your aim by excellent preparation. Prepare yourself with
these questions. Why should I write? Do I need to write?
What do I intend to achieve? Is there an easier way to
communicate? What action do I want? Think carefully! Once
you have clearly defined your aim, ask yourself one more
question, am I writing to:

P

Persuade

I

Inform/Explain

E

Entertain or

D

Discuss?
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Language

Little
on a
page is
better
than
too much.
Fig 3.2 "Good Lord, what on Earth does this word mean?"

"Unless you utter by the tongue words easy to understand,
how will it be known what is spoken? For you will be
speaking into the air."1 Therefore, wisdom demands that you
use short easy words, sentences and paragraphs. Do not write
to impress, write so that your audience understands you the
first time, all the time. When your words, sentences and
paragraphs are short, your readers will love your writings. I
used a simple method throughout this book, so that even little
children could understand. The method?

K

Keep

I

It

S

Short and

S

Simple
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Layout

Always
put
yourself
in the
reader's
position.

As soon as I open an envelope and take out the letter, the
first thing that I see is the layout. The layout is the visual
impact that your reader observes first. In most cases your
layout will determine whether or not your document will get
the attention it deserves. Collect information that is sent to
you and observe different layout techniques that attract you.
Remember, you do not always have a second chance to make
a first impression.

One to One

Fig 3.3 "Who the hell does she think she is writing to, a university
graduate? Not even they would understand."

Always think of the readers by putting yourself in their
position. This is called empathy. Am I making life easier?
How would I feel if I received this information? Is it
interesting? Is it important? Would I have the time to read
this? Will my readers understand the message immediately?
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Techniques

Make
life easier
for others
and they
will make
life easier
for you.

Use techniques such as pictures, pie charts, bullet points,
double spacing, memory aids, different letter sizes, fonts and
bold or colour specific and very important points. You are a
creative person, use your creativity. Throughout this book I
have used many techniques to hold your attention from start
to finish. My aim is that once you pick up this book you would
not want to put it down. Has it worked on you? If it did, study
the techniques in this book and others and improve on them.

Structure
Finally, structure your writing in an easy to follow, logical
and user-friendly way. Make sure that each thought builds
upon the other.

If you wish to be taken seriously, you must keep it:
S
C

Simple
Challenging

H

Humorous

O

Orderly

L

Luminous

A

Applicable and

R

Reliable

Go on, be a SCHOLAR, you know you want to.
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Be
wise.

Fig 3.4 "Who on Earth do you think you are impressing?"

SCHOLAR

46

A
happy
heart
makes
the face
cheerful,
but
heartache
crushes
the spirit.

Chapter 4

ABNORMAL
INTERACTION

1

What's in store for you?



The True Meaning of Assertiveness
The Four Life Positions




Seven Key Skills to Being Assertive




The Art of Listening




Overcoming Listening Barriers



Six Powerful Memory Aids

Nonverbal Communication
Barriers to Listening
The Secret of Listening
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ABNORMAL INTERACTION
"A
gentle
answer
turns
away
wrath,
but a
harsh
word
stirs up
anger."

2

A

bnormal interaction is the result of when two or more
individuals' behaviour differs from what is normal.

Abnormal interaction is the international public enemy
number one time waster.
It was 6pm as Tony Fredricks walked down Reed Way where
he lived with his mother and two sisters. He was happy,
Susan his girlfriend had just said "yes" to his proposal of
marriage. Suddenly, only five doors away, a police car stopped
and out came two police officers. One officer approached
Tony and explained, "This is just a routine check, could you
please tell us your name and where you are coming from?"
Tony became angry and replied, "Get lost, I am not telling
you anything, you have no right to stop me." Tony tried to
walk away, but the officers held him tightly and remarked,
"This behaviour is not necessary and if you refuse to assist
us in our enquiry, we will take you to the station." Tony
began to shout, "Let go of me you pigs, you are hurting me."
After a struggle Tony was handcuffed, taken to the station
and charged with grievous bodily harm to one of the
officers.
Fifteen months later he was found guilty by a jury and
sentenced to six months' imprisonment. Tony was also
ordered to see a probation officer for twelve months on his
release. If Tony had seen the future, he would have dealt
with the situation differently. Let's look at some of the
people whose time was stolen.
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What
is the
best use
of your
time right
now?

Susan, his mother and two sisters, plus his entire
family became involved. Their time was taken up
going to the station, visiting the solicitor and barrister,
attending court for four days and visits to the prison.



Police time was spent sorting a multitude of paperwork
and attending court.



The judge and jury spent four days of their lives
dealing with the case.



The probation officer's time was taken for twelve months
visiting and meeting with Tony and writing reports.



The newspapers covered the case causing thousands of
readers to spend time discussing it among themselves.



The local TV network also reported the case to hundreds
and thousands of people whose time was also taken.



Because of Tony's new criminal record, more time could
be wasted in the future as he looks for employment, etc.



Many other people's time was stolen, but I would also
like you to think about how much money was wasted.

If Tony had answered the officers warmly by saying, "Good
evening officers, my name is Tony Fredricks, I am coming
from my girlfriend's house and I only live five doors
away", maybe the result of the whole situation would have
been different. What do you think?
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Consider how much time and money is wasted in abnormal

Guard
your
time
against
time
robbers.

interactions in your family and organisation.

Fig 4.1 "I am the man in the house and who do you think you are telling
me I cannot have more than three wives?"
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In England and Wales during 1994 it was reported that:

"Pleasant
words
are a
honeycomb,
sweet to
the soul
and
healing
to the
bones."





291,069 marriages took place that year.
175,510 divorces were filed.
158,175 divorces were granted (433 daily, 7 days a
week).



Over 50,000 children were affected by unhappy
parental relationships.



Divorces cost the public around £1.5 billion each year
in supplementary benefits to divorces, one-parent
families and legal aid for divorce cases.

3

Fig 4.2 "Look at you, you make me sick in the stomach!"

Can you imagine the cost and
time that was spent on the
O J Simpson case?
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One abnormal interaction can destroy your entire family and

Speak
friendly
to
everyone.

community and involve the whole world. List any abnormal
interactions, past and present, that have caused you to lose
precious time and money. These interactions may relate to
your home, work or elsewhere.

Please take note and remember that:


Everyone is difficult sometimes.



It is possible that you may meet at least one difficult
person every day for the rest of your life.



Difficult people can show negative behaviour through
nonverbal communication without knowing that they
are doing so.



Difficult people are well trained from birth, through
the media, TV, friends, bad parental skills and many
other factors.



There are enough difficult people around to waste
your time for the rest of your life.
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An
assertive
person is
judged
on their
appearance and
their
internal
motives.

You may never know when the next difficult person
may attack you!



Good news! Difficult people have an impossible job
dealing with positive people.

Mastering abnormal interactions or difficult people is a skill
that must be developed if you are to master your time and
your life. The two most powerful skills that I have perfected
over the years to overcome all abnormal interactions are:



Assertiveness
Listening

THE TRUE MEANING OF
ASSERTIVENESS
In the space below please describe what assertiveness
means to you.
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An assertive person is one who

Think
before
you
speak.

states their needs, wants, feelings,
opinions or beliefs in a clear, direct,
specific, honest and loving way and
not at the expense of others.



To save time, assertive people are honest with
themselves and with others.



They are confident and positive.



They seek to understand other people, rather than
trying to get others to understand them.



They behave in a rational adult way.



They negotiate and reach workable compromises in
most difficult situations.



They are in charge of how they think, feel, speak and act.



They are always able to say "yes" or "no" without feeling
ashamed or guilty and without justifying their answers.

Above all, being assertive means to love
your neighbour as you love yourself and doing
to others as you would have them do to you.
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THE FOUR LIFE POSITIONS
Most
women
who are
assertive
are often
mistaken
for being
aggressive.

Passive, aggressive, paralysis and assertive are the only life
positions from which we communicate to other people. Of
the four life positions listed below, where do you spend
most of your time? Or in other words, where do you live?

Fig 4.3 "The four life positions."

One SCHOLAR delegate puts it this way, "I live at
Aggressive Street but from time to time I go to visit Passive
and Assertive Streets." Another delegate said, "I spend most
of my time and life being passive but on occasions I get
aggressive and feel in a state of paralysis." "90% of the
time when I communicate with others I am aggressive", said
another delegate. What about you? To be passive, aggressive
or in paralysis, will waste your time, life and that of others.
I care about you.
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Passive People

One
abnormal
interaction
can
destroy
your
entire
community.




Believe that others are better than themselves.




Are shy, easy to "give up" and surrender.
Spend time feeling inadequate and being depressed.




Are the perfect target for an aggressive person.



Use the common phrase: "You're ok, I'm not ok."

Do not get straight to the point.

Often find themselves saying, "I am sorry, please help me."

Fig 4.4 "Passive person under pressure from aggressive person."

One of the most difficult things for a passive person to do is
to get straight to the point. They spend much time beating
around the bush and living within themselves. They also find
it difficult to say how they feel, thereby adding to things
already stored up inside. They often find it extremely painful
and difficult to be around other people and are the perfect
target for the aggressive person, as seen in Fig 4.4.
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Aggressive People

"It is
harder to
win back
the friendship of an
offended
person
than to
capture a
fortified
city. Their
anger
shuts you
out like
iron
bars."




Believe that they are better than others.




Find it hard to trust and listen to others.
Spend time telling off others and finding faults.




Are often very frustrated and unhappy.




Do not know how to cope with an assertive person.

Are autocratic and bossy.

Have only a few friends.
Use the common phrase: "I'm ok, you're not ok."

Fig 4.5 "Aggressive person in assertive clothing."

4

Beware of aggressive people who come to you disguised as
an assertive person. They appear to be assertive on the
outside but inwardly they are ravening wolves dressed in
sheep's clothing. "They will tear you apart." An assertive
person is assertive outwardly and inwardly but an aggressive
person can be assertive outwardly and at the same time be
aggressive inwardly. How will you know such an aggressive
person? It is actually very easy. Let me explain.
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"You can detect them by the way they act, just as you can

Most
of us
have
perfected
the art
of being
passive,
aggressive
or in
paralysis.

identify a tree by its fruit. You need never confuse grapevines
with thorn bushes, or figs with thistles. Different kinds of
fruit trees can quickly be identified by examining their fruit.
A variety that produces delicious fruit never produces an
inedible kind. And a tree producing an inedible kind can't
produce what is good. So the trees having the inedible fruit
are chopped down and thrown on the fire. Yes, the way to
identify a tree or a person is by the kind of fruit produced.
Not all who talk like godly people are godly"5 A tree that
produces oranges cannot produce grapes.
You are not assertive because you only look assertive, but
your motive and action must be brought into question. If
you are hurtful, manipulative, make people feel guilty, lie or
use conniving means, then you are not assertive, you are
aggressive!

Paralysis People



Do not believe in themselves or in others.
Often feel suicidal.



Spend time complaining, withdrawn, depressed and
feel a sense of total hopelessness.




Do nothing constructive with their time and life.



Use the common phrase: "I'm not ok, you're not ok."

Believe the world will end soon, "so why bother".
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Assertiveness
is the
best life
position.
Fig 4.6 "Why bother."

The state of paralysis is for me the worst life position to be in.
It is the inability to function properly because of psychological
injury or sickness. Psychological injury can occur due to the
death of a loved one or any other similar situation. This
person has given up on life, the community and others. They
feel that no one loves or cares for them, even though they
are told, "I love you." They are easily affected by their
surrounding circumstances because of the negative way they
view their lives.

Assertive People



Love people.




Find it easy to trust and get on with others.




Are often very happy, pleasant and fun to be with.
Have lots of friends and are very understanding.




Are the life of the party.

Are friendly, honest and peaceable.
Spend time enjoying their life, work, friends and family.

Use the common phrase: "I'm ok, you're ok."
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"Train
up a
child in
the way
he should
go: and
when he
is old,
he will
not depart
from it."
6

Fig 4.7 "An assertive person."

Assertiveness is the only life position that enables effective
team work, open communication, learning, freedom and
togetherness. Yet it is the most difficult life position to master.
Most women who are assertive are often mistaken for being
aggressive. This is because most men in my experience
prefer women to be passive, in order to maintain control. When
you are assertive you are able to stand up for your rights.
Women who are assertive can be threatening to some men.
The four life positions can be easily remembered using the
following memory aid called, PAPA.

P

Passive

A

Aggressive

P

Paralysis

A

Assertive
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How Do You Think, Feel and Act When:

You
are
angry
because
of the
way you
are
thinking
about
what has
happened
to you.

1.

Your spouse shouts at you?

2.

You catch your child stealing or lying?

3.

You come in contact with the person who hurt your
family?

4.

A bus driver drives past you deliberately?

5.

Your best friend shares your secrets with others?

6.

A loved one dies?

7.

You are treated unfairly because of your colour, sex or
disability?
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"A
hot
tempered
man
stirs up
dissension,
but a
patient
man
calms a
quarrel."
7

8.

Your neighbour plays the music too loud?

9.

Someone criticises you, your child or someone you
love dearly?

10.

The shop keeper will not give you a refund?

Your response to any of the above ten situations will fall within
one of the four life positions. Therefore do not be a P, A, P,
be "Assertive".
Memorise the following memory aid called DECIDED, then
put it to use straight away. The following seven skills will
save you time and improve your life when faced with
abnormal interactions. These skills have improved the last
twelve years of my life immensely. I have taught them to my
children and hundreds of delegates. They will:

S

Save time and money

I

Improve lives and

R

Rebuild relationships
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It is
easier
to see
the
faults
in others
than in
yourself.

SEVEN KEY SKILLS TO
BEING ASSERTIVE

D

Decide What to Say, Then Be Clear,
Direct and Specific



Give yourself enough time to think carefully.
Speak firmly, calmly, using a reasonable tone
and a steady pace.




Do not be vague, abrupt or rude, be direct and clear.
Do not beat around the bush, get straight to the
point.

E

Examine the Response





C
I

Listen with empathy to what others are saying.
Indicate positively that you have heard and
understood.
Do not become passive, aggressive or paralytic.
Remain calm.

Compromise a Win Win



Settle differences by mutual agreement.



Be prepared to be reasonable.

Develop and use your negotiating skills.

Interpersonal and Personal Skills
Must Be Used
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"It is
better to
be slow
tempered
than
famous;
it is
better to
have self
control
than to
control
an army."




Communicate effectively.
Be confident, positive and present yourself
genuinely.




D

Stay away from resentment, confusion, and anger.
Control and direct your body language positively.

Do Not Be Manipulated or Side
Tracked



If necessary be repetitive and persistent.
Be conscious and stay on target without being
stubborn.



E
8

Do not allow others to make you feel undermined,
guilty or patronised.

Eliminate Negative Situations
Positively



Deal with hostility and all criticisms positively.




Treat every situation in life as a major challenge.
Never attack or verbally abuse the other person,

Always control your thoughts and your feelings.

no matter what.

D

Disclose Your Feelings




Do not be afraid to state how you feel.
Do not use argumentative language, i.e. "You make
me angry." "You are to blame." "You, you, you."
Use I statements, "I feel angry." "I am annoyed."
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Study
what
messages
your
body
sends.

NONVERBAL
COMMUNICATION
Your nonverbal communication skills must also be taken into
account, in all of the four life positions. Do you display
characteristics of a passive, aggressive, paralysed, or assertive
person? When your mouth is in action, what impression does
your face give? Are you smiling or is your jaw too tight or
relaxed? Always check your appearance in a mirror and ask
yourself, "What impression do I give dressed this way?"
Does the movement of my body, especially my hands,
support what I am saying? Is my posture straight, upright or
am I slouched, too near, too far, slumped, or higher or lower
than the other person? Do I mumble, complain, criticise, beat
around the bush, or do I get straight to the point, clearly,
directly and specifically? Is my tone acceptable with the
right accent and volume? Finally, am I able to look
confidently into other people's eyes, or must I turn away and
gaze at the ceiling, floor or other objects? Be wise, support
what you say by how you say it. Use this easy memory aid to
remember your nonverbal positions:
M

Mouth

A

Appearance

G
P

Gesture
Posture

I

IN-voice

E

Eyes
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THE ART OF LISTENING
"Be
quick
to listen,
slow to
talk and
slow to
anger!"
9

Listening is our most used interpersonal skill, but the least
taught and least understood. Listening is hard work and
requires great commitment, patience and total concentration.
When we listen ineffectively, we fail to understand the entire
message and in so doing waste precious time. Listening is a
three-way process. The sender decides what to say, then sends
the message. Responsibility is then given to the receiver who
must understand the spoken words, feelings conveyed and
body language. Good receivers will then give feedback to
confirm complete understanding.
Sends Message

Gives Feedback

Receives Message

Fig 4.8 "Communication triangle."

It has been noted that we have two ears and one mouth,
therefore we should in turn listen twice as much. A security
supervisor came to me for advice and asked. "How can I get
people to listen to me out of respect?" I thought for a while,
then all of a sudden I replied, "Be quick to listen, slow to talk
and slow to anger."9 This is also the greatest advice that I can
give to anyone with a listening problem.
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To improve your listening skills, you must first identify and

"He
who
answers
before
listening that is
his folly
and his
shame."

get rid of the barriers which cause you to miss the full
message. List all the barriers that stop you from listening
effectively.

10

BARRIERS TO LISTENING
Whenever we ask delegates to list the barriers to effective
listening, they often come up with a list of around fifty barriers.
These fifty or more barriers have been placed under the
following categorised memory aid called, ARE YOU?

A

Assumptions

R
E

Roaming Mind
External and Internal Distractions

Y

Your Interpretation and Distortion

O

Over Stimulation

U

Unclear Speaker
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Assumptions

"Study
to be
quiet."

11

Impatient listeners spend a great deal of time interrupting and
finishing off other people's sentences. Presumptuous listeners
feel that they know better and that the views of others are an
interruption of their own. They think only of themselves and are
good at faking attention. They are always preoccupied with what
to say next when they are listening to others. They always miss
the true feelings that are being experienced and the nonverbal
signals which can reveal more than the spoken word.

Roaming Mind
Research shows that we are able to think approximately four
times faster than the speed of talking. This indicates that the
brain has the ability to wander off aimlessly while listening
to others. A roaming and uncontrolled mind will find it hard
to concentrate and stay on target, as indicated in Fig 4.9.

Fig 4.9 "I hope you have been concentrating on what I have said about your wife."
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If a subject is not interesting, poor listeners will allow their

"The
intelligent
man is
always
open to
new ideas.
In fact
he looks
for
them."
12

mind to take frequent side trips, then return their attention to
listen to the speaker. While a person is talking, a roaming
mind will dwell on the past, present problems or future
dreams. This pattern could continue throughout a person's
entire life if they fail to master the art of listening.

External and Internal Distractions
Interruptions, noise, movement, the telephone, discomfort
and an unpleasant atmosphere are some of the external
distractions one can experience. Being unhealthy, sickness,
hearing difficulties, tiredness and pain are some of the
internal distractions that stop us from listening effectively.
Unless these distractions are minimised or controlled,
listening will always be affected.

Your Interpretation and Distortion
The greatest barrier to effective listening is interpretation and
distortion. Because words mean different things to different
people, it is easy to misunderstand a whole message. Many
family wars, conflict in the workplace and school troubles
could be avoided if people listen to each other. Poor
listeners often fail to ask the right questions to aid their
understanding. Their preconceived views about the speaker's
beliefs, ideas, opinions, lifestyle, personality and background
affect how they listen and distort the message. In many
situations our past experiences have affected the way we
listen to others. How are you interpreting what is said to you?
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Over Stimulation

The
art of
listening
should
be taught
at every
level of
a child's
development.

Many people become over stimulated because of what they
hear, see or experience. They are easily able to close their
mind, completely switch off and stop listening. They become
angry, frustrated, quick tempered and annoyed very easily.
They do not know how to neutralise and control their
feelings. In this state of confusion, the speaker and listener
will find it very difficult to continue communicating
effectively.

Unclear Speaker
Many speakers make it very difficult and painful for their
listeners to listen. Often they speak too slow or too fast.
Some speakers use difficult words and long sentences.
Their accent, style, poor presentation, and mannerisms
help to block effective listening and waste time and money.
There are those who have speech impediments, or for
whom English is a secondary language, they will have to
work harder at being understood.
List all the benefits that you would receive if you were to
be quick to listen, slow to talk and slow to anger.
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"A
person
that is
slow to
anger is
of great
understanding
but a
hasty
person
exalts
foolishness."
13

OVERCOMING
LISTENING BARRIERS
Now that we have identified the barriers to listening, let us
look at a plan to minimise and eliminate them. If the
following is put into action, expect good results, an improved
life, time and money saved. Listening of this special kind
is the most powerful force for change that I have ever
experienced. I have practised the following method for over
a decade and it has never failed me.

Listen With Empathy


Always be prepared to listen by giving your undivided
attention. Make a conscious decision to listen to
children, your peers and elders with empathy. Empathy
is the ability to understand the thoughts, feelings and
motives of the speaker clearly. Suspend your own
thoughts, feelings and actions in order to listen
exclusively and uninterruptedly to others. Say to
yourself, "My aim is to understand the speaker, before
I try to get the speaker to understand me."

Fig 4.10 "You have my undivided attention."
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One
of the
key
skills in
listening
is the
ability
to ask
the right
questions.

Show the speaker that there is nothing more important in
the world at that moment than you listening to him/her.
Show that you are interested by stopping and pay close
attention. When my children wish to talk, I immediately
stop whatever I am doing and totally concentrate on what
is being said. Continuing to watch TV, operate the computer
and answer telephone calls, etc., sends an immediate
message that I am not interested in what they have to say.

Information Gathering


One of the greatest skills in listening is the ability to
suspend judgement and to ask the right questions. Ask
open-ended questions to gather all relevant facts because
open-ended questions allow the speaker to speak. The most
difficult task for most listeners is to be patient and keep
their mouths closed. As soon as they find an opening to
speak, off they go. Do not jump in because the speaker
has paused for oxygen. Use silence as an opportunity to
allow the speaker to concentrate and gather their
thoughts. Make a conscious decision never to answer a
matter before you obtain all the necessary facts.

Summarise and Paraphrase


Summarise and paraphrase in your own words key
points from the speaker's message in order to confirm
your understanding. This will give you an opportunity
to check with pinpoint accuracy what you have heard.
This will also enable the speaker to feel that s/he has
been understood clearly.
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Target Your Conversation

We
hear with
our ears
but we
listen
with our
minds.



Because of roaming minds, it is easy to go unknowingly
off target. Always establish the purpose for listening
for without a vision, purpose or goal you may be
wasting your time. Keep to one subject at a time and do
not let the roaming mind control you. Refuse to be
manipulated or side-tracked by external or internal
forces that are in your control.

Evaluate the Whole Message


The ability to understand the "whole message" is an art
that must be learnt if you want to be an effective listener.
Total concentration, observation and skilful questioning
will enable you to understand the whole message with
pinpoint accuracy. Because the mind has the ability to
think four times faster than the average speed at which
people speak, that ability should be used to evaluate the
message. The message will come to you through what is
said, feelings conveyed and nonverbal communication.

Nonverbal Communication


Let your body language express your interest in listening
to what the other person has to say. Sit up, face the speaker
and maintain eye contact without staring. Use open and
positive body language techniques that will directly
encourage people to talk to you. Slouching indicates
boredom, sitting up and leaning slightly forward
indicates interest and encourages communication.
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Those
who
have no
control
over their
anger
are like
a city
that is
broken
down and
without
walls.

Smiling, nodding your head and eye contact expresses
a sense of warmth. It also creates an atmosphere of
openness and encourages the speaker to continue. Watch
the body language of the speaker because this will tell
you how s/he is thinking or feeling. Our body language
is a reflection of what we are thinking, because, "as a
person thinks in their heart, so are they".14 Always be
conscious of what your mouth, appearance, gestures,
posture, voice and eyes are doing.

Interpersonal Skills


There is room for improvement in all of us, yes, every
human being. You must constantly seek to improve your
attitude, skills and knowledge in the field of listening.
Read books, watch videos, listen to audio cassettes,
attend seminars and listen to the masters in this field.
Review your listening skills at all times to find out how
effective you are. Those who feel that they know it all
are like fools who do not know that "pride goes before
destruction and an haughty spirit before a fall".15

Neutralise and Control Your Feelings


If you want people to talk to you, you must "be quick
to listen, slow to talk and slow to anger". 16 Do not
become over-stimulated because this will discourage
people from communicating with you. Those who
have no control over their anger are like a city that
is broken down and without walls. Who will
communicate with such people? You must always be
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in control of your thoughts, words and actions.

Listen,
understand
and then
act.



Listen to others when they wish to express their
feelings. Often times the feelings of the speaker are
more important than the spoken word.

GATES (Memory Aid)


Provide an atmosphere of genuineness and not pretence,
acceptance rather than judgement, trust rather than
dishonesty, encouragement rather than discouragement
and sensitivity rather than insensitivity. Therefore aim
to be:



G

Genuine

A

Accepting

T

Trustworthy

E

Encouraging

S

Sensitive

Being GATES, will easily enable problems to be
brought out into the open for closer examination. By so
doing, the quality of the communication will only get
better.
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THE SECRET OF LISTENING
Practise
your
listening
skills
until
it is a
part of
your
nature.

As I was chairing a management meeting, a female voluntary
worker stormed into the room and began to swear and shout.
Her behaviour shocked everyone in the room. At the end of
the meeting I sent for her and asked her to justify her actions.
Within a matter of minutes we were able to resolve the
situation.
I listened with empathy, sought information by asking
questions, summarised and paraphrased her response in my
own words. I also targeted my conversation, evaluated the
whole message, neutralised and controlled my feelings.
My interpersonal skills, nonverbal communication and
genuineness totally overwhelmed her.
Several weeks later she was a delegate on our SCHOLAR
training programme. At the end of running the listening skills
session, I decided to do role plays. The purpose of the role
plays was to demonstrate how to listen more effectively. I
called for a volunteer to do a role play with me but no one
came forward. After a little while most delegates suggested
that the same girl should volunteer. They felt that she would
give me a greater challenge. She refused. I will never forget
her response. "I am not doing anything with Errol Williams
because he makes me look stupid." "The other day", she
continued, "I walked into his office, shouting and behaving
badly and he just sat there and listened to me."
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Listening is my favourite interpersonal skill, probably

Listen,
listen
and
listen
again.

because it was the first skill that I ever learnt. The benefits
received from listening effectively over the years have been
unbelievable. If you consciously practise this skill, you too
will benefit from it.
When you use this powerful listening skill my friend:
1.

You will cause others to take a good look at themselves.

2.

You will make friends very easily.

3.

You will save time, money and embarrassment.

4.

You will feel powerful, self controlled and completely

5.

in charge.
Your ability to understand will be increased.

6.

You will increase in knowledge and wisdom.

7.

You will be more compassionate towards others.

8.

Your confidence will grow.

9.

People will respect and love you, because you know
how to listen to them.

10.

You will love listening to others.

11.
12.

You will find it easy to socialise with others.
You will feel good about yourself.
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Those
who
actively
listen are
open to
more
ideas, and
lead a
happier
life.

ARE YOU LISTENING?
A

Assumptions

R
E

Roaming Mind
External and Internal Distractions

Y

Your Interpretation and Distortion

O

Over Stimulation

U

Unclear Speaker

L

Listen With Empathy

I
S

Information Gathering
Summarise and Paraphrase

T

Target Your Conversation

E

Evaluate the Whole Message

N

Neutralise and Control Your Feelings

I

Interpersonal Skills

N

Nonverbal Communication

G

GATES
Be:
G

Genuine

A

Accepting

T

Trustworthy

E

Encouraging

S

Sensitive

When you use the above skills, you are an active listener.

SCHOLAR

78

No
one
is an
Island.

Chapter 5

RELIANT
ON OTHERS
What's in store for you?



What is a Team?
Barriers to Effective Teamwork




Team Building




Effective Leadership

Training
Four Powerful Memory Aids
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RELIANT ON OTHERS
An
effective
team has
clear
challenging
objectives
with a
plan
and a
deadline
for its
completion.

A

s a husband and father with leadership responsibility
at home, work and in my Church, I am heavily reliant

on others. No matter where we live, work or socialise, we
all rely on other people. No one is an island or completely
self-sufficient in themselves. Relying on others can save or
lose an enormous amount of your time. If we use our
assertiveness and listening skills with those on whom we
rely, in a brief encounter, i.e. shop keepers, doctors, bus
drivers and others, we will make friends and save time.
(See chapter 4, Abnormal Interaction.)
Operating as a team is one of the most successful time
savers and is the way forward in today's highly competitive
world market. The world's most successful organisations all
have one major thing in common, they operate as a team.
Additionally the most successful families today function as
a team, rather than a group of individuals. Ten people
working as individuals will achieve less and spend more
time, than ten people in agreement and working as a team.

WHAT IS A TEAM?
You are not a team simply because you



live with a beautiful partner




spend all your time with your best friend

live with ten wonderful children
work in the same organisation
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An
effective
team
creates a
loving,
supportive
and encouraging
atmosphere.

share the same boss with all the people in your
department

You are a member of a team when you and
other individuals: agree, set clear challenging
goals, make plans with deadlines and are
committed to one another to produce
extraordinary performances and results.

BARRIERS TO
EFFECTIVE TEAMWORK
Always remember the number one rule. To be successful
you must first know your enemies, the strategies they use
and how to overcome them. They are as follows:



Ineffective leadership

______

Unclear objectives

______




Poor strategic planning

______

No appraisal or evaluation

______




Procrastination

______

Unclear rules, systems and procedures

______





Poor communication and interaction

______

Lack of resources
Lack of co-operation or commitment

______
______




Outside distraction and influences

______

Personal agendas

______



Slow problem solving and decision making ______

SCHOLAR

81

PURSUING EXCELLENCE

An
effective
team
produces
results.




Difficulty in managing change

______

Inappropriate behaviour

______




Lack of knowledge and skill

______

Partiality

______




Gossip
Difference of opinion

______
______




Insubordination

______




Selfishness

______

Disloyalty

______




Lack of trust

______

Disharmony

______



No rewards

______

Poor working conditions and environment ______

List in order of priority on the right, barriers to effective
teamwork, all of the areas that hinder effective teamwork
to your team. Put 1 beside the area that you have the most
difficulty with, then 2 and so on. Your team members may be
at home, work or your friends. List below other difficulties
that you face.
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TEAM BUILDING
All the barriers to effective teamwork can be eliminated by
using the following memory aid, TEAM BUILDING.

T

Training



E

A

See training as a top priority investment.
Train every individual and the team as a whole.

Effective Leading



Listen and lead by example.



Produce leaders greater than yourself.

Encourage and support everyone in your team.

Action Planning and Organising



Always work from a plan.



Review and appraise your plan as regularly as

Do not allow Mr & Mrs Procrastinator to settle down.
possible.

M

Motivating and Rewarding


Be a role model who is convicted, committed and
enthusiastic.




Appoint sub leaders and always reward.
Give clear responsibilities, agree standards and
set targets.
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B

The
human
body is
the best
team that
I know.

Building Relationship


Be trustworthy, provide friendship and listen
effectively.



U

Be patient with one another.

Uniting


Work towards oneness, co-operation and
togetherness.



Involve the team in problem solving and
decision making.

I

Informing and Communicating



Be clear, specific and direct.
Without proper information your organisation or
home will suffer.

L

Locating and Eliminating Outside
Distraction


Be aware of government policies, environmental
issues, organisational changes and other
influences.



Locate and eliminate anything that distracts your
team from achieving its goals.
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D

An
effective
team
encourages
creativity.

Disciplining


Communicate the rules, procedures, systems and
accepted behaviour to everyone and be decisive.




I

Integrity



N

Treat everyone equally.
Solve problems quickly.

Be honest and faithful at all times.
Treat everyone the way you want to be treated.

Neutralising and Controlling Your Feelings


Be open, calm, self controlled and do not get
heated or emotional.



G

Always control the way you think, feel and act.

Goals and Values



Goals should be written and agreed by all.
Never take your eyes off your goals and values.



Do not make decisions that go against your goals
and values.
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TRAINING
My
greatest
joy is
not in
gaining
followers
but in
producing
leaders.

The most important asset in your team is human resource,
therefore, invest in a good training plan in order to improve
attitude, skills and knowledge. Put that training plan into
action and review it regularly. This action will produce
extraordinary results.

A

Attitude

S

Skill

K

Knowledge

Investing in individuals and the team as a whole in the above
three areas will improve performance. When performance
is improved, it leads directly to increased profits and time
saving. Use the route to success on the following page to
assist you in your training plans. When you invest in your
people it takes time, but the pay back can be as much as
100 to 1.

It is important to recognise that
every job is based around
attitude, skills and
knowledge.
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Do
not be
misled,
you will
always
reap
just the
kind
of crop
you sow.

Good Training

THE ROUTE TO SUCCESS

I have spent over twelve

IDENTIFY
TRAINING NEEDS

years using the route to
success with my children
and have witnessed the
most amazing results.
I train them every day to
become the best in their
chosen field. They have
chosen to become the
following:


Prime Minister of
England.




Lawyer.
International fashion
designer.




Computer expert.
Teacher.




Musician.
Entrepreneur.

Identify the specific learning needs
of individuals in your family or team
and decide on the priority of needs
that were identified.
DESIGN
TRAINING PLAN
Plan in detail how the specific training
needs and desires of individuals and
your team will be met. Your plan
should include time and cost.
ACTION
TRAINING PLAN
Teach, train, tutor, instruct, coach
and facilitate training sessions.
Be sensitive, encouraging and
supportive to all.
ADMINISTER
TRAINING PLAN
Prepare all necessary documents,
correspondence, records and materials
for use in the training situations.

As their personal
coach, it is instilled
within me that good
training produces good
benefits and saves time.
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REVIEW
TRAINING PLAN
Review and measure the benefits to
which training have proven valuable to
individuals or the team. Ask yourself,
"Have I achieved the desired outcome?"
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EFFECTIVE LEADERSHIP
Great
teams
always
produce
the best
from their
members.

An effective leader is one who is able to influence, inspire
and empower others to unleash their unlimited potential. The
following are the most challenging skills for effective
leadership.

L

Looking Ahead

E

Effective Communication

A

Action Planning and Organising

D

Delegation and Discipleship

E

Evaluation and Appraisal

R

Reference Point

S

Servanthood

H

Handling Change

I

(ICI) Integrity, Courage and Influence

P

Problem Solving and Decision Making
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Looking Ahead

Good
leaders
are goal
orientated,
good
organisers
and
committed
to
excellence.

One of the key principles to effective leadership is the
ability to look ahead into the future and snatch a crystal
clear vision. Whilst living in Jamaica my grandmother
would ask us to catch and kill a chicken for Sunday dinner.
After catching the chicken we would cover its body with a
basin, leaving its head exposed and ready for chopping.
Finally, when all was ready we would cut off its head and
watch with amazement as the head danced about for a few
seconds. The body would beat against the inside of the
basin until there was no life left. On occasions, we would
lift the basin and watch both the head and body dance
around in a violent rage.
The chicken in its perfect state represents the leader and
his/her team working in perfect harmony. Once the leader
has lost his/her head, i.e. the vision, anarchy and destruction
will take over. No one can defy the universal law which
categorically and unequivocally states, "without a vision
the people perish".1 This law is not negotiable. This is one of
the reasons why an effective leader with a red-hot burning
vision in the home or in the work place is a "priceless gem".
You are a priceless gem aren't you?

Leaders without a vision are like a headless
chicken causing anarchy and destruction
for themselves and the entire team.
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Become an outstanding leader by making it your business to

Effective
leaders
love
people.

know what lies ahead. Spend time looking ahead to obtain a
crystal clear vision before you do anything else. Remember
that without a vision your time and your life will be wasted.
Become committed, enthusiastic and confident about your
vision by constantly meditating on it. You will never ever
become an effective leader without a vision.

Effective Communication

Fig 5.1

Look throughout history at the world's most effective
leaders and you will discover that they all had the ability
to communicate effectively. Communicating verbally or
non-verbally must be learnt and put to use. Failing to
communicate with your team and others could cost you time
and money. Communication is a three way process whereby the:



Communicator sends the message



Listener gives feedback

Listener receives the message
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Communication is displayed in the education system when

Effective
leaders
listen
and
learn
from
others.

the teacher sends the message. The pupils receive the
message and during examination, offer feedback on what
they have heard. A leader may not be able to communicate in
writing but the ability to listen and communicate in speech
must not be underestimated.

Action Planning and Organising
A professional builder would not take the risk of building
a house without first putting together a complete plan.
Become a master builder who knows that the investment in
planning and organising will give you a pay back of 100 to 1.
Every good plan must have the following:
Why:

must it be done

What:

must be done

Who:

will do it

How:

will it be done

Where:

will it be done

When:
Resources:

must it be done by
needed

Cost:

of overall plan

Risks:

associated with it

Success criteria: how will they be measured?
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Delegation and Discipleship

Effective
leaders
are
honest.

Delegation is giving responsibility to others to carry out
specific tasks to which you are accountable. Some of my
friends call me Mr Delegator. I earn this title by observing
the following:

D

Decide

E

Educate and Train

L

Listen and Communicate

E

Encourage and Support

G
A

Governing Values
Authority and Accountability

T

Thank and Reward

E

Evaluate

See chapter 9, Overloaded With Work for full explanation.

Evaluation and Appraisal
Let everyone know how well they are doing because they
need to know. Give regular feedback to individuals within
the team on how things are being done and be open, honest
and sensitive. Remember that your team could be your
work colleagues or your family.
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Reference Point

Effective
leaders
have
great
concern
for the
individual,
the team
and the
task.

A reference point is someone or something that you and
your people can turn to in time of need. Who do you, your
staff or family members turn to in time of need, support or
guidance? Are you an ideal reference point or role model for
the people that you lead? Are you seen as honest, loving and
trustworthy? In today's pressurised world, more and more
personal and interpersonal skills are needed in leaders.
One of my reference points is meeting consistently with a
small group of like-minded men since 1981.

However, my greatest
reference point is
my creator.

Servanthood
Effective leadership is not about power seeking but about
equipping, inspiring, empowering and serving the people you
lead. Especially if they have placed you in the leadership
position. I am at my best as an effective leader when I serve
those that I am leading. My greatest joy is not in gaining
followers but in producing effective leaders. Great teams
always have great leaders and great leaders always produce
the best in their people. When I serve and get people to
operate at their best, I am making life easier for myself and
others.
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Handling Change

Effective
leaders
use
different
leadership
styles for
different
situations.

Leaders today face enormous challenges in this changing
world. There are unpredictable and constant changes taking
place almost every day in:



Government

Public Opinion

Human Beings







Technology



Products and Services

Economics

Unpredictable Situations

Do not allow yourself to become set in your ways so that
when it's time to change you cannot. The only person that
does not change is God. Leaders do not have the ability to
remain the same yesterday, today and forever. Change or be
changed.

Integrity, Courage and Influence
I asked a group of leaders to list all the qualities of an
effective leader and was told, "You need to be a good liar to
be a good leader." How sad it is to hear leaders of today
respond so boldly with such a statement. No wonder some
of our homes and organisations are destroyed. Integrity,
courage and positive influence over others demands
adherence to a code of honest values. If those you lead
cannot trust you because of your dishonesty, your influence
over them will disappear.
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Problem Solving and Decision Making

"Be
strong
and of
good
courage."

The best way to destroy a tree completely is to destroy the
root. Ineffective leaders mistake symptoms for the root
cause and waste valuable time and effort. Whenever a
problem arises, before you do anything, first identify the root
cause. Symptoms only indicate that something is wrong.

2

In SCHOLAR we have our own football team that is
managed by one of my partners, Delaney Brown. I am always
excited when I sit in the changing room and listen to the
players before a match. They say things like: "We are going
to get them." "This is our game and no one is going to stop
us." "We will win." "Let us organise ourselves and go and get
them." Never has any of the players asked the manager, "Why
is the other team trying to stop us from scoring?" Both teams
have accepted that they are in a battle to win the game.
We should look at life like these players, because we are
locked in a battle every day of our life. Whatever we aim to
achieve, there is always a force that is fighting against us.
From the day we were born, this battle has being going on
and it will continue until the day we die. The real question is,
"Will you treat your problems or situations like the football
players or will you complain?" Some of us lie down and cry
all day about our problems, what for? Wake up and realise
that you are in a continuous battle every day of your life.
Organise yourself and your team and come out fighting. Be
strong and always say, "We will win." Turn to chapter 8,
Conflict Management for more on this subject.
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Your
mind is
one of
your most
powerful
friends or
deadliest
enemies.

Chapter 6

MIND
CONTROL
What's in store for you?



Twelve Major Areas For Better Creativity
Four Powerful Memory Aids
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MIND CONTROL
We
become
like the
thoughts
we
think.

Y

our mind is one of the most powerful resources that

you have. If you do not learn to master and control

your mind, it will master and control your life and your
time. Is it not true, that you are where you are in life
because of the dominating thoughts that have occupied
your mind? "For as you think in your heart, so are you."1
We send information, objects and pictures through our senses
to our mind, as seen in Fig 6.1. Our mind then influences
the way we feel, actions we take, words we speak and the
results we achieve. It is therefore your responsibility to
guard what your senses pick up and send to your mind.
We become like the thoughts that consistently occupy our
mind.
From Fig 6.1 it is very clear that the results we produce
are influenced by what our senses pick up and send to the
mind. We are affected by the:




Music we listen to.




Places we go.




People we talk to.

TV programmes we watch.
Books we read.
Information we receive.
Environment in which we work and live.
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My
mind is
my most
precious
resource
and I
will not
fill it
with
garbage.

Senses
.....
...................
......................
. . .... . . . . .
......................
..... . . . . . . .
.........
......................
......
........
......................
.........
....................
.....
.
.......
....................
.........
..................
.................
........
.............
......
. ......
....

Conscious mind
Subconscious mind
Memory

Feelings
Actions
Results
Fig 6.1 "What have you been sending to your mind since you were
born and what will you send from today?"

Garbage in
garbage out.
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Your conscious mind is the doorway to your subconscious

"Be
transformed
by the
renewing
of your
mind."
2

mind. The conscious mind holds information that you are
aware of right now. Once that information leaves your
conscious mind it automatically enters your subconscious
mind permanently. You remember things based upon what
has already been stored up in your subconscious mind over
the years. If all that is in your subconscious mind is garbage,
then all that you are capable of producing at that time is
garbage.
Be like a prison officer, security manager, policeman, sergeantmajor or 007 agent of your mind. Stop unwelcome, unpleasant
and wicked intruders from entering through your senses into
your mind. Your mind is the most sophisticated, baffling and
complex living computer ever conceived, it has the ability of
producing whatever you feed into it. You have been warned! I
share this information with you because I care about you.
Because of the amount of garbage that I had stored up in my
subconscious mind by the age of twenty-two, I was incapable of
achieving great results. It was when I took control of what I
was sending through my senses and replaced the garbage with
positiveness night and day, that my change started. If you want
to be great, send in great thoughts. If you want to be an expert,
listen to the experts. Remember, your mind is the only thing that
you have control over, so control it or it will control you.
Allow me to share with you the twelve secrets to mind control
that have assisted me over the years. I have gained many benefits
from using them and I hope that you will too. These secrets can
be remembered using the memory aid, CREATIVE MIND.
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The
total
ability
of the
mind has
yet to
be discovered.

MIND CONTROL
C

Conformity

R

Regular Brainstorming Sessions

E

Encouraged Self Imposed Barrier

A

Always Challenge the Obvious

T

Two Types of Thinkers

I

Improvements

V

Vision

E

Evaluating Too Quickly

M

Memory Techniques

I

Imagination

N

Nervousness and Fear

D

Develop Your Skills

Fig 6.2 "Creativity is in all
of us."
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Conformity

Are
you
living
below
your
greatness?



Do not conform to bad customs and practices but
rather "be transformed by the renewing of your mind".2
To conform is to adapt, adjust or to fit into a certain
way of thinking that has a negative or positive
influence. By conforming to bad habits you destroy
your creativity, initiative, growth, independence and
wealth and imprison yourself.
Thinking sometimes is like an evil disease that does
not want to go away. Every now and then the mind
wanders off uncontrollably to some negative or positive
occurrences of the past, present or future. You may
have been abused sexually, physically or mentally by a
loved one or someone you trusted. Maybe you were
raped or you lost a loved one and your home is left
empty. You may be going through other circumstances
in your life that no one seems to understand or even
care about. You feel mentally trapped and imprisoned
as in Fig 6.3.
Fig 6.3 reminds me of people who gave up on life at
eighteen but were buried at seventy and lived a
lifetime being imprisoned. From the age of eighteen
to seventy they lived below their greatness. Are you
living in this position right now?
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Do
you feel
comfortable
the way
you are
even
though
you have
not
improved
for over
ten
years?

Fig 6.3 "Do you feel mentally trapped and imprisoned
with no route of escape?"

I write to tell you that you can be set free from this
mental distress, torture and anguish. Just follow all the
principles found in this book and your mind will be
renewed and go from strength to strength. If you
remain in this prison or "hell", as one person described
it, your life will get worse.
This is the reason why in so many cases the sufferer
loses their family, friends, business, work and becomes
less confident, less motivated and often suicidal. No
one is immune from this type of thinking. I know
about it because I have been there and I will never go
back. My mind is now freed and renewed and I now
control how and what I think about. I am not controlled
by my circumstances, family, friends, radio, environment
or the television. Conform only to good thoughts and
get your mind freed and renewed.
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Let
your mind
stay on
the good
things
in life.

Fig 6.4 "Do you feel mentally trapped and imprisoned even
though the cover has been removed?"

And now my friends, as I close this section let me say
this one more thing: "Fix your thoughts on what is true,
good and right. Think about things that are pure and
lovely, and dwell on the fine good things in others. If
there is any excellence and if anything worthy of praise,
let your mind dwell on these things."3
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Regular Brainstorming Sessions

To
be a
creative
thinker,
you must
have a
positive,
selfconfident
attitude.



Most of us spend more time thinking about our problems
than we do about the solutions to our problems. If
you spend your time thinking about your problems,
they will appear bigger. On the other hand, if you
spend more time thinking about the solutions, you will
find different ways to respond to your problems.
Winners look for solutions while failures dwell on and
cry about their circumstances all day long.

Your mind was not put together by
man or by a lesser force than you
but by the all powerful, all
knowing, infinite creator.
You are His best.

Brainstorming is a technique that I use regularly with
my family, individuals, organisations and in training
sessions. It is a unique way of coming up with different
ideas to resolve complex situations. This works best
with small groups of around five to ten people for
approximately twenty minutes. I brainstorm with a
group of five people that came up with 100 different
ways to raise funds in ten minutes. From those ideas
we raised thousands of pounds.
In any organisation, cleaners, caterers, security personnel,
caretakers, directors, managers and others all have ideas.
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Their ideas could earn or save your organisation

Never
underestimate
the ability
of a
single
mind.

hundreds, thousands or even millions of pounds. Your
children and other members of your family could
come up with new and creative ways to save and enrich
your family.
In small groups for approximately twenty minutes, pose
a question of your most challenging situation such as:
How can we improve our family? How can we improve
customer care in this organisation? How can we make
money? How can we improve sales? What can we do to
stop crime in our community? How can we as parents
work together to improve our school?
For the group to work effectively and the ideas to
flow smoothly, introduce the following guidelines:

R

Record the Ideas

E

Eliminate Judgement

L
O

Let Ideas Flow
Obtain Quantity Not Quality

A

Avoid Ridicule

D

Do Not Edit

It is important that every idea is recorded. The idea
that you did not record might be just the one you
were looking for. Eliminating judgement of other
people's ideas will cause others to let their ideas flow.
Encourage the group to let ideas flow as quickly as they
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enter their mind, without hesitation. This method may

"A
man's
courage
can
sustain his
broken
body but
when
courage
dies, what
hope is
left?"
4

help to spark another idea which helps to spark another
idea and so on. Let the group concentrate on quantity
and leave the quality to the end. If group members are
allowed to ridicule others, they will not contribute.
Editing should only take place once the group has
exhausted all possible ideas. My most creative moments
were in brainstorming sessions with a small group of
people that I met with every week, for several years.
When your family, organisation, country or community
are faced with complex situations, RELOAD and move
on.

Encouraged Self Imposed Barrier


More than 70% of the things some people think about
themselves are negative. "I will never be able to
achieve." "I am not good enough to do that." "I could
never be as good as..." "I am rubbish and I am not fit
to live." Have you put up barriers to stop yourself
from achieving greatness, because of the way you
think? If so, why?
I came across an inscription on a prison wall that
helped to change my whole life. It read, "Your worst
enemy is yourself!" I quickly wrote it down and asked
my friends what they thought about it but no one
would accept that they were their worst enemy.
Somehow, deep down inside, I knew that it was true
about me. It was my own thoughts that imprisoned me.
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Self
discouragement
is one
of the
biggest
barriers
to
creativity.

Fig 6.5 "Writing on the wall."

Are you a poverty mentality thinker or a millionaire
mentality thinker? I was brought up in a poverty mentality
environment. I was always told:



"Errol Williams, you are no good."




"You will never be able to achieve your dreams."




"Errol, you will go to prison."

"You will never amount to anything worthwhile."
"You will fail in school."
"You are worth nothing!"

Looking back at those days makes me feel like crying.
My friends, teachers and enemies told me these dreadful
things. Before long, I believed everything that was said
about me, as they began to come true in my life. I stopped
believing in myself because others did not believe in me.
I thought this was the way I ought to think about myself.
I sank very deep into a mentally degrading ghetto that
was not fit for any human being. I became mentally sick
and reached the lowest state that any human being could
reach. I was the man in Fig 6.3 and Fig 6.4.
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"From
a wise
mind
comes
careful
and
persuasive
speech."
5

I lived in this mentally
degrading ghetto for
six long years.

If you find yourself in this ghetto my friend, it is like
trying to escape from a top security prison. I served my
poverty mentality ghetto prison sentence, but now I am
free. I am a millionaire mentality thinker. I have clearly
defined goals and values for every aspect of my life,
and a detailed action plan of what needs to be done. I
am totally committed to putting my plans into action
without procrastinating. I have also set review dates to
modify, change, learn and move to the next stage.
My mind consistently thinks, "I will", "I can", "I have"
and "I am". Let the concept of yourself be continually
positive and tell yourself every day and every time you
feel low:



I am a genius.




I am God's wonderful creation.



I am a winner and I refuse to allow anyone to put





I am an achiever.
I am wonderfully and beautifully made.
garbage into my mind.
I was not born for defeat or failure.
I refuse to be influenced by the words of death.
I am a lion, not a lamb.
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You can become the next heavyweight champion in your

Do
not
look at
greatness
and put
yourself
down.

chosen field. No one is better than yourself, but if you do
not arise and shine you will always remain in darkness.
You have all the resources that it takes inside of you,
therefore awaken that sleeping giant and get to work.
Every day the creative work of many geniuses surrounds
us like an ocean.
Do not look at greatness and put yourself down. As I was
passing McDonalds, I saw an advert of Michael Jordan in
"Space Jam". My thoughts flashed at how great Michael had
become and how financially comfortable he must be.
Within seconds of those thoughts, I smiled with myself
and thought, "I too have the seeds of greatness in me."
Listen to me my friends, Einstein was awarded the Nobel
Prize in Physics (1921) for his work in explaining the
photoelectric effect. Was he also awarded the Nobel Peace
Prize? Did he receive gold in the Olympics or was he
known as the fastest man on earth? Was he awarded the
best entertainer of the year? Did he step foot on the moon?
Did he win the masters in golf at 21 years of age?
My point is this, Einstein and all the others found an area
that they loved and mastered it. They were not concerned
with mastering other areas. They found their true love,
stayed with it and mastered it. Do not try to become a
master at everything, find your true love, stick with it and
master it. Allow me to repeat myself, "Do not look at
greatness and put yourself down." You too are a great
somebody.
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Always Challenge the Obvious

Why
have you
put up
barriers
to stop
yourself
achieving
greatness?



If I influence what goes into your mind over a long
period of time, I will be able to control the way you think,
feel, speak and act. Such influence can be dangerous. The
chains of slavery have been removed from the people's
wrists, ankles and necks and placed on their minds.
I was told of an experiment that was done some time
ago whereby they tied a chain to one foot of a baby
elephant and the other end to a tree. Month after month
the elephant would pull and pull and pull without
getting to freedom. Until one day the elephant gave up
and did not pull any more.

Fig 6.6 "Have you also given up like this elephant?"
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Soon after, they removed the chains, but the now grown
up elephant continued to operate within the confinements

"Ask
and it
will be
given to
you; seek
and you
will find;
knock and
the door
will be
opened to
you."

of the twenty yards. He still believed the chains were on
his feet, so he did not pull anymore. No! it was now on
his mind. Are you like the elephant who has given up
trying, because of circumstances, or what others think,
say or do? Are you failing to challenge the obvious,
because of pain, embarrassment, guilt or the past?
Never give up because you deserve the very best. Keep
seeking for you will find. Keep knocking for the door
of opportunity will open for you. Keep asking and you
will receive. Be persistent, do not procrastinate. Do not
stop pulling towards your dreams. Maximise your time
and potential. Refuse to be conditioned by the thoughts,
words and actions of others, unless you want to.
Remember, 90% of failures are quitters. A winner
never quits and a quitter never wins.

6

Two Types of Thinkers

Analytical thinker, one way.

Creative thinker, many ways.

Fig 6.7 "The analytical and creative thinker."



There are two types of thinkers, the analytical thinker and
the creative thinker. The analytical thinker looks for the
one right answer but a creative thinker challenges their
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ability to look for more than one answer. Some situations
require analytical thinking such as mathematics, whereas

Develop
your
creative
ability,
and do
not allow
it to
go to
waste.

conflicts can be resolved using more than one possible way.
Condition yourself to look for more than one possible
answer. A conflict with your spouse, child, friend,
colleague or employer can be resolved in many different
ways. You could say you are sorry, you could give a
bunch of flowers or submit, the list is endless. In our
SCHOLAR training programmes we ask delegates to list
all the uses of a paper clip. The average number of
responses we get is 5, yet there are in fact well over 100
uses that a paper clip could be used for.
I am convinced that if you lift weights every day you will
become stronger. Therefore if you practise creative acts
every day, your creative muscles will get better. If I were
to ask you to give me different ways of how to hurt your
enemy, the list may be endless. It seems that many of us
are more creative towards evil than good.

Improvements


Creativity means improvement. Any improvement you
make to yourself, your family, or organisation is a
creative act. The improvements that you have made
over the years are a clear indication that you are a
creative genius. It is through the powerful creative
ability of the mind that so many improvements have
been made over the centuries. It is worth noting that
every idea started at first in the mind of one person.
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Creativity
means
improvement.

Fig 6.8 "Even a homeless person can make an
improvement to his/her life."

Improvements in technology, religion, architecture,
science, music, education, and more, are a clear
indication of our creative ability. There is so much
more that we do not know, that is just waiting to be
revealed to us. Reach out and aim for the moon
because if you miss, you will be among the stars. Go
after that unlimited untapped knowledge because you
are a genius.

You are God's greatest
creation. You are wonderfully
and beautifully made, able to
achieve your greatest potential.
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The human mind is great, powerful and more sophisticated
than the most advanced computer. It is very complex.

Fear
kills
creativity.

Every achievement has been accomplished through
creative minds. The more ways that you find to improve
your family, organisation, relationship or your community,
the more creative you are. The more creative you are, the
more powerful and confident you are. The world needs
you and your creative ability. It is always too soon to sleep,
we need you and we need you now. Too many people
have been buried at seventy years old but died at
eighteen. For fifty-two years they lived fruitlessly and
made no improvements to their lives but got worse. Do
not be a contributor to this way of life. Get up, multiply,
subdue and fill the earth with goodness, you are a master
of the birds, fishes and all the animals. My family and I
look forward to benefiting from your mastery.

Vision


Thoughts are like seeds that a farmer sows in fertile
ground. He sows these seeds in the hope that at harvest
time he will be rewarded with the fruit. Be careful what
thoughts you dwell on or sow in your mind, because the
thoughts that you sow you will reap. If you sow a bad
thought, you will reap from a bad thought. If you store
garbage into your mind, you will produce garbage. The
wise man Solomon wrote, "Without a vision the people
perish: but happy are they that keep the law."7 What law?
The law is this, if you do not have a vision you will perish.
This is a law within itself. The law of gravity states, "every
time you let go of your pen, it will drop to the ground".
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The law of a vision states, "if you do not have a vision,
you will perish". If you break this law you will pay the

Be
patient
in all
things.

price. (This is just one interpretation of that thought.)

If you have an intense burning
desire for your vision, it will enable
you to become more creative.

Nothing fuels creativity like an intense burning desire
to achieve something. Write down your vision and
make it clear. Your vision is for an appointed time,
though it lingers, wait for it, because it will surely come.
The more you think about your vision and dream
about it, the more you will be able to see, smell, touch,
hear, taste and be creative in achieving it. How is it
that you are over seven years old and have no written
vision? Do you not know that those who have a vision
shape the future and those who do not are controlled
by those who have! Millions of people have been born
but have never exhibited their true greatness because
they had no vision. If you need more help in this
area, please turn to chapter 12, Goals and Values.

Evaluating Too Quickly


You may have heard the phrases, "patience is a virtue",
"think before you leap", "a person who answers a
matter before hearing the facts, it is folly and shame to
him". 8 Evaluating too quickly is a fantastic waste of
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time, money and effort. A creative thinker always
obtains the facts before arriving at a conclusion. A

The
more you
practise
to do
something,
the
easier it
becomes.

creative person is patient, "quick to listen, slow to
speak and slow to anger".9
What justice would there be if judges and members
of the jury, were to evaluate cases prematurely? What
chance have children got, if parents refuse to listen,
but jump to conclusions all the time? How can a
relationship improve if one partner or both keeps on
evaluating too quickly? How can an employee survive
in an organisation if the boss evaluates too quickly
every time?

Stop! Listen! Think! Understand!
Act and Evaluate! This is the
mark of a creative person.

Memory Techniques


Most people say to themselves, I have a terrible memory.
Even if you are mentally sick, you have the most
powerful, complex and beautiful resource in your
human body, called the mind. It has been, it is and it
will always be more advanced than any computer.
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Nothing in the past, present or future will ever be more

If one
way
does not
work,
use an
alternative.

powerful than the human mind. The mind has the
ability to store an unlimited amount of information and
recall it whenever it is needed.
Do not tell yourself that you have a bad memory because
this will result in you suffering memory losses. You have
a powerful memory that has already stored up millions
of pieces of information. From the day you were born,
every thing that you have seen, touched, smelled, heard
and tasted is stored in that beautiful memory of yours. If
your memory was poor, you would not be able to remember
very much at all. One of the best memory techniques is
to tell yourself every day, "I have a mega memory."
Rejuvenate your memory every day with physical
exercise and sports of your choice. Challenge yourself
to more complex tasks and games such as chess and
backgammon. This will bring you into a new
dimension of yourself. Boldly go where you have never
been before. For some, reading a book a month, starting
a business, learning a new language, playing golf,
chess or cooking a meal is a new challenge. Be bold as
a lion and do something new, challenging and exciting.
Just as your body needs exercise to stay fit, so must
you exercise your memory, in order to remember more
perfectly. I memorise verses from the Bible most
mornings while I am in the bathroom, ironing or eating.
Practising this technique every day for ten minutes will
improve your memory and sharpen your concentration.
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Before I give any presentation, I always spend time

Regular
reading
is an
excellent
way to
improve
creativity.

rehearsing and picturing myself in front of the
audience, while I am in the bathroom, walking or
driving. I have used this method for over ten years and
found it extremely beneficial. Not only has my memory
improved, but my confidence and knowledge has
increased. When the moment arrives to give my
presentation, I feel on top of the world, because I have
given the presentation several times before. When I
stand on the stage to give my presentation I feel at home.
Picture yourself in that important interview, a meeting
with your boss, a sales presentation or resolving conflicts.
When the actual time comes, you will be a winner.
Here are some memory techniques that are available
for you to use:

S

Story Telling and Picture Forming

A
R

Acronyms
Repetition

A

Association

Telling stories and forming pictures in the mind of my
delegates enables them to remember with pinpoint
accuracy. Acronyms are words made up of initial
letters of other words. SARA above is an acronym. This
book is full of acronyms. Repetition is repeating
something over and over until it sticks in the mind.
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This method is the most commonly used technique.

One
of the
largest
storage
places
in the
world
is your
mind.

Association is linking things together. In school we
were taught, 1-bun, 2-shoe, 3-tree, 4-door, 5-hive,
6-sticks and 7-heaven and so on, this is association.
When I use the above techniques, I can remember
anything I wish, whenever I wish, and so can you.
As I was walking down the road, I saw a big door
running away in horror, being chased by a colony of
bees. The door looked back in horror, slipped on a
bun and went crashing into a tree. Before the colony
of bees could attack the door, out of the sky came a
gigantic stick and kicked the bees with its shoe. Off
flew the bees into the heavens.
This story is told so as to remember the telephone
number, 451 3627. The big door running is 4. Colony
of bees is 5. Slipping on bun is 1. Crashing into tree
is 3. Stick is 6. Shoe is 2 and heaven is 7. Many
people use imaginative stories like this to pass their
exams. You too can use memory techniques to pass
your exams all the time. In the above example, I have
animated the story, made it crazy, unreal, funny and
very imaginative. In this way it becomes easier to
remember.
If you wish to find out more about these techniques,
I have recommended reading material at the end of
this chapter.
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Imagination

It is
never
too late to
develop
your
creative
ability.



Imagination is the act or power of forming a mental
image or concept in your mind. The telephone number
example in the last section is a fantastic example of
imagination. You can use your imagination for evil or
for good, the choice is yours.

Any vision, idea, or problem that you
hold continually in your imagination
will inevitably cause your entire
being to move towards it.

We all have a conscious, subconscious and
superconscious mind. Our conscious mind holds the
things that we are aware of right now. It is also the
area where we make our day-to-day decisions. Our
subconscious mind is the area where we have stored
away millions of pieces of information since we were
born. Although you may not be able to remember
everything straight away, it is stored up in your
subconscious mind. It is also the area where we store
our values, beliefs and attitudes. Our superconscious
mind is the area of imagination.
It is through the imagination of the superconscious
mind that so many discoveries have been made. Keep
on dreaming for your dreams will come to pass.
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I believe that the fastest known thing to man is not
the speed of light but rather the speed of thought. One

Fear
produces
torment,
extreme
pain and
suffering!

of our biggest problems with the mind today is our lack
of understanding and training, and our inability to
control this most powerful, complex and fast resource.
While a person is talking, your mind has the ability to
take frequent side trips to places you have visited, or
consider a pressing matter. This uncontrolled way of
thinking is time consuming and can be frustrating. I have
on many occasions caught myself thinking of things that
I did not consciously decide to think about. Do not let
your imagination control you, but rather let it serve you.

Nervousness and Fear


Everyone has a mind that is operating every hour,
minute and second of the day, year after year. Dreams
indicate that even while we are sleeping the mind is
still fully active. Nervousness and fear have a crippling
and paralysing effect upon their victims. Many people
do not understand that fear produces torment, extreme
pain and suffering. Many sicknesses can be linked to the
way we think and the fears that we consistently hold in
our mind. Fear is like a living demon inside its victims,
seeking only to completely kill and destroy.
Ask yourself the question, "Why do I fear this situation
or person?" Look for different ways to wrestle with these
demons called "Nervousness and Fear" then eject them
from your life. You can do it. Be careful because the
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thing that you fear may come true in your life. "For the

Fear is
like a
living
demon
inside its
victims,
seeking to
completely
kill and
destroy.

thing which I greatly feared is come upon me, and that
which I was afraid of is come unto me."10 The death of
a loved one will leave us in tears, sorrow and grief.
However, if we change the way we think about our
circumstances, we automatically change the way we
feel and act and the results we receive.

Develop Your Skills


It is said that we use less than 10% of our potential.
What has happened to the other 90%? How do we
get our full potential successfully developed and
functioning? If your mind is given the right training,
it will develop and flourish.
Find the career that you wish to master and do
everything in your power to become the best in the
world. Spend up to eight hours a day learning about
it. The time you dedicate to it daily is an indication of
how serious you are to reach the top. Do not skip a
day because every day that you skip puts pressure on
you. Anything that you consistently focus on will
become easier to do. If you use these three methods
you will develop so fast you will surprise yourself:

A

Action what you learn

R
T

Revise every day
Teach it to others
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Finally, one more thing before you take a break. The

Do
not allow
your child
to develop
in an
environment of
madness.

best thing that you can do for your children is to guard
their minds from being polluted with garbage.

Fig 6.9 "Is this the environment that your child lives in?"



Help them every day to think highly of themselves
and others.



Tell them about the good things that they do and
help them with the other things that do not seem
as good.



Tell them every day that you love them and that
they are the most special people in the world.
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Children
have
rights
too.

Let them know that you would not change them
for anyone or anything.



Help them to write down their goals and plans
for the future.

From a young age my daughters have written down
their goals and values together with a plan of action
and a deadline to attain their goals.

Suggested reading
Use Your Head and other books, audio tapes and videos by Tony
Buzan. Mega Memory by Kevin Trudeau.
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Declare
'war'
right now
against all
manner of
negative
thinking.

Chapter 7

ACUTE
STRESS
What's in store for you?



The Effects of Acute Stress
Back From Hell




The Plan



One Powerful Memory Aid

A Warning From SCHOLAR
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ACUTE STRESS
How
you
react to
problems,
challenges
or
situations
that you
face, will
determine
how much
stress you
experience.

A

cute stress is pressure, strain or tension that tends to
deform the body causing a mentally, physically or

emotionally disruptive or disquieting influence. To its victims
it is severe, painful, distressing, confusing, depressing and
hard to endure. Its final goal is to murder you.
How you react to problems, challenges or situations that you
face, will determine how much stress you experience. It is
commonly reported by the experts on stress, that not all stress
is bad or fatal. Just like eating is not bad, but eating too
much can be fatal.
Stress is a fact of life and an every day experience that can
be of benefit to us. Playing a game of tennis with Junior,
my next door neighbour, produces a little stress, which
is normal. When we feel sad, angry, jealous or ashamed we
experience stress. However, there is a big difference between
a little normal every day stress and acute stress. It is acute
stress that has caused so much damage to people, to which
we will focus our attention.

If you react calmly,
patiently, peacefully and with
perfect love to every problem, your
stress thermometer will be very low.
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Acute
stress
is a
murderer.

THE EFFECTS
OF ACUTE STRESS

Fig 7.1 "What is the level of your stress thermometer?"

If your stress thermometer is too high, you could suffer from
major physical sickness, emotional disorder and even
experience burn out. Some of the most commonly reported
physical sicknesses are high blood pressure, strokes, failure
in the kidney and heart attack. Doctors warn us that
continuous pressure in any of these four areas will lead to
other sicknesses, diseases and eventually death. Acute stress
also affects our behaviour. It causes some to increase
smoking, drinking, shouting and being angry. It has also
destroyed many relationships and caused people to be worried,
depressed, frustrated, lonely, aggressive, hostile and suicidal.
I remember clearly when the wiring of my car was completely
burnt out. No matter what I did to the car, it would not start.
Eventually I called for help and had the whole car rewired.
Sadly many of us experience being burnt out just like this car
because of the stress we undergo. Burn out is to become
inoperative as a result of acute stress. You are the pilot of
your life and unless you take control and steer your life in the
right direction, acute stress will take over.
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I was with a group of friends celebrating an anniversary when

Children
find it
much
harder
to cope
with stress
than
adults.

suddenly we began to pick on each other. What a moment of
excitement it was. As soon as they started on me, I felt my
heart beat rising, my muscles became tense and I began to
sweat immediately. It is likely that too much of this excitement
would have killed me on the spot. As soon as I realised what
was happening, I began to take control of the way I was
thinking. My mind was telling my body, "We are under
attack! There is a fire! The enemy is here! Get the guns and
all the other weapons ready, because we must defend
ourselves." As soon as I told myself, that this was only a
game, my whole body began to react differently.

Fig 7.2 "Burn out."

Racism, discrimination, and the environment in which you
work or live can increase your chances of acute stress. Do
remember that children find it much harder to cope with stress
than adults. It is therefore your responsibility to create an
environment that as far as possible reduces stress. Shouting,
screaming, swearing, being abusive and telling your child that
you are going to break his/her legs, back or hands does not
reduce stress. See Fig 6.9.
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If you burn out my friend, you may or may not recover. You

What is
stressful
to you
might be
pleasurable to
another
person.

have only one life to live, live it wisely. Be at peace with
yourself and with others.

In order of priority put numbers beside the area that best
describes you.
1.

Do you get angry easily?

2.

Are you always in a hurry?

3.
4.

Do you always shout at your people?
Are you always tired?

5.

Are you an argumentative person?

6.

Do you feel uneasy around others?

7.

Are you generally impatient?

8.

Are you constantly nervous and fearful?

9.

Are you an impatient driver?

10.

Do you feel worthless and depressed?

11.
12.

Are you addicted to alcohol or other drug?
Do you worry about paying bills?

Fig 7.3 "This way of life will send you to an early grave."

SCHOLAR

131

PURSUING EXCELLENCE
Go back over the same list and answer the same questions

When
things
are going
well in
your life,
prepare
yourself
for
difficult
times.

from a different view point.
1.

Why do I get angry easily?

2.

Why am I always in a hurry?

3.

Why do I always shout at people?

4.

Why am I always tired?

5.

Why am I an argumentative person?

6.

Why do I feel uneasy around others?

7.

Why am I generally impatient?

8.

Why am I constantly nervous and fearful?

9.

Why am I an impatient driver?

10.

Why do I feel worthless and depressed?

11.

Why am I addicted to alcohol or drugs?

12.

Why do I worry about paying bills?

13.

What else do I suffer from and why?

Completing these exercises will enable you to accurately
identify your strengths, weaknesses and threats.
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Being honest with yourself is the first step to recovering from

Acute
stress
lives
in its
victims.

acute stress. Where does acute stress live? Does it live in trees,
the air we breath, the jobs we perform, the traffic jams or our
noisy neighbour's music? No my friends, acute stress lives in
its victims. Pay attention to your thoughts, feelings and the
words that you speak. "Study to be quiet."1 In other words,
master the ability to be at peace within yourself. Why get
angry, frustrated and depressed over something that you
cannot do anything about? If you can do something about it, do it.
I am famous in my community for using these two words, "no
problem". It works wonders for me, why don't you try it. If
your fourteen-year-old daughter told you that she was
pregnant, you may experience great joy. However, another
family may experience acute stress for several months or even
years. Our reactions to situations, problems or challenges, are
based upon the control that we have over ourselves and the
importance, beliefs or values that we put upon them.

Who is in control of you?
Is it your situation, or is it you?

To control our lives we need to control our time. To control
our time we need to control the events in our lives or adapt to
the events that we cannot control, such as death. By adapting
positively to events we have no control over and controlling
the events we can, will give us freedom from acute stress.
Acute stress is real and causes havoc in subtle ways. It has
and will continue to produce untold damage to its victims.
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BACK FROM HELL
Master
the ability
to be
at peace
with
yourself
and
others.

I sang with my Church choir one cold Sunday evening in front
of around two hundred passers-by at Covent Garden in
London. Soon after, I was approached by an alcoholic man
who had spent over ten years being homeless. Slim, tall, rugged
and very shaken, he said to me, "Can you give me a cup of tea
please?" I have seen many homeless people before but the
state of this man caused me to be moved with compassion.
Giving him a pound and telling him that God loves him was
the easy way out. I thought what can I do? I cannot bring him
home. Giving him a pound, I said to him, "Do you mind if I
come and meet you right here beside the telephone box on
Wednesday at 6pm?" He replied, "No! I don't mind."
I returned with my good friend Delaney Brown on time. Peter
was waiting for us with his friend Gill, another alcoholic like
himself and also homeless, unemployed, depressed and with
low self esteem. While we sat drinking tea and talking, I
remembered that I was taking a group of delegates away on a
SCHOLAR weekend training programme with two places left.
I had received funding from some of the largest companies,
banks and trusts to run courses on behalf of those who could
not afford the full cost of the training we provided, e.g.
Marks & Spencer, United Biscuits, Tudor Trust, Unisys, BP,
Boots, Halifax, Bank of England, Barclays Bank, TSB, Shell,
Van Leer, Mercers Charitable Foundation and the Princes
Trust. In my excitement I said calmly, "How would the both
of you like to go away for a weekend?" They both agreed
and decided to meet me Friday at the same place.
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My vision for bringing Peter and Gill on to the course was

Fall
in love
with
thinking
that
produces
positive
results.

simply to give them a place for the weekend, plenty of food, a
bed and warmth. Because of their alcoholic and mental state I
did not believe that they could complete the intensive course.
They ended up surprising everyone and participated in all of
the twenty sessions. At times they were disruptive but we
converted their disruption into learning. It was for me an
enjoyable challenge that I would be willing to take on any
time and anywhere in the world.
They attended the weekend and my personal assistant and I
picked them up every Wednesday from Covent Garden in
London. We did this for eight weeks and a Saturday and our
hearts grieved inside us every time we had to put them back
on the streets. During the twenty sessions they attended, they
seemed to come to grips with their lives. We enabled them to
become aware of how acute stress was causing havoc in their
lives and destroying them. They were honest with themselves
as we worked together to identify ways that they could
control their time, their lives and the events in their lives.
They received their certificate of completion from the mayor
of the London Borough of Brent and former British Heavyweight
Boxing Champion Gary Mason attended the graduation. It
was a moving experience. Several weeks after the course
finished, my personal assistant and I visited them in their new
flat. They were now looking and feeling better. They were
now taking control of their time, the events in their lives and
moving in the right directions to master acute stress. Several
weeks after visiting them, I was reading about Gill in the
Evening Standard's magazine, how she had recovered from
"acute stress" by attending the SCHOLAR programme.
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The headline read,

Be
careful
of what
your eyes
see and
ears
hear.

BACK FROM HELL by Andrew

Tyler, December 1991.
"Big Gill McCabe had already spent 10 years sleeping rough
in and around London when we first met in the summer of
1985. I remember Gill, then aged 24, as a hefty woman, heavy
in the back and rump, who walked with a quick, intimidating
swagger. She wore heavy boots and faded jeans. A couple of
teeth were missing at the front and her dark eyes were ringed
with purple. Looking again at those 1985 photographs, she
evinces nothing so much as disarray; a shout for pity. She
had arrived here through a combination of a bad beginning,
her personal fallibilities and a political social culture that is
expert in the production of can't and crocodile tears but not
much else for her sort. Some people ride through bad times.
They have the resources or the good fortune. Others like Gill
McCabe, fizzle out. Unless miracles happen.
"At her new single-room council flat with her new boyfriend
Essex-born Steve Tranter, she recounted how it happened.
Soon after our last meeting she'd tried to beg from a group of
black Christians who were evangelising in Covent Garden.
They were from North West London teaching mission called
SCHOLAR and their leader Errol Williams, spoke to Gill
about the rat race and how to escape it. Soon she was enrolled
on a SCHOLAR course that offered instruction in self
awareness, positive thinking and social skills - some 20
sessions. Other enrollees paid for their instructions, Gill got
hers free, Errol also bought Gill fresh clothes and drove her
to classes. (She was still sleeping rough at the time.)
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"It was a couple of weeks after the course started that her

Gill
McCabe,
"It's
brilliant,
isn't
it?"

cancer was redefined as a cyst; homeopathic tablets she says
have since virtually eliminated it. Then she met Steve, a former
landscape gardener whose marriage and job had busted
apart, so that, like Gill, he was sleeping rough in Lincoln's
Inn Fields. They decided to reclaim her old flat and face what
duffy had to offer. But the place was uninhabitable. That's
when Camden Council moved Gill to her present block in
King's Cross. She moved in as a sober woman.
"Gill McCabe is as amazing as anyone by the transformation
in her life. 'It's brilliant, isn't it?' she says, as we sit together
on the one item of furniture in her clean, freshly wall papered
flat: a sofa bed. 'SCHOLAR gave me a certificate for finishing
the course. You can see it if you like, I've got it here.'
"There is colour in her cheeks and the tremors have gone, but,
with her improved circumstances, there is the recognition of
just how weary her years on the road have made her. 'We had
to give a presentation at the end of the course where we said
we were in life. I said that I was at rock bottom, which was
true. I'm coming up now, although I still need loads of time to
get myself stable, to make this place into home. We are going
to get some proper furniture when we can afford it and finish
the decorating.' A sceptic might say Gill has exchanged one
addiction for another - boozy recklessness for submission to
the Jesus cult. That is probably true - although she is not half
so zonked out on her Lord as some you see. But, in her case,
at least, it is a less malign and hurtful addiction. And more
than that, she at least stands a chance of realising her oldfashioned dream: to make herself a life of mundane domesticity."

SCHOLAR

137

PURSUING EXCELLENCE
From Peter and Gill's story we can see how acute stress took

Until
you come
to grips
with acute
stress, you
will never
be able
to experience total
freedom
and inner
peace.

control and caused a mentally, physically and emotionally
disruptive and disquieting influence. We also notice that when
they took control of their time and the events in their lives,
they were on the road to recovering from acute stress and its
effects. All we did was to awaken the giant within, helping
them to unleash their unlimited potential. We helped them to
look beyond the situations that had blighted their past and
threatened to destroy their future.
Acute stress and I are not friends. I dislike acute stress and
acute stress dislikes me. In fact we hate each other. Its job is
to control and destroy my entire life and time. My job is to
understand, fight and keep it far away from me. Acute stress
will never be a part of my dream team. Do not let it join yours.
Until you come to grips with acute stress you will never be
able to experience total freedom and inner peace.

Acute stress is an output,
the result of what is fed into
the mind and the way it is
treated by its victim.

Be careful how you think about the tragedies in your life. If
you allow your mind to do what it wants, it could result in
you suffering from acute stress. Control acute stress by
controlling the things you send into your mind and control
the way you think about the things that you cannot stop from
getting into your mind. Control your mind or it will control
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you and destroy your life.

If
you allow
your mind
to do
what it
wants, it
could
result
in you
suffering
from
acute
stress.

Hear the famous words of King Solomon one of the wisest
men that ever lived. "Please, pay attention to what I say;
listen closely to my words. Do not let them out of your sight,
keep them within your heart; for they are life to those who
find them and health to a person's whole body. 'Above all
else, guard your heart, for it is the wellspring of life.' Put
away perversity from your mouth; keep corrupt talk far from
your lips. Let your eyes look straight ahead, fix your gaze
directly before you. Make level paths for your feet and take
only ways that are firm. Do not swerve to the right or the left;
keep your foot from evil."2
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"Above
all else,
guard
your
heart, for
it is the
wellspring
of life."

Fig 7.4 "The plan."

1.

Sleep adequately.

2.

Exercise regularly.

3.

Plan your day and only do what you can manage
comfortably.

4.

Take short breaks throughout the day.

5.

Travel well ahead of time.

6.

Finish studying this book.

7.

Think before you take action.

8.

Get professional help and share your problems with

2

someone you can trust.
9.
10.

Be assertive.
Spend time relaxing each day.

11.

Do breathing exercises at least three times a day.

12.

Eat and drink properly and do not forget the fruit and veg.

13.

Stop drinking alcohol and taking unnecessary drugs.

14.

Go on holiday.

15.

Be quick to listen.

16.

Help others who are suffering from acute stress.

17.
18.

Socialise and have fun.
Set goals for your life.

19.

Make your week interesting.

20.

Stop foolishness from entering your mind.
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The single most important thing about minimising, controlling

Train
your
mind.

and eliminating acute stress, is to control the way you think. I
find that when I control my thoughts, I automatically control
the way I feel and act and the results I achieve. When I
control my thinking, I feel at ease, comfortable, peaceful,
loving and kind. The complete opposite to how you would
feel, if you suffered from acute stress.

Fig 7.5 "Which voice do you listen to? Some may laugh but I want you to
know that this is not a game, this is WAR!"
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Controlled
thinking
is one
of the
best
medicines
against
acute
stress
that I
know.

A WARNING FROM SCHOLAR
A

Acute Stress

C

Causes

U

Untold

T

Threats

E

Every Time

S

So

T

Think

R

Responsibly

E

Every

S

Single

S

Second

The focus of the next chapter, Conflict Management, is an
essential skill that will help you to take greater control of
your life. I will talk with you after the break.
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Conflict
is a
fact of
life.

Chapter 8

CONFLICT
MANAGEMENT
What's in store for you?



Dealing With Conflicts
Case Study




The Family
Two Powerful Memory Aids
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"Man
that is
born of
a woman
is of
few days,
and
full of
trouble."

1

CONFLICT
MANAGEMENT

D

uring a morning session with my children, I said to them,
"I have spent the last ten years providing you with

training for your future. Yet in all those years I have never
taught any of you to do wrong, but no matter what I do, you
still continue to do wrong. Where is this behaviour learnt?"
They replied, "Television, friends, relatives and school." Their
response was no surprise, after all that is where I learnt also.
We experience conflict in every walk of life. Even in heaven
it was reported that there was a conflict between God and
Satan.
Conflict is:



War




A struggle




An inner struggle






Division

A clash of opposing ideas
Disagreement
An irreconcilable impulse, desire or tendency
Discord
Rivalry
Hatred

Everyone that is alive today has only a few days to live, and
our lives are full of trouble. Where does strife, discord,

SCHOLAR

144

Conflict Management
feuding, war, division and rivalry originate? Does it come

Hatred
causes
more
damage
to the
person
who
carries the
hatred,
than to
the
person
who is
hated.

from the atmosphere, the air we breath, water we drink, or
food we eat? No my friends, they come from the desire that
wars within us. There seems to be an irresistible and
uncontrollable war that floods our minds and causes it to
operate as a battlefield. Is your mind a war zone? Are you at
peace with everyone and yourself?

Sometimes the war in
our mind continues for hours,
days, weeks, months, years and
in some cases a lifetime.

Some of us have been hurt by friends, strangers or relatives
and we never forgive them and probably never will. Every
time we think about the hurt they caused, our feelings and
hatred are relived, even though the incident took place over
ten years ago.
Hatred is something I do not possess, because hatred is a
disease that is too much of a burden for me to bear. When you
hate someone, you are the one carrying that disease in your
mind and heart. It eats away at you like cancer. It seems to
have a life of its own by taking hold of you, its victim,
causing you to do things that you may or may not want to do.
The person you hate may be ten thousand miles away and
you may not have seen that person for the last ten years, or
the person may even be dead. Yet the hatred is still alive and
as real to you as the time s/he hurt you.
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With this disease inside of you, you begin to snap at your

"If
it is
possible,
as far
as it
depends
on you,
live at
peace with
everyone."
2

spouse, children, friends and work colleagues. At times you
are irritable, miserable and find it hard to cope. Some have
even lost their jobs, friends and loved ones. It is therefore
easy to understand how hatred causes more damage to the
person carrying the hatred, than the person who is hated.
Stop hurting yourself. It is more beneficial for you to forgive
and love than to spend many miserable years with hatred
eating you away.

DEALING WITH CONFLICTS
How do you deal with conflicts in your home? How do you
deal with conflicts in your organisation? Do you deny that
you have conflicts? Do you try to hide it? Do you blame
others? Do you become angry, frustrated and depressed? See
conflict as a challenge to your ability and a stepping stone to
achieving your goals, then take responsibility and immediate
steps to resolve them.
One of the most powerful conflict management and decision
making techniques was taught to me by a Mr Len Holmes. I
had the honour and privilege to sit at the feet of Mr Holmes
for three years. During that time I became qualified as a
training specialist and learnt many other skills. Mr Holmes
and I worked together within the community to build, from
nothing, Europe's most prestigious and largest multi-million
pound community centre of its kind. It now stands today as a
memorial to what individuals can achieve with no educational
background or finance if they agree on a vision and work as a
team. This book is full of techniques that we used to build
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that centre, which incidentally was launched by His Royal

"Each
tree is
recognised
by its
own
fruit."
3

Highness the Prince of Wales. I have used this simple and
powerful technique for over ten years and have never
experienced failure and sincerely believe I never will. This
technique can be best remembered using the memory aid,
FACE RAP.

F

Fault

A

Appearance

C

Cause

E

Effect

R

Responsibility

A

Action

P

Prevention

Fault
Conflict is like a tree that begins to grow from a single seed.
In good moist ground and sunlight it grows slowly and
matures fully grown into a tree, that produces fruit in
abundance. If you cut away the branches and destroy the fruit,
the tree remains alive, with the potential to reproduce branches
and bring forth further fruit. If you cut down the stem of the
tree and leave the root, the tree will still grow. To destroy the
tree you must first locate the root - the fault and "root" it out
completely. Only then will the tree die.
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Fig 8.1 represents a minor conflict that was not resolved, but

Become
a master
at finding
and
destroying
root
causes.

was left to grow and mature, producing negative fruit in
abundance. The fruit of war, division, murder, hatred, lying,
adultery and many more. Notice also that such trees are firmly
rooted in the ground, spreading their roots far and wide. Not
only is it difficult to locate the root of conflict, but conflict
that is left to grow are mountains to destroy. Think how much
easier it is to cut down a small plant in comparison to a fully
grown tree.
When you recognise conflict, locate the root cause immediately
and destroy it. Do not let it mature and produce ill-fruit in
abundance and more importantly, if you let the sun go down
before you resolve it, you may regret it. Become like a
detective in a criminal enquiry. First, you would need to ask
questions, listen, round up all the facts; second, examine the
evidence; finally, solve the case.

Many show off their achievements, PhD's
and other qualifications, yet they
cannot find and destroy the
root of their own
conflict.
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Resolve
conflict
before it
grows
out of
control.

Fig 8.1 "Has your conflict grown out of control?"
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Appearance

Some
conflicts
are
designed
to destroy
you and
your
entire
family.

The appearance of conflict is in fact the symptom. Symptoms
indicate that something is wrong. How did this conflict come
to your attention? Was it something you saw, heard, felt,
smelled, or tasted which gave the indication that something
was wrong? What was the sign and how did it manifest
itself? Maybe it was the look on your partner's face, or cry
of your child, the scratch on your car, the pain in your
stomach, the swelling on your hand, the flood in your
bathroom or your child's school report. The appearance or
symptom tells you that something is wrong. The appearance
is the fruit or branches of the tree, it is not the root of the tree.
All professionals such as doctors, police, probation officers
or arbitrators use the appearance as motivation to locate the
real root cause of conflict. By treating the symptom you are
only temporarily relieved. Now that you have investigated
and are absolutely certain something is wrong, listen with
empathy and be genuine, accepting, trustworthy, encouraging
and sensitive.

Cause
There seems to be always someone or something that causes
discomfort. At this stage your job is to find out who or what it
is. A group of people or an individual perhaps? Was it the
storm, or simply the rain or lightning? Was it the government
or your organisation? By locating who or what causes the
conflict puts you in a better position to find the motive and
root of the matter.

SCHOLAR

150

Conflict Management

Effect

If
handled
wisely
some
conflict
will make
you a
stronger
and
better
person.

Conflict carries with it "an effect". Sometimes the effect is
minor, but on other occasions it can be quite severe even
deadly. Ask yourself:


What effect has this conflict had on me, my family,
friends, colleagues, the community or even the whole
nation?



If I were to leave this conflict unresolved what effects
would it have on my family, friends, colleagues, the
community or even the whole nation?



Would today's conflict that remains unresolved cause
tomorrows conflict? Yes!

A wise man once wrote, "Never let the sun go down while
you are still angry."4 Before the day is out do your very best
to resolve the conflict. "If it is possible, as far as it depends
on you, live at peace with everyone."2 Today we can see the
effects of the actions of others as it destroys individuals,
families and communities. Are you a part of the solution or a
part of the conflict?

There is conflict that has taken
place in some countries that
has affected human
beings worldwide.
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Responsibility

See
conflict
as a
challenge
to your
ability.

At this stage you need to identify who is responsible for
taking the appropriate action. The responsibility is dependent
upon the type of conflict and may rest with more than one
person. If a child is not performing well in his/her studies the
responsibility may rest with the teacher, parent or even the
child. Once the responsibility has been realised, the next
thing to do is to take action.

Action
You have now become like a judge who has listened carefully
and patiently to the prosecution and the defence. You have
asked questions, weighed up all the relevant facts and taken
into consideration the evidence. You have listened to all the
witnesses and are now fully enlightened about the whole
situation. You are now in a position to take action.
But first! Brainstorm ways in which you could resolve the
conflict. Then evaluate each idea, choosing the best one. Trust
your judgement, you will know what is best. From time to
time review your actions to see if this was the right choice, if
not change it if you can. Finally, ask yourself, "What lessons
have been learnt as a result of this conflict?" "What mistakes
have I and others made?"
Do not allow this learning opportunity to pass you by. After
all, you want to prevent it from happening again, don't you?
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Prevention

Develop
a strategy
for
dealing
with
conflict
and stick
to it.

"Prevention is better than cure." "Better a fence at the top of a
hill than an ambulance at the bottom of it." These well known
words are used often by my partner Michael Wilson, as he
teaches delegates on the SCHOLAR training programme.
How can I prevent this conflict from ever happening again?
Look for ways to prevent this conflict from ever recurring. To
continue to make the same mistakes over and over again is a
sign of negligence, incompetence and bad time and self
management.

Fig 8.2 "This is the fourth time that I have fallen
on this slippery floor!"
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CASE STUDY
Every
human
being
has
experienced
conflict.

A fifteen year old girl worked with her father on a one year
work experience programme and one afternoon at 4pm was
told by her father to go straight home. Upon his return from a
meeting at 5pm he noticed that his daughter had not left yet.
Angrily he asked her, "Mas, why haven't you gone home?"
She replied, "I had stomach problems so before I left, I had to
rest." Her father looked at her as she wiped her nose with
tissue and thought, maybe she's right. Again, she was sent
home. One week later the father received a telephone call
from a dear friend, who informed him, "Did you know that
your daughter was raped last week?" After questioning the
friend, he realised that this incident took place at his work
place on the same day that he had sent her home, between
4pm and 5pm. Let us examine this incident in the light of
FACE RAP and see just how well it works.

Fault
The father lived and worked with his daughter but he could
not search for or identify the root cause, because there was
no appearance. The appearance or the symptom must first
come to the surface. With the knowledge received from his
dear friend he decided not to make any assumptions but to
call his daughter into a meeting. He used skilled questioning,
patience, active listening and controlled his feelings.
Eventually his daughter admitted that she was sexually
abused by a male friend. The father concluded that had she
gone straight home, or if she did not follow the male friend
at his request, this may never have happened.
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It must be noted that the father's conclusion was only based

How
many
conflicts
have you
survived
since your
birth?

on listening to his daughter and not the male friend. By
listening to the male friend one may get a completely
different root cause.
To find the root of conflict, you must be like a skilled surgeon
who has to gently cut the wounded patient open, in order to
find and remove the problem. The father took several hours
with his daughter before he could conclude what he felt the
root cause was. The conclusion the father made must not be
seen as the root cause of all such cases.

Appearance
The appearance or symptom of conflict can be revealed
through any of our five senses. In this case it was due to what
the father heard, that alerted him to the problem. Throughout
that week the daughter concealed everything from her family,
making it impossible for her to receive the necessary support.
If you refuse to ask for help, you will not get it. If you refuse
to seek, you will not find and if you refuse to knock, the door
of opportunity will remain shut.

Cause
Who or what caused the conflict to happen? In this case it
was the male friend.
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Effect

As long
as you
remain
alive,
conflict
will find
you.

The effect of this incident upon the family was quite
tremendous. It caused Mas not to trust men. Bitterness grew
towards the male friend as other family members discussed
what to do to him, if they found him! Time was lost. Mas
was very embarrassed about what took place, she would
often cry when she thought back over what had happened.
These are just some of the many effects of the incident.
When conflict arises, always ask the question, "What effect
has this conflict had on me, my family or organisation?"
Secondly, "What effect might this conflict cause if no action
is taken?" The father felt that if there was no response to
the conflict, then this incident could happen within another
family.
Sometimes the effects of conflict can be positive. In this case
Mas and her father were drawn closer together. When
conflict arises, ask yourself another question, "What are the
positive points to the situation, or what can I learn from it?"
In most adversity there is usually an equal or greater
opportunity if we have patience to look for it.

Responsibility
Who is responsible for taking action in this situation? First
and foremost, it was the responsibility of the parents and
daughter to decide what to do. Once the police were involved,
the responsibility rested with the authorities.
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Action

Do not
create
conflict
for
others.

After much consideration Mas and her parents agreed to call
the police. The male friend was then arrested. He waited until
the evening before the trial to plead guilty and was sent to
prison for three years.

Prevention
One may never be able to prevent this type of conflict from
happening again. But learning from one's experience, the
experience of others and becoming more knowledgeable
and wiser is a great preventative measure. Mas and her
father spent a great deal of time talking and learning from
the conflict and from each other.
The beauty of this technique is that it is simple, very easy to
understand and easy to use. The other advantage is that we
all use it to some degree. By studying it more closely and
applying it to your situations, will bring many benefits.
Remember, you deserve the very best for the situations that
you encounter. FACE RAP is probably the easiest and the
best technique.
Because more conflicts take place in the home, I have taken
the opportunity to leave you another powerful memory aid,
called TOTAL COMMITMENT.
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Is
your
home or
organisation an
exhibition
centre for
conflict?
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THE FAMILY
Destroy
the family
and you
destroy
the
nation.

Our nations greatest asset is not the accumulation of wealth,
possessions, nuclear weapons or technology. It is "The
Family" and its greatest need is inspired leadership. The
family is the oldest institution in existence and was intended
to be the perfect place for love, joy and peace for all human
beings. But there is an enemy at large that has declared war
against the family, trying to stop it from achieving its full
potential. This enemy has increased indignation towards us,
changing times and war, all are against us. If the enemy
succeeds with its crafty, cunning and deceptive way, it will
have accomplished its master plan, utter destruction, striking
at the heart and foundation of life itself. Destroy the family
and you destroy the nation. The following tips are practical
action tools that I have found useful in keeping my family
together, including my extended family.

Total Commitment
Everyone in a family needs to be totally committed to the
family and its goals. Let me illustrate commitment by telling
you a story that was shared with me. A chicken and a pig
came together to hold a meeting. Soon after the meeting
started, the chicken said to the pig, "Mr Pig, our farmer has
been good to us over the years and I feel that it would be a
great idea if we made him breakfast this morning." "I think
you are absolutely right Chick, our farmer has been good to
us, what should we cook?" Mr Pig replied. "I will provide the
eggs and you will provide the bacon", replied Chick.
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After much consideration, Mr Pig said, "For you its a

The
secret of
living is
giving.

contribution, but for me its a sacrifice." Some family
members are like the chicken, only able to give a part of
themselves, while others are like Mr Pig, giving everything
of themselves to keep the family together. Be totally committed
to your family. Become like Mr Pig.

Trust and Honesty
You can take years to build trust and it can be destroyed within
seconds. Being honest will help to establish your family and
make it stronger. By telling lies you run the risk of destroying
what you have spent years to build. Many families have been
destroyed because of lack of trust, deception and dishonesty.
Do not go the way of fools. Leave dishonesty behind and you
will keep your family together.

"The way of a fool seems right to him,
but a wise man listens to advice."5

Openness
Society encourages us to become independent by separation
and keeping things to ourselves, even if it means our lives
are destroyed. Many of us put up a false or superficial
appearance to hide what we are going through. Be open with
your family and don't hide behind a mask, be yourself and let
your true colours be seen. By hiding who you are, you only
hurt yourself and live a lie.
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Teamwork

You
can take
years to
build
trust and
destroy it
within
seconds.

I see my family as a major business. It is extremely sad to see
so many families operate as individuals rather than a team. If
more families operated as teams, there would be more love,
joy and peace in the home. In a presentation to a group of
men, I asked the question, "What is the difference between
major businesses in the world and your family?" No one
replied, but the look on their faces told me they got the
message. Top organisations deal with four things:




Managing and Developing People



Managing Products and Services

Managing Finance
Managing Information

Every family deals with people, finance, information and
products or services. My wife and I have to manage the
children and take care of all the finances. We also manage the
mountain of information that comes in and goes out every
week. When my wife and I go to work we are selling our
products and services. When my two eldest daughters go to
work by selling Avon products, they too become sales
people. Currently we are working on other products and
services that will soon be on the market.

Work together as a team,
operate as a business
and live as a family.
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Apology and Forgiveness

Do
your
very best
at all
times.

If you are wrong apologise. If you are hurt forgive. This area
is probably the most difficult and consequently it is the most
destructive area in the family. Divorce is worldwide, so
critical that it is affecting every nation on the planet. Under
the Laws of England and Wales, grounds for divorce lie in a
marriage that has broken down irretrievably. As long as one
of these four factors apply, adultery, unreasonable behaviour,
desertion or separation, you can be granted a divorce. When I
consider this carefully, the word irretrievable really means, I
will not apologise and I cannot forgive you. If you cannot
apologise or forgive it is extremely difficult to experience true
love, joy and peace in the family.

Love
Unconditional sacrificial love is by far the most important
aspect of family life. To love one member of the family more
than another can cause conflicts with other family members.
Do your very best to keep this type of love in your family:



"Love is patient.




Love does not envy.




Love is not proud.




Love is not self-seeking.
Love is not easily angered.



Love keeps no record of wrongs.

Love is kind.
Love does not boast.
Love is not rude.
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"Love
never
fails."

6




Love does not delight in evil but rejoices with the truth.




Love never fails.

Love always protects, trusts, hopes and perseveres.
Let love continue."6

The secret of family life lies in giving. The saying goes, "Do
not ask what your family can do for you, ask what can I do for
my family." In the above list, identify your strengths and
weaknesses, then build on your strengths and eliminate your
weaknesses.

Communication
It is an established fact that most families do not communicate
effectively. Turn off the TV and radio and spend quality time
listening to each other. In my home we eat together every
Sunday followed by our family meeting. Throughout these
meetings everyone is given the opportunity to be heard. Once
a month I conduct an extended family meeting with all my
relatives. Finally, we end the year with a grand family dinner
celebration with over one hundred of my relatives in
attendance. Whenever my wife or children need me, I always
stop what I am doing, to give them my undivided attention.
After all, communication is an essential key to family
success.
Let no unwholesome or corrupt communication come out of
your mouth, but only what is helpful for building your family
according to their needs.
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Obedience and Submission

Develop
your
management
skills and
teach
them to
your
children.

Children, wives and husbands ought to be obedient and
submissive to one another. Some men believe that it is the
duty of the wives and children to submit and be obedient and
because of this attitude conflict arises. I obey and submit to
my wife and children in areas where they have more expertise
than me. My daughter Pepsi is an excellent saxophonist and
if I wished to learn to play the saxophone I would have to
obey and submit to her. By submitting I have not given up
my rights as father, in fact I become more of a father.

Management Skills
My wife and I are President and Vice President of our family
business called The Williams Family or TWF. Consider
yourself to be a top executive in your family and develop
your managerial skills even if this means going to college.
After all, we spend billions of pounds on management
training in the work place.
Management is the act, manner, or practice of managing,
handling, or controlling something or someone. That
something or someone is your family. Many of us go off in
pursuit of excellence and leave our family in serious
problems. The more effective a manager you are in the home,
the more effective you will be in the work place. I am
continually developing my management skills and teaching
them to my children. We listen to tapes, read books, watch
videos and attend seminars to improve our family business.
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I am also Chairman of our extended family business, named

My
home has
become
an educational,
theological and
musical
institution.

after my grandmother, "Corelda". We have a director for
finance, public relations, the newsletter, administration,
entertainments, Christmas dinner, business and health and
fitness.

Managing Change
The home is a place of continuous change, births, deaths,
adolescence, accidents, sickness, fights, arguments and more.
Learn to adapt to those events in your family that you have
no control over and take control over those events that you
can.

Investment Appraisal
When June and I came together in 1979 and Samantha was
born, she was the single most important investment in our
lives. Today we have five girls and I always meet with them
to appraise our investment. On some occasions our appraisal
meeting would last up to five hours. If you owned £10
million pounds, wouldn't you invest it and from time to time
do an appraisal? Every one of my children are worth more
than £10 million, they are in fact priceless. At the end of each
year, every company must have their finances audited, in
other words, appraised. It is required that stewards give an
account of their stewardship.
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Training and Development

Let
training
become a
way of
life for
your
family.

"Train your children in the way they should go, and when
they are old, they will not turn from it",7 said King Solomon.
Some parents are so busy that they leave all the training to the
schools, churches, TV and others. A survey conducted showed
that fathers spent on average five minutes a week with their
children. Since 1985 I have made it my main duty to meet
with my children every morning, Monday to Friday from
7:15am to 8:00am.
During this time they are taught music, theology, history,
words and meanings, memorisation, how to say no to sexual
pressure, personal and interpersonal skills and more. They
learn three new words every week, listen to audio cassettes of
motivational speakers and revise what they are taught every
week. They also read one book every three months followed
by a book presentation to their friends and relatives of what
they learnt. It is their responsibility to design an invitation on
their computer and distribute it to their friends and relatives,
inviting them to their presentation.
They read books such as, Think Big by Ben Carson, Awaken
The Giant Within by Anthony Robins, You Can If You Think
You Can by Norman Vincent Peale, Use Your Head by Tony
Buzan, Fit For Life by Harvey and Marilyn Diamond and
more. Their book presentations takes place at 7:00am or
7:30pm on a Friday or Saturday. The evening concludes with
a beautiful array of food and drinks presented by my wife.
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Good
training
produces
extraordinary
results.

Fig 8.3 "My daughters sing at one
of their book presentations."

Fig 8.4 "Samantha gives presentation on
Use Your Head by Tony Buzan."

Why are our children the cause of so many problems? Why
are our teenagers so confused? I believe the answer is clear.
Where there is no training in the home, the family will fail,
but in training and development there is victory, safety and
stability for the family. Do not leave the training of your
family to chance, accept your responsibility and remember, if
you fail to train your family, someone else will. Listen to the
words of Kuan Tzu, 3rd Century BC:

"When planning for a year, sow
corn, when planning for a
decade, plant trees, when
planning for a lifetime,
educate and train."
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Mutual Goals

Together
we stand,
divided
we fall.

A family without goals is like a ship without a rudder,
wandering aimlessly from place to place in distress. Your
family's goals are the steering device that gives you direction
and keeps you on course. They will motivate and inspire you
to action and awaken you to the talents and aspirations of
each member of your family. They will lead you into the land
of prosperity, power and success and make your family a
tower of strength. Your family's mutual goals will create an
air of excitement that is pleasing to your family. They will
cause other families who know you to do the same.
Behold, how good and how pleasant it is for family members
to dwell together in unity and pursue excellence together. Of
course there are some family members that will not get on
board. If you are consistent with the willing members, the
others will be influenced by the actions and results. After all,
actions do speak louder than words.

Encouragement
Encouragement is not about shouting and swearing at your
family, it is not telling off your child for the 25% s/he got
wrong and forgetting the 75% s/he got right. Today the tongue
has the power of life and death. You either give life by
encouragement or death by discouragement, the choice is
yours. "The tongue is a small thing, but what enormous
damage it can do. A great forest can be set on fire by one tiny
spark. And the tongue is a flame of fire."8 The tongue also is
like a small fire, that can destroy the whole family. The tongue
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of some family members cannot be tamed, it is unruly and

"Say to
wisdom,
you are
my sister,
and call
understanding
your
intimate
friend."
9

full of deadly poison. Encourage members of your family to
inspire them to continue on their chosen course. Encouragement
will impart "courage", build confidence and make them bold
as lions.

Need for Discipline
Discipline is a state or order based upon submission to rules
and authority. Every professional organisation, business or
Government has operational rules. Even God has rules and
if you break them you pay the price. A family that does not
have rules, is like a city that is broken down and without
walls. Could you imagine what your community would be
like if there were no order, police or Government? You can?
Some families are like that.

Tolerance and Understanding
Sometimes in a family you must withstand or endure adverse
environmental conditions. Because many of us are not
patient and understanding, serious conflicts arises. Be patient
and willing to listen to one another. Do not give your answer
before you understand the question. Be quick to listen to
family members, slow to talk and slow to anger.

Tolerance and understanding
come as a result of knowing
how to deal with conflict.
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Stop
the
madness,
sit down,
think
and plan
your day
more
effectively.

Chapter 9

OVERLOADED
WITH WORK
What's in store for you?



Five Steps to Greater Efficiency
Meetings




The Telephone




The Art of Delegation

Reading
Seven Powerful Memory Aids
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There
is more
than
enough
time.

OVERLOADED
WITH WORK

D

uring my ten years service as Executive Chairman of
an information technology organisation, I had the

following conversation with a deputy manager. Standing in
the lunch queue and seeing the deputy manager approaching,
I remembered a project that he was working on. "Mr Deputy,
how are you and the project that you are working on?" I
asked. His reply amused me so much. "If there were fortyeight hours in a day, Mr Chairman, there still wouldn't be
enough time."
Is it really true that there are not enough hours in a day?
Did our creator make a mistake? How many wheels are you
trying to spin simultaneously? Are you guilty of taking work
home at the neglect of your precious family? Are you one
who believes that time goes faster when you are having fun
and slower when you are not? Are you overloaded with
work and still taking on more? If so, do you know how close
you are to a breakdown? Remember this my friend, if you
were to drop dead right now, your family, organisation and
the world would continue without you!
No one has ever been able to speed up or slow time down.
It still remains the same one second being counted after
another. I simply believe that there is more than enough time.
When people ask me, "Are you working hard?" I always
reply, "No! I'm working smart." Let me share with you some
of the techniques that successful people use to control work
overload.
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Follow this very simple yet powerful system every day for
the rest of your life:

You
only
have one
life to
live, so
live it
wisely.

Step 1

Fig 9.1 "Being overloaded with work can kill you."

Stop the madness, sit down, think and plan your day more
effectively. You have 86,400 seconds to spend today, plan to
spend it wisely. Take your time and write down a complete
list of every task that needs to be done today, this week or
this month. You could make a list for your work and one for
your family. Do not worry if you have more than fifty tasks
on your list, I once produced a list with eighty-four things
to do.
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Step 2

Do not
let this
principle
slip away
from you
because
it will
fill your
life with
power and
stability.

Remember that you are human and there is only so much you
can do in one day. Decide what tasks must be completed
today and spread the remaining tasks over the next few days,
weeks or months. So, rather than having fifty tasks to do
today, you may only have seven, tomorrow you may have
six, the next day five, the next day eight, and so on.

Step 3
You have already organised yourself over the next few days,
weeks or months. Let us assume that today you have seven
tasks to accomplish, the others you will deal with tomorrow
and the day after. Now spend at least 15-20 minutes every
morning in what I call, Quiet, Uninterrupted, Empowering,
Solitary Time, or QUEST for short. Quest is the act of
seeking and pursuing excellence. Your QUEST should be in
a quiet place and free from all interruptions. Regard this as
a major investment, a meeting with your bank manager, the
Pope, the Prime Minister, the President or with your God. See
this as a time that will enable you to set the foundation right,
upon which you will build today. Do not be like the fool who
built his house on the sand and had to start again after the
storm. Build on a solid foundation that will empower you.
Isolate yourself from the rest of the world, make sure you are
able to hear your thoughts. To do QUEST and watch TV, or
listen to the radio or others will interrupt the rich flow of your
thoughts. If spending 15-20 minutes a day could save you
two hours and make you feel empowered, more organised
and confident, wouldn't you do it? Of course you would!
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Search
diligently
for
excellence
and you
will find
it.

Q

Quiet

U

Uninterrupted

E

Empowering

S
T

Solitary
Time

Step 4
During your QUEST, take your list of things to do for today,
and give each task an A, B, or C rating.
A tasks

are

Vitally important and must be done today.

B tasks

are

Urgent and should be done today.

C tasks

are

Ideal and could be done today.

After giving each task an A, B or C rating, start with your A's
and give each one a 1, 2, 3, or 4 rating, example A1, A2, A3
or A4. Then do your B's and finally your C's. Once you have
finished your ABC 123 priority, spend a little time reviewing
yesterday's work. Take a brief look at tomorrow's tasks to
see if there is anything you need to complete today in
preparation for tomorrow. Take a brief look at your goals and
values to remind yourself of your destination. Here is an
example of seven tasks that are on my list for today:
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"A
double
minded
man is
unstable
in all
his
ways."
1

A1

Write a letter to Bill

A2

Purchase car tax

B1

Pay gas bill

B2

Phone local authority regarding council tax

B3
C1

Phone the bank
Vacuum clean my room

C2

Wash the car

When you are ready to begin today's work take a deep breath,
shout "Here I come" and start with A1 and A1 alone. No my
friend, not C2 because it is easy, I said A1. Do not allow
tasks that were not on your list for today, to jump the
queue. Let that task apply to get onto your list. Once that
task has applied, judge it by the ABC 123 priority and if it
is not an A1, do not tackle it immediately, put it in the queue.
Only you and those that you are working with can determine
what is an A1 or a C1 priority.
Priorities can change throughout the day at any time. As I
was working on a top priority, a call came through to me from
the General Manager informing me that he had just heard
from our bank manager. The bank manager had asked, "Did
you know that £50,000 had left your account?" I learned later
that an employee and an ex-employee, without the Board's
decision, had withdrawn £50,000 that was never recovered.
My priorities immediately changed.
It was 8:30am in the morning as I approached the security
entrance to begin the day's work. I was excited, organised
and very clear about the task ahead. Suddenly, I felt
something was wrong. The place was filled with police. After
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parking, I located one of our security workers and asked

When
you find
something
that works
for you
hold on
tightly to
it and
never let
it out
of your
sight.

him, "What's wrong?" His reply crippled me, "A young man
was murdered here last night during the disco." This young
man was my friend and again my priorities immediately
changed. Your priorities could change in a moment, in the
twinkling of an eye, so be flexible and prepared.
The most important task on your list is your A1. If you
complete every task on your list except your A1, the chances
are, you were not productive. Your A1 task is vital and must
be done today. It may be life sustaining to your organisation,
family or community so do not be moved. Once you have
completed A1, go to A2, A3, etc. In conclusion my dear
friend, stand firm. Let nothing move you. Always give
yourself fully to the A1 task, because you know that's
where the best value comes from.

Step 5
Never begin a task until you have counted the cost. "For
who would begin construction of a building without first
getting estimates and then checking to see if he has enough
money to pay the bills? Otherwise he might complete only
the foundation before running out of funds. See that fellow
there? They would mock, he started that building and ran out
of money before it was finished!"2
Be wise as a master builder, plan your work and then work
your plan. Planning saves money, embarrassment and time.
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MEETINGS
Use
meetings
as a
business
investment.

What is the actual cost of six managers sitting in a meeting
for three hours, each earning £20,000 a year? When you
take into consideration the wages, loss of earnings for the
organisation, preparation, travel, refreshments, administration,
etc., the actual cost is in excess of £200. When managers come
to me to sign a cheque of £1 or more, they have to justify
their spending. I sign only if I am satisfied that their spending
falls in line with our company policy and is necessary.

Fig 9.2 "Are you attending too many unproductive meetings?"

Do you know the cost of your meetings? Would you sign a
cheque for £200 without asking any questions? Do you
spend most of your time attending meetings? Do others use
the meeting to satisfy their ego? Are you attending never
ending meetings? Meetings without objectives, timescales,
action plans and effective leadership are just mere discussions
and a fantastic waste of your time and your organisation's
money. Consider every meeting you attend as a business
investment and invest in it wisely. Construct a meeting
appraisal relating to your organisation and your personal life
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Meetings
and check how much you are spending each year on

Meetings
without
objectives,
timescales,
action
plans and
effective
leadership
are just
mere
discussions.

meetings. I believe that your findings will surprise you.
Using this simple but effective system will enable you to
totally justify the number of meetings you are attending:

T

Total Justification

O

Objectives

T

Timescale

A

Action Plan

L

Leadership

Total Justification
Before you organise the meeting, be absolutely sure this
meeting must take place and is a good investment of your
organisation's time and money. To ensure this, ask yourself
these questions:



Why is this meeting necessary?
Is there a cheaper, quicker or more effective way
than having a meeting? i.e. fax, telephone, letter,
memorandum, e-mail, etc.




What is the agenda?




Who will record the meeting?



Who needs to be there?
Where will be the most convenient place to have this
meeting?
What other considerations do I need to take into
account?
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Objectives

"Much is
required
from
those to
whom
much is
given,
for their
responsibility is
greater."
3

Make sure the objectives for your meeting are clear, specific
and simple enough for everyone to understand. Objectives
are essential as without them you have no basis on which to
judge how successful the meeting was. Therefore inform
everyone beforehand of the objectives and again at the start
of the meeting. Make sure that discussions and decisions
stay on target to your objectives as again without objectives
your meetings will suffer. At the close of the meeting, review
and check to see if you have achieved your objectives.

Timescale
In my early years in management, I'd often make the mistake
of not checking how long a meeting would last. As a result
of this, I wasted many hours. Once you agree on the
timescale of the meeting it will help focus everyone's
attention on the matters to be discussed. A meeting without a
timescale is like an open cheque with the authorised
signatures in place. If a meeting is to start at 3pm and end at
4pm, start at 3pm and only exceed your time if you have the
agreement of the other members. It shows respect for other
people's time. If you constantly start your meetings late,
individuals attending will arrive when they think you will
start. Throughout the meeting be conscious of the time and
in turn money as it passes by. One of my major challenges in
life is, "never be late for a meeting." Arriving on time is
respectful. You may have heard the saying, "If you want
respect, you must first give it." I say to you, if you want
others to respect your time, you must respect theirs.
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Action Plan

When
you get
it right,
some will
compliment
you.

When you attend a meeting you are there to make decisions,
analyse, solve problems or be updated. Meetings where
decisions have been made should form the basis of an
"action plan". This plan should indicate decisions made,
who is responsible for carrying out the action and the date
and time for completion. Failing to do this and holding
individuals accountable may result in an agenda item
spending up to one year on your agenda. When action involves
more than one person, always make sure that one is more
accountable than the others.

Leadership
Leading a meeting is an art. The success or failure of a
meeting rests with the:

A

Attitude

S
K

Skills and
Knowledge of the leader

A good leader is polite, sensitive, approachable, empathic and
quick to listen. S/he is well prepared and makes certain that
everyone is comfortable and fully resourced, enabling them
to fully participate. Good leaders recognise the unlimited and
untapped potential in people and therefore create an open,
friendly and non-threatening environment to foster creativity
and generally get the best from individuals.
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They are constantly working on their attitude, improving

Always
ask,
is this
meeting
cost
effective?

their skills and updating their knowledge to find better ways
to lead and understand people. When chairing meetings I am
at my very best when like a judge I:



am very friendly.




am neutral.



stop any foolish behaviour which may allow the

keep order.
allow everyone to speak in turn.
meeting to get out of hand.





am time conscious.



consider every contribution, no matter how small or

examine all the evidence carefully.
ask relevant questions.
great.



give a summary and make relevant decisions.

When you follow the TOTAL technique and others inform
you of how well you led the meeting, humble yourself and
seek further improvement.

Effective leaders are
in great demand.
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The Telephone

An
American
inventor,
Alexander
Graham
Bell
constructed
the first
telephone
in
1877.

THE TELEPHONE
T

Take Down Messages

E

Establish the Need

L

Listen Carefully

E

Every Telephone Visitor is a Guest

P

Please Smile

H

Harmony Not Conflict

O

Obtain Name and Company Details

N

Never Use the Phone While Eating,
Drinking, Smoking or Talking

E

Every Telephone Visitor Must be Given a
Warm Greeting
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THE TELEPHONE
Be
properly
organised
at all
times.

Take Down Messages
"Dear Ms Riley, I had the opportunity of speaking to Mr Cook,
head of sales, on Saturday 11 January at 10:30am for twelve
minutes. He recommended that..." This was a sentence that I
constructed in a letter to a supplier. How was I able to receive
a call from Mr Cook on the 11 January and send a letter to Ms
Riley on the 24 January and recall with such accuracy? How?
I recorded the message in my daily record of events. Always
have relevant resources at hand to record every message.

Establish the Need
A telephone conversation can also be a type of meeting that
could take fifteen minutes of your time, when three minutes
would be enough. If you have four similar telephone
meetings, you would have wasted almost one hour. When
someone calls you, always establish why they are calling,
you could ask, "How may I help you?" In closing the
conversation it is good practice to thank the person for their
call. Do not pick up the phone immediately you remember
to call someone, think things through first. When you have
established the need to call, make a note of all the agenda
items that you wish to discuss, then make the call. Being
properly prepared will save time, money and show how
professional you are in dealing with others.
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Listen Carefully

Be
conscious
of time
and
money
as it
passes
by.

Listening is hard work and requires a great deal of
commitment, patience and concentration. I always take notes
of key points and summarise what was said in order to clarify
my understanding. Always repeat the entire message that
was recorded including telephone numbers, faxes or e-mail
information. One wrong digit is all it takes to convey
incorrect and incomplete messages which could result in
major cost. Failing to listen carefully has caused many
organisations and individuals to lose business. Make sure
that those who answer the telephone are effective listeners.

Every Telephone Visitor is a Guest

Fig 9.3 "Treat your guests the way you want them to treat you."
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If the Queen or the President called you how would you

Conflict
with
customers
is suicidal
because
they may
never do
business
with you
again.

treat them? Treating everyone equally means treating them
the way you would like them to treat you. Return telephone
calls as promptly as possible and from time to time delegate,
refer or screen your calls. Always be time and cost conscious
when you are on the telephone. Treating a telephone visitor
as a guest does not mean that you keep them on the telephone
longer than is necessary.

Please Smile
A smile in your voice or a pleasant telephone manner costs
nothing but has the potential to create friends, win contracts
and calm angry people. A smile changes the tone of your
voice and gives your listener a friendly and professional
impression of you and your organisation. "To my friendly
telephone conversationalist." This is one of the many
compliments that I have received, it was written on a postcard
and sent to me. Smile and brighten up someone's life!

Harmony Not Conflict
The telephone has been used as a war zone for many people.
When you discover that conflict is possible, remain calm, polite
and think before you speak. Ask for higher authority if
necessary. You do not need to shout, hang up or be rude. It is
extremely difficult for an aggressive person to overcome a person
who is constantly polite, assertive and positive. Conflict with
customers is suicidal, for it is the customer that pays the bills.

SCHOLAR

186

The Telephone

Obtain Name and Company Details

Reward
people
for a
job well
done.

If you work in an organisation it is a great time saver if the
receptionist could inform you of who it is that wishes to speak to
you and from where. This information gives you the opportunity
of knowing whether to take the call or to refer it to someone else.

Never Use the Phone While Eating,
Drinking, Smoking or Talking
Have you every talked to someone while they were eating at
the other end of the line? The sound is awful. This type of
behaviour gives an unprofessional image. I once told a group of
receptionist in a company that they were the most powerful and
most important people in the business. I told them that negative
behaviour over the telephone could send customers elsewhere.
This is one of the major reasons why so many businesses spend
so much time on training and rewarding front line staff.

Every Telephone Visitor Must be
Given a Warm Greeting
Establish a policy for answering the telephone effectively and
efficiently. I have taught all my children and staff to answer
the telephone with a warm, friendly and cheerful voice. It is a
joy when I listen to my seven year old daughter answering
the telephone. "Good evening, Kizzie Williams speaking, how
may I help you?" The first impression makes the difference.
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READING
If you
teach
your mind
to be
lazy, your
whole life
will
become
lazy.

Let the wise read and add to their learning and let the
discerning get guidance. Many wise men and women have
left the secrets of their discoveries for us to read. "Gold there
is, and rubies in abundance, but lips that speak knowledge
are a rare jewel."4 I have received throughout the last sixteen
years of my life more rare jewels from books than from any
other source. Pay attention to these four very simple reading
rules:

R

Rapid Reading

E

Elective Reading

A
D

Appointment Reading
Delegated Reading

Rapid Reading
The average person reads about 200 words a minute, but a
rapid reader reads between 350 to 1000 words a minute with
good comprehension. Invest some time in a speed reading
book or course and develop that untapped skill. You could
drive down the motorway at 70 miles an hour or at 30 miles
an hour and still reach your destination, but at 70 miles an
hour, you will arrive faster. Rapid reading is like driving at
70 miles an hour, if you wish to observe the scenery you
would slow down and if you wish to observe it in greater
detail, you could slow down even more or stop.
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Reading
Many Prime Ministers, Presidents, Chief executives, managers

Develop
your
reading
speed and
improve
other
aspects of
your life.

and others have benefited greatly from rapid reading. In most
cases the person reading at 1000 words a minute understands
more of what they read than the person who reads at 200
words a minute. Rapid reading is enjoyable, easy and saves
time. When you read too slowly, your mind that is able to
think at a rate of up to 1000 words a minute may become
lazy. If you teach your mind to be lazy it will be lazy, not
just in reading but in other areas of your life. Most rapid
readers are powerful thinkers.

Elective Reading
Not everything on the market was written for you, therefore
choose your reading material very carefully. Always ask
yourself:


Why should I read this book, newspaper, report,
article, etc?






Will this information help me to achieve my priority?
Could someone else read it for me and give me a brief
summary instead?
How long will it take and do I have the time?
Is this the best time to read it?

Once you are satisfied that this material is worth reading,
elect sections of the material that is of most interest. You do
not have to read the book from cover to cover, take a brief
look at the:
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A
disciplined
reader
will find
happiness
and peace
of mind.

Pages, by skimming through to see how user friendly
they are.







Contents page.
Chapter headings and section headings within each
chapter.
Back page.
Pictures and charts.
Summaries.

Appointment Reading
Wisdom demands that you set reading appointments in
your diary rather than read everything that comes to your
immediate attention. Once reading material has passed the
test, decide whether to read it now or later. Setting aside a
few hours a week for reading is good practice among top
professionals. Put valuable reading materials in your reading
tray or draw and be patient until the appointed time.
Reading everything that lands on your runway - your desk could be a hindrance to the take off of your number one
priority.

Delegated Reading
If at all possible get someone to read the material and give
you a brief summary. When my daughters do their book
presentation to their friends and family, I am always excited
at the prospect of not having to read the book! Their
summary of the book during the presentation gives me an
overall picture and saves me a great deal of time.
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THE ART OF DELEGATION
Are
you a
workaholic who
refuses to
delegate?

Delegation is the act of assigning or entrusting work or
duties to employees or others. Fear, insecurity, lack of
knowledge and skill in the area of delegation is one of the
major causes of work overload and bad time management.
One of the key skills in management is the ability to delegate
effectively.

Fig 9.4 "Mr Workaholic who refuses to delegate."

Good delegators are confident, trusting and very secure,
knowing that the more effective they are in delegating the
more profitable the return. Almost everyone working in your
organisation whether voluntary or salaried is a delegate.
Here is a very simple memory aid to help you to remember
the art of delegation:

SCHOLAR

191

PURSUING EXCELLENCE

Are you
limiting
the
potential
for growth
in others
by not
delegating?

D

Decide

E

Educate and Train

L

Listen and Communicate

E
G

Encourage and Support
Governing Values

A

Authority and Accountability

T

Thank and Reward

E

Evaluate

Decide
When effective managers comes into office and make an
appointment, they must first decide upon all the areas they
are accountable for. They then decide what areas are to be
delegated and who will be the most capable individuals to
undertake the responsibilities. Areas that need the manager's
personal attention would not be delegated.

Educate and Train
Once the effective manager is satisfied that the chosen
individual is willing and able to do the job, s/he will then
educate the person on the task at hand. All effective
managers are aware that failing to properly educate could
lead to disaster. Educating an individual involves clear,
specific, direct and concise instructions. If training is required
the manager or the person will see to it that identified
training needs are met.

SCHOLAR

192

The Art of Delegation

Listen and Communicate

Delegation
is a skill
which
brings
many
benefits.

After deciding and educating the individual effectively, the
effective manager will then ensure that this decision is
communicated to everyone. An effective manager will always
listen to the views and concerns of others before and after
an appointment is made.

Encourage and Support
From time to time the effective manager will privately and
publicly encourage and show support to those appointed.
This action helps to inspire the individuals to continue on
their chosen course and imparts courage, builds confidence
and fosters boldness. A little encouragement can go a long
way.

Governing Values
The effective manager will ensure that the decisions and
actions of the appointed delegate falls in line with the
governing values of his/her organisation. A governing
value is something that is of such great worth that it must
not be violated. Nature also has governing values such as
aerodynamics and the law of gravity. Go to the top of any
building, disobey the law of aerodynamics and gravity and
see what happens! To violate these laws or even the
governing values of the organisation is to pay the ultimate
price.
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Authority and Accountability

Some
people
refuse to
delegate
because
of fear,
insecurity
and
lack of
knowledge.

When the effective manager delegates s/he delegates the
authority and the responsibility but retains accountability.
The delegate has the right or power to act, command, enforce
or determine on behalf of the delegator. If anything goes
wrong, the delegator, in this case the manager, will always
be accountable because it was his/her decision to delegate.
In other words, the buck stops with the manager or the
person who is accountable.

Thank and Reward
The seed a person sows shall be their reward. All effective
managers thank and reward their delegates in some or all of
the following ways:

G

Growth:

Personal development

R

Responsibility:

Authority & accountability

A
S

Advancement:
Status:

Promotion
Position or rank

P

Power:

Control

S

Salary:

Money

When people are rewarded with growth, responsibility,
advancement, status, power or salary, they are more motivated
to unleash their unlimited potential. Salary is a great
motivator but it is not always at the top of the list.
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Evaluate

"Any
enterprise
is built
by wise
planning,
becomes
strong
through
common
sense and
profits
wonderfully by
keeping
abreast of
the facts."

The effective manager will not just appoint a responsible
individual and leave such one to get on with the job, but will
do a formal and or informal evaluation from time to time.
Failing to evaluate could result in disaster. A satisfying
element of the manager's role is knowing that others can do
the job as well as s/he can and in some cases even better!
Delegate or "stagnate", to you and your organisation's
detriment!

5

Fig 9.5 "Delegate or stagnate."

Remember this very important point,
you are the manager of your home
or section of work to which
you are accountable.
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The
human
body was
created
to last
hundreds
of years
but we
have
destroyed
it with
our
lifestyle.

Chapter 10

LOSS
OF HEALTH
What's in store for you?



Nine Major Considerations
One Powerful Memory Aid
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LOSS OF HEALTH
"You are
fearfully
and
wonderfully
made."

T

he human body is still the most intelligent, beautiful,
sophisticated, and perfect masterpiece of all creation. No

genius will ever be able to fully comprehend this miracle. We
still remain baffled about the working of the human organs
and cells. Year after year we stumble across new discoveries.

1

Doesn't this make you
feel very special and unique?

The human body is the channel through which most, if not
all your dreams will be realised. Failing to keep it at its
peak will reduce your effectiveness drastically. To live a
healthy life is a medicine in itself because many sicknesses
are directly linked to our eating habits.
If we break the natural laws of the human body, we will
suffer the consequences, for the proverb still remains, "You
reap what you sow." If you wish to live longer, be happier
and feel really great about yourself, you must be healthy. The
following nine major considerations can be best remembered
using the memory aid, HEALTHIER.
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The
majority
of us are
sending
ourselves
to an
early
grave
because
of lack
of knowledge.

NINE MAJOR
CONSIDERATIONS
H

Healthy Eating

E

Energy

A

Air

L

Lack of Sleep

T

Train Others

H
I

Harmful Substances
Illnesses

E

Exercise

R

Relaxation

Healthy Eating
If you cannot control your eating habits, then you cannot
control the development of your body. Many of us are
sending ourselves to an early grave because of our eating
habits. You don't have to be a doctor, or a health expert to
know that wrong eating habits causes us to be ineffective and
reduce our life span. Eating to the body is like petrol to the
car. Too little and we only go so far, too much and we
overload. Most of us go through life without ever knowing
the damage and hard work that we put our wonderful bodies
through. Our bodies should function perfectly, but doctors
tell us, "this is not the case". What is happening inside of
us?
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Imagine a battlefield with hundreds of people fighting and

Your
body
is the
most
intelligent
thing
on the
planet.

killing one another. They use all kinds of weapons: guns,
knives, swords, nuclear weapons, gas, fire, acid and poison.
Imagine also the pain, noise, wounds and different kinds of
casualties. Those that are dead, injured and well are sharing
the same environment. Lastly, imagine the smell!
You think this picture is sad, you're right but this is exactly
what is going on inside many of us. Our body is fighting
against unwelcome substances while at the same time we
continue to load them inside. Eventually something within
us breaks down then something else breaks down, then
another, until finally the body gives up.

Energy
Lack of energy equals lack of life. The more energy you
possess is the better you feel and the more productive you
are, making it easier for your body to ward off minor
sickness. You are more vigilant, self controlled, sober minded,
creative, alert and fun to be with. When your energy has
reached its peak you are capable of unleashing unlimited
potential. In running training seminars, I have discovered
that after lunch is the most demanding for delegates. Why
is this? Their energy has been called upon to the most
demanding task of food digestion. This is also the reason
why many employees become tired and ineffective after
lunch. If they had eaten the right combination of food, they
would have felt energetic and ready to go. Instead, they
fight for hours against tiredness while their energy is been
used up to digest what they have just eaten.
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To conserve energy, I only eat fresh fruit from the time I

Allow
your
body to
heal,
rejuvenate
and
oxygenate
itself.

awake in the morning until 1 pm. A traditional breakfast
would take away the energy that I need to perform at my best.
Some people like myself operate best in the mornings, after
they have fully rested during the night. Wisdom demands
that you only eat food that take up almost no energy at all
to digest. The answer is fresh fruit for breakfast. During lunch
and evening meal eat 70% high water content food, such as
vegetables and salad with the correct food combination.
Never eat before you retire for bed because while you are
sleeping your intelligent body is working overtime throughout
the night to digest the meal. Eating before you go to bed is
one of the best ways to put on weight.

Energy is better
than riches.
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Air

Doctors
say, eating
fruit,
vegetables
and salads
are the
best things
for the
human
body.

Many who practice breathing exercises regularly, especially
singers will share with you how healthy they feel. Controlled
breathing helps to cleanse the lungs completely from stale
air and more importantly it re-oxygenates your blood cells.
Breathing techniques also help to calm you down when you
feel tense or nervous. On a regular basis, at least three times
a day, try this well known breathing exercise.

4 seconds




Breath in slowly for



Then breath out slowly for

Hold it in for

8 seconds

12 seconds

When you have mastered 4, 8, 12 try 5, 10, 15, then 6, 12, 18.

Lack of Sleep
Lack of sleep amongst many professionals is common place
and one of the major problems of ill-health. If your body
suffers from lack of sleep it will not function efficiently or
effectively. Some who do not sleep properly believe to
themselves that they are more productive and get more
done. What a foolish idea. How productive and effective
can you be when your body is tired and stressed? Sufficient
sleep rejuvenates the whole body providing it with energy
to tackle the challenges that it faces daily. Lack of sleep
contributes to illness and reduces longevity. Driving whilst
tired is as dangerous as driving under the influence of
drugs or alcohol.
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Wouldn't you be embarrassed to be stopped by the police

We need
more
doctors
because of
ignorance
and lack
of knowledge.

for lack of sleep. That is what happened to me one Friday
evening whilst out shopping with my family.

Train Others
You cannot train others on the effectiveness of a healthier
lifestyle until you have first educated yourself. I make it my
duty to warn my family, friends and others of the danger
and benefits of a healthy or unhealthy lifestyle. Some things
in life are too important not to share and this topic is certainly
one of them. Cry out and shout it from the mountain top,
for great is the benefit of a healthier lifestyle. Do not give
up, if they refuse to listen find more creative ways to
communicate. Let them know that you are doing this for
their longevity and because you love them. Do not be harsh
or force them, lead the way, gently, patiently and by example.

Harmful Substances
A harmful substance is something that will injure or kill you.
There are many harmful substances on the market which we
take into our bodies that hinder us from achieving our full
potential. Why does the Government allow harmful substances
to reach the consumer? Why do we allow it? Why do we take
it and give it to others? The large majority of the population
has no knowledge of the overall workings of the human
body, how it functions or what is best for it. We purchase
items from the shops without knowing the dangers and feed
it to our loved ones. Because of lack of knowledge we
ignorantly feed harmful and poisonous substances at an
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uncontrollable rate into the most magnificent thing on the

Know
your
body!

planet, our body. Would you throw water, a harmful
substance into any electrical appliance? No, you say! Well,
your body is far more superior than any electrical appliance.
Stop harmful substances from destroying it, it is your
responsibility. Three of the most deadliest substances are
smoking, alcohol and drugs.

Fig 10.1 "How does your heart feel about what you are
sending into your body?"

To write all of the other harmful substances would take
another book. I recommend that you read, Fit for Life by
Harvey and Marilyn Diamond. You cannot afford not to read
this book. My family and I are indebted to the Diamonds. The
conclusion of the whole matter is that you are accountable
for your body and lack of knowledge is no defence. You owe
it to yourself to know your body and what it will or will not
take to live. As I was educating my third daughter, Phanta,
about the eating of crisps and chocolates, she responded, "The
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thing about them is that they taste so nice." What seems nice

Do
not
destroy
your
body.

is not always good for us. Eat to live, do not live to eat. If
you knew the intelligence, beauty, miraculous workings, and
the power of your own body, I could almost guarantee that
you would never allow harmful substances to enter into it.
This knowledge should make you take a different look at
yourself.

Illnesses
Bulimia nervosa is one of the psychological illnesses often
found in combination with anorexia nervosa. Bouts of
compulsive eating are followed by self induced and ultimately
involuntary vomiting. Do you suffer from compulsive
overeating by always having food in your mouth throughout
the whole day and at times feel embarrassed, so you hide and
eat? Compulsive overeating is a condition that causes some
people to hate themselves, even to the point of committing
suicide. Many people with eating disorders also suffer from
poor blood circulation, backache, knee problems, heart
strain, tiredness, nervousness, breathing problems, poor
sleeping and more.
Is your body storing up waste faster than it is getting rid of
it, or are you using up more energy than you have got by
overworking your body? To overwork or store up waste in
your body could lead to toxaemia, which is blood poisoning.
More people die from heart disease and cancer which is
related to what we take into our body than any other illness.
The death rate from natural causes is so small it is not
worth mentioning.
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Exercise

"And
He rested
on the
seventh
day from
all His
work
which
He had
made."
2

Regular and consistent exercise will make you healthier and
at the same time relax you, relieve depression, tension, acute
stress and more. When you exercise you are exercising your
heart and sending a fresh supply of oxygen throughout your
entire body. Exercising is of tremendous benefit and cannot
be ignored if you wish to be healthier and add a few more
years to your life. I play squash, run around the park once a
week and use the exercise facilities in my home almost every
day. Ask yourself this question, if you knew that exercising
every day would add ten more years to your life, would you
exercise every day? Why not devise an exercise plan for you
and your family. Do you wish to be around for all your
grandchildren's happier moments? I do.

Relaxation
Some people find it extremely difficult to relax. They believe
that every minute must be spent doing something towards
their high priorities. Relaxing and doing nothing is not a
waste of time because the body was made to relax. If you
overuse your body it will burn out and breakdown. If you do
not maintain your car how long do you think it will last?
You must maintain your body if you wish it to go the
distance. Relaxing your body refreshes it and helps to keep
it at peak performance. Take a break, go on holiday as often
as possible with your family, friends or by yourself. Relax or
burn out.
Living healthier is a medicine to the body.
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You,
your
family
and your
business
are an
organisation.

Chapter 11

ORGANISATIONS

What's in store for you?



Organisational Development
Customer Care




Presentation Skills
Twelve Powerful Memory Aids
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Organise
or
perish!

ORGANISATIONS

T

his easy memory aid covers every aspect of an
organisation, no matter how small or great.
Remember, you, your family or your business are
an organisation.
O

Objectives

R

Reliable People

G

Gaining and Keeping Customers

A

Advertising and Promotion

N

New Ideas

I

Inspired Leadership

S

Services and Products

A

Aggressive Selling

T

Technology

I

Information / Communication

O

Organised Financial Planning and Control

N

Networking

S

Suppliers
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Objectives

No
clearly
defined
objective
or vision
could
result in
failure.

On your own you are an organisation. I often ask delegates
to tell me the difference between the running of a major
organisation and the running of their own lives or their
families. Delegates are amazed and excited with the idea that
they by themselves or their families, however large or small,
are an organisation. You and your family may not be as
large as Marks & Spencer, McDonalds or Kentucky Fried
Chicken, but you and your family are still an organisation.

Think and behave as an
organisation because you are.

Major organisations deal with objectives, people, customers,
advisors, information, health and safety, selling, meetings,
services, products, training, finance, networking and suppliers,
etc., and so do you! My nuclear family organisation is called,
The Williams Family (TWF). My extended family organisation
is called Corelda, and my training and development
organisation is called, SCHOLAR. What name do you give
to your organisation? Right now, without delay, write down
the name of your organisation in the space below.
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An organisation without a written objective is like a ship

Be
absolutely
certain
of your
destination.

without a rudder wandering aimlessly from place to place in
distress. To break the law by not having a written objective
that everyone clearly understands, will produce unfruitfulness.
Consider and apply the following pointers:
1.

How long do you want your organisation to be in
business? What is your organisation in business to
achieve short, medium and long term?

2.

Write down all your organisation's objectives then put
them in order of priority and communicate them to the
necessary people.

3.

4.

Meditate and work on your objectives until you have:



a crystallised picture of what you aim to achieve



the confidence and motivation to achieve them

a burning desire to keep you enthusiastic

Despite the problems and risks you face, never make
decisions that go against your objectives. Be strong,
courageous and never allow fear to take control. Do
not take your mind off your objectives, always stay on
target.

5.

Despite the waves and the storms that rage against
you, hold on to your objectives. Regard problems as
challenges and see them as an aid to achieving your
objectives and not a hindrance. Always ask yourself
this question, "What can I learn from this challenge?"
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6.

No
one
has a
monopoly
on any
subject.

Review your objectives weekly to keep yourself
reminded of why you are in business. Some people
review their objectives daily.

7.

Finally, document and celebrate your success.

Reliable People
1.

Your greatest assets are you, your family and the
people that work with you, not your physical wealth.
Invest in yourself and in those around you.

2.

If what you desire to achieve has been mastered by
others, find the three top masters in that field, learn
their strategy and emulate them. Listen to their tapes,
read their books, watch their videos and attend their
seminars. If it is possible, interview them to learn their
inner secrets.

3.

Devise a daily plan in order to develop your Attitude,
Skills and Knowledge (ASK) then write it down. Until
you have committed your plan to paper you are not
serious. The people that are paid the most money in any
organisation are those who have developed their ASK.
Every job is based around ASK, the more you develop
them the more you are worth. Your plan may include:
reading one book a month, learning three new words
every week, listening to one audio cassette weekly,
watching one video a month and attending courses.
When I started my plan I could barely read and write.
Now after years of consistently following all the
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principles in this book, I am able to help thousands of

People
are
your
greatest
asset.

others to develop themselves. Remember, no one has
a monopoly on any subject.
4.

In my quest for excellence I purchased a small note pad
and recorded every worthwhile thought of the great
thinkers plus words and meanings. I used this note pad
as my wallet and carried it everywhere. When it was
full, I purchased another one. In the discotheque I would
take it out and review its contents until all the thoughts
became my own. I would leave the discotheque smarter
than when I entered, however, my friends left doped
up, high on drugs. This system worked for me and it
still does today. Devise your own system and improve
it as time passes.

5.

The more consistently you work towards your
objectives, the more motivated and confident you will
become. Such consistency will enable you to develop
the driving force needed for daily action.

6.

Stop telling yourself that you are too fat, slim, tall,
short, black, white, unintelligent, poor, young or too
old. Remove those self imposed barriers that you put
on yourself, aided by what you heard from others over
the years. Those thoughts will imprison you for the rest
of your life. I know what it is like to live in mental
bondage for years, I've lived there. "It is hell on earth."
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7.

A
customer
is someone
that
must feel
satisfied
that you
are worth
doing
business
with.
Your
family
is a
customer.

When you fall in love with your work, you become
enthusiastic, excited, self motivated and your task
becomes much more easy.

Gaining and Keeping Customers
The first three customers in my life are my God, my wife and
my children, who must feel satisfied that I am worth doing
business with, for the rest of my life. If I fail to satisfy them
they will not do business with me. During a customer care
seminar, I asked managers in their groups, "What is customer
care?" This was the response from one of the groups.

CUSTOMER CARE:
"Identifying, meeting and exceeding customer's
expectations, to provide benefits both to the
customer and the organisation. To
achieve a total experience which
will encourage commitment
and loyalty."
Managers from the National Union of Students. 1997

The above statement clearly describes what customer care
is. Failure to adhere to it will result in loss of business, bad
publicity and many other harmful issues.
The following memory aid, I LOVE CUSTOMERS, will
assist you to remember the key points to gaining and keeping
customers.
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Do
you
know
the needs
of your
family,
your
closest
customer?

I

Inspired and In-touch With Customer Needs

L

Listen Carefully

O
V

Objective Questioning
Verily, Verily, Customers Pay the Bills

E

Eliminate Partiality

C

Customers Are Your Business

U

U Must Be Polite, Sympathetic and Friendly

S

Staff Must Be Rewarded

T

Treat Customers and Suppliers Professionally

O
M

Obsession on Quality, Value and Service
Market Results

E

Environment Must Be Clean, Safe and Caring

R

Respond to Customer Needs Immediately

S

Study People and Customer Care Continually

Inspired and In-touch With Customer Needs
Your first objective is to be an inspired person who is fired
up, excited, enthusiastic and self motivated about excellent
customer care. Your second objective is to find out what needs
your customers have. You cannot win and keep customers until
you understand what their needs are. The best way to find out
is to "ask them". When you have identified and satisfied the
needs of your customers, you are in touch with them. Once you
have satisfied the need, you must then keep in touch with them
by news letters, postcards, telephone, letters, personal visits or by
any other means necessary. If you do not, your competition will.
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Listen Carefully

Care
for your
customers
in ways
that are
beneficial
and
profitable
to them.

One of the greatest and most important skills in customer
care is being able to listen to the customer with patience,
understanding and accuracy. Most listeners are more
interested in what to say rather than what the customer is
saying. When you show interest in what the customer is
saying and demonstrate that you really care, you will win
their business. Listening to your customers will put you
ahead of your competition. This is a winning method that
cannot be neglected. Listen to your children, spouse and
others if you wish to win them and remain in business. Do
not forget this very important thought, "listening is one of
the highest forms of courtesy". Again I say, listen to your
customers.

Objective Questioning
Questions that enable you to understand the needs, wants,
feelings and desires of your customers are objective questions.
When you ask objective questions you give your customers
the opportunity to explain precisely how best to satisfy their
specific requirements. Prepare appropriate questions for
your organisation and ask them. Open ended questions also
allow the customer to open up and share.

Verily, Verily, Customers Pay the Bills
Verily, verily means truly, truly. The most important person
in your organisation is the customer. It is not the chairperson
or the chief executive that pays the bills, it is the customer.

SCHOLAR

215

PURSUING EXCELLENCE
If your customers do not purchase your services or products,

Customers
are
your
business.

you will not have money to pay the bills and remain in
business. Do not argue with customers or regard them as an
interruption to your business, they are doing you a favour
by doing business with you. Unhappy customers will tell
between ten and twenty other people of their unhappiness
with your services or products and they may never do
business with you again.
If one of your customers spends £5.00 a week, that customer
is worth a minimum of £260.00 a year. If you lose that
customer you may also lose the custom of all the other people
that s/he may influence. That one mistake may cost your
organisation £2,500 a year or more. What is the worth of a
single customer to your organisation? The customer is king.

Eliminate Partiality
Partiality creates resentment, confusion, loss of business
and bad publicity. Develop a policy for treating customers
equally and remove all traces of partiality from your life,
family and organisation. If I treat one of my children in an
extra special way I could create unnecessary problems for
myself and for my family. In an organisation where I worked,
I had the honour and privilege of meeting HRH the Prince of
Wales, when he actually came and launched our organisation.
Before his visit, my organisation spent over £20,000,
hundreds of hours in meetings, dealt with a mountain of
paperwork and had many sleepless nights. Every hour of our
day was spent in planning. We even had a department that
was completely dedicated to the overall planning of the

SCHOLAR

216

Customer Care
event. The night before his arrival I got home so late that I

Success in
business
comes
primarily
from
satisfied
customers!

deliberately slept in a hot bath, in order to awake when the
water became cold. His visit lasted thirty minutes with over
1,500 people in attendance. Shortly after his visit, it dawned
on me, that the way we treated HRH was completely different
to the way we treated our loyal customers. I thought, "If only
we would learn from this situation and treat every customer
in this way, we would be one of the top five organisations
on the planet."

Customers Are Your Business
If you can understand, remember and adhere to this key
principle, "customers are your business", you will never go
wrong. Customers are the reason why you are in business,
without them you have no business. It is amazing how many
organisations claim that the customer is "King", yet customer
care is never discussed in their meetings. Any organisation
that has customer care as their number one agenda item, will
have the advantage of staying ahead of the competition.

U Must Be Polite, Sympathetic and Friendly
The more polite, sympathetic, helpful and friendly I am to
customers, is the more they keep coming back to do business
with me. This approach used by Marks & Spencer has
impressed me to the point that I find it extremely difficult to
purchase clothing anywhere else. After telling a Marks &
Spencer staff member that I had no money to purchase a
particular item, she still removed the plastic wrappings on
two garments for me to see. This is a clear demonstration that
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the customer is the priority and by her having a polite,

Study to
stay in
business
and
become a
proprietor
that is
always
ahead,
rightly
dividing
good
customer
practices
from bad.

sympathetic, helpful and friendly attitude, she knew that I
would return, and I did. So powerful and impressive were
her actions that I now write about it so that millions may
read and follow her example.

Always
put yourself in
the customer's position.

Staff Must Be Rewarded
Almost every member of staff comes into contact with the
customer through letters, the telephone or in person. An
unhappy member of staff that has direct contact with the
customer has the potential of ruining your business. On the
other hand, a happy member of staff produces a happy
customer and happy customers lead to large profits. Failing
to recognise the importance of rewarding extraordinary
performance is a major mistake. You can reward staff in a
number of creative ways, which could include some of the
following:
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Think
like a
customer.

G

Growth:

Personal development

R

Responsibility:

Authority & accountability

A

Advancement:

Promotion

S
P

Status:
Power:

Position or rank
Control

S

Salary:

Money

Treat Customers and Suppliers Professionally
Treat customers and suppliers in the same way that you would
like them to treat you. Applying this simple and effective
principle will bring about great rewards to you and your
organisation. Some customers can be extremely rude but
with a professional and empathic approach, you will be able
to deal with these challenges. Use a professional approach
to turn angry customers into satisfied customers.

Obsession on Quality, Value and Service
There is no such thing as customer loyalty if customers are
not happy with your services or products. Members of your
own family will go elsewhere if quality, value and service
are poor. Those who advance in their field are those who
are intensely and obsessively preoccupied with delivering
quality, value and service that customers need. Provide an
unbeatable quality, value and service to your spouse,
children, friends and others? If you do not, you may lose
them to your competitors.
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Market Results

Customers
want
results.

It is important to communicate to your customers the actual
benefits or results that they will obtain by purchasing from
you. When you market the results or benefits to your
customers, you will always be ahead of the competition. This
is an additional advantage which cannot be ignored if you
wish to remain in business. For example, I am not selling
the book you are reading, what I am selling are the benefits
and results, which can be found in chapter 1, under Targets.

Environment Must Be Clean, Safe and Caring
Every successful organisation will tell you that success in
business comes primarily from satisfied customers. If your
customers are not satisfied with the cleanliness, safety and
care that you provide, they will not do business with you for
very long. I enjoy shopping every Friday with my wife and
children, we use this occasion as a family outing. One of the
supermarkets that we used was reasonable in price and
quality. However, this shop was unclean, unsafe, with small
pools of water on the floor and untidy shelves. Because of
this, I advised my wife that we should go elsewhere and we
did. This supermarket lost over £1,500 each year, that is
what we were worth to them.
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Respond to Customer Needs Immediately

Customers
always
wants
more for
less.

Responding to customer needs immediately will bring
about repeat business, which is one of the keys to business
longevity. How quickly do you answer the telephone, respond
to letters or customer complaints? Do you allow your
customers to share ideas with you for improvement, or
problems that they are facing with your services or products?
I purchased a suit from Marks & Spencer and discovered a
major fault with it. When I returned it to the customer service
desk, it was replaced immediately, without any questions
asked. Guess where I now purchase all of my suits?

Study People and Customer Care Continually
Organisations that become complacent because of success
soon find themselves in a disadvantaged position having been
left behind by the competition. When you study people and
customer care techniques, you are putting your organisation
in an advantageous position. Is your organisation benefiting
from these three major areas of business longevity?

R

Repeat business

E

Enlarged customer base

V

Volume of sales

REV is a technique that has been adopted by most major
organisations around the world. If these three areas are not
working in your organisation it is only a matter of time
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before your business will suffer. Repeat business relates to

"Apply
thine
heart unto
instruction,
and thine
ears to
the words
of knowledge."

you getting the same customers to keep purchasing from you,
month after month and year after year. Enlarged customer
base relates to the amount of customers that purchase from
you each month. Volume of sales relates to how much money
each customer spends with you. Are you studying to REV up
your organisation up the success ladder or are you revving
down your organisation out of the market place? Study to stay
in business and become a proprietor that is always ahead,
rightly dividing good customer practices from bad. When you
REV up your organisation, you are automatically increasing
its worth. Keep on REVving, you can only grow.

1
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Advertising and Promotion

Obtain
the truth
and do
not let
it out
of your
sight.

Some mistakes can be extremely costly. I joined a community
organisation as a volunteer in 1981 called, Harlesden
People's Community Council and watched it grow into a
multi-million pound business in eleven years. We trained
hundreds of people in information technology, personal and
interpersonal development and more. We provided space for
small businesses and assisted over 300 people in the community
to set up their own enterprises and enter the free market.
Our football, netball, basketball, table tennis and squash
teams were of the highest standard, winning major trophies
each year. We advised government officials, community
organisations and others, both at home and abroad. There are
a host of other things that we did and I suppose if I were
to mention them all, this book would be too large and
unbelievable. Yet one of our biggest downfalls was our
inability to advertise and promote our business to our
customers. Whenever the press reported a negative aspect
about the organisation, all our customers knew was what
the press had reported. If you wish to remain in business,
a planned advertising and promotional campaign is a must.
Even though I have learnt the expensive and hard way, I
have still learnt that:

G

Good

A
S

Advertising and promotion
Sells
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Advertising and promotion is a major financial gamble with

"He
who works
his land
will have
abundant
food, but
the one
who
chases
fantasies
will have
his fill of
poverty."

no guarantees that the customer will co-operate. However,
your chances of success will be increased if you follow some
basic principles. By concentrating on the laws of advertising
and promotion you will be greatly rewarded.
1.

In order to be effective in your advertising and
promotional campaign, you must first identify who your
customers are. To advertise and promote to everyone,
you could be spreading your wings too far too soon
and this could be a huge waste of your time and
money. What colour, age, size, sex or shape are your
customers? Are they rich, poor or famous? Where do
they work, socialise, eat or get entertained? What are
their interests and hobbies? What books, newspapers,
magazines, comics or articles do they read. Knowing
your customers makes advertising and promotion
very easy.

2

Having identified the segment of the market or the
customers that you wish to do business with, now
identify the unique selling points of your service or
product. The unique selling point is the reason why
your customers should do business with you and not
your competitor. If you are not able to identify and
communicate the uniqueness of your service or
product to your customers, you will lose business. You
have now identified the segment of the market and the
unique selling points of your service and product. Now
concentrate your time, effort and finance in those
areas. Remember to stay focused on these three areas:
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No
advertising?
No
business.

2.




Segmentation



Concentration

Unique selling points

In pursuit of excellence in the area of advertising and
promotion, you must develop and write a plan of
action. Failing to plan means that you have planned
to fail. In your plan, you must clearly identify the
following:
Why:

must it be done

What:

must be done

Who:
How:

will do it
will it be done

Where:

will it be done

When:

must it be done by

Resources:

needed

Cost:

of overall plan

Risks:

associated with it

Success criteria: how will they be measured
3.

Regard every contact your organisation makes with
the customer either by letter, telephone call, sales,
promotional souvenirs or personal contact as an act of
advertising and promotion. Use your business cards,
letter heads and complimentary slips to also advertise
and promote your business. Continually ask yourself,
"What messages do they convey?" If it is negative,
get rid of it immediately or it will get rid of your
business.
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4.

Every
contact
with the
customer
is an
act of
advertising and
promotion.

The market is saturated with thousands of promotional
adverts of other products and services. Therefore,
design your campaign in such a creative way to
capture the hearts and minds of your customers.
Always ask yourself these questions:



What message do I want to convey?




Is it immediately understandable to all ages?




Is the headline powerful enough?



Have I used short words, sentences and
paragraphs?



What am I asking my customers to do?

Is it easy to read?
Is the most important message in front?
Does it clearly indicate the benefits?

Test your campaign with at least ten customers and pay
attention to their opinions. If you design a campaign
that works, use it for as long as it gives you the desired
results. Customers are busy and intelligent, always on
the look out for a bargain, so remember to:

K

Keep

I

It

S

Short and

S

Simple
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5.

You
either lose
credibility
or gain
credibility
when you
advertise.

Consult experienced people before you make your
final decision. Use the most cost effective method to
get your message to the customers. Having pinpointed
accurately who your customers are, you can choose
from the following channels: television, radio adverts
and interviews, bill boards, direct mail, train stations,
buses, local or national newspapers, magazines, home
flyers, newsletters, press releases and others.

6.

When you prepare an advertisement, always use a
(COP) Creative, Outstanding and Powerful headline.
A creative headline as part of your ad could improve
it by approximately 50% or more. Take time to discover
a headline that will cause your audience to stand to
attention.

7.

Look at other organisations advertising and promotional
campaigns and see if there are any ideas you can use
for your campaign. Why waste time inventing the wheel
when it has already been invented.

8.

If customers do not get the service and product that
the advertising and promotional campaign suggested,
you will lose credibility.
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9.

Never
fail to
evaluate.

Failing to evaluate will result in you not knowing
where you went wrong. Always evaluate your campaign
to see if you have achieved the results you desired.
For your next campaign you can easily:

B

Build

E

Eliminate

E

Exploit

R

Remove

on your
your
your
all

S

Strengths

W

Weaknesses

O

Opportunities

T

Threats

"Well here's one occasion when BEER does you good!"
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New Ideas

If
you are
looking
for
advice,
stay away
from
fools!

1.

Everyone has a natural God given right to be innovative,
the ability to come up with ideas. SCHOLAR has
trained hundreds of unemployed, homeless and
disadvantaged people over the last sixteen years. Yet
most of these wonderful people, because of their past
experiences have given up on the idea that they are
innovative. The first rule in innovation is to have a
strong willed determination that you are as innovative
as your Creator wants you to be. Innovation is not
based on a person's riches, position, or status in life,
it is based on one's natural ability.

2.

To consistently dwell among individuals who put you
down at every opportunity, will eventually destroy your
will. Once your will is destroyed, you will lose more
than your ability to be innovative.




Do not listen to their discouraging words.
Do not degrade yourself because of your past
or present situation.
Do not allow your sickness, disability, sex,
colour or anything else to stop you. You still
deserve the best.

3.

Challenge everyone in your family or organisation to
use their innovative ability to come up with new ways
of improving: a) profitability, b) customer care, c)
advertising and promotion or any area you need help
in. Some of the most successful organisations in the
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world are those who allow their people to come up

"Stay
away
from a
foolish
man, for
you will
not find
knowledge
on his
lips."
3

with new ways of working. I heard that an organisation
was saved from bankruptcy because it allowed a
cleaner to use his innovative ability. Do you allow
your spouse or child to use and develop their natural,
inborn, God given innovative ability?
4.

One of the simplest and easiest processes to develop
innovative ability is to:


Identify the need, idea, problem or challenge
that needs improvement.



Gather all the relevant information that is
available.



Brainstorm individually or in small groups
alternative ways for improvement.




Evaluate all the alternatives.




Design an action plan.



Review its impact periodically.

Select the best possible alternative.
Implement the action plan immediately.

If the first alternative fails, select the next best
alternative, then design your plan, implement and
review it.
Continue this section by turning to chapter 6, Mind
Control.
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Inspired Leadership

"A
wicked
ruler
is as
dangerous
to the
poor as
a lion
or bear
attacking
them."

Not all leaders are effective. An effective leader is one who
is able to influence, inspire and empower others to unleash
their unlimited potential. Effective leaders recognise that
their family and their business's greatest need is effective
leadership. Their role is to inspire and empower those they
serve in order to accomplish extraordinary performance and
results. Turn to chapter 5, Reliant on Others, under Effective
Leadership.

4
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Services and Products

Do not
underestimate
your
abilities.

1.

You must identify exactly what services and or products
you have to offer. You may have an abundance of
unexposed skills and knowledge. Make a complete
list of your skills and area of knowledge. When you
have completed the list, ask your partner, friends,
relatives and others what skills and area of knowledge
they think you possess.

2.

SKILLS

KNOWLEDGE

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

-----------------------------------------------------------

---------------------------------------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

Could your organisation benefit from this exciting
exercise if every employee participated? The answer,
a resounding, "Yes". Most employees are employed for
a skill or area of knowledge they possess, even though
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they may have much more to offer. If an organisation

Prepare
yourself
for the
opportunities
to come
and be
patient.

employs five people and each employee has five
additional skills, twenty-five of those skills would
remain unused. The organisation that taps into this
dormant stream of abilities would always be ahead.
3.

Now that you have identified your skills and area of
knowledge, look for opportunities to put them to use.
Ask yourself, "How can I use these abilities to help my
family or organisation develop multiple streams of
income?" Multiple streams of income being to receive
income from more than one channel. These multiple
streams of abilities, will enable you to realise the
unlimited wealth of talent waiting to emerge. Will you
free them for the benefit of your life, family, friends,
organisation or community or will they always remain
your prisoners for ever?

4.

Have you ever tried purchasing something from
someone who had no knowledge of the service or
product you wanted? How did you feel? Did you
purchase the item? If you know your services and
products inside out, your customers will feel confident
doing business with you.

5.

Be absolutely clear how your services or products will
be of benefit and meet the needs, wants and desires of
your customers. With this knowledge you will be
armed with probably the most powerful consumer
weapon, what your customers need.
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Aggressive Selling

Every
time you
communicate,
influence
or
persuade
you are
in fact
making a
presentation.

Presentation is communicating, influencing, persuading and
the selling of ideas, wants, needs and benefits. I have met a
lot of people who hated selling for one reason or another.
If you are one of those people, let me give you a piece of
sound advice. "You will always work for the person that
loves selling, because selling is one of the keys to staying
in business." There are really only three things that a sales
presentation is designed to do:




Inform,
Entertain or
Get favourable action

Fig 11.1 "This is not what is meant by aggressive selling,
this is manipulation."

You must present or sell your ideas, needs, wants and desires
to your friends, employer and others, in an honest way if you
are to be taken seriously. Here is a very easy memory aid to
assist you with all of your presentations:
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PRESENTATION SKILLS

Lack
of
preparation
is an
insult
to your
audience.

P

Planning and Preparation

R
E

Resources
Enemies

S

Structure and Delivery

E

Evaluation

N

Nonverbal Communication

T

TRACT (question and answer)

A

Assertive Behaviour

T

Technique

I
O

Interpersonal and Personal Skills
Objectives

N

Needs of Audience

S

Style

Planning and Preparation
If you are to be effective, you must prepare your presentation
and rehearse it well in advance. Anticipate all possible
questions and have several answers ready. If you fail to plan
then you have planned to fail. Therefore:



Decide why you are giving this presentation.





Know where you will be presenting it.



Prepare your notes.

Know your audience.
Research and know your facts.
Prepare what you are going to present.
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Be in
control of
yourself,
your
presentation and
your
audience.




Memorise your introduction.




Rehearse your presentation to perfect it.

Know how you will present it.
Anticipate mishaps.

Resources
There are many helpful resources on the market to assist you
to make that winning presentation. Consider use of:



TV and video.




White board.
Layout of tables and chairs.




Lectern.




Testimonies of others.



Handouts.

Overhead projector.

Total room layout.
Computer aided multi media projection.

Enemies
If you do not know your enemies, you will not be able to
defeat them. The following enemies must be identified and
conquered if you are to be an effective presenter:





Nervousness and fear




Mental block

Poor communication
Lack of preparation




Difficult people
Insufficient information

Lack of research
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Always
have at
least four
times as
much
information
on the
subject
you are
presenting.




Poor structure & delivery 
Poor product knowledge 

Negative body language
Lack of resources

Structure and Delivery
If you do not follow a specific structure as you make your
delivery, your audience will have a difficult time keeping
up with you. One of the most simple and effective structures
for any type of presentation is: beginning, middle and end.
Beginning
At the beginning of your presentation you must arouse the
interest of your audience and find out what needs they have.
Let them know how long the presentation will last and give
them an idea as to when they can respond with questions or
comments. Finally, agree the objectives with your audience
and from the beginning make sure that your audience gets
onto the right plane. After all, you do not want to take your
audience to America, when they may want to go to the West
Indies. I have used the following memory aid, INTRO to
remind myself of how to begin all presentations:

I

Interest

N

Need

T

Timing

R

Response

O

Objective
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Middle

Never
tell your
audience
that you
are
nervous
or unprepared,
keep your
fears to
yourself
and share
your
knowledge.

This is the main part of your presentation and it must follow
a logical path that is easy for your audience to understand.
Highlight to your audience the overall situation, convince and
sway them to your way of thinking. Show them possible
alternatives and finally, make your recommendation.

S

Situation

C

Convince

A

Alternatives

R

Recommendation

End
The close of your presentation is as important as the
beginning or the middle, therefore you must plan to close
effectively:



Highlight key points of your presentation.




Evaluate.



Close presentation.

Give handouts.
Thank audience.
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Evaluation

Do
not play
with coins,
chains,
or other
articles
about
your
person it is
distracting.

At the end of your presentation, ask yourself the following
questions:



How effective was my presentation?




What were my strengths and weaknesses?



What have I learnt not to do the next time?

Have I achieved my objectives?
How appropriate was my planning and preparation?

Nonverbal Communication
By nonverbal I mean the ability to communicate to others
without the necessary use of words. Make sure that your
mouth, appearance, gesture, posture, voice and eyes assist
and not hinder your presentation. I have chosen MAGPIE
as the memory aid for swift recollection. Please turn to page
65.

M

Mouth

A

Appearance

G

Gesture

P

Posture

I

In-voice

E

Eyes
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TRACT (question and answer)

Treat
your
audience
with
respect.

Throughout your presentation you may be asking and
answering questions. Always thank the person for asking
the question, then rephrase the question in your own words
to confirm you fully understand. Once you are satisfied that
you understand the question, give an answer and check that
they understand your reply. Finally, thank the person again
for asking the question or for making a comment.

T

Thank

R
A

Rephrase to confirm understanding
Answer the question

C

Check understanding

T

Thank person for asking question again

Assertive Behaviour



Be honest with yourself and others.
Be confident, positive and understanding.




Do to others as you would have them do to you.
State your needs, wants, feelings, opinions or beliefs in
a clear, direct, specific, honest and suitable way and
not at the expense of others.
See chapter 4, Abnormal Interaction.
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Technique

Visual
aids,
stories
and
examples
keep
interest
high, aid
retention,
add
impact
and save
time and
money.

There are many techniques available to make your
presentation unbeatable and unforgettable, here are a few:



Be natural and open.




Explain jargon.




Don't use big words and long sentences.





Use pictures, charts and graphs.




Tell stories.

Gain eye contact with most or all of your audience.
Don't mumble.
Paragraph your presentation.
Use different colours.
Give handouts where appropriate.
Role play.

Interpersonal and Personal Skills
One of the most powerful breakthroughs in selling is that
customers purchase more from people they like. You must
be a lover of people and develop the following attributes:



Communication.




Negotiation.





Persuasiveness and influence.



Positive attitude and behaviour.

Listening skills.
Speaking.
Sensitivity.
Courtesy.
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Objectives
must be
clear,
direct,
practical,
realistic
and stated
from the
audience's
point of
view.




Warmth and good humour.
Assertiveness.

Objectives
A presentation without a clearly defined objective can be a
disaster, therefore:


Clearly define your objectives by asking yourself, why
am I making this presentation?




What is it that the audience wants or needs?



Sell success, results, needs and desires.

Stick to the objectives throughout the whole presentation.

Needs of Audience
The more your audience is involved with your presentation
the more successful you will be, therefore:




Let your audience participate in the presentation.



Be empathic - putting yourself in the audience’s position.

Listen to your audience and communicate effectively.
Be sensitive to the needs of your audience.

Style
You are unique in your own identity because there is not
another like you anywhere in the universe, therefore:



You do not have to imitate other people's style.
Develop your own style.
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PRESENTATION MASTER TIPS

Rehearse
your presentation
until
you have
perfected
it.

1.

Know your strengths and weaknesses.

2.

Picture yourself enjoying the success of your presentation.

3.

Maintain eye contact and address your audience as
individuals rather than as a group of people.

4.

In your conclusion, highlight the key points that you
want your audience to remember - what is said last is
always remembered first.

5.

Put your presentation on paper - it helps to clarify your
thinking.

6.

Research other people’s thoughts and ideas on the

7.

subject that you are presenting.
You learn to make presentations by making presentations,
just as you learn to play the flute by playing the flute.

8.

If (O) opportunity, (P) positive action, (E) excitement and
(N) enthusiasm is not in your presentation, don't go ahead.

9.

Know your facts and have notes.

10.

Use short words, short sentences and avoid jargon.

11.

Never exceed your time limit.

12.
13.

Remove objects that rattle.
Always check your appearance before you start.

14.

Always have a handkerchief and glass of water to hand.

15.

Check and secure all visual aids and supporting
equipment.

16.

Those who fail to plan, have planned to fail.

17.

Always review at the end of your presentation.

18.

Tell yourself that you are the best and that you love

19.

presenting.
Smile where necessary.

20.

Help others.
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Technology

"Many
shall run
to and
fro, and
knowledge
shall be
increased."
5

Technology is applied science that surrounds us like a ocean.
Its beauty, operation and speed is often dazzling. Revelation
to man comes at rapid speed and increases continuously.
Every day something new is discovered in almost every field.
To some it is exciting, fascinating, unbelievable and to others
welcoming.
1.

Humans are not creators, we are discoverers, discovering
what already exists. Could this be what the wise man
King Solomon meant when he said, "There is nothing
new under the sun?" 6 The laws and knowledge of
gravity, electricity, the human body and aerodynamics
were around from the beginning of time, however,
these laws and knowledge had not yet been discovered.
The knowledge to make computers, send men to the
moon and electronic messages around the world could
have happened in AD 10, if the knowledge was
discovered then.
My point is this, you are a great asset to mankind and
we need you to help us unfold the multitude of secrets
that are still undiscovered.

A person that is regarded as an outcast and
of no significance to society is capable
of discovering the most profound,
intelligent and useful mystery.
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2.

Identify and understand the various technological
aids that are available to your organisation. If IBM

Keep
up or
be left
behind.

did not progress from typewriters to computers, they
would not have become one of the world's leaders in
the manufacturing of business machines. Technology
has always complemented the organisations that keep
up and take advantage of its many benefits. Do not
remain in the dark ages.
3.

Make it your duty to visit exhibitions, seminars and
events to keep your organisation abreast of the relevant
technological advancements.

4.

Read magazines, journals, books, watch videos and
listen to tapes on the latest technological advancements
in your field.

5.

Encourage every member of your organisation and
your family to keep up with the technological changes
that are relevant to them.

6.

If you forget all I have written, please try your best to
remember this one thing. "Your body has always been
and will always be the most technologically advanced
thing ever created or discovered." Whether you believe
in yourself or not, I believe in you. I believe that you
are a great person with the capacity to become
everything you ever wanted. Do not put yourself down
because someone else has done better. If you take time
to find out what the other person has achieved and do
the same, you will get the same results or even better.
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7.

We
need
you!

You do not have to wait for others to present a greater
way of doing things, you too have the ability to
discover, therefore use it and share it with others.
No matter how advanced the technology in your field,
there will always be more to learn. We will never be
able to grasp the nettle fully.

It is amazing what has
already been discovered but
what is even more amazing
is what we have not
yet discovered.
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Information / Communication

It's
good
to
talk
and
listen.

Information is power when correctly applied. In order to
survive in this vast changing business world, organisations
need information. You cannot make proper decisions on any
area in your organisation unless you have the right
information.
1.

Keep in touch with all relevant government changes,
both nationally and internationally that will affect your
organisation, e.g. changes in legislation, taxation,
personnel, training, charities, employment and others.
Information can become obsolete in a short space of
time, therefore, if you are not up to date with the
changes you will be out of touch.

2.

Identify what information is needed to assist each
person or department in your organisation and ensure
it reaches them. Overloading your people with too
much information could also make them ineffective. It
is not cost effective for everyone in your organisation
to have all the information. However, they ought to
know where information can be obtained in order to
perform well in their jobs.

3.

a.)

Do you know the values, visions and business
strategy of your organisation?

b.)

Do you know your organisation's reason for
being and powers in the constitution or
Memorandum and Articles of Association?
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c.)

Do you study your organisation's annual reports
and audited accounts?

Communicating
to the
people
in your
organisation is
like water
to a
thirsty
man in
the desert.

d.)

How many people do you know and have built
relationships with in your organisation?

e.)

Do you take part in social activities within your
organisation?

f.)

Do you read newsletters, magazines or other
publicity material that your organisation
produces?

g.)

Do you know how customers, suppliers and
others feel about your organisation?

h.)

Do you know the policies, procedures and
systems that makes your organisation run
smoothly?

i.)

Do you keep up to date with information about
your organisation?

j.)

Do you know what services or products are sold
by your organisation and the benefits to the
customer?

If you cannot satisfy at least three of the above ten
areas, you may be in the wrong job.
4.

One key principle to the survival of any organisation
is communication. Communicating to the people in
your organisation is like water to a thirsty man in the
desert. See to it that the communication channels in
your organisation are never partially or fully blocked.

5.

Do not leave your home or organisation without telling
your family, secretary or others where you have gone.
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Do not refuse to share information that others need in

When
someone
in your
family or
organisation
refuses to
listen,
communication
is halted.

order that they may be more effective. Do not make
decisions that affect others without obtaining all the
relevant information. Let communication be one of
the high priority areas in your organisation. In one
organisation where I worked, almost every problem
related to poor communication.
6.

Train your people in the following communication
skills, listening, speaking, reading and writing. If your
people are skilled in these four major areas, they will
be more effective in their communication. Every
move you make to improve the flow of communication,
the more powerful and credible your organisation
becomes. The more you are understood, the better you
are at communicating.

7.

Each person spends on average four hours of each day
communicating to members of their family, friends,
colleagues and others. Work out how much time is
wasted each year when you fail to communicate
effectively. If you waste one hour a day communicating,
that amounts to 365 hours a year or fifteen days a year.
You could learn to drive, cook, study a new language,
start a course, meet new people, go on holiday, etc.,
within that time.

8.

Find creative ways to communicate with your customers.
If the customer is "King", then you must communicate
to them regularly. When you communicate with your
customers you are sending positive messages, such as:
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"We care about you. You are a part of our organisation

You
cannot
be an
effective
communicator
until the
one you
are
communicating
to has
understood.

and we appreciate you. You are very important to us
and you deserve the best. We are here to serve you."
9.

If you wish to join the great communicators of all
time adhere to the following:
a.)

Let your words and sentences be brief and easy
to understand.

b.)

Listen to others when they talk to you.

c.)

Do not make too many points during your
presentation.

d.)

Study three of the most influential
communicators and their strategies.

e.)

Develop your own style.

f.)

Practice making your presentation to children
and make sure they understand.

g.)

Develop a positive attitude, behaviour and
personality.

h.)

Develop a genuine love for people.

i.)

Set aside at least twenty minutes every day to
increase your relevant knowledge.

j.)

Use stories, visual aids, pictures and other forms
of communication to stimulate your audience to
remember what you have communicated.

k.)

Put your thoughts down on paper.

l.)

Do not beat around the bush, get straight to the
point.

m.)

Always be prepared to communicate effectively.
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Organised Financial Planning and Control

Never
spend
more
than
you
earn.

1.

One of the first rules in organised financial planning
and control is, "you must have a business plan". If
you visit any professional financial institution and
ask for a business loan, the first thing they ask for is a
business plan. A business plan:
a.)

Saves time, money and embarrassment.

b.)

Shows that you have thought things through and
that you know what you are doing.

c.)

Enables others to trust your business aptitude,

d.)

skill and knowledge.
Gives you confidence and enthusiasm.

e.)

Indicates where you are, where you are going and
how to get there.

f.)

Enables you to be aware of your overall planned
financial situation at any given point in the year.

Operating without a business plan could be suicidal.
2.

Set clearly defined financial policies and procedures
that govern your life, family and organisation and stick
to them ruthlessly. You must lay down the laws that
govern your finances or you will lose more than your
shirt! I worked for an organisation that lost over
£100,000 because of unclear financial policies and
procedures. If one of your financial laws are broken,
when should you act? Immediately!
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3.

"The
rich rules
over the
poor
and the
borrower
becomes
the
lender's
slave."
7

It is extremely difficult to make effective financial
decisions without proper financial information. Most
families and organisations find themselves with
financial problems because they have no system.
Implement a system that works. Take a book-keeping
course, the reward is great. There are systems
available on the market that will keep you in touch
with your finances as and when you desire. I use the
computerised Sage Sterling Financial Controller.

4.

One of the major mistakes most people make is that
they spend more money than they earn. Live within
your income despite what your neighbours have.

5.

Develop residual income. Every time a copy of a book
is sold, the author or his/her estate receives an income
whether dead or alive. That is residual income, a
lifetime return from an initial investment. Can you go
on holiday for six months, go to work when you want,
do the things you love most and still receive an income
each week? Most people are caught in the 9am to
5pm trap, year after year and have nothing to show
for it when they retire. Apologies, they do have
something to show, debts. It's all very sad!

6.

Develop multiple streams of income. "Do not place all
your eggs into one basket", said a wise woman. Turn
your skills and knowledge into multiple streams of
income. Do not rely on one stream of income to
support your family or organisation. What would
happen if that stream dried up? If you were to die
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right now, what would happen to your family?

"For
the love
of money
is the
root of
all kinds
of evil."

7.

Develop a good relationship with your Bank Manager
and get him/her on your side. Your Bank Manager is
your friend and a part of your organisation. Your
bank is another department or extension to your
organisation that works from a different office. Bank
managers give sound advice that could help your
organisation save money and embarrassment.
When I was Executive Chairman of an organisation

8

the Chief Executive would take our Bank Manager to
lunch. During lunch he would share our vision, our
current situation and plans for the future. Investment
meetings like these gave us the added advantage of
receiving free advice and assistance whenever we
needed it.
8.

Become an expert in all your financial affairs or find
someone that you can trust. Finance is an indispensable
activity within any organisation and must be treated
with the highest respect.

9.

Never start a project without a complete financial
appraisal and secure all the resources that you need to
complete it. To break this law could send you to an
early grave.
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Networking

An
organisation that
lacks
guidance
will fail
but many
advisers
make
success
certain.

1.

Networking is establishing and maintaining worthwhile
contacts. Especially for the exchange of services,
information, or offering mutual advice among
individuals or organisations.

2.

Networking is one of the most powerful organisational
tools today. "Where no counsel is, the people fall: but
in the multitude of counsellors there is safety."9 "He
who walks with the wise grows wise, but a companion
of fools suffers harm."10

3.

Who are your advisers? In every area of your
organisation there is professional guidance available.
Without delay, make a complete list of every person
that you know. These individuals must have the ability
to give you guidance relevant to your situation. Here
are just a few of the areas where an organisation may
need help:



Finance




Management




Services and products





Personnel

Legal
Technology
Customer care
Advertising and promotion
Sales
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List members of your family, friends, church,
colleagues from school, college or work, etc. Do not

Without
wise
leadership
an
organisation is in
trouble.

stop until you are absolutely certain that you have
not missed anyone. You probably know at least ten
skilled people, who will be willing to help you. On the
right of each name, write down their area of expertise.

4.

NAMES

EXPERTISE

-----------------------------------------------------------

---------------------------------------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

-----------------------------------------------------------

---------------------------------------------------------

------------------------------

-----------------------------

------------------------------

-----------------------------

If you treat your network unjustly you could lose
them. Remember that it is harder to win back the
friendship of an offended person than to capture a
fortified city. Their anger could shut you out for ever.
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Suppliers

"Wealth is
worthless
in the
day of
wrath."

1.

Consider and treat your suppliers as another
department of your organisation. They are your
allies, members of your own team and fighting for
your cause. Suppliers want your business to be
successful, because your success is their success.

11

2.

From time to time, ask your suppliers how best they
could help you to use, sell, market and promote their
services or products. They will only be too willing to
help.

3.

Where possible meet with your suppliers and develop
a relationship.

4.

Treat your suppliers the way you want them to treat
you. When you are in financial trouble, talk to them,
they may be able to offer sound advice that will help
your organisation.
Action plan task
In order to complete this action plan task, please turn
to chapter 15, Action Without Planning.
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Some
things
in life
are too
important
not to
share.

Chapter 12

GOALS AND
VALUES
What's in store for you?



Seven Traits of a Champion
Three Powerful Memory Aids
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Success
does not
happen by
chance,
you must
prepare
for it.

GOALS
AND VALUES

T

he importance of setting goals and values by millions

of wonderful people has not yet being realised. Setting

goals and values are powerful keys for success and failing
to set them will result in low productivity and wasted time.
If you achieve these "seven top traits of a champion" you
will have joined the 1% club. Once you have mastered this
technique, share it with others. These seven traits can be
easily remembered using the following memory aid:

V

Values

I

Immense Belief

S

Strategy

I

Implementation

O

Open Communication

N

Never Failing to Review
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Values

What
would
you give
your life
for, or
commit
your
whole
life to
achieve?

Never Failing
to Review

Vision

Open
Communication

Immense
Belief

Implementation

Strategy

Fig 12.1 "The seven top traits of a champion."

In all areas of my life, I've always used the "seven top traits
of a champion". Adhering to them will almost guarantee
freedom from a most dangerous enemy, unproductiveness.
Let me demonstrate.

VALUES
Values

A value is defined as the thing that is of most worth,
desirability or importance to you. What person, need, idea or
situation that is of such immense worth, desirability or
importance, would cause you to lay down your life or
totally commit your life to achieve? Only you can answer
this question. Your values are the foundation of your life or
your reason for living. Martin Luther King once said, "If
a man has not found a cause in life worth dying for, then
he is not fit to live." The thing that is worth dying for or
committing your life to achieve, is your value.
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I will list my values as examples, stated in order of priority.

Have
you
defined
your
values and
written
them
down
yet?

Listing my values was a one-off investment that took nine
hours to complete. I will not need to do so again. Without
them I was like a blind man fumbling in the dark every day
of my life. Today I am confident, self motivated, joyous,
peaceful and on my way to greater victories. You too can
experience greater results if you follow this very simple
method. Remember, it is only a one-off investment that can
change your life, improve your family situation and your
organisation.
I have set clearly defined values against which I can judge
how successful I am. I call this my root, my foundation, my
constitution or my Memorandum and Articles of Association.
Without these values I would be lost. They fall within eight
categories and priority order. The first two values, spiritual
and family, I would die for, but the remainder, I only commit
my whole life to achieve.
This is my life:
1.

Spiritual

2.

Family

3.

Health and Fitness

4.

Financial

5.

Community

6.

Personal Development

7.

Career

8.

Social
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Spiritual Value

Listing
your
values
is one
of the
most
important
investments
you will
ever
make.



I love God with my whole heart, soul, mind and
strength.

Family Value


I am a loving, understanding, knowledgable,
discerning and wise husband to my wife and father to
my children.



I spend quality time with my wife, children, extended
family and friends.



I help them in their spiritual, intellectual, professional,
social, physical and financial needs.



I build love, unity, togetherness and self esteem.

Health and Fitness Value


I maintain a healthy lifestyle through proper eating,
good breathing techniques and regular exercise. I eat,
drink, sleep and exercise in such a manner so as to
maintain an effective high level of energy. I will never
forget that my body is the temple of the living God.

Financial Value


I am developing a financial foundation to become
completely debt free and financially secure for many
generations.
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Community value

A child
with a
clearly
defined
set of
values,
has a
superior
advantage.



I will love, have compassion and respect for all human
beings of all ages, sexes and cultures. I will visit the
sick and prisoners. I will feed the hungry, clothe the
naked, befriend the friendless and use my skills and
knowledge to assist the needy.

Personal Development Value


I am growing intellectually daily and achieving my full
potential. I regularly listen to tapes, read books, watch
videos and listen to God and others. I listen with an
open mind to enhance my universe. I seek wisdom,
knowledge, understanding and discernment in areas of
my profession, which are:

L

Leadership

O

Organisational Development

R
E

Religion
Education and Training

Career Value


I am a national and international role model in
leadership, organisational development, religion,
education and training. I will develop SCHOLAR, the
channel through which I will secure financial freedom
and national and international status.
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Social Value

"Be
with wise
men and
become
wise.
Be
with evil
men and
become
evil."



I am fun loving, comical, stimulating and a friendly
person to get on with, in the shortest possible time!

Without delay, write down your values in order of priority,
using the above eight categories. Failing to establish your
foundation will result in you building on sand and not on
a solid rock.
Remember, this is only a one-off, lifetime investment.

1
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VISION

Do
not break
the law
of "the
vision",
you will
suffer.

Values

Vision
You have completed listing your values, roots, foundation,
constitution or Memorandum and Articles of Association.
Call it what you want. It is time now to build upon it. The
next natural stage is to clearly define your visions, aims,
goals, objectives. They all mean the same thing to me. So
remember, without a clearly defined vision you will not
succeed. In fact King Solomon puts it better:

"Where there is no vision, the
people perish: but he that
keep the law, happy is he."2

Simple, no vision, no success.
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When you list your visions, if it fails to meet any of the

When
I mentally
hold
my vision
and think
on it
day and
night, it
is as
if I am
drawing
electricity
from a
power
station.

nine criteria below, it is an indication that it is not clearly
defined. A vision that is not clearly defined is like a camera
out of focus, always producing blurred pictures. Make sure
that your vision complies with the nine criteria that form
OWNERSHIP.

O

Ownership

W

Written

N

No Impatience

E

Estimated Timescale

R

Realistic and Achievable

S

Specific and Direct

H

Harmony with Values

I

It Must Be Measurable

P

Positively Stated
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Ownership

You
may never
arrive
where you
are
heading
if you
fail to
map out
the route.

The vision that you wish to fulfil must be your own and not
someone else's. No one must force you. When you set your
own vision you are more motivated to achieve it.

Written
You must write down your vision clearly and be specific. If
you have not written down your vision, it may be because
you are not serious about it.

No Impatience
Fulfilling a vision takes time, effort and money and can be a
frustrating experience. If you do not develop the inner
ability to be patient, you may make hurried decisions, become
stressed or depressed. Feelings of this nature will only result
in you giving up. Do remember that you only fail when you
give up, so be patient and wait, for it will become a reality.

Estimated Timescale
Example, "I will purchase my Aeroplane on the 7 September
2003, at 12 midday." Set a date and time by which this vision
will be accomplished. If you fail to set a timescale, there are
no boundaries within which to work and therefore this can be
achieved any time. "I asked you to produce the report", said
the manager. "I have not done it yet, because you did not tell
me when you wanted it to be ready by", replied the employee.
Set timescales in almost everything you do and "save time."
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Realistic and Achievable

"For
as he
thinks
within
himself,
so he
is."

You must set visions that are realistic and achievable within
the timescale that you set. Failing to do this will result in
frustration. Ask yourself, can I achieve this vision within
the timescale that I have set? Do I have the opportunity right
now or do I need to wait for a more convenient time? Am I
taking on more than I can handle?

Specific and Direct

3

"I will purchase my Aeroplane on the 7 September 2003, at
12 midday", is specific and direct. Do not beat around the
bush about what you want to achieve, get straight to the point.

Harmony with Values
The visions that you set must fall in line with your values.
If you set values for your family, then set a vision that will
drive you forward to firmly establish that value. If one of
your values is to secure financial freedom, then show how
this will be achieved using the nine criteria - "OWNERSHIP".
With all values firmly established, the next stage is to use the
nine criteria, to establish the vision for each value.

It Must Be Measurable
If the vision is to be accomplished in five years time, list all
of the stepping stones to getting there? List all short, medium
and long term objectives that must be achieved?
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Positively Stated

Discouraging
thoughts,
bad habits
and
negative
attitudes
make life
boring.

"I want to achieve financial freedom in five years, but I do
not believe I will be able to." This is a negative statement.
Be positive. "I will achieve financial freedom in five years."
If this is not realistic and achievable then move to six or
even seven years. It is completely up to you. Negative
attitudes produce negative actions. Positive attitudes
produce positive actions.

IMMENSE BELIEF
Values

Vision
Immense
Belief
Immense belief is powerful, because what we believe we
act out. You must believe in yourself and in your ability to
succeed. If you believe you cannot do something, you will
not try as hard. Immense belief comes from within and must
be self generated. The more you focus and meditate on your
vision the more you generate immense belief. When I
mentally hold my vision in my mind and think on it day
and night, it is as if I am drawing electricity from a power
station. I have used this method for over sixteen years and I
have never lost my immense belief. It has caused me to rise
early to see what a new day will bring. Try it and feel the
power!
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STRATEGY

A
good
strategy
is
priceless.

Values

Vision
Immense
Belief
Strategy
Almost everything in life operates via a strategy. The birth
and development of a child, transportation, machinery,
building construction, cooking, sports, the human body, the
sun revolving around the earth and more. If you can identify
and use the best possible strategy in your chosen field, you
could become one of the worlds greatest contributors. When
I take my car to Mr Jones, my mechanic, he first runs the
car through a few tests to locate the problem. What was he
really doing? He was using a problem identification strategy.
A few years ago every company had a typewriter, now
almost everyone uses computers. Why? Someone has come
up with a better strategy. When a consultant comes into a
company s/he will ask to see your Memorandum and Article
of Association, the last three years accounts, current business
plan and more. What is s/he doing? Using a strategy to
identify your present business situation.

SCHOLAR

269

PURSUING EXCELLENCE
As a child growing up in Jamaica and coming to England

Avoid
thinking
and
saying,
"I can't".

at twelve years old, I hated school because of how I was
treated. I left school at fifteen without sitting a single
examination, I could barely read and write. The next seven
years of my life was hell, until at the age of twenty-five I
discovered that if I could improve on a few strategies, my
life would automatically improve.
I started out in the field of training in 1984 and since then
I have consistently improved every strategy in that area of
my expertise. I used to use a chalk board, I now use magic
white boards. I used to use overhead projectors, I now use
multimedia projection through my laptop computer. I used
to use an ordinary diary, I now use The Franklin Day
Planner system, one of the best time and life management
systems in the world. I used to give my delegates poor ways
to remember what they had learnt, now I use the most
effective and efficient ways of remembering. This book is
full of them. Planning training sessions has become easier
and teaching more fun. I've realised that sooner or later if
I don't come up with a better strategy, someone else will.
Let us review what you have completed so far, you have:



Listed your values.



Listed your visions for each value using the nine

Put them in order of priority.
criteria - OWNERSHIP.

Now take each vision and develop a strategic plan using the
following strategy in chapter 15, Action Without Planning.
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IMPLEMENTATION

Carefully
examine
all areas
before
taking
action.

Values

Vision
Immense
Belief
Strategy

Implementation

A thousand mile journey begins with one single step. To read a
book begins with a single word. The hour begins with a single
second. Be consistent and do a little every day. I watch tennis
players when the Wimbledon tournament begins in London and
often wondered why they take so much time to serve for a single
point. Their concentration, speed, accuracy and determination
is electric. They take their time, use maximum concentration,
skill, knowledge and energy to win the point. Why? Because
they are only playing for a single point at a time in their mind.
Yes, a single point, not two or three sets, just one point. This is
the attitude of a true champion in the making. Some people look
at their past and become disheartened and discouraged because
of what they used to do and because of this their actions are
affected. Champions do not get caught up with their past, other
than to learn from it. They are disciplined, self-controlled and
patient. They have realised that yesterday is a cancelled cheque
and tomorrow is a promissory note but right now it's cash in
hand and if they do not use it, they will lose it. Do not let
yesterday's failures stop you from doing your best today.
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OPEN COMMUNICATION

Do
you
speak
words
that give
life or
words that
produce
death?

Values

Vision
Open
Communication

Immense
Belief

Implementation

Strategy

The tongue has the power of life and death, and those who
love it will eat its fruit.4 The human tongue is one of the
most lethal weapons on the face of the earth. We use it to
encourage, give support, express our love and at the same
time it can be used to discourage, destroy and express bitter
hatred. No tree produces two different kinds of fruit, but
the tongue can, in quick time. What kind of thoughts do
you have about yourself and others? What kind of words
do you use to your spouse, children, colleagues, customers
and others. Whichever route you take, you will eat the fruit
thereof, because the seed that you sow, you will reap. Not
only will you affect the life of others but you will also
affect your own life.

Remember this fact, every time you have
a thought or speak a word, it falls within
one of two categories, death or life.
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Open communication deals with what we say to others and

The
human
tongue is
one of
the most
lethal
weapons
on the
face of
the earth.

ourselves. Some people use a style of intimidation to put
off their opponent in order to win a game. I have often
observed boxers and wrestlers as they try to defeat each
other before they get into the ring. They declare how great
they are and how easy it will be for them to defeat each other.
Some make sure their opponent reads it in the newspaper,
watches it on the television or hears it on the radio. This
form of open communication is designed to intimidate
and produce fear. The most dangerous form of open
communication has got to be what we say to ourselves.
During a game of squash, I am always having a conference
with myself, which goes something like this. "Well done
Errol, you lost that point but you tried your very best." "You
played a great shot my son." "What a great point I just lost."
"My opponent is very good but I am better." "I can if I keep
on believing I can." "Unlucky Errol." "I must use the SAS"
(Special Air Service? Not quite. "Speed, Accuracy and
Stamina.")
What we say out loud is often an indication of the
conference going on inside of us. Be careful who you invite
to your conferences. Do not invite Mr Doubt, Mr Lack of
Confidence, Mr Do Little, Mrs Hopeless, Mr & Mrs Fear or
Miss I Can't. They like you, in fact they love you. It has been
said that 70% of what we say to ourselves is often negative.
Stop saying negative things to yourself and others, especially
your family. Negative internal communication leads to
negative action, and negative actions leads to negative
results.
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NEVER FAILING TO REVIEW

Failing
to review
may cause
you to
miss
some vital
clues.

Values
Never Failing
to Review

Vision

Open
Communication

Immense
Belief

Implementation

Strategy

Failing to review may result in you failing to learn what to
do or not to do. Review everything so as to improve
performance. Ask yourself:
1.

Have my values changed?

2.

Have I achieved my vision?

3.

How effective was my strategy?

4.
5.

How appropriate was the implementation?
Was my internal and external communication befitting?

6.

What have I learnt?

My time management system allows me to review every
single day of my life. It gives me the opportunity to assess
how effective I was with my 24 hours. I set aside 15-20
minutes every morning to review my values, visions,
strategies and daily priorities. This time is known as my
QUEST. Quiet Uninterrupted Empowering Solitary Time.
Champions never fail to review.
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Summary

"Do
not wear
yourself
out to
get rich;
have the
wisdom
to show
restraint."

5

Step one:

Record all your values and put them in order of
priority.

Step two:

Take each value one at a time and record all
your vision/s for that value.

Step three: Believe in yourself and in your ability to become
the best you could possibly be.
Step four: Take each vision and develop a strategic plan.
Step five:

Put your plan into action.

Step six:

Because you are always thinking or talking, use
it to your advantage by encouraging yourself
and others. Think of life-giving thoughts and
speak life-giving words.

Step seven: Review all of the above weekly.
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Interruptions
are a
fact of
life.

Chapter 13

INTERRUPTIONS

What's in store for you?


Interruption Model
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INTERRUPTIONS
The
hospitals
are full
of people
whose
lives are
interrupted
because
of their
lifestyle.

E

very book written, seminar conducted or tape recording
on time management, has commented on the problem

of interruptions. This is one of the most time wasting areas,
yet it can be the most rewarding. Every time I run a time
management course, I divide the delegates into groups and
ask them to list the barriers to time management.
Interruptions always come within the top five answers.


Interruptions are a fact of life and you cannot live
or work without them. They have been here from
the very beginning of time and will be to the end.
No matter how careful you are about controlling
interruptions in your life, there are times when you
will fail. Wherever you hide you can still be interrupted,
even if there are no human beings around. There were
times when I was writing this book, the children were
at school, my wife was away and I was home alone.
Then suddenly, I have to stop and run to the toilet!



One interruption from an unexpected visitor could
take a few hours or more out of your day. Let us
assume that on average you are unjustifiably interrupted
for sixty minutes every day, for one year. At the end
of that year, you would have lost over fifteen days to
interruptions. Can you afford to lose fifteen days each
year in inconvenient interruptions? If your answer
is no, then you must develop a strategy to deal with
interruptions. Fig 13.1 gives an overall indication of
certain types of interruptions.
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Interruptions

Take
care of
your
lifestyle in
order to
experience
less
interruptions
now and
in later
life.

Fig 13.1 "Interruption model."

There are internal interruptions such as pain, acute
stress, sickness, complacency, procrastination and many
more. Some of which we have no control over and as
such we must accept them. There are also external
interruptions which fall into one of the following
three areas:



Justified Interruptions



Untimely Interruptions

Unjustified Interruptions

Justified Interruptions


This type of interruption can be far more important
than the task you are working on at the time. It can
bring many good benefits. Imagine that you are sitting
down meditating on your money problems for the last
two hours. You are trying to come up with an idea
that would free you from your situation. All of a
sudden, in bursts your older brother and interrupts
your thought. What type of interruption is this? We
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cannot say for certain because your brother has not

"Do
not boast
about
tomorrow,
for you
do not
know
what a
day may
bring
forth."
1

given a reason for this interruption. Let us hear what
he has to say. "Samantha," shouts the older brother,
"have I got news for you, we have just won £6,000,000
on the lottery." Now what type of interruption is this.
Yes, a justified interruption.
In most cases you cannot identify what kind of
interruption you will be faced with, or how to deal with
it, until you know the reason for the interruption. A
unique way of discovering what type of interruption
it is, is to ask the person directly, "How can I help
you?"

Unjustified Interruptions


One of the most frustrating experiences has got to be
when you are working on your A1 priority and in full
flight, gliding along smoothly with your thoughts
working like they were created to. You feel powerful,
excited and in control, then in bursts your younger
brother, a friend or an employee to say, "Sorry to
interrupt you, but did you see that match last night...?"
Don't you just want to explode? There are a multitude
of unjustified interruptions which are usually justified
to the other person but not to you. They are a nuisance
and a waste of your precious time.
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Learn
to
say
No!

Fig 13.2 "Sorry to interrupt you, but did you see that match
last night, what did you think?"

Untimely Interruptions


In this area the interruption is justified but the only
problem is that the interruption came at the wrong
time. If the interruption is untimely, make an
appointment in order that it will receive your full
attention.
When you are interrupted, your first task is to identify
which of the three categories the interruption falls
into. Is it justified, unjustified or untimely? Armed
with the right information, you are now able to make
the right decision.
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Justified Interruption

-

deal with it

immediately.

Interruptions
are not
all bad.



Unjustified Interruption -

eliminate it

immediately.




Untimely Interruption set appointment
immediately.

One of the most effective ways to control interruption is
to set daily tasks that are in line with your values and
visions. Put them in order of priority and begin with your
most pressing task - your A1. While you are working on
your A1 task, let everyone know that you are not to be
interrupted. If necessary, put up a big sign on your door.

Fig 13.3

Find a quiet place, use the library, work from home, or
get someone to screen your calls.


Because interruptions are a way of life, you must be
wise in your planning and make allowances for them.
If a report is to take three hours to write give yourself
four hours. If your journey is to take one hour, give
yourself two hours.



Do not be found guilty of interrupting others
unjustifiably. For the seed that you sow, you will reap.
Others may be looking for ways to prevent you from
interrupting them.
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Be aware of the environment in which you work or
live, it could be a major cause of interruptions. I

"He
who
cherishes
understanding
prospers."

worked in an open plan office with eight of the most
loving employees in the world. I was distracted by
everyone's telephone calls, conversations and other
general office duties. The interruptions in this office
were magnified by at least eight times. Most open plan
offices are designed to save money and improve
communication. While money is being saved in some

2

areas, they may be lost in interruptions.


Make a complete list of the people, situations or
things that interrupt you throughout the course of a
week. Once you have found out, take immediate
action. It is extremely difficult to defeat your enemies,
if you do not know who or what they are. Unjustified
interruption is one of your worst enemies.



At the end of each day, stop and take time to review all
the interruptions that you experienced. How did you
deal with them?



How many times were you interrupted today?




Did you ask the right questions?

How much time did you lose?
Did you listen effectively to identify what kind
of interruption it was?





How did you feel when you were interrupted?



What did you learn?

Did you deal with the interruptions effectively?
Did you deal with it immediately?
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Complacency
is out to
destroy
your
life.

Chapter 14

COMPLACENCY

What's in store for you?


The Sower and the Seed
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COMPLACENCY
Do
not
become
complacent
because
of success
or failure?

C

omplacency is a state of being self satisfied with
one's own virtues or accomplishments, even in the face

of real or potential problems. Complacency will cause you
to stop growing, achieving your full potential, cause you
to fail and to become a sluggard. The richest men and
women in the world have discovered a fundamental law,
which states, "Lazy hands will make you poor, but diligent
hands bring wealth."1 Allow me to share a story that will

assist you in understanding complacency and how to defeat
it. It is titled, The Sower. This story is a master piece and
teaches us a magnificent lesson. Every man, woman and child
reading this book will fall within one of these four categories.
Three of complacency and one of overcoming complacency.



The Way side Complacent Person




The Thorny Complacent Person

The Rocky Complacent Person
The Good Ground Person, the Winner and the Overcomer
The Sower

2

1.

"A sower went out to sow his seed:

2.

And as he sowed, some fell by the way side; and they
were trodden down, and the fowls of the air devoured
them.

3.

And some fell upon a rock; and as soon as they sprung
up, they withered away, because they lacked moisture.
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Complacency
4.

Do not
devalue
the knowledge
that you
have
received
over the
years.

And some fell among thorns; and the thorns sprang up
with them, and choked them.

5.

And some fell on good ground, and sprang up, and
bare fruit an hundredfold."

The sower in this story is your teacher, instructor, parents,
guardian or someone who is imparting knowledge to you.
The seed is the knowledge that has been given to you. For
example, I am also a sower, because I have written this
book. The knowledge in this book, is the seed.

The Way Side Complacent Person
"And as he sowed, some fell by the way side; and they were
trodden down, and the fowls of the air devoured them."

Fig 14.1 "Seeds been trodden down, while the fowls of the air devour them."
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The way side is the footpath or road where some of the

Do
everything
in your
powers, to
remember
all that
you have
learnt.

sower's seeds fell. As people went about their daily
business, they walked upon the seeds and crushed them.
They were then eaten up by the birds of the air. See Fig 14.1.
The way side person is someone that has received knowledge,
information, instruction or have read this book. Within a
short space of time, all, or most of what they were taught,
has been completely forgotten. In other words, it has been
trodden down and devoured. This indicates that the time,
effort and money invested in acquiring the knowledge, has
been wasted. They have gained the title, "a hearer and not a
doer". You must pay more careful attention, therefore, to
what you have heard, so that you do not drift away, or let
them slip.3
When I read a book, listen to a tape, watch a video or attend
a training session, I always, always take notes. Thereafter,
I review my notes every day for two weeks, then once a
week, then every six months. Then annually. I do this until
I completely understand the information and have committed
it to memory. The information or the seed is now embodied
in me and I am subsumed by it. In other words, I do this until
I am illuminated by that information.
I have been so effective in this process, that the SCHOLAR
training programme was partly designed from my notes.
What is even more astonishing, is that this book is written
from those notes also. I have no time, place or room for Mr
& Mrs Complacency. Have you?
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Complacency
The more you remember, the more you learn,

Have
you
forgotten
already?

the more you learn, the more you do.
The more you do, the better you become,
the better you become, the better
others around you will become.
The better others around you become,
the better the world will become.
The better the world becomes,
the safer a place it is for
everyone to live in it.
Treat complacency as an enemy that is trying to stop you
from keeping knowledge in your mind and heart. If you do
keep it and act upon it appropriately, you will become
successful and powerful. Remember that the person who
gathers crops in summer is a wise person, but the person who
sleeps during harvest is a person that causes shame.4 Gather
all that you can, while you can and improve your opportunity.
Leave Mr & Mrs Complacency alone and do not bring
shame upon yourself, your family, or your organisation. If
you idle away your youth, it will bring shame to you in
your old age.

The Rocky Complacent Person
"And some fell upon a rock; and as soon as they sprung up,
they withered away, because they lacked moisture."
Because the rock does not have any moisture, the seed only
sprouts a little. However, when the sun comes out, it dries up
and withers away. See Fig 14.2.
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Never
settle for
second
best!

Fig 14.2 "Dying on the rocks."

The seed that fell upon the rock, is the knowledge that
you received with exceeding joy. You were excited about
this new knowledge and you saw ways in which it could
improve your life and help your family, friends, community
and even the world. You told your friends all about it. Your
intentions were great and encouraging. You felt on top of
the world as you smiled with enthusiasm, determination
and self motivation. In your heart you shouted, "Nothing
could stop me now!" Then suddenly, the clouds of doubt
began to set in and a little rain in your life began to make a
threat. Before you knew it, thunder and hailstone rained
down in your life and all hell broke loose. Your life is in
turmoil and distress. Because of this, you decide to remain
in your complacent position and give up completely on
your dream. You settle for second best because it is easy and
comfortable.
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Complacency
Whatever you try to achieve in life, my friend, must be

Love
what you
do and
do what
you love.

tested. Many great achievements are the result of hard
work, pain, suffering and in some cases death. Try cooking
your family's dinner without heat. You have peeled the
potatoes, prepared the rice, seasoned the steak and the
vegetables are ready. Everything is in place, but you have no
heat. No heat, no cooked food. No testing, no positive
results.
Why have so many people failed to achieve their dreams
or their full potential? Why have they set New Years
resolutions and within four weeks they give them up? The
answer is simple, they have been tried and tested with the
heat of pain, hard work and suffering and then they gave
up. If you wish to overcome Mr & Mrs Complacency, you
must endure pain, hard work and suffering. Therefore, my
friend, you must:



be faithful and determined;



always give yourself fully to your work, knowing that
your labour will not be in vain.

let nothing move you;

If you continue to sow the seed of complacency, you will
reap its fruit. You will never become a champion keeping
company with Mr & Mrs Complacency.

The Thorny Complacent Person
"And some fell among thorns; and the thorns sprang up
with them, and choked them."
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Is
there
anything
in your
life that
you have
become
complacent
with,
over the
years?

Fig 14.3 "The good seeds being choked by thorns."

The thorny person was not complacent when s/he received
the seed. It was the thorns that caused the problem, because
they choked and destroyed the good seeds, as seen in
Fig 14.3. This is a representation of the things in your life,
that you are complacent with, possibly since childhood.
Every time you try to do something good, this thorn pops
up and fights against you. Is there anything in your life
that you have become complacent with over the years? To
allow past problems to remain unresolved may cause
today's or tomorrow's conflict. Is it true that every time
you try to do something good, a thorn rises up and causes
problems?
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Complacency
The thing that stops you from being totally committed to

Do
not mix
with the
wrong
crowd.

your task or dream is your thorn. You must identify the
thorns in your life and destroy them if you can, before they
destroy every good seed in you. You have what it takes
to succeed and if you get rid of the thorns, you may achieve
unprecedented heights. Are any of these your thorns?
1.

I could never achieve anything.

2.

I think I am ugly, unattractive and stupid.

3.

I will never have money and be financially free.

4.

Nobody loves me.

5.

I am not good enough to achieve anything.

6.
7.

I am too old.
I am only a woman.

8.

I am black.

9.

I am not intelligent.

10.

I am still hurting over what was done to me by my
parents.

11.

I was abused badly.

12.

I cannot forgive.

The purpose of a thorn is to fight against you and destroy
your good seed. Your thorn may not just be internal but
external. Maybe you have become complacent with the
wrong company who are choking you. Identify every
internal and external thorn that affects your life and weed
them out immediately if you can. Weed out every situation
surrounding your life that is choking you.
A key lesson to note here is that the three complacent
persons are at different stages of development. The way side
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person was so complacent, that the seed didn't even begin

Complacency
is not
your
friend.

to grow. With the rocky person, the seed sprouted a little,
before the heat destroyed it. The thorny person went much
further in growth, but did not bring forth any fruit to
perfection, because it was choked and destroyed.
In the space provided, list your internal and external thorns.

What actions will you take to eliminate them?
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"The
ear that
heareth
the
reproof
of life
abideth
among
the wise."

The Good Ground Person, the Winner and the
Overcomer
"And some fell on good ground, and sprang up, and bare
fruit an hundredfold."

5

Fig 14.4 "Fruit in abundance."

In three of the four places where the seeds fell, there were no
indications that anything was wrong with the seeds. It is clear
to see that where the seeds fell was the problem. The seeds
were fully reliable and capable of producing an abundance of
fruit but it needed the right environment. The place where
knowledge must be fertilised and grow is in the heart, the
only place for them to abound in order to bring forth the fruit
of success. Therefore, you must weed out and protect your
heart with all diligence, for out of it come the issues of life.

SCHOLAR

295

PURSUING EXCELLENCE

Your heart and mind

"Out
of the
abundance of
your
heart,
your
mouth
will
speak."
6

is the key.

If your heart is full of complacency, lies, foolishness, hatred,
bitterness, malice and conflict, that is what will flow from
you. In other words, "out of the abundance of your heart,
your mouth will speak".6 If you squeeze an orange, you will
get orange juice. When pressure is applied to your life, what
ever is in your heart, will come out. If you have an honest,
wise and good heart, it will guide your mouth, add
knowledge to your life and guide your lips.
Right now, open a bank account in your heart and store up
every good thing about yourself and keep it guarded. Store
up knowledge that will benefit you and everyone around you.
Complacency, lies, foolishness, hatred, bitterness, malice and
conflict with others puts your account into overdraft.
Therefore, close the old bank account with its overdraft and
get rid of everything that is an hindrance to your life. Why be
poor in heart when you can be rich in heart. Now that you
have received and kept the seed in your heart and mind,
you can be certain that it will produce fruit in abundance
beyond your imagination. The story revealed that it would,
"bear fruit an hundredfold", see Fig 14.4.

When the going gets good,
the good get going.
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"To
learn,
you
must
want
to be
taught."

Chapter 15
1

ACTION WITHOUT
PLANNING
What's in store for you?


Action Plan
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"Plans
go wrong
with too
few
advisors;
many
advisors
bring
success."

2

ACTION
WITHOUT PLANNING

A

plan is a detailed scheme, programme, or method
strategically worked out beforehand to aid the

accomplishment of something. That something could be a
wedding, business, party, family outing, organising a sports
team or an evangelism programme. Action without a
systematic and detailed plan is one of the major causes of
failure in the home and in the workplace.
What would you say to the managing contractor who turned
up to build your new home without architectural drawings
or a detailed plan? My guess is that you would give him the
sack. A plan is a guide, a road map or a tool to help you
accomplish your vision and without it you could lose your
way. How many relationships have you destroyed because
you acted without thinking first. How many times have you
spoken or acted in haste only to find that there was more
hope for a fool than for you? Action without planning is
like eating fruit before it is ripe. Think, think and think
again before you act. Those who pay careful attention or
persistently use detailed plans, will be successful, but those
who are hasty will fail.
As soon as we have an idea we tend to dive straight in with
the action, only to realise later that this was a big mistake.
In chapter 12, Goals and Values, the planned strategy
came before implementation, see Fig 15.1.
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Action Without Planning
Values

It is
sheer
madness
to act
before
you
plan.

Never Failing
to Review

Vision

Open
Communication

Immense
Belief

Implementation

Strategy

Fig 15.1 "The seven top traits of a champion."

Action Without Planning

Planning Before Action

1.

Hard to measure

Easily measured

2.

Very risky

Low risk

3.

Reactive

Pro-active

4.
5.

Time wasting
Expensive

No time wasted
Inexpensive

6.

High failure rate

High pass rate

7.

Informal

Formal

8.

Blurred vision

Crystal clear vision

9.

Hard to control

Easily controlled

10.

Low productivity

High productivity

11.

No point of reference

Easy point of reference

12.
13.

Confuses teamwork
Stressful

Unifies team
Stress free

14.

Hasty decisions

Planned decisions

15.

Little or no consultation

Much consultation

16.

No overall view

Overall view

17.

Hard to evaluate

Easy to evaluate
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With these listed advantages and disadvantages, you cannot

Action
without
planning
is like
eating
fruit
before
it is
ripe.

afford not to think and plan before you act. It is madness to
act before you plan.
It is important to know where you are, where you want to
go and how to get there. The how to get there is your plan.
A good plan may take you days, weeks or even months to
construct, but it has the potential of saving your health,
time and money. Never put together a plan that cannot
be changed and at the expense of your life and your family.
Be flexible.

While your plans are flourishing,
has your family been left out?

In order to complete the following task, spend some time
going over chapter 11, Organisations and chapter 12, Goals
and Values. Maybe you are about to get married, you have
a business idea, a party, or sports team to organise, etc.
Complete the following to produce a complete action plan
or as some may call it, a detailed business plan.
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Objectives

What
the future
holds for
you is
up to
you.

1.

List your value/s for this specific project and put them
in order of priority.

2.

List your vision/s using the nine criteria - OWNERSHIP,
in chapter 12, Goals and Values.

Reliable People
1.

List all the people that you will work with and identify
what Attitude, Skills and Knowledge they must possess.

2.

List your training and development policy.
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Gaining and Keeping Customers

"Anxious
hearts
are very
heavy
but a
word of
encouragement
does
wonders!"

1.

List your customers and give proof of market research.

2.

List your customer care policy for gaining and keeping
customers.

3

Advertising and Promotion
1.

List your advertising and promotion strategy.
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New Ideas

"Work
hard
and
become
a leader;
be lazy
and
never
succeed."

1.

What will you do to remain innovative in the market
place?

4

Inspired Leadership
1.

How will you build on your strengths, eliminate
weaknesses, exploit opportunities and remove threats?
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Services and Products

Think,
think,
and
think
again
before
you act.

1.

List the benefits of your service and product.

Aggressive Selling
1.

How will you sell to your customers?
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Technology

"Self
control
means
controlling
the
tongue!
A quick
retort
can ruin
everything."
5

1.

List the resources that you need and show how you
will stay in touch with the growing technology in your
field.

Information / Communication
1.

What information do you require and how will it be
obtained?

2.

What are the lines for communication and how will
decisions be made?
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Organised Financial Planning

"Some
rich
people
are poor
and some
poor
people
have
great
wealth!"
6

1.

How much money do you need, where will you get it
and how will you pay it back?

2.

List your financial policy and the system you will use
to control your finances.

Networking
1.

Who are you advisors?

Suppliers
1.

Who are your suppliers and what are their terms?
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No
matter
how
difficult,
never
quit.

Chapter 16

LACK OF
REVIEW
What's in store for you?



Disadvantages and Advantages of Reviewing
Two Powerful Memory Aids
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LACK OF REVIEW
Do not
throw
away your
hour of
opportunity.

D

o not merely listen to the word only and so deceive

yourselves. Do what it says.1 A fool is a person who

knows what to do but refuses to do it and a wise person is
one who knows what to do and does it. Knowing you
should review is not enough, you must do it. To review is to
look over, examine again, look back on, a second repeated
study or general survey.
In one of our SCHOLAR training sessions the question
was asked, "What should we review?" Delegates replied,
we should review our:
1.
2.

Life plans
Values

3.

Visions

4.

Relationships with family members and others

5.

Health and fitness

6.

Strategies

7.

Attitude, skills and knowledge

8.

Resources, which include family members

9.
10.

Achievements
Disappointments

11.

Books that we have read

12.

Tapes that we have listened to

13.

Video tapes that we have watched

14.

Courses that we have attended at school, college or work

15.

Personality and growth

16.

Thoughts

17.

Actions and how we spend our time
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After this list was produced, I asked the delegates to tell me

The
purpose
of
reviewing
is to
improve
performance.

how many of them were reviewing all of the above. The
answer, none. What is your answer?

What are the disadvantages of not reviewing?
1.

Forgetfulness

2.

Failure to learn from mistakes

3.

Failure to change

4.

Wasted time and effort

5.

Wasted money

6.

Lack of foresight

7.
8.

Disappointments
Failure to operate at maximum potential

What are the advantages of reviewing?
1.

Greater achievement

2.

Improved performance

3.

Greater sense of worth

4.
5.

Confidence
Growth and advancement

6.

Self motivation

7.

Change occurs

8.

Power

9.

Advance in knowledge

10.

Inner peace

11.

Clear direction

12.

Able to stay on target
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What kind of person would you be and how much would

Reviewing
saves
time
and
money.

you be worth, if you remembered everything you learnt
over the last ten years? You could be priceless, powerful
and one of the most positive individuals on earth. For
thirteen years I have devised memory aids, studied memory
techniques and other systems to assist me in achieving
one of my dreams. That dream was to remember everything
that was worth remembering. Today I am a triple P.

P

Priceless

P

Powerful

P

Positive

The art and secret of a triple P is:

A

Action

R

Revision

T

Teaching

Action
One of the most powerful ways to learn, is by doing. Put
what you have learnt into practice straight away. It will give
you an unbeatable advantage.
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Revision

"A
generous
man will
prosper;
he who
refreshes
others
will
himself
be refreshed."

2

From your list of things to review, decide what you want
to review daily, weekly, monthly and yearly and stick to it.

Teaching
A wonderful method I've used to reinforce what I have
learnt is to teach it to others. I teach my children every day,
people I meet, members of my community, and now to the
world.

"It is possible to give away and become
richer! It is also possible to hold on
too tightly and lose everything.
Yes, the liberal man shall be
rich! By watering others,
he waters himself."3

Are you a triple P?
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Are
your lips
adorned
as rare
jewels,
or are
they filled
with the
poison
of an
Asp?

Chapter 17

LACK OF SELF
DEVELOPMENT
What's in store for you?



Thirteen Sources of Power
One Powerful Memory Aid
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"I
would
have you
learn this
great fact:
that a life
of doing
right is
the wisest
life
there is."
1

LACK OF
SELF DEVELOPMENT
V

Values and Vision

E

Expertise

R

Results

I

Indispensability

F

Formal Authority

I

Information Rightly Applied

C

Centrality

A

Action

T

Total Control

I

Interpersonal Skills

O

Openness

N

Networking

S

Sacrificial Love
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Lack of Self Development

Are
you in
charge
of your
own self
development?

LACK OF
SELF DEVELOPMENT

I

n our world today we have plenty of gold and rubies in
abundance, but lips that speak knowledge are a rare

jewel.2 Are your lips adorned as rare jewels or are they filled

with the poison of an Asp?
Many people have refused to take total control of their own
personal development. They have no clearly defined written
values, vision or strategy. They are trapped in chains as in
Fig 17.1, barely getting by, they are what I call triple D's,
discouraged, dissatisfied and distressed.

Fig 17.1 "Are you trapped in chains."
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I wish to help you establish the real truth about yourself

It
is a
wonderful
thing
to be
free.

and assist you to unleash your maximum potential. The
simple memory aid titled, VERIFICATIONS, if applied, will
change your life. It has changed mine and thousands of
other people. Especially people who were disadvantaged
and underprivileged.
When I lived in Jamaica, I used to take the donkey to the
river for water, but no matter what I did, the donkey would
not drink. I would kick, push and scream at the donkey,
but he still would not drink until he wanted to! Your
development is in your hands, it is your responsibility. If
you refuse to drink, there is not anything anyone in the
world can do until you are ready. We could kick, push and
scream at you as much as we like, it is still when you are
ready. I believe that you have read this far because you are
more than ready. I am about to share with you thirteen of
the most powerful secrets to power and self development.
If you obey these fundamental principles, I promise you that
your life will never be the same.

Values and Vision
Please review chapter 12, Goals and Values.
The more crystal clear your values and visions are, the more
powerful you become within yourself. The opposite is also
true. Without values and vision you are powerless and at the
mercy of others. Self development begins when you set
clearly defined values and visions for yourself. Without them
you will be shooting in the dark, watch out for the rebound.
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Expertise

No
one can
do it
for you,
you must
do it for
yourself.

Once you have chosen your career or the thing you wish to
spend most or all of your life doing, become an expert at it.
Is it not true that over 90% of the people who receive the
highest wages are the experts? In sports and entertainments
who are the highest paid people? I submit to you that they
are the experts. In any organisation, the highest paid people
are the experts. If you do not believe me check it out. We
pay footballers millions for their expertise. Bill Gates
(the computer giant) has become one of the richest and
most powerful men in the world because of his expertise.
The more you become an expert in your organisation or
chosen field, the more powerful you will become.

Results
What is it that makes Michael Jackson so popular? Results.
What is it that makes Bill Gates so rich and famous? Results.
Why is Martin Luther King Jnr so loved? Results. Why is
Jesus of Nazareth followed by millions around the world?
Results. Results are the key to becoming popular, whether
the result is positive or negative. If you want to be powerful,
produce positive results.

Indispensability
If your employer was to reduce the number of staff on the
payroll, would your name be the first or the last on the list?
The fact that your name ever appeared on the list means that
you are dispensable. An indispensable person is one who
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thinks, talks and behaves like the chairperson, chief

If you
want
to be
popular
and
powerful,
you must
produce
results.

executive and the boss. They go beyond the call of duty
by doing more than what is expected of them. They know
the current status of the organisation, where it is going and
how to get there. More importantly, they are one of the key
players, helping the organisation survive in the market
place. Think, think and think again of ways that you could
become indispensable in your family or organisation and
do them. Indispensable people are confident and powerful.

Formal Authority
The police, judges, bailiffs, social workers, leaders, directors,
school governors and parents, etc., all have formal authority.
If you are in a position where authority was formally given
to you, then you have power. Please remember that misused
power can ruin your life and corrupt you.

Information Rightly Applied
The more information you have or the more knowledgeable
you are, the more you are worth. Write down your skills
and areas of knowledge. I believe this list will blow your
mind. I did this with a lady in one of our SCHOLAR training
programmes and she could not believe how much she had
stored up in her computer - her mind. Are you hiding all or
some of your skills and knowledge in a secret safe when
it could all be working for you? Share what you know with
others, some would love to pay for it. In addition to what
you already know, continue to store more information into
your mind daily and do not forget it no matter what. As in
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Fig 17.2, why waste time when you can look after spirit, soul

Think
like the
chairperson,
chief
executive,
and the
boss.

and body together.
1.

Read one book a month.

2.

Listen to at least one audio cassette a week on subjects
of your choice. Listen to it at home, in the car or as
you commute.

3.

Watch educational videos as frequently as possible.

4.

Become a member of your local library immediately.

5.

Build your own library at home.

6.

Study various memory techniques and use them.

7.

Teach what you know to your friends, family and

8.

others.
Obtain a good dictionary and thesaurus.

9.

Study three new words every week.

10.

Read, listen and watch the news.

Fig 17.2 "Why waste time."
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Design the above to suit your specific needs and remember,

Open
an
account
in your
mind and
store
information into
it daily.

information rightly applied is wisdom and power.

Centrality
Centrality is being at the centre or the heart of things. If
every decision at home or work has to go through you, then
you have power. If every cheque that goes out of your home
or office needs your decision or signature, then you have
power. If you control and dominate the centre of the squash
court or most sports or board games, then your chances of
winning is greatly increased. Centrality is power.

Action
Are you known as a procrastinator, hearer only or a doer?
Many have great values, visions and strategies but no action.
If you do not get up and do, you will not have power.
Remember my friend, "A little sleep, a little slumber, a little
folding of the hands to sleep, so shall your poverty come
on you like a prowler, and your need like an armed man."3
There is no magic wand I can give you to enable you to get
up and do! other than to say, get up and go because action
is power. No one who falls in love with their values and
vision need any persuasion in order to take action. They
are driven by an internal force, spirit or power that appears
to have a life of its own. It's time to fall in love!
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Total Control

"A
kind man
benefits
himself,
but a
cruel
man
brings
trouble on
himself."
4

If you are in control of the resources and systems in your
home or organisation, then you have power. I heard about a
doorman who worked in a very large office building. The
company he worked for decided to make some staff
redundant and one of the first staff to go was the doorman.
Several weeks later, the company was in chaos. Therefore
the bosses sat down to identify the root of their problems.
After a little while, they discovered that the system the
doorman used to direct suppliers, visitors and others was not
in place. Therefore they quickly reinstated the doorman at
the same wage. If only he knew how much power he had.

Interpersonal Skills
One of the most important skills that I have developed and
mastered over the years, is the ability to deal with people
effectively. I live with my beautiful wife and five daughters.
I teach hundreds of people each year. I attend a church
organisation with a UK membership of around 5,000 people.
I communicate with people every day of my life, through
letters, the telephone, the internet or face to face. Because I
generally love to meet people, I must master my people
skills. The ability to get on with people is priceless and
powerful, I would never give it up. Take my money but leave
me with this priceless and powerful skill. "If it is possible,
as far as it depends on you, live at peace with everyone."5
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The
ability
to get
on with
people is
priceless
and
powerful,
I would
never give
it up.

Fig 17.3 "Live at peace with everyone."

Interpersonal skills are the skills that you need to enable you
to deal with others effectively. The most commonly used are:




Listening




Assertiveness

Communication
Negotiation
Body language

Openness
Being open simply means that you are willing to share and
listen to understand others, without a judgemental attitude.
The more confident you are about yourself the more open
you will be with others. I have found much power and
pleasure in being open with my family, friends and even
with strangers. Having an open mind promotes learning.
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Networking

"He
who walks
with wise
men will
be wise,
but the
companion of
fools will
suffer
harm."

If you wish to be successful, you must live your life in the
company of extraordinary men and women. I am well
informed that, "in the multitude of counsellors there is
safety",3 therefore I have lived in the presence of individuals
that I regard as some of the greatest human beings on the
planet. Some of these individuals I have never met, but
their influence on my life has been extraordinary. I have
listened to their tapes, read their books, watched their videos
and attended their seminars. To these men and women I
pay tribute.
Please turn to chapter 11, Organisations and read the section
on networking.

6
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Sacrificial Love

Sacrificial
love
is the
greatest
gift from
one
human
being to
another.

We hear so much talk about love almost everywhere, but
most of it is not sacrificial love. Sacrificial love states, "I
love you no matter who you are, or what you have done." I
am very aware of some of the evils that are performed by one
human being upon another. My family and I are the victims
of such callous wickedness. Sacrificial love is the ability to
rise above or surpass anything ever done to you. It goes
beyond an emotional affection and reaches into a redemptive
understanding of good will to all men, women and children.
For me sacrificial love is the most powerful weapon on the
face of the earth, for it cannot fail if used properly. Make no
mistake my friend, this type of love is also the hardest thing
on the planet to sacrifice, and only a few people can.
"This love:
1.

is patient and kind.

2.
3.

It does not envy,
it does not boast,

4.

it is not proud.

5.

It is not rude,

6.

it is not self-seeking,

7.

it is not easily angered,

8.

it keeps no record of wrongs.

9.

It does not delight in evil but rejoices with the truth.

10.

It always protects, always trusts, always hopes, always
perseveres.

11.

It never fails."7
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Lack of Self Development

The secret of living is helping

"Free
yourself,
like a
deer from
the hand
of the
hunter, or
like a
bird from
the snare
of the
fowler."

others to achieve their
unlimited potential
and dreams.

I used to carry cigarettes, a lighter and a pack of playing
cards to gamble with anyone who dared to challenge me,
any time and anywhere. Now that I am free as in Fig 17.4, I
carry my electronic bible, dictionary, thesaurus and my
Franklin Quest Day Planner, with my values, visions and
daily priorities. My friend, what do you carry around with
you every day?

8

Fig 17.4 "Freedom is sweet."
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"Pride
only
breeds
quarrels,
but
wisdom is
found in
those who
take
advice."
9

Fig 17.5 "Which team are you on?"
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"Let
your yes
be yes
and your
no be
no."

Chapter 18

1

YES/NO

What's in store for you?


Seven Key Principles
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YES/NO
Stop
saying
"yes"
when
you
mean
"no".

1.

Simply let your "Yes" be "Yes" and your "No" be "No".1
Have you ever said yes to someone when deep down
in your heart you really wanted to say no? Learning to
say no is one of the greatest time savers I know.

2.

When you say yes and do not live up to your word,
you lose credibility. Therefore, when you say yes and
live up to your word, you gain credibility.

3.

Many people find it extremely painful and difficult to
say no. I developed the ability to say no gradually
over a long period of time. You too must do the same if
you are to master this unique skill. You must practice
saying no without giving any reasons. "Errol, may I
borrow your car please." My response, "No." Not,
"No because..." but simply, "No", my word is good
enough. If you choose to give a reason, that is fine,
but you must not feel that you have to.

4.

Saying "No" without feeling guilty or having to give
a reason for your decision, is a sign of confidence. If
you feel guilty, worried or disappointed because you
said "No", you may lack confidence.

5.

Continuing to say "Yes" to every job that is given to
you can seriously damage your health and destroy
your life. You must know your limit and be wise. Do
not take on more than you can handle, like the person
in Fig 18.1.
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"An
honest
answer
is like
a kiss
on the
lips."
2

Fig 18.1 "When will you learn to say No?"

6.

You can say "No" to requests in many different ways.
"I am sorry, but I cannot." "It is not possible." "No."
"I am unable to do that." "You must be joking!"
"Absolutely not."

7.

When a request comes your way, tell the person that
you will think it over and get back to him/her. While
you are thinking it through, get advice from others
and sleep on it. Over 70% of all the requests that I
receive are treated in this manner. This system has
never let me down.
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"Lazy
hands
make a
man poor,
but
diligent
hands
bring
wealth."

Chapter 19

CONCLUSION

1

What's in store for you?



Warning
Good News



SCHOLAR's 47 Memory Aid Word Search
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WARNING
"Be
wise as
serpents,
and
harmless
as
doves."



The information in this book will change your life.
However, I must sound a warning. While you are
moving ahead at great speed and achieving your
values and visions, do not become frustrated or irritated
if others around you do not catch on, especially your
spouse. Be patient and do not allow your new insight
to destroy your relationship, let it build instead.

2
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Good News

GOOD NEWS
Spread
the
good
news.



The greatest favour you can do for me, is to be a doer
of the information found in this book.



If you have benefited from reading this book and you
feel others should read it, then please introduce it.



Our SCHOLAR training programmes can be adapted
to be held anywhere in the world. We would be delighted
to work with individuals, groups, corporations,
government bodies, educational institutions and others.



Our extensive experience at all levels gives us an
unbeatable advantage of being among the premiers of
education, training and consultancy. We believe that
the information in this book should be taught to our
children in the home, nursery, primary and secondary
schools.



We would be delighted to work in partnership, or to
sell you licensing rights to use our name and
information.
For information please write to:
SCHOLAR UK, Bridge Park,
Brentfield Harrow Road,
Stonebridge Park,
London NW10 0RG
E-Mail: scholar.uk@virgin.net
Internet site: http://www.scholaruk.co.uk
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Find
the
hidden
8 letter
word.
Your
clue is,
"no
longer in
darkness".
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NOTES
The
truth
will set
you
free.
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"Truthful
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endure
for ever,
but a
lying
tongue
lasts
only a
moment."
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YOUR RESPONSE
We
will
serve
you for
as long
as you
allow
us.
(Please photocopy
this page)

Dear friend:
I am honoured and privileged to have made contact with you. Writing
this book for you was so much fun and I would love to do it again,
because I care about you. Answering the following questions will
enable me to serve you more. Thank you for your time.
_____ _____________________________________________________
(Title)

(Name)

____________________

___________________________________

(Company)

(Position)

_______________________________________________________________________
(Address)

___________________________________________________________
_____________

_____________

_______________________

(Telephone)

(Fax)

(E-Mail address)

 This book was:
 Excellent
 Fair
 Very good
 Below average
 Good
 Poor

 My age is:
 Under 18
 18-29
 30-39

 I found the book to be:
 Simple
 Luminous
 Challenging  Applicable
 Humorous
 Reliable
 Orderly
 None of the above

 I am interested in:
 One day seminars
 Residential seminars
 Audio cassettes
 Video tapes
 Books

 I discovered this book:
 From a friend
 In a bookshop
 In an advertisement
 On the Internet
 Other (please specify)

 40-49
 50-59
 60-over

 My name and quote can
be used in the future:
 Yes
 No

------------------------------------------- Comments and suggestions:_________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
To: Errol A Williams, SCHOLAR UK
Bridge Park, Brentfield Harrow Road, Stonebridge Park, London NW10 0RG
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