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[ Welcome to Administratively
Speaking. The purpose of this How To Stay On Track During Tough Times?
newsletter is to provide
specialized information to
administrative professionals, Can Your Career Survive The Current State of the Economy?
management personnel, and
small business owners.

Are You Prepared for What Lies Ahead?

You can Still Get ahead during Tough Times!

Absolutely! Do not allow the negative images of corporate, government, and yes, personal downsizing deter
you from staying on track and moving your career forward. Many people are confronted with lay offs and the
loss of manpower, employment rumors, and a host of many other negatives that interfere with the success
of their careers. Continue to take control of your future by:

Acknowledge the situations that may have a direct impact on your career. If rumors are circulating, get
clear clarification from the manager. If the company has made an announcement for future downsizing, take
the necessary steps to insure that the change will not stop you from achieving career growth. If you are a
business owner, now is a good time to evaluate additional services or products that will allow your company
to benefit from current business trends, as well as attract new customers and maintain current clients.

Adjust your plan in a way that you can continue your progress without compromising the results. The
economy can have an affect on everyone, which may result in having to change your course of action for
your curr@mangionag s . nvdhen thelacktoftfinancgs.ci@ate a reduction in the ability to
keep up with your current lifestyle and future goals, you may need to adjust your plan, not give up your plan.
People that would normally hire a personal fitness instructor, are now enrolled in a group class or taking
advantage of the workout facilities at the workplace; people in the real estate are moving from residential to
commercial; full-time degree students to part-time students. The common factor here is these people are all
still moving forward with their goals. They have adjusted their plan, but kept the focus enough to not loose
From Laura 2 site of the overall goal.

In this issue:

Understand your options by knowing your capabilities. There are a host of free services, educational and
Events 3 academic learning tools that you can take advantage of. From the local community resources to employers,
there are many free options with the tools needed to further your education level and your skills. Take the
time to research what is available and go for it. By increasing your capabilities, you increase your value!
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Spring and Summer, Time to Adjust

Spring is upon us and summer is quickly approaching. Vacations will be in full swing by the end of
May. Now is a good time to adjust your schedule and time efficiently.

If the work in your office decrease during the spring and summer months here are a few
suggestions that will help increase your productivity:

=  Spring clean your office or work area

= Change the color scheme of your desk accessories to something vibrant that will represent
fener gy o

* Enrollin a classroom or an online class

s  Take the time to update your resume to reflect new skills and responsibilities you have
acquired this year

If your workload and responsibilities increase during this time of the year, stay on track by:
s  Decreasing the amount of hours in areas where you can afford to cut back

s  Review your current and upcoming responsibilities and make the necessary adjustments to
your schedule now to create a smooth transition

» Hire extra help for the small tasks
« Dono6t over commit to roles and responsibilities

The upcoming seasons can be as productive as you allow it to be. Take control and plan ahead
so that you stay on course with your goals!

Laura Finney is CEO of We Can Do That, an administrative consulting and training company that assists managers and
businesses increase productivity and efficiency to the organization by encouraging and helping support staff reach full potertial.
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UPCOMING EVENTS

Atlanta Workshops (Lunch & Learn)

Professional Growth, Creating Career Growth
Friday, May 23, 2008
12:30pm i 1:30pm

Teleseminars

Master the art of customer/employee service (working with difficult people in
or outside the company)
June 6, 2008

12:00pm i 12:45pm
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BUSINESS OWNERS & EXECUTIVES

Businesses of all industries depend upon the support of administrative staff to execute the
daily operations required to run a successful business.

Need training?

CALL LAURA FINNEY TODAY FOR
TRAINING THAT IS HIGH ENERGY,
MOTIVATING AND INSPIRING!
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