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Introduction

"One test of the correctness of educational procedure is the happiness of the child.”
~ Maria Montessori

Now, the principles in this book are very simple and can be applied to your work quickly and
easily, as long as you are willing to do them.

In a nutshell, this book first teaches you how to become an effective employee who is self
sufficient and can work around 2 to 10 times faster than the average office employee.

Once you have mastered these fundamentals, you will be taught how to further increase
your value to your company in order to give yourself extra bargaining leverage for when
you make your request to telework.

Next, you will begin to take steps in order to accustom yourself to teleworking and also to
obtain further proof of your ability to telework. This will be important when you make the
first step to full time teleworking by requesting a part-time teleworking agreement.

Once you have successfully obtained a part-time teleworking agreement and have shown
increased productivity over the course of a month or two since doing so, you may then
make the push to request a full time teleworking agreement on a trial basis.

Basically what you are trying to do is show your company that you work better as a
teleworker and improve company productivity by teleworking. That’s all there is to it. The
hard part, is actually believing that it can be done, and this will require you to reassess
what you believe is and isn't possible in your work.

If you're still having a hard time believing it can be done, you're probably going to feel this
way until you actually manage to do it. Until then, all I ask is that you have some faith and
follow the instructions in the book.

Seriously, the worse that could happen is that nothing happens, and you're right where you
would’ve been if you did nothing.

The best case however is you become a full time teleworker whereby you’ll learn to deal
with a whole new set of day to day problems like, "What do I do with all the extra time?”

The ideal employee: A Teleworker

Whether you are a boss or just another employee, many people would agree that the ideal
employee would possess the following characteristics:

e Displays results and not busyness

e Highly effective and can complete important tasks quickly

e Highly independent and can work alone or with minimal outside assistance
e Is a problem solver due to needing to work alone most of the time
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e Is mobile and can work from virtually anywhere with a laptop and high speed
internet

e Can carry out tasks effectively with minimal back and forth communication

e Driven to complete work quickly whilst maintaining quality

In order to become an effective full time teleworker, these are the characteristics you will
need to possess. Note that I said effective; a lot of people could become full time
teleworkers with some courage and discipline. However, you will want to maximize your
performance as a teleworker in order maximize your free time. To do this, you will need to
try to possess as many of the above characteristics as you can.

If some of you are freaking out at this point, don't. Becoming effective is easier than it
sounds and is a process of eliminating and streamlining tasks so that you end up doing
much LESS than what you are already doing.

In order to achieve the above characteristics, you only need to remember the following
whenever you are working on a task:

e Focus only on the important task in front of you, performing it in the fastest way
possible from start to finish without distraction, without sacrificing acceptable quality

Think of the teleworker as being a specialist employee, like a commando in the army. They
are working entirely alone most of the time, must be capable of solving problems and
making decisions on the fly and ultimately be able to complete a mission successfully all on
their own without backup.

Now imagine if your company consisted of army of commandos as opposed to a company of
regular foot soldiers. Imagine if you pit them against one another, who do you think would
win?

Envision this scenario:

All the employees in your company are working on their laptops. All of a sudden, an
explosion occurs and the building is suddenly on the verge of collapse. Everyone begins
running out of the building with laptops in hand and they sit on the lawn while they watch
the building that was once their company crumble to the ground.

Luckily for the CEO, about two months prior he took the initiative to implement a virtual
working infrastructure in order to prepare the company for such an event. The server which
resided in the company walls was now backed up on a secure external server. All employees
had been given laptops that had VPN access allowing the access the server anywhere at any
time.

Whilst the company may have lost a lot of chairs, tables and printers, the company’s core
infrastructure was still intact allowing the employees to continue working even though the
company had literally gone boom.

Managers who know how to manage virtual teams would quickly get their teams back up
and running to handle the crisis whilst core independently running sections of the
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organization would know precisely what each of them needed to do in order to get back up
and running.

The teleworker is a specialist who knows the ins and outs of their work to complete it in the
best and fastest way possible, is able to handle problems and crisis’s independently and can
communicate effectively with their key team members.

If you're not a teleworker, you should become one.

Defining your goals — Understanding why you want to
Telework

"A goal properly set is halfway reached.”
~ Zig Ziglar

"A relentless barrage of "why’s" is the best way to prepare your mind to pierce the clouded
veil of thinking caused by the status quo. Use it often. "

~Shigeo Shingo

Ultimately, the one thing that will keep you from achieving your goal of teleworking is the
lack of a clear vision of why you want the goal in the first place.

If you don't know right now why you want to telework, it is going to be more difficult for
you to make the final step of asking for a teleworking agreement.

The lessons and advice in this book are simple to understand, however you are the one who
will need to implement them. The question most people fail to ask in their daily lives is
Why? Why do you do what you do? Why do you want what you want? ...Why?

Do you know why you work 8 hours a day when you can finish most of it in 4? Do you know
why you travel to the office everyday when you know you could work better from home? Do
you know why you believe it is normal to feel stressed day in and day out?

If you don’t know why you want something, it is very easy to become de-motivated, lose
sight and give up.

This section can be done very quickly, and all you need is a pen and paper or a tape
recorder.

I recommend writing it down and then reading what you’ve written into a tape recorder to
be played back so you can listen to yourself. It's easy to write down what we believe we
want and go on and on even if we don't feel strongly about the reasons.

For me, when I listen to something I've written, it makes it easier to pick out the reasons I
feel most strongly about and to weed out the ones that aren’t so convincing. If you're a
person who responds better to audio stimulation, this method is probably for you.
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1. Write down or say in detail why you want to telework. Write down the specific
reasons why you want to work more flexibly and have more time. Some examples
can be so I have more time to go to the gym, so I can spend more time with the
kids, so I can spend more time computer games. It doesn’t matter if what you write,
anything that makes you feel excited enough to drive you forward is good for now.
Write them down.

2. Write down or say all the benefits that you can gain from teleworking and
the negative impact of not pursuing teleworking. For instance, in order to
telework, you will learn to be a more effective person, a more productive employee,
a happier person, have a more well rounded life, improved opportunity for pay
increases or promotion if you want, freedom to travel etc. If you don’t telework, you
will be stuck in an office for 20 to 30 years. Your health will get worse from lack of
exercise, you will gain weight, your relationship with your family is deteriorating etc.

Keep this list with you at all times and look at it whenever you begin to feel doubtful
thoughts entering your mind. This will help you stay focused on your goal and increase the
chances of your success.

Finding out where you stand in your company

Before you even think about pursuing a remote working agreement, you need to understand
where you stand in your company. What this basically means is, how important are you and
how are you perceived by your direct manager who has the power to supply you with
telworking rights.

If you have the reputation of being hardworking, reliable, independent, and have been with
the company for a number of years; this will improve your chances of achieving a
teleworking agreement in minimal time.

To help you along, I've prepared a chart so you can score yourself. Use this chart to
determine if you are in the position to approach your boss directly regarding remote work
rights or if you should do some work on yourself for a bit.

Poor Average Great

Work Attendance

Communication

Independence
Reliability
Importance to organization

Work Attendance

If you have poor work attendance, as in you're always late, have been known to be sick a
lot, take long breaks and leave early, you may want to consider doing something about that
before approaching your boss. Even if you are highly productive during the time you are at
work, your boss may feel that you have a higher potential of productivity if you spent more
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time at your desk.

Give your boss an idea of your productivity benchmark so that he has a clear idea of how
much you can achieve while working full time in the office. This will allow you to impress
him more and give yourself a bargaining chip when you increase in productivity while
outside of the office.

Also, bosses hate slackers or people who think they’re cocky enough to do what they want.
Show some respect and discipline; arrive at work on time and stop taking sickies. This will
help boost your image as a person who is dependable and reliable and can be used as
bargaining leverage later.

Communication

Can you get things done without ever leaving your desk? The point behind good
communication (in the teleworking context) is that you are able to communicate what you
want effectively through email and phone and still be able to achieve your desired outcome.

They say it is good to follow up, but if you have to get up from your desk and chase
someone around your building in order to complete a pending work task, then you really
need to work on your communication.

If you can’t get something done without leaving your desk, completing your work while you
are at home or anywhere outside the office is going to be difficult.

Independence

Can you handle working on your own, or do you need to constantly seek advice from your
co-workers to do something? Do you feel confident that if you were stranded with no one to
contact that you could complete a work task? If not, then you’re going to need to learn to
carry your own weight if you're going to telework successfully.

Reliability

Are you known for being reliable and getting work done in time or ahead of schedule? If
yes, then you're great. If not, then your boss would probably prefer giving you the boot
rather than let you work away from the office where he can’t keep an eye on you.

Importance to organization

Would your leaving the company have a significant impact on the productivity of the
company? This is usually the case if you are in a specialized position or if you have been
with the organization for a number of years. In either case, firing you would be painful and
would create a lot of trouble for the company if they knew they needed to spend a lot of
time training someone or spend a lot of money to hire someone to replace you.

Summary

Once you know where you stand, you can assess which sections of this book you should
look at and which sections you can opt to skip. If you scored great in everything, I applaud
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you, and you could probably walk into your bosses office tomorrow and request a
teleworking agreement if it already exists within your company. On the other hand, if you
didn’t score great in everything and scored poorly particularly in the area of reliability and
importance to organization, you're going to have to do some work before even thinking
about approaching your boss.
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Step 1: Becoming a Fast, Effective and
Independent Employee

“Efficiency is doing things right. Effectiveness is doing the right thing.”
~Zig Ziglar

"Problems are solved on the spot, as soon as they arise. No front-line employee has to wait
for a supervisor's permission.”

~ Jan Carlzon

In order to enjoy life out of the office, you will need to learn to do work that you would
normally do in a 40 hour week much faster. This might seem impossible at first, but once
you identify all the things that you do that are not work related in a given work week, you
will realize that this is a much easier task than you think. Here is a list of common time
wasters that people use to fill the week when they are in the office:

Checking Email

Web surfing

Chatting online

Walking around the office
Talking to co-workers

Doing non-critical work tasks
Just sitting around

Talking on the phone

Determine your productivity benchmark during a given week and attempt to eliminate all
the above time wasters for one week. List the top 3 critical tasks that you need to complete
in that week and give yourself 2 days to complete them. Limiting the time you have to
complete a given task is a good way to help you focus on only the important items that
need to be done.

Initially when I tried to eliminate my distractions it was difficult because I kept telling myself
that I had the entire week to finish them. To deal with this, I created time pressure by
delaying all my work tasks for that week and only started working on Thursday. This gave
me 2 days to complete one week worth of work and this forced me to eliminate all time
wasters from my schedule.

While this proved difficult at first, over time I got used to it and I am now able to complete
work that would normally take 10 days in just one.

To summarize, the following four steps are what you will need to do in order to increase
your work speed and reduce your work time:

Determine you weekly productivity benchmark

Identify your critical tasks for the week that would achieve that benchmark
Eliminate all time wasters from your schedule

Attempt to complete all your critical tasks in one day or less

hWNH
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By doing this, you will train yourself to work faster and thus complete your work tasks in
less time. The reason why you want to determine your weekly productivity benchmark is
because if you attempt to work faster without doing this, you will be unable to measure how
fast you are actually working.

The goal is to increase your in office productivity to just enough to be more impressive than
everyone else and no more. You don’t want to do more work because you can; you want to
do just enough and that is all. This allows you to exhibit superhuman productivity when you
begin to work remotely which will help reinforce your position as a teleworker while still
allowing you to spend most of the week not working (if you want to that is).

Exercise 1.1: Overviewing your current working
process

"There is never enough time to do everything, but there is always enough time to do the
most important thing”

~Brian Tracy

The purpose of this section is to help you get a better idea of what you are currently doing
while working and eliminating every activity that is not related to completing your main
work tasks. By eliminating all unnecessary tasks and distractions from your schedule, you
will learn to focus only on the important things which will inadvertently allow you to work
much faster than you are now.

What I want you to do now is list down all the different kinds of work that you perform over
the course of the week. It doesn’t matter what it is, as long as it is something that takes up
your time while you are in the office during the week.

Refer to the case study below for real life example of how John applied these principles to
his work.

John is technical writer for his company. Before he became a teleworker, he would do some
of the following activities at some time during the week:

Getting coffee

Going to the vending machine
Reporting to the boss
Organizing your calendar
Updating lists and databases
Going to the toilet

Creating templates

Drafting action plans
Thinking

Looking for information
Walking around for no reason
Talking to people for no reason
Web surfing

Online chatting

Reading email
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Replying email

Taking photographs
Editing photographs
Uploading manuals

Proof reading

Editing

Looking for proof readers
Waiting for proof readers
Solving printer problems
Looking for lost manuals
Taking screenshots

Setting up screenshots
Setting up equipment
Transferring files to and from USB drives
Printing documents
Waiting to print documents
Talking on the phone
Attending meetings
Thinking of formats
Creating indexes

Talking to people to get information

These are just a few of the things that John did on a weekly basis and as you can see there
is no organization to it. He would simply do each activity as it came along and needed to be

done.

Exercise 1.2: Isolating your most important work
activities

"The sculptor produces the beautiful statue by chipping away such parts of the marble block
as are not needed--it is a process of elimination.”

~ Elbert Hubbard

Once you've created your list, it's time to organize your list into two groups: Work related
activities and non-work related activities. Work related activities are any activities that
are directly related to helping you accomplish your main work tasks.

Work Related Activities

Non-Work Related Activities

Reporting to the boss
Organizing your calendar
Updating lists and databases
Creating templates
Drafting action plans
Thinking

Looking for information
Reading email

Replying email

Taking photographs
Editing photographs

Getting coffee

Going to the vending machine
Going to the toilet

Walking around for no reason
Talking to people for no reason
Web surfing

Online chatting
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Uploading manuals

Proof reading

Editing

Looking for proof readers
Waiting for proof readers
Taking screenshots

Setting up screenshots
Setting up equipment
Printing documents
Waiting to print documents
Talking on the phone
Attending meetings
Thinking of formats
Creating indexes

Solving printer problems
Looking for lost manuals
Talking to people to get information
Creating drafts

Exercise 1.3: Improving the teleworking compatibility of
work related activities

Ok, now we're going to break work related activities into 2 parts: Activities done at the
computer and Activities not done at the computer.

Activities At Computer/Desk

Activities Not At Computer/Desk

Organizing your calendar
Updating lists and databases
Creating templates
Drafting action plans
Thinking

Looking for information
Reading email

Replying email

Editing photographs
Uploading manuals

Proof reading

Editing

Looking for proof readers
Waiting for proof readers
Taking screenshots
Setting up screenshots
Printing documents
Waiting to print documents
Talking on the phone
Thinking of formats
Creating indexes

Looking for lost manuals

Solving printer problems

Attending meetings

Talking to people to get information
Taking photographs

Reporting to the boss

Setting up equipment

Transferring files to and from USB
drives
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e Creating drafts

With this table, for every activity you listed as needing to be carried out away from the
computer or desk, decide now whether these tasks can be eliminated or at least modified so
that they can be carried out from the computer.

For the above case, John eliminated solving printer problems as it was not something he
really needed to do in relation to his job.

He also decided that he could still get information he needed from people via email and
phone because all information he needed was softcopy and needed to be sent through email
or a thumbdrive anyway. Also, emails would allow him to get only important information
and the phone would allow him to cut conversations short to focus only on information
gathering and get back to work quickly. People have a tendency to small talk and babble
when meeting face to face, even for professional reasons.

Finally, John decided that he didn’t really need to attend most meetings as he spent most of
the time presenting progress reports that could be submitted in an email directly to his
supervisor. Also, he felt that he could stay up to date with meeting contents by simply
reading the meeting minutes or discussing it with a colleague later on via phone or email.

For reporting to the boss, submitting the progress report seemed more than adequate to
provide his supervisor with all the necessary information he needed to know what was going
on with John. His reason for choosing to submit reports as opposed to meetings was that it
took 5 minutes to write and submit a report, whereas meetings could take anywhere
between 30 minutes to an hour to complete, and thus wasted time better spent working.
For anything that else that his supervisor needed to know after reading the report, he could
send an email or call John directly.

This left taking photos. John realized this was not something that he did every week and as
such was not a vital component to his weekly routine. Also, he found that a lot of the photos
he needed could be taken from the parts photo database that existed in the company. For
any photos that he had to take himself, he decided that he would batch photo taking
sessions all together so that he would not have to return to the office on separate occasions
to take photos.

Setting up equipment was also something he did not do on a weekly basis and was
something that he only did in order to take screenshots or photographs and so could batch
into his photo taking sessions.

Instead of manually going to a person’s computer to retrieve data, John decided to receive
all softcopy information via email instead.

Activities At Computer/Desk Activities Not At Computer/Desk

Organizing your calendar
Updating lists and databases
Creating templates

Drafting action plans
Thinking

Tell-A-Worker.com
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Looking for information

Editing photographs
Uploading manuals

Proof reading

Editing

Looking for proof readers
Waiting for proof readers
Taking screenshots

Setting up screenshots
Printing documents
Waiting to print documents
Talking on the phone
Thinking of formats
Creating indexes

Looking for lost manuals
Creating drafts

Submitting progress reports

Reading email
Replying email

Now that you've sorted out solutions for the non-computer related tasks, it’s time to start

looking at the activities you do on the computer.

If you look closely at your tasks, you should be able to find that many of them can be

grouped together.

In the case of John, he separates all his tasks into 4 groups:

1. Information Gathering

2. Writing

3. Editing & Proof reading

4. Processing

Information Writing Editing & Proof Processing

Gathering Reading

Organizing your Thinking of Reading email Updating lists

calendar formats and databases

Replying email

Drafting action Editing Uploading

plans photographs Proof reading manuals

Thinking Creating indexes Editing Submitting
progress

Looking for Creating Looking for proof reports

information templates readers

Taking Waiting for proof

Tell-A-Worker.com
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screenshots Creating drafts readers

Setting up Waiting to print
screenshots documents
Talking on the Printing

phone documents

I would recommend breaking your work tasks into no more than 4 groups if possible. Four is
already pushing it and anymore groups can lead to a deterioration of mental focus.

If you find that you cannot help but to have more groups, attempt to combine large groups
of processes together to form a single group. For instance in the example here, editing and

proof reading have been combined to form a single group.

Having fewer groups improves your mental overview of your work, minimizing the chance of
you feeling overwhelmed by a task and allowing you to picture more accurately the amount

of work you have left to do.

Now that you’ve managed to arrange all your tasks into separate groups, reorganize them

in sequence of action taken.

Information Writing Editing & Proof Processing
Gathering Reading

Thinking Thinking of Proof reading Updating lists
formats and databases

Drafting action Editing

plans Creating Uploading
templates Looking for proof manuals

Organizing your readers

calendar Creating drafts Submitting

Waiting for proof progress reports
Looking for Editing readers
information photographs

Talking on the
phone

Setting up
screenshots

Taking
screenshots

Creating indexes

Reading email
Replying email

Printing
documents

Waiting to print
documents
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Exercise 1.4: Eliminating all unnecessary tasks

"There is nothing so useless as doing efficiently that which should not be done at all.”
~Peter F. Drucke

Finally, I want you to look at the entire process you go through in order to get work done
and think of ways that you can reduce the total number of steps. You will find that some
steps can be eliminated, or that several steps can be grouped together by thinking of a new
way to perform the tasks.

Below are the new action steps that John came up with after going through his old process.

Information Writing Editing & Proof Processing
Gathering Reading
Determine type of Select template Determine Update lists and
manual being for manual relevant proof databases
written readers

Create Table of
contents and fill

Upload manuals

Find appropriate Submit to proof to printer

sources of all headings and reader with
material sub headings request for Submit progress
resubmission report
Obtain necessary Complete all date
working material writing
Receive proofed
Place all images document
Export draft Apply edits

By eliminating unnecessary steps and grouping together similar or related tasks as a single
procedure, you are able to not only work faster, but will have a better mental overview of
how you need to progress from one task to the next.

Exercise 1.5: Eliminating all unnecessary people

"The man who goes alone can start today,; but he who travels with another must wait till
that other is ready.”

~ Henry David Thoreau

The less people you need to go through in order to get your work done properly the better.
In John’s case, he would spend a lot of time searching out people in order to complete his
work tasks. After some analysis, he found out that the people who he needed to interact
with fell into 3 groups:

Tell-A-Worker.com
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e The person who makes the work request
e The people who hold necessary information for completing the work task
e The proof reader

These 3 groups could then be expanded to encompass a number of different people:

e The person who makes the work request
O Supervisor
O Engineer
O External party

e The people who hold necessary information for completing the document
Engineers
Service people
Technicians
Document controller
Project Manager
External parties
e The proof reader

O Engineers

0 Dealers

O External parties

OO0OO0O0O0O0

People who have nothing to do with helping you complete your main work tasks should be
removed from this list. For instance, you may find that every week the payroll clerk or
receptionist is calling you to look for a document on the server they might have misplaced.

You might feel like you are being mean by rejecting to help them, but the result of getting
side tracked while in the middle of a major task is a loss of focus and longer work time.

If you insist on helping someone with something, let them know that you are busy and will
only be able to help them at the end of your task.

While this prevents you from getting distracted, it also has the secondary effect of
potentially deflecting minor requests in future.

For requests that are unimportant, people usually don‘t bother following up if you insist that
you can only help later. Also, people who are impatient will eventually get the idea that
trying to get immediate help from you is usually pointless and will stop asking you
altogether in future.

While it may not be possible to eliminate all people, it is possible to create a quick reference
chart that tells you who you should go to whenever you need something. This is particularly
useful when you are used to interacting with a lot of people and helps reduce the amount of
time you need to spend thinking about where to get a piece of information.

Exercise 1.6: Eliminating all unnecessary
communication

"The single biggest problem in communication is the illusion that it has taken place.”
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~ George Bernard Shaw

The defining difference between teleworking and working in an office is that at home,
people can't physically come up to you and vice versa. Because of this, you have to ensure
that you are able to communicate effectively with your office and the people who are
needed in order for you to complete your work.

Being able to communicate effectively allows you to simultaneously cut down on the time
you spend on emails and also increase the speed at which you complete your work tasks
that ultimately translates to more free time at home doing whatever.

Best case scenario is that you don’t need to communicate with anyone in order to get your
work done. This allows you to eliminate email and phone altogether and simply report to
your manager with completed work.

Unfortunately, there will come times when you will need to talk to someone in order to get a
work task done, and this can get annoying when the people on the other end of the line are
notorious time wasters.

I will illustrate this with an example from John’s case study.

In his job, John can for most of the time work independently. Sometimes however, John
does require the assistance of someone else in order to obtain materials that he does not
have access to. In the case of this example, it was some software that he needed in order
to test the validity of a manual he had just written.

John sent an email on Friday morning to the software engineer who was in his building
requesting that the engineer send him via email the software that he needed. After half a
day of waiting, John finally gets a response from the engineer’s supervisor stating that John
should forward all requests for software to him and not the software engineer.

Note: In the past, John had always approached the software engineers directly
whenever he needed software or help with software of any type. There was no
problem then, but now it seemed to be an issue.

After reading the email John found out (via the clear CC continuation of the previous email)
that the software engineer had emailed the supervisor and asked him for permission to send
the software to John, even though John had always gotten it from that engineer directly.
From this, the supervisor then replies that he’d be more than happy to send John the
software (he doesn't send it to John in that email) and proceeds to lecture John on how
John should have approached him instead of the software engineer and that the supervisor
had reminded John to do this on more than one occasion. The supervisor then goes on to
say that there are good reasons to do this though he fails to specify what exactly those
good reasons are.

Note: There was only one occasion when he actually asked John to contact him if
John ever needed something and even then he had said it in a casual manner and
John assumed that he meant that he COULD contact him if he needed anything not
that he MUST
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On top of that, the supervisor decides to CC the same email to John’s manager and another
supervisor who has absolutely nothing to do with John’s work but happens to be in a high
position in the company.

The conclusion at the end of the day was that John had no software and had been made to
look the fool in the eyes of my manager and some supervisor who has nothing to do with
his work but is in a high position in the company.

The following Monday, John proceeds to email the engineering supervisor to ask him for the
software he had been waiting for since Friday as he had not heard from the supervisor’s
subordinate. John also CC’s this to his manager to cut down on the back and forth nonsense
and to ensure that his manager knows that he is indeed doing his job. Five minutes later,
John received the software via email and can get on with his work.

Because of pride, egos and people who are just plain lazy, John had to wait 2 days to
receive software that would have taken 5 minutes to send if some people would just take
the time to shut up and do their job.

I can’t stand time wasters and as such I have learned to ignore most of them whenever
what they have to say has absolutely nothing to do with my top 3 work priorities. In the
case of my missing software, this was one of John’s top work priorities at the time and due
to a few time wasters, he had fallen behind.

The simplest solution I found to deal with time wasters was to simply CC my manager
whenever I requested anything from anyone. It's amazing how effective people can be when
they know that a supervisor is watching and they are in a position to be blamed if you fail to
complete your work on time. It also helps to know who the person you are requesting
something from will receive the most prodding from for not doing their job and CC that
person on the request.

Whenever you make a request via email, remember the following 4 points:

State precisely what you want

State alternate actions if they cannot deliver what you want

Be polite

CC a superior who is able to scare the person you are requesting something
from into immediate action

hWNH

Here is an example I used on a co-worker when I was attempting to locate a document that
I needed in order to complete a pending work task.

Bob,

I was told that you are currently holding the engine service manual in your computer. If this
is true, could you please send it to me?

If you don't have it, do you have any idea who might have the document? If you know who
has this document, could you please contact them via email and ask them to send me the
document as I require it urgently.

Anything you can do to help will be greatly appreciated, thanks.
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I then CC my manager on this request to ensure that my manager knows that I am indeed
working and that any hold ups from that point on are not my fault. Having CC'd my
manager, Bob knows that he needs to respond quickly otherwise he will be perceived as a
slacker and goes about handling my request without delay.

Keep in mind, my email was direct, stated alternate actions and was polite. It doesn’t help
anyone if you are abusive or rude in any way when making requests as this gives people no
reason to hurry up and also leaves a bad impression of you on your manager if he is CC'd.

In saying that, don't think that you can get away with rude emails even if you don't CC your
manager as your sent email can be replied to you with the contents of you previous email
and then CC’d to anybody the sender wishes (which include your manager).

While the above mentioned methods will work to prevent people from wasting time when
you need something, there are also the time wasters who try to dump unrelated work tasks
on you. These people can be deflected using the following two methods:

1. Provide a solution that throwsthe wor k back on them (CC6ing your
in the process)
2. Ignore them completely if they fail to follow your advice

I will illustrate how the first method can be used with an example. John received a request
from Rachel in marketing to locate a document. To be polite and prevent complaints, he
spent five minutes attempting to locate the document and then replies with the following
email:

Rachel,

I've determined that the document you are looking for is not on my list. Searching through
the server I have managed to locate a file that bears a similar name to the file you are
looking for. Unfortunately I cannot view it as I do not have the software to convert the file
to a pdf. Please contact Kevin as he has the software you need to convert and view the
document.

If he is unable to convert the document for you, please ask him to direct you to someone
who has the software to convert the file for you.

If the file is found to be incorrect, please contact the document controller as he should be
able to locate your document for you.

I apologize as I am currently busy with pending work tasks, so unless this is an item that
requires my immediate attention, please follow the steps I have mentioned above in order
to locate your document, thanks.

In this email, John has offered a solution to her request and a sequence of actions that she
can take to successfully locate her document. By offering an alternate solution that involves
no work on his part, he implies that he is trying hard to be helpful when in fact he is
creating more work for the person requesting his help.
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Most people who ask you for help on useless tasks are usually people who are too lazy to
complete the task themselves and feel that they can easily dump the work on you instead.
Because of this, by teaching them that bothering you ultimately leads to more work for
them, this deters them in future from trying to dump work on you.

To ensure that they do not try to ignore your suggestions and continue bothering you, you
state that you are busy and CC your manager in the same email. By bringing your manager
into the loop, you make it clear that you are busy attempting to follow your managers work
instructions and that by interrupting you, they are in fact interrupting important work that
has be delegated to you from a higher authority.

This basically means that if they bother you, there is a chance that they will get into trouble
and this is usually enough to deter time wasters.

If however, they insist on making you do their work, simply ignore them. Most of the time,
this is enough to get them off your back and they will take it that you are simply too busy to
respond. If however, they should happen to be stupid enough to complain to your manager
for ignoring them, they are more likely to get into trouble than you. It is already clear from
the first email that the interrupters task is not important and that you have tried to be
helpful despite being busy with pending work tasks.

In summary, the keys to effective communication when you want something are as follows:

State precisely what you want

Offer alternate solutions to prevent back and forth
Be polite

CC your manager

PN

Next, the keys to effective communication when you don’t want something are:
1. Provide a solution that throws the work backon t hem (CC6ing your mana

in the process)
2. Ignore them completely if they fail to follow your advice

While it may be necessary to keep open lines of communication during a project, you want to minimize
back and forth as much as possible.

To be in continuous communication with people while you are attempting to focus on work is distracting
and slows you down.

Exercise 1.7: Creating systems to speed up work

“"A bad system will beat a good person every time.
~W. Edwards Deming

Like a drive through at McDonalds, you need to create a system for your work that is
consistent and can be applied over and over again for the same results.
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In the previous section you already managed to identify and streamline your work structure.
Use this section to streamline it further so that you can go through all the steps that don't
require a great deal of brain power in as little time as it takes to make toast.

Going back to the case study, John found that he spent a lot of time focusing on the details
of each manual. He would constantly make sure that each figure was exactly the same
distance from the header and body text and that each figure was exactly the same size. His
meticulous attention to detail was great, however it was slowing him down tremendously
and he was beginning to fall behind.

After awhile, he began to notice the small but consistent things that he would do that would
slow him down while working. You'd be surprised by how much time people waste simply
scrolling up and down a few pages. He found that he was always looking for text, and
headers that he had previously written on different pages. He was also spending a lot of
time scaling and cropping individual images on each page, making sure they were just right.

While it might only take 2-3 minutes to scale, crop and position an image properly on a
page, multiply this by 60 images and you have 3 hours of wasted time on something that
when streamlined, took no more than 20 seconds per image.

Scrolling up and down looking for used text and headers could take anywhere between 30
seconds to 2 minutes. This added to the constant scrolling up and down pages made it
difficult to refocus on the task at hand as soon as the text and headers had been put in
place.

Below is a table showing examples of how simple tasks can be streamlined in order to
create vast time savings when done collectively.

Normal way Time Taken | Streamlined Time Taken
Thinking up and creating new 2 hours Selected from 3 templates | 30 seconds
templates for each individual based on the most
manual common manuals
Scrolling up and down through 1-2 minutes | Setting fixed sizes for 20 seconds
document in order to reuse image placeholders and
image boxes and text holders text boxes and placing
that had been used before in them on a single page to
different sections of document be obtain quickly and
easily when needed
Thinking of what information to 8 hours Referring to the table of 1-2 hours
get, where to get it from and contents of a similar
then taking the time to locate it manual for ideas on what
and then reassessing to make information is needed.
sure it is the necessary Contacting a predefined
information list of contacts who had
helped on similar manuals
and getting the necessary
information

Ideally as mentioned before, you would like to eliminate as many steps as possible from a
process. When elimination is no longer an option, the rest of the steps should be
streamlined in such a way that you can speed through them with as little thought as
possible.
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The fewer steps there are and the less you need to think about a process, the faster you will
be able to complete something.

Important Points

1. Reduce the number of work steps to increase work speed
2. Streamline tasks that are carried out repeatedly during work so they can be carried
out as quickly as possible

Exercise 1.8: Creating plans to deal with persistent
problems

"My biggest problem is what to do about all the things I can't do anything about”
~ Ashleigh Brilliant

Now that you’ve managed to streamline the processes pertaining to your work, you now
need to create plans for persistent interruptions and problems.

If after your streamlining and process refining, you are still plagued by problems and
distractions that insist on popping up, you need to come up with a system of dealing with
the problem as quickly as possible.

For instance in the case of John, he would always have problems with proof readers who do
not respond to emails or who do not return quickly with feedback. He realized that the
reason for this was due to his position and that nobody considered him important enough to
get back to quickly. To deal with this, he came up with the following solution:

1. He would send an email to a superior requesting recommendations for proof
readers

2. Upon getting recommendations, he would then email the proof reader
requesting help with the document. The superiors name will be mentioned
and they would also be CC6d on the request.

By asking a superior, John saved time looking for potential proof readers and was pointed
directly to people who were familiar with the subject matter. Also, by approaching them
based on a recommendation from a superior in the company, the proof reader would feel
more compelled to respond more quickly to avoid looking bad.

While this didn't always ensure a speedy response from all proof readers, it did create a
higher response rate as opposed to if he had approached them alone. Also, the quality of
the feedback was better since he was now being directed to people who were most familiar
with the subject matter.

It is always possible to minimize the negative impact of problems that insist on reoccurring
despite your best efforts to streamline your work process. The key is to be ready for them
when they happen so you can get past them quickly and stay focused on your main work
tasks.
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Important Points

1. Create procedures to deal with problems that persist
2. The procedures must be simple and can be executed quickly

Tell-A-Worker.com
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Step 2: Increasing Value to Secure Your
Position

Your best bet to hedge the risk of getting let go by the company (whether you are
teleworking or not) is to increase your value to the company. If you make yourself an asset
for a reasonable price, the company is more likely to give into your whims than to fire you.
There are several ways you can increase your value and they are covered in the following
sections.

Exercise 2.1: Get a Special Ability

When I say get a special ability, I am not referring to being able to fly or shoot laser beams
out of your eyes (unless of course these two characteristics are vital to your job. Aka -
you're a superhero or at least a postman). To have a special ability means to have a special
skill that improves the effectiveness of your job greatly and is extremely hard to replace by
your company. Some examples of these are:

Able to speak a foreign language

Have exceptional negotiating skills

Be a network wizard and able to make great coffee
Be good looking

Can do back flips on demand

Can talk to animals

Now as silly as some of the above may sound, think about occupations where these criteria
will actually have significance. While some of the jobs you think of may not be entirely
suitable for teleworking purposes, the people who are in these jobs are nonetheless
valuable to their respective employers because of their special ability.

So now it's time to ask yourself, what is your special ability or what is a special ability you
can acquire in the context of your work in order to increase your value? The easiest way to
achieve this is to attend a course or training and get certified in your special ability as this
will look good on your resume and you will have solid evidence that your company can
touch and see that proves that you do indeed have that skill (even if you don’t)

Exercise 2.2: Get your Company to Spend Time and
Money on you

If during the period of your employment your company spends even a few thousand dollars
on you for specialized training, the odds are they are going to want to keep you (provided
you have been a good productive employee) rather than set you free. This is like the zoo
that spends thousands of dollars purchasing a giant panda. They would be more inclined to
keep it rather than let it go free to eat all the bamboo it could possibly want.

Some possible training that you could attend includes the following:

e Management courses
e Specialized software training courses
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e Language courses
e Training courses that need to be conducted overseas
e Training courses that require them to spend boatloads of money

Being in the company for a long period of time can also count as having the company spend
time and money on you. Even if you hadn't attended any of the above, it is fair to assume
that in the many years of service you have gained skills and experience that allow you to be
far more productive and effective than the average wanabe graduate who walks in the door
looking forward to a long and fulfilling career.

Exercise 2.3: Let them Know the Pain of your Absence

Sometimes you can’t really appreciate something until it's gone, and this applies to
companies as well. I can relate an incident when the network engineer of a friend’s
company decided to take 2 weeks off in the middle of the work season. Two days into his
holiday the server crashed and they had absolutely no internet access.

This was particularly bad because their phone system was built into the network so that
went down as well. Having no way to communicate, people had to resort to getting up and
actually walking around to talk to people. Also, with no server access to speak of, nobody
could access files and documentation that they needed in order to complete their work.
Plunged into a communication blackout, the only way they could contact their international
head office was through our cell phones.

A lot of companies are stingy in the sense that they would rather set up a single point of
failure for an event that has a low likely hood of happening (though can have devastating
results if it does happen) rather than hire another person to ensure that it never happens.

Can you relate a similar situation in your company? If you can, then the person you want to
aim to be is the person who represents the single point of failure. In essence, you want to
put yourself in a position that if they fired you, all hell would break loose.

If putting yourself in such a position is not currently available, it is always possible to create
such a position by introducing a piece of software or creating something for your company
that overtime becomes necessary for them to function effectively.

By introducing this new product or feature that brings all this benefit to the company (when
in actual fact you're trying to place yourself in a position of more bargaining power) you will
achieve two goals:

1. You will increase your perceived value by being seen as someone who is
proactive and cares about the welfare and success of the company

2. You will have more bargaining leverage as you will be the only person who
knows how to operate the said software or feature.

You may be thinking that your company could easily hire someone and train the person to
replace you in that position if you became too much of a nuisance.

The truth of the matter though is that companies would rather put up with some of the
requests of an employee (when the requests have no perceived negative outcome) who
they consider valuable and is already familiar with the company than spend the time to hire
someone new and train them from scratch.
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Step 3: Testing Your Teleworking Ability

“The weakest of all weak things is a virtue that has not been tested in the fire”

~ Mark Twain

Exercise 3.1: Testing your Part-Time Teleworking ability

"Knowledge must come through action; you can have no test, which is not fanciful; save by
trial”

~ Sophocles

If you've ever had to work from home before, you know the problems. You get lazy and
think you’re on holiday so you think you can slack until the end of the week since nobody is
watching you. Here is a possible scenario depicting how doing this can have a potentially
negative effect:

The alarm clock rings, its 8am Monday morning and you’re suppose to start work at
8:30am. In panic thinking that you’re going to be late, you jump out of bed and rush to the
bathroom to shave (or put on makeup if you’re a lady) and brush your teeth only to realize
that you’re working from home today. You decide that work can wait and you jump back
into bed to get a few extra hours of sleep. Its midday now and you decide to check your
email to see if anyone has sent you anything from work. Quite surprisingly, no one has tried
to contact you and you turn off your computer.

After cooking yourself lunch, you plop down in front of the television to prepare for 5 hours
of movie madness. The clock goes past 5 o’clock and you rest easy knowing that nobody is
going to contact you as office hours are over. The next day you repeat the cycle and by
Thursday you still have not gotten any work done. You think with all your effectiveness
strategies and streamlining of communication, you can get your work done in half a day. It’s
Friday and you finally decide to get down to business. You turn on your computer at 9:00am
and suddenly your phone rings. You pick it up and it is your boss on the other line telling
you that the deadline has been pushed forward from Monday and that he needs your work
right now.

He says it doesn’t matter if it is incomplete but he needs 90% of it sent through to him
immediately. Not in an hour, not later, right NOW. Starting to get a little squeamish, you
reluctantly tell your boss that you haven’t done anything. Monday morning comes and
you're back in the office with no future hopes of ever teleworking in any degree for at least
another 5 years.

It is important to realize that teleworking does come with responsibilities. You will be
responsible for your time and your effort since nobody will be actively watching you.
Independence comes at a price, and you have to make sure you are willing to pay it if you
want to telework.

To ensure you do not mess up teleworking in the long run, it is best to take trial runs for
two reasons:
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1. To get used to being independent and identifying all the potential problems
of teleworking

2. To prove that you work more productively when you are outside of the
office

Trial runs are easy to achieve and can be done with the following methods:

1. Take sick leave and work

2. Take annual leave and work

3. Request to telework temporarily to handle something at home eg. Baby, sick
wife, renovation, plumbing, etc.

The first two methods are my preferred method as they do not give you pressure and you
can take the chance to see how productive you can be while working from home and not
worry about looking like a slacker should you be unable to handle the independence of
working from home in the early stages.

Also, if you happen to do any work whatsoever (making sure your boss knows about it
through emails and CC’s), your boss will be impressed and this will reinforce the idea in his
mind that you are a hardworking and proactive employee.

After several trial runs and you are confident that you are able to handle teleworking, with
sufficient proof to back up your claims of increased productivity, it is time to push for a part
time teleworking agreement of 1 to 2 days per week. Attempt to do this for about a month
before moving on to the next exercise.

Exercise 3.2: Testing your Full Time Teleworking ability

If you are lucky enough to have relatives in another state or country, this supplies you with
ample opportunity to prove your extended remote working abilities.

Having already proved your ability to telework part-time, it is time to show that you can
work effectively when in complete isolation from your company for an extended period of
time. Ensure that during your part-time teleworking arrangement you have resolved all the
issues that could cause you to be called back to the office and come up with remote
solutions for all the problems.

For example, you may opt for teleconferencing instead of coming into the office for
meetings. If this isn’t an option, you can always have a pre-meeting discussion with your
boss (over the phone or email) to determine the meeting agenda and if you are actually
needed as an active part of the meeting or if he only wants a status update.

If you have proven yourself as a hardworking individual (which you probably have since you
should be teleworking part time by now), your boss will understand if you tell him you
would rather get on with work rather than spend a day travelling to the office for a meeting
you do not need to attend. Ask if it is possible to update your boss weekly via email instead
of attending regular meetings. Remember, there are multiple ways to get out of meetings,
and if your boss understands that your goal is to spend more time working, they will usually
be more willing to let you skip meetings.
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So now you’'ve come up with remote solutions to all issues that could pull you back to the
office, it is now time to prove to your boss that you can indeed work independently and
effectively no matter where you are.

While you may not conveniently have a relatives wedding or anything along those lines
available in order to get far enough from the company to prove your extended remote
working ability, it is always possible to come up with a fake plausible reason to leave the
state or country.

Now, I know some of you may have qualms about lying to your company, however
remember that the point is not to lie and go on holiday, the point is to lie so you can show
your company that you are capable of working away from the office. You are still working,
so the company loses nothing. Alternatively, you have everything to gain if your extended
remote working test proves successful.

Upon returning to the office, this will provide your boss with irrefutable proof that you can
work no matter where you are. At this point, you should be able to request a full time
remote working agreement without any problems with the opportunity to relocate.
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Step 4: Overcoming fear and believing in
yourself

"Where fear is, happiness is not.”

~ Seneca

Fear to take action will hold you back from achieving your dreams. It's very easy to tell someone not
to be afraid, however fear is a very predictable emotion.

It is what we feel when we feel uncertain or unprepared. We feel it when we experience a sense of
danger that we might lose something important to us.

Knowing that this is why we feel fear, it gives us an opportunity to identify the fear factors that hold
us back from taking action and train ourselves to either overcome them or work through them.

The following exercises are designed specifically to help you feel more confident by training your
nervous system not to feel extreme fear when attempting to request to telework.

Think of when you first started driving. At first you might have been nervous, but overtime you grew
more confident and relaxed as you realized that there were certain rules to driving that allowed you
to anticipate what would happen next and react accordingly.

Exercise 4.1: Facing your Teleworking Fears

..I'd been pacing up and down in my cubicle for the last 20 minutes. My hands were
sweating and my mind was racing at a million miles a minute.

"This is never going to work!”
The words continued to resound in my head like a broken record.
"Shut up! It will work. It all makes sense on paper, stop being such a wuss!”

Some positive self talk to help calm myself and shut out the fears that had all decided to
bombard my logical self all at once.

The mental load of the fears I thought I had answered before was overwhelming and I was
sure that I wasn’t going to go through with it despite my logical mind telling me that I had
done all the leg work and reduced any risks to myself and my job to near zero.

Tell-A-Worker.com
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Just then in the midst of the chaos, I heard a question I had asked myself many times
before.

"What is the worst that could happen?”

As if responding to this ethereal voice from nowhere, my lizard brain began yelling back
with all the reasons I had heard so often before about why I would fail.

"YOU’LL GET FIRED! IT WON'T WORK! NO ONE HAS DONE IT BECAUSE IT IS IMPOSSIBLE!
YOU'LL EMBARESS YOURSELF! COME ON GET REAL AND GROW UP!”

Suddenly out of nowhere I feel something hit me. Stunned, I spin around half expecting to
see my boss huffing and puffing while holding a bat and realized that I had slapped myself.

My subconscious self had had enough of my whining at decided to take action before I had a
heart attack. Get a grip, it was telling me, and stop being such a whinny b***h,

Sitting back down in my chair, I take a deep breath and look at the paper I had been
clutching in my hand the entire time. By now it was already soaked in sweat; however the
words still read clearly and outlined all the reasons why I could and should telework.

I was dumbfounded as to why I was still fearful even though I answered every single fear
that I could possibly think of regarding asking to telework.

Realizing that this fear would not go away and that I was as ready as I was ever going to
be, I take a deep breath and head on over to my bosses office. Knocking on his door, I walk
in and shut the door behind me.

“It’s all or nothing.” I tell myself quietly as I head over to his desk...

...20 minutes later I'm in my car on the way home. I reach a red light and stop. Staring at
myself in the rear view mirror, my heart is still racing.

I can't believe what has just happened.

The sound of impatient horns behind me stir me from my daze and I see the traffic light had
turned green.

I drive off waving apologetically at the people behind me who felt it prudent to return the
gesture by speeding past my car with engines reving and fingers waving.

I can't help but smile.
Then again, I hadn't been able to stop smiling for the last 30 minutes.
It's true what they say about overcoming fears to do the impossible.

It feels marvelous.
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If by now you still aren’t convinced that teleworking is possible, you need to take the time
to understand your fear of teleworking. This for me, I feel is probably the most difficult step,
not because it is HARD to do, but simply because most people naturally do not like focusing
on things that make them uncomfortable.

Alright, so let’s get started on the exercise to help you overcome (or at least minimize) your
fear of teleworking.

Right now, I want you to have a pen and paper in front of you (or if you're fast with typing,
your computer) and write at the top of the sheet in capital letters, i WHAT | S THE WORST
THAT COULD HAPPEN | F | CHOSE TO TELEWORKDO®

I want you to read this statement aloud to yourself and then and fast as possible, write
down every single answer you can think of whether it is logical or not. Here is an example of
some of the things I had written:

1. I will lose my job

2. I won’t get promoted

3. I won’t be as productive

4. Everyone will hate me

5. My parents would never approve

6. I will ruin my relationships with my colleagues
7. Tl have more responsibilities

8. It'll be harder to manage my time

9. I will feel more stressed

10.I'll will end up working more instead of less

This part was particularly hard for me because for a long time I was afraid to even start. I
realized that the reasons themselves weren't the problem, it was the fear of having to
analyze those reasons and discover that there might not be any solutions that was really
scaring me.

I realized however after writing them that I was able to come up with simple solutions for
each of the reasons. For the illogical reasons, or the reasons that I knew shouldn’t be
holding me back required me to reassess my reasons for wanting to telework in the first
place.

Remember the sheet that you wrote at the start of the book covering all the reasons you
want to telework. Go back to that, reaffirm to yourself why you want to telework so badly
and also recall that it is ok if all of these reasons are for personal fulfillment.

At the end of the day, your goal is to become an effective and valuable employee as well so
that the company loses nothing and gains a lot from giving you what you want.

Exercise 4.2: Expressing Ideas Clearly to Overcome
Idiotic Resistance
Most of us were taught when we were young to not ask so many questions and do what

you're told. Don't stick out and people won’t notice you, keep your mouth shut and you
won't get in trouble.
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Now is the time to let go of those bad habits and learn to become a person who believes in
what they think and has the confidence to speak up.

If you did all the exercises in the previous chapters, you might have noticed a change in the
way you work. Your thoughts should be less cluttered; you are more focused and able to
identify redundancy much faster than before. You’re much better at making decisions for
yourself and your ability to see the big picture has improved.

You may have experienced situations when you’ve had a good idea, tried to express it, but
someone who just doesn’t want to listen shuts you down by opposing you with any idea
they can think of (whether it is dumb or not) and is able to sound convincing because they
speak in a louder voice and you get so freaked out that any belief you had in your idea is
lost in the depths the abyss.

We’'ll talk about overcoming your fear of speaking up later. For now, in order to present an
idea effectively, you need to do two things:

1. Do your research

Identify the pros and cons of something and come up with 2 to 3 simple realistic
solutions that can be used to overcome each con. Make sure you truly believe these
reasons. Having 2 to 3 reasons allows you to have multiple comebacks in the event
someone is able to refute your first reason and taking the reasons to heart give you
the confidence to respond even in difficult situations. It is very easy to come up with
solutions that sound simple but that you wouldn’t implement yourself. Look deeper,
and propose solutions you believe in.

2. Take a moment to listen

People can rant as much as they want, but they cannot refute logical comebacks with
clear solutions. Whenever someone choosing to yell on or rant, listen to what they
have to say and think carefully about what they are saying before you respond.
When you respond, look them directly in the eye and speak in a clear and calm
voice. Do not raise your voice or sound angry as this make you look less credible
when you speak.

Exercise 4.3: Role Playing to Overcome Situational Fears

Another exercise you can do is role playing. If you've ever gone for an interview, you've
probably tried this before in front of a mirror.

Create a list of as many possible questions and refutes that someone might have to your
requests and follow the two steps as mentioned above.

Do your homework, come up with simple, realistic actions that you truly believe in and
would do in order to refute any comebacks. To make it even more realistic, have some fun
with it and get your partner to really get into character.

Ask him or her to try asking as an angry boss, a sarcastic boss or a sneaky boss. Ask them
to try to give reasons that are as unreasonable as possible to prevent you from teleworking
and refute those reasons clearly and calmly.
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Take this a step further by getting into your office clothes or arranging a room to look like
your bosses office. The goal here is to train yourself to feel as comfortable and as confident
as possible when you approach your boss.

Once you've mastered this exercise, you'll have the habit of being able to think before you
speak and assess the situation properly before providing ideas.

Remember, you only need to make this work once, so do everything you can to ensure you
are maximally prepared emotionally and mentally when approaching your boss to request
teleworking.

Exercise 4.4: Dealing with Negative Self Talk

There are going to be times when you are going to wake up and feel overly pessimistic.
You'll be walking around all day reaffirming to yourself that you are a loser and that the
whole world is against you.

You'll smile at someone and they don’t smile back - you tell yourself its cause you're ugly

A dog will bark at you for no reason (as they do) - you tell yourself you stink and it can
read your aura of stink

You’ll come home and your spouse/partner yells at you for not picking up your socks and
cleaning the bathroom - you tell yourself you're useless hours after he/she has stopped
saying it to you

Negative self talk will steal away your drive and kill your motivation to do anything. The bad
habit of having poor self esteem is usually something that is instilled in us at an early age
by authoritative figures who talk down to us and make us feel worthless or like we can’t do
anything.

I found that the easiest way to shut out the negative internal voices is to listen to a positive
external voice; ideally positive talk from people who I deem credible. When I say credible, I
mean people who I would take seriously or who present information in such a way that I
feel that it makes sense to me personally.

If you don't have an mp3 player or any sort of portable music player, it is time to get one
and fill the playlist with everything from Anthony Robbins personal power to Maxwell’s
Psycho Cybernetics.

If not audiotapes, play stuff that makes you happy or puts you in a positive state of mind.
This could be the ending song of Dirty Dancing, the audio version of Mama Mia! Or your
grandmothers voice telling you what a good boy or girl you are, it doesn’t matter.

The idea is to have a voice in your head other than your own that makes you feel happier or
good about yourself.
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Step 5: Approaching your boss: Asking to
Telework

"I disapprove of what you say, but I defend to the death your right to say it.”

~ Voltaire

Before asking for a full time teleworking agreement, make sure that you have covered the
following bases:

1. You have shown slightly above average productivity in house and are
considered an effective employee

2. You have a high perceived value to your company

3. You have come up with remote solutions to all items that could call you
back to the office

4. You have shown increased productivity while working remotely and have
evidence to back it up

If you are able to tick off all of the above items, you can consider yourself ready to request
a remote working arrangement.

If you are generally afraid of your boss, let us redefine the word “"Boss” so that you can see
a boss for what they truly are:

Boss = A person who is getting paid more than you but is trapped in the office. A person
who is highly stressed because they needs to manage multiple things and keep an eye on
the activities of the people under their charge. A person who usually has less of a life than
you do because they spend much more time working and worrying even when out of the
office. A person who is so caught up with work and is so far gone in their career that they
cannot even imagine other possibilities outside of the workplace.

Now that you have identified the animal that is your boss, you see that there is nothing
glamorous about being a boss other than the fact that they are getting paid more. Money is
great, but if you have to trade time and peace of mind to achieve it, it does lose its value.

Also, do not trick yourself into thinking that they get more respect because of their position.
If the only reason you strive for a high position in a company is get respect, you are
obviously a person who needs to spend some time on self reflection and learn to respect
yourself despite your position or financial condition.

Moving on...

So now you know what your boss truly is. Hopefully by following the advice in the previous
section on assertiveness, this has helped you reduce your fear. If not, then just imagine
your boss naked when you go in to see them.

Before you approach them though, you are going to need a good list of reasons that will
compel them to think that letting you work remotely is a good idea. Below is a list of
reasons that I was prepared to use (some of which I did use) when I requested a
teleworking agreement:
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WN -

10.

11.

12.

13.

14,

I'll be able to save time commuting back and forth from work

I do most of my primary communication via email and phone

I'll still be doing the same amount of work in the week, and you will know my
progress as I will report to you every following Monday with completed work

I will come in to work every Monday and when needed. These include meetings,
training, and information gathering that I can usually deal with when I come in on
Monday to report on work progress and also prepare for the coming week.

I will be able to attend self paid training that is only available during the day and still
complete my work tasks later in the day during non-office hours. This allows the
company to save money on furniture and equipment for me, save space that can be
utilized for other employees, reduce running costs of electricity

If ever there is an emergency that requires my physical presence or if there is an
occasion where I need to be physically present for the job to be done, I can easily
come into the office

I have better equipment at home, a desktop PC and Laptop fully loaded with
appropriate software, High speed internet connection and a dedicated work space
that I used for other work projects and my own printer for drafts.

I have a more comfortable environment with ample lighting that allows me to work
longer without getting headaches or tired from staring at the screen for long periods
of time

I am less than an hour away in terms of physical availability and can be reached
readily anywhere by phone and email.

The flexibility makes me happier and I am able to exercise and lead a healthier
lifestyle with no loss in productivity to the company

My remote rights may be revoked at any time if I you feel I am dropping in
productivity as a result of working away from the office

I am available to come back in whenever a project that requires my physical
presence needs to be done.

Working remotely, I have added pressure to complete my work tasks to retain my
remote working rights which will lead to consistent and predictable productivity. I will
also learn to be more efficient and communicate effectively as a result of being
limited to email and phone.

I am not distracted by office noise and this allows me to work with more focus and
efficiency leading to better output per week.

Now, don’t take this list word for word and use it on your boss. This is just an example of
what I used applied to my situation at work. You may be able to use some of the reasons

above.

Otherwise, you will need to compile your own list of reasons.

There are 3 important principles that you will need to remember when creating this list and
they are:

1.

2.

The reasons must all be logical

Reasons that are based on your feelings or that have no foundation in the
productivity of the business can be easily refuted by a boss who is determined to not
let you work remotely

The reasons must bring more benefit to the company than you

It has to be clear on multiple levels that by working remotely you will be bringing
more benefits to the company and not creating more problems.
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Alternatively, the reasons that you give could bring no additional benefit to the
company but also no additional disadvantages either. This approach will usually work
if a remote working policy already exists within your company

Your working remotely could cause some problems for the company, however if
presented with the prospect of having you quit if you are refused, this may be
enough to let you work remotely. This approach will only work if you have a high
perceived value within the company making it more disadvantageous to have you
quit rather than let you work remotely.

3. The reasons must reassure your boss that there is no risk in letting you
work remotely

You can reduce risk for your boss by assuring them that you will always be reachable
and can come into the office if you are ever needed in an emergency. This is
important initially when you begin teleworking to reassure your boss that you are
still available physically if needed.

Over time, supposing you manage to refrain from going back to the office often for
whatever reason, your boss will eventually get comfortable with the idea of you
working away permanently.

Suggesting a trial run in the initial stages will also allow you to show your boss that
you are capable of working remotely and also allow him the option of changing their
mind if they feel like it isn’t working out

Giving them the complete freedom to revoke your remote working rights if your

productivity drops will make your boss feel like they have complete control over your
position and make them more willing to work remotely

Keeping these 3 principles in mind, write your list of reasons for why you should be allowed
to work remotely. If you are still having trouble at this point, try writing reasons that your
boss would give to disallow you from working remotely and refute them.

This is probably the easier way to go, however it is also important to add benefits that your
boss would not necessarily think of to your list of reasons.

Exercise 5.1: What to prepare before asking for
permission

Here is a list of some of the things you should have before approaching your boss:

1. Proof of increased productivity

You need to show your boss that it makes more sense to telework than it does to
work in the office. One of the strongest reasons you can give is an increase in
productivity outside of the office.

How you will collect this evidence is completely up to you, however I would
recommend using progress reports with dates of when you might have been working
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away from the office.

2. Proof of teleworking ability

This will be shown in progress reports that show sustained or improved productivity
while you are reportedly away from the office. You may also point out situations or
problems that you managed to handle successfully (and quickly) while working
remotely.

3. Clear reasons why productivity is increased away from the office

On reporting improved productivity, you also need to state why you were more
productive. Reasons can include being at home where you are more relaxed, have
more space to work, good lighting and perhaps an additional monitor or two to work.
These are all good reasons for recognizing improved productivity.

If you have a boss who is so unreasonable that he insists that you are making it up,
I would recommend doing more research to find actual scientific statistics showing
how all the reasons you have given indicate that they actually do improve
productivity in workers.

At this stage, it is also important to state your personal reasons if you have any.
These reasons may include feeling happier with the flexible time and feeling more
relaxed. If you have already been noted as a good employee then expressing
personal fulfillment will be taken seriously by your boss.

4. Any other reasons you can think of

e Saving time on commute, not having to spend an hour or more each day
traveling back and forth from office which allows you to work more

e More time to spend with family and kids, especially if you have a spouse who also

works

Improved cost savings on petrol and car maintenance in the long run

Reduced risk of getting into a car accident (if you drive long distance)

Reduced costs on company for floor space and electricity

Reduction of carbon footprint for both you and the company by using less power

and travelling less

Most bosses fear the same thing with teleworkers, and that is a deterioration of
communication and ability to manage. If this is a fear your boss has, explain to them how
you overcame these issues during your trials. Also state that in emergencies, you may come
into the office and also state how in the past, emergencies rarely occur and that you have
developed remote solutions to deal with most difficult situations when they occur.

Sometimes the best way to lead into a conversation is with a question. Instead of asking for
the opportunity to telework, try asking if the company has any existing policies on
teleworking.

This allows you to get a better overview of the teleworking situation in your company and
allows you to adjust your arguments accordingly.
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If you feel that your boss will instantly jump the gun and say there is no way in hell you’ll
be allowed to telework at all, ask him to hear you out. At this stage, you need to be
prepared to either quit or get fired.

A point of note, employers (in most countries) cannot fire you without a good reason.

They especially cannot fire you if you are trying to propose ideas that allow you to improve
the productivity of the company.

If the boss sees through your plan, and is only bent on refusing you simply to make you
unhappy, you have 2 options:

1. Quit
2. Take your case to a higher authority in your company who will see your
point and recognizes that your boss is being illogical and unreasonable

Some of you might be thinking that you dare not do anything to make your boss look bad
by going over their head. The truth is this can be a real possibility if they choose to be
unreasonable.

At times like this, you will need to reassess your reasons for wanting out of the office, and
ask yourself what you are willing to do in order to achieve that goal.

Remember, everything you would have worked on up to now is to prevent yourself from
getting fired or having to quit, even if you make requests that require your boss or
superiors to go out on a limb a little bit.

You are a commando, not a foot soldier. You are a specialist with special training and skills

that gets the job done, has the wage that is the same or slightly higher than the average
foot soldier and is not easily replaced.

Exercise 5.2: Closing the deal: Making it risk free

Once you feel you’ve almost managed to convince your boss, he might need an extra push
to be convinced that there is no risk to the company or him.

To put his mind at rest, suggest that you be allowed to do it on a trial basis for anywhere
between 2 weeks to a month and let him reassess you once the trial period is over.

If at the end of the trial you don’t meet performance standards, then he has the right to
revoke your teleworking rights.

At this stage, you are putting all the pressure on yourself to perform and any failure of the
teleworking agreement will be your own.

If you boss accepts this, pack your stuff and head on home.
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Step 6: Post-Office and potential problems

“The whole problem with the world is that fools and fanatics are always so certain of
themselves, but wiser people so full of doubts.”

~ Bertrand Russell

Exercise 6.1: Common teleworking problems and
solutions

If you've managed to get a teleworking agreement and you're finally free of the office,
congratulations. There are however a few more hurdles that you are going to need to
overcome and this section will help you prepare yourself for when they occur.

I've discovered several issues that creep up during extended teleworking that aren’t
necessarily noticeable during trials. During trials, you still feel a certain level of
connectedness to the office which doesn’t make the long term effects of teleworking
apparent.

In this section I will cover a few of the problems I've faced and how I've managed to solve
them. The acronym for the 3 main issues is R.I.P (clever aye), and for good reason if you
don’t take heed.

1. Relaxation

The problem with feeling too relaxed when you’'re trying to work is just that, you feel
too relaxed. If your office is in your bedroom and you constantly find yourself lying
down, then you might need to move your work station elsewhere.

It is also important to separate the areas which you work and relax to maintain a
psychological separation of the two. Working and relaxing in the same area can
cause you to feel stressed when you should be relaxing and vice-versa. This doesn’t
apply in all cases, but remember this if it happens to you.

Also, try to make it a point to change to work clothes or at least get out of your
pajamas when you get up in the morning and plan to work. This helps you to get into
a working frame of mind.

2. Isolation

Leave your house at least once a day, preferably while the sun is still out. Working
alone can promote feelings of isolation, so if you don’t have a family at home or
people who you can interact with, go outside for a walk or to a mall to be around
people.

Better yet, take your work out with you and do it in a café or at the park. This helps
remind you that there is still a world outside of your home and reduces the chances
of you getting depressed.
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Call up friends bound to 9 to 5 during lunch and head down to meet them or join a
gym and go there every day. Social interaction is something you need to do,
especially if you suddenly find yourself constantly talking to yourself.

3. Procrastination

That's right, after all your hard work in the office this is the number one thing you
need to watch out for once you work from home. Knowing you have the ability to
finish your work quickly does not mean you should leave it until the last minute.

Set your weekly work benchmark and finish all your work before doing anything else.
If you have the fear that once you finish your work you will be loaded with more
work and won't have any extra time during the week, then push the additional work
to next week’s agenda.

Once you hit your benchmark, stop, take a breather, and continue with work the
following week. There’s no point in doing more work than necessary if you're going
to be unhappy.

The only exception to this rule is if your company request something that really
MUST been done and cannot be delayed, else the company suffer impending death
and destruction. If you did your job of streamlining your work process and the
people around you, these occasions would be rare, so relax.




How To Negotiate A Flexible Work Arrangement 2010

Final Words

“"There are only two tragedies in life: one is not getting what one wants, and the other is
getting it.”

~ QOscar Wilde

“"There is no cure for birth and death, save to enjoy the interval.”

~George Santayana

After going through this book, you might be thinking, “Sure, it all sounds good, but I'm still
not convinced I can pull this off.”

While going through this book and applying the principles in it, you may find that you don’t
actually want to leave the office. You just want to be happier.

While full time teleworking agreements may not feel possible to many people, I can promise
you that if you just start to apply some of the principles in this book, your situation at work
and in your life will improve substantially.

As you begin to see results, I believe that you will come up with your own conclusions as to
what is possible in terms of your work and how you choose to live your life.

To summarize the main principles in this book, the three things that you need to remember
in work and in whatever else you do are these:

1. Become effective
2. Increase your value
3. Ask for what you want

Life is not all about working, and neither is it about having all the free time in the world. For
me, life is about doing things that allow you to grow and discover more about yourself
before you finally kick the bucket.

The purpose of this book is not simply to teach you how to escape the office. The true
purpose of this book is to teach you how to create the time you need so you can figure out
what it is that you actually want to achieve before your time on this planet runs out.

For some it might just be to have a stable job to support their family and live comfortably.
For others, it could be travelling around the world and experiencing everything this life has
to offer.

It is time for you to do your own thinking and decide the rules upon which you wish to live
your life. Question everything, and if it doesn’t make sense, ask yourself why. Don’t be
afraid to be different and don’t be afraid to go after the things that you truly believe in.

You have the choice to live out the rest of your days unhappily and in fear, or you could ask
yourself, "What is the worst that could happen?” and just go for it.
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I'll leave you with a quote which I frequently refer to and try to apply whenever I'm faced
with a situation which doesn't sit right with me for whatever reason.

It has guided me through many difficult situations and taught me that usually if my heart is
telling me something is wrong I should; in the words of Sister Mary Clarence, "Wake up and
pay attention!”

"Do not believe in anything simply because you have heard it. Do not believe in anything
simply because it is spoken and rumored by many. Do not believe in anything simply
because it is found written in your religious books. Do not believe in anything merely on the
authority of your teachers and elders. Do not believe in traditions because they have been
handed down for many generations. But after observation and analysis, when you find that
anything agrees with reason and is conducive to the good and benefit of one and all, then
accept it and live up to it.”

~ Buddha
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