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Enabling Decision 
Making In Others 

usiness owners and upper 
management have tremendous 
opportunities to train their staff for 

success. A company can only be as 
successful as those working for it. 
When you have well trained staff that 
are capable decision makers, you can be 
confident that your business will grow.  
Enabling Decision Making in Others 
There are guidelines that you want to 
put in place in your business for employees. 
However, there are many things that happen in the 
day to day which require your staff to think 
quickly and make good decisions. You will not be 
successful if you micromanage everything in the 
company.  
Being a leader requires you to help others excel in 
their jobs by providing them with the resources 
they need to make good decisions.  
Give Team Members Guidance  

Continued on page two – Decision Making 
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Selecting Superior 
Performers 

iring a new employee can be a 
difficult task for most business 
owners. You aren’t sure if the 

candidates you are looking at will be 
superior performers. There are some 
ways you can take the guess work out of 
finding an employee that is the right fit 
for your business.  
Clearly Understand The Position 
Before you can hire someone that will 

meet the needs of your business, you must first 
identify what those needs are. Hiring a superior 
performer for a position requires a well-defined 
job description.   
You have to identify exactly what you need the 
employee to do for your business. If you do not, 
then you will not be able to find an individual that 
will perform at a top level. A fuzzy expectation 
leads to hiring people that are not equipped to 
handle the job. 
People that do not feel confident in their abilities 
will not apply for positions that have job 
descriptions that intimidate them. You will weed 
out a lot of unnecessary resumes by developing a 
description with specific qualifications.  
When you receive resumes, you can compare the 
candidate’s experience with your job description. 
If they do not meet those expectations, you will 
not waste an interview. 
Develop A Plan For The Interview 
Interviews can be a tricky part of the hiring 
process. 

Continued on page two – Superior Performers 
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Are You Helping Your Staff 
To Become Better Decision 

Makers? 
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Continued from page one – Decision Making 

Allowing your team to make decisions does not 
mean that you shouldn’t give a lot of guidance to 
them. Here are a few ways you can provide your 
staff guidance:  

Have clearly defined values – your company 
values should be used as a decision making 
guideline. Values that provide positive emotions 
will affect behavior and influence positive 
decision making. Ideally if your values are well 
defined and understood by everyone, decisions 
would be congruent amongst team members. 

Let them shadow you – in situations where you 
need your team to make confident choices, they 
need to shadow you. When your employees are 
able to see the way you make choices in these 
instances, they will be able to 
have the confidence to strike 
out on their own.  

Stand back while they lead 
– once your shadow has had a 
chance to see you in action, it 
is their turn to take the lead. 
Give your protégé the chance to make decisions 
with you as the safety net. Not only does this build 
their confidence in themselves, but you can feel 
certain they will make the right choices when on 
their own.  

Establish Perimeters – when you feel your 
employee is capable of making good choices, you 
should establish perimeters. Give them free reign 
in certain areas to decide.  

Back them up – after decisions have been made 
by your team, be sure to back up the choice they 
made. If you didn’t agree with the choice, give 
further guidance out of hearing range of others.  

Breeding team members that are confident in 
themselves and feel they have your backing, will 
help you and your company be more successful.  

If you have any questions how we can help you 
develop decision makers contact us today! 

~ Written for us by our associate Gary Sorrell, Sorrell Associates, 
LLC. Copyright protected. All rights reserved. 

 
 
 
 

Continued from page one – Superior Performers 

A candidate that comes in for a meeting will say 
anything they can to get the job. People that 
interview well are not always good employees for 
the position.  

Before you bring someone in for the interview, 
develop an intentional question list. Do not ask 
open ended questions, rather specific questions 
that will give you the information you are looking 
for. Characteristics of a superior performer are 
those that are goal oriented, motivated, self-
directing, yet team players at the same time.  

What You Need To Ask A Potential Candidate  
Ask a potential candidate to share with you past 
experiences that will line up with the job 
description you created. If they are unable to come 
up with experiences that will help them fill your 
requirements, then you will know if they will 
perform well in this position or not.  
Talk to the candidate about their current job. Ask 
them to be honest with you about parts of the job 
they do not like. This will give you a good 
indication of their character.  
Ask them to share with you times in their previous 
jobs in which they took initiative. A superior 
performer cannot help but to be creative in the 
jobs that they work. They will see the needs 
around them and rise to the task.  
Superior performers take initiative right off the 
bat. Ask the candidate what questions they have 
for you as a potential employer. If they ask 
knowledgeable questions about your business, 
then you know they have spent time learning 
about your company. That is a sign of initiative.  

If you have any questions about this article, 
contact us today! 

 

 

 

 

 
 

 
~ Written for us by our associate Gary Sorrell, Sorrell Associates, 
LLC. Copyright protected. All rights reserved. 

 

"The important thing is not being afraid to take a 
chance. Remember, the greatest failure is to not try. 

Once you find something you love to do, be the best at 
doing it." ~ Debbi Fields 
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Three Common Work Email 
Mistakes to Avoid 

ikely it has happened to you at one time or another, you click 
send on a business email and you immediately regret it. There is 
no way to get back email correspondence that you sent once it has 

gone out. It is important for the sake of your job to make sure that you 
avoid these common mistakes when 
sending out messages.  
Sent to the Wrong Person: It can be easy 
to send an email to the wrong person 
when you are handling multiple responses 
at the same time. This causes a great deal 
of confusion to the individuals that receive 
the email in error. It can also mean that you are giving private 
information to unauthorized parties. To avoid this mistake, leave the 
recipient field blank until you have completed the email. When you 
hit the send button, it will not immediately send your information, 
instead, you will have to stop and manually input an address. This is a 
particularly good thing to do when you work in a field where sensitive 
information is being shared through email communications.  
Being Unclear: When you are addressing information that you have 
received from someone, not giving a clear response is a common 
mistake. Often you respond to the last thing that was said in the 
correspondence instead of in the order in which the email was written. 
When you do this, it is easy to leave out pertinent information that 
recipient needs to know. Another problem is that you can easily 
respond to questions and comments without any indication to what 
you are responding to. It is best to copy and paste sections of the 
person’s comments or questions and then post your response. You can 
avoid this problem on the reverse end of things by numbering your 
paragraphs so that when a person is formulating their response, they 
can use the same number system to respond to avoid being unclear.  

Missing Information: Often times, a mistake that happens when you 
are emailing others, is not including all information that is necessary 
for the recipients. When you leave out information, it brings about 
confusion to those who received the correspondence and can lead to a 
failure of accomplishing tasks. To avoid this mistake, it is important 
to always re-read your emails prior to sending. When you look back 
over what you have written, you will find grammatical errors as well 
as unclear phrases and missing information. Another good thing to do 
is create a document where you write down a bullet list of what things 
you plan to address in the correspondence.  
These are a few email mistakes that are made in the business world. 
Making sure that you have clear communications with those you work 
with is vital to the success of your career and business.  
~ Written for us by our associate Gary Sorrell, Sorrell Associates, LLC. Copyright protected. 
All rights reserved. 

 

Journey 
This word is a reminder to enjoy the 
whole of your life more. There is a 
tendency to fixate on all the 
things/situations we feel the need to 
attain to make us happy, or bring us 
peace. When we focus on these 
things as the ultimate destination, we 
lose sight of the wonderful journey we 
are on. Every day of your life is an 
adventure, filled with opportunities to 
make choices, take chances, and 
create changes. 

Today, take a look at your travel plan. 
Have you fixed your itinerary for joy 
around future plans, or do you allow 
yourself to enjoy the scenery off the 
beaten path at any given moment?  

Today, be thankful for all that you 
already have within you. All the tools 
you need have been provided. It is 
now up to you to use them wisely and 
enjoy your travels here on Earth. We 
are only here for a short while, and 
one never knows when it will be time 
to clear the departure gate.  

Do your best to enjoy your journey 
today, so that you leave no room for 
regrets tomorrow.  

Source: Sorrell Associates, LLC
 

 

 

 

Don't miss next month's issue. 
Subscribe now! 

AWARENESS IS POWER®  
Insights for Business 

2024 Powder Mill Rd 
 Silver Spring, MD 20903 
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Exceptional Leaders Walk Their Talk 
redibility is essential for trust. Trust is essential for Exceptional Leadership. It is critically important that 
when a leader says they are going to do something, they do it, and when they say they are not going to do 
something, they don’t do it.  

How many of us have heard stories of leaders communicating during a merger that nothing will change, that it 
is only an investment relationship, that jobs will not be impacted? And then, there are massive changes, 
including layoffs. Credibility is blown from the get-go. 

Another example of leaders not walking their talk is the conduction of the 
employee survey. Employees are solicited for their opinions with an expectation 
that results will be made public and action taken on justifiable criticism. The 
survey is taken with no follow-up reporting or visible action.  

Thought Provoker 
 Do you say things to others, trying to be nice, while unintentionally 

creating positive expectations that certain things will happen—and then 
they don't? 

 Do you follow through with promises? 
 Do you communicate slippery promises? For example, do you say, “I will ‘try’ to do such and such”? 

Do others perceive it as a commitment when you don’t? 
 Managing by commitment requires that you model, by your communications and actions, making and 

meeting commitments. Do you? 
As my daddy used to say, “We judge ourselves by our intentions; others judge us by our actions.”  
Copyright protected by author Bruce M. Anderson. Reprinted with permission.  Thinking Partners Inc.713-882-5285 

 

Pillars of Success. Don’t miss this book! It’s a Great Gift for your team, family, friends, 
or co-workers. Call Janine to order 301-439-8317 or click on the image for more 

information! 

PILLARS OF SUCCESS  
It's no secret that success is something everyone wants. The process can be a mystery and Pillars Of 
Success is a book all about revealing success secrets of several of the most prosperous people in 
business today. 

Contributing author Pat Bender has an Awareness Is Power® process. "The more aware you are,” 
she says, "the more aware you'll become.” You will learn the three important things leaders and 
successful people have in common. 

CLICK ON THE IMAGE FOR MORE DETAILS AND TO GET YOUR COPY TODAY!! 
 

 
 
 

Personal Excellence Seminar:   January 28-30, 2015  
This three-day course allows you to focus on every aspect of your professional and personal life, to build on your 
strengths and bring out the best in yourself and those around you. The seminar provides you with the tools to raise 
your game and take the rest of the team with you! The benefits are both personal and professional: 

• The SEVEN KEYS to professional and personal success • The daily Mental Laws to help you achieve your goals • 
• Setting your professional and personal goals in life • Visualize, implement and achieve your goals • Learn how to 

reduce stress in all areas of your life • See and develop the strengths in yourself and others • 
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     PLANNING, TIME MANAGEMENT 

Make A Plan 
“Plan Your Way to Success… Achieve Abundance” 

hen everything comes together it sounds like 
a perfect plan. 

Some plans are easier and faster to make than 
others. 
I am going to see the fabulous tap Performance 
Chloe Arnold’s Syncopated Ladies Live this 
Friday in Washington DC. 
I am going with my 
tap friends Julia and 
Britany. It’s amazing 
how technology has 
changed the world. I 
received a text from 
Brittany last Friday 
asking if I am going to the show and should she get 
some tickets for this coming Friday. Of course, I 
responded yes! Britany texted back and she 
purchased her ticket. I kept saying – ok I will do it 
in an hour because I was really busy. Well – that 
never happened and on Monday I decided not to 
take the chance of getting my ticket at the door just 
in case the show is sold out. So I ordered my ticket 
on Monday. I got a text from Julia Wednesday and 
she said – Hi Pat, are you going to the show and 
have you bought your ticket yet? 
Julia texted back and said she has her ticket – the 
doors open at 6 pm and they have a restaurant. 
I texted back and said – Sounds like a perfect plan. 
I texted the plan to Britany and asked her if she 
would like to join us. 
It was funny – because that was exactly what I had 
been thinking and wanting to do. I wanted to get 
there at 6 PM to get a seat and then go to dinner 
before the show. 
The seating is general seating. I want to get a good 
seat up front because I want to see their feet in 
action! I heard it is a GREAT SHOW. 
We now have a perfect plan! 
Failing to plan is planning to fail. 
Action without planning is the cause of all failure. 
Think about the last big plans you made. What 
were you doing or where did you go? 

Continued on next column – 

How successful were you as a result of your 
planning? 

 

WHAT ARE SOME OF THE REASONS WHY 
PEOPLE DON’T PLAN? 

 They don’t know how. 
 They don’t know where they are going. If you 

don’t know where you are going – any road 
will do. 

 They are confused. 
 They don’t know how to get there. 
 They don’t have a vision. 
 They don’t want to take the time to plan. 
 They are too busy working in the business 

instead of working on their business. 
 How many people do you know don’t have 

time to exercise? They say they are too busy. 
 How many do you hear say they don’t have 

time to plan? They are so busy working they 
don’t have time to take training, plan or set 
goals. 

ASK YOURSELF THESE QUESTIONS: 

• Are you procrastinating? 
• Are other things more important at the 

moment. 
• Do you want to spend the time or the money 

planning? 
• 40% of the population procrastinate because of 

their behavioral styles. 
• Develop a good habit and overcome 

procrastination. 
• Do it now and develop a sense of urgency. 

Develop a fast tempo and get it done. 
Continued on page six – Make a Plan 
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  Continued from page five – Make a Plan 

Make a decision that today is the day you are going 
to take the time to plan. 

Get Focused 

Get in your zone 

                            Begin 
Planning is deciding 
what to do! 

ASK YOURSELF 6 QUESTIONS.  
THEY ARE YOUR ROADMAP TO SUCCESS. 

1. Results: What is my goal? What do I want to 
accomplish? 

2. Activities:  What do I have to do to get those 
results? 

3. Priorities:  What is most important? 
4. Time: How long will each activity take? 
5. Schedules: When will I do each activity? 
6. Flexibility: Be ready for unexpected things to 

happen. Things you can’t control. How much 
time do I need to give to myself for unexpected 
things to happen? 

There are 2 types of plans: Work Plans and Time 
plans. Work Plans are the answers to results, 
activities and priorities 
questions. Time Plans are the 
answers to time, schedules 
and flexibility questions. 

Put your thoughts on paper. 
When you write things down, you are now 
thinking on paper and you have committed 
yourself to accomplishing the goal of putting your 
plan together. 

We have all heard there is only so much time in the 
day. Yes – we all have 24 hours in a day. No more 
and no less. The key is to control your time. Of 
course unexpected things do come up and there are 

fires to put out – however the key is to control the 
amount of time you do have in the day. When you 
have planned your day and week, you can focus 
and be in your zone for what you have scheduled 
for yourself. 

PLANNING WILL SAVE YOU ONE HOUR 
EACH DAY.   

Weekly Plans 
When I worked for IBM, we were required to fill 
out a Weekly activity report. This was due Friday 
Afternoon.  This required me to think about the 
appointments I had to make for the following 
week. This also taught me a new habit. By putting 
together my weekly activity report, I was able to 
see the big picture and longer range plans. I still 
answered the 6 questions when I put my weekly 
activity report together.  By putting your weekly 
plans together will only take about 30 minutes and 
you will recover 1 hour per day. That is 5 hours a 
week by investing in 30 minutes. 

Daily Plan 
The daily plan is putting your “to do” list together 
the night before.  You know what you are going to 
do the next day and you will start off with energy 
and enthusiasm. You are now ready and able to 
achieve your goals, accomplish results and bring in 
abundance!!!! 

MAKE A DECISION AND TAKE THE TIME 
TO PLAN TODAY FOR A SUCCESSFUL 

2015.   

“Most people give up just when they’re about to 
achieve success. They quit on the one yard line. 
They give up at the last minute of the game, one 

foot from a winning touchdown.” 
~ H. Ross Perot 

 
Reprint permission granted by author Patricia Bender, CPBA, 
CPVA, Bayley & Bender, Inc. ©2015 All rights reserved. 

 
Let’s talk! Call us to arrange a customized meeting to discuss how our dynamite Awareness Is Power® 
‘Building Efficient & Effective Teams to Maximize Results’ Seminar will help you take center stage, reach 
your audience, and maximize results.   
 

 
 

Bayley & Bender 301-439-8317 or E-mail: aip@awarenessispower.com 
2024 Powder Mill Rd, Silver Spring, MD 20903 Visit Our Web Site at: www.awarenessispower.com 
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