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Worknlace Gubicles:
Civility and
Courtesy Tips

you practice com-
0 mon courtesies with
cubicle coworkers?

Rules to consider: 1) Remem-
ber, you have neighbors. Be
self-aware regarding speech
topics, tone, and volume. 2) Cubicle workers often complain
about disruptions. Minimize them by creating traditions that re-
inforce everyone’s role as a gatekeeper in maintaining an effec-
tive work environment. 3) Use staff meetings to discuss the cu-
bicle environment and add to or amend your traditions. 4) Be
sensitive to a coworker’s body language that may indicate an-
noyances, such as unannounced appearances at one’s cubicle
to discuss issues. If in doubt, ask. Cubicle stress must be man-
aged and has been depicted in comic strips and feature films.
Ironically, the inventor of the cubicle, George Nelson, became
its fiercest critic.

Source: George Nelson: “The Design of Modern Design” (MIT Press)

GotaStaircase [

(and 30 Minutes a Week?

esearch keeps showing us how

little exercise is needed to main-

tain health. The one consistent
finding: You need some. A McMaster
University of Canada study screams
“no more excuses,” claiming that a bit
of stair climbing and a total of only 30 minutes per week can do
the trick. Stair climbing has already been shown to provide
health benefits, but scientists wanted to know how little was ac-
tually needed to achieve measurably improved cardio-
respiratory fitness. You should see your medical doctor and ob-
tain approval prior to beginning an exercise program.

Source:http://dailynews.mcmaster.ca [Search “no time for gym”]

Study:Ace a Tes

eed to recall information ?' m‘
you studied to ace a test? W /

A study conducted at Bay-
lor University discovered that
students who are given infor-
mation and tell someone about it
immediately recall the details
better and longer—a strategy
that could be a plus come test
time. To use this technique effectively, study the material
then immediately turn to another person and attempt to re-
state what you just read or learned. (Reading what you
learned to another won’t do it.) Then study the material again.
The discovery was identified in research conducted by Mela-
nie Sekeres, Ph.D.

Press Release: baylor.edu [Search: “ace a test’]

Nationwide Teen
Cyherhullying Survey
Reveals Insights

new study on teen
bullying surveyed
5,600 children be-
tween the ages of 12 and
17 years old to address
various forms of bullying
and cyberbullying,
“sexting,” and dating vio-
lence. Thoughts of suicide, deviant behavior, resilience, and
ability to cope were also examined. A few findings: Girls are
more likely to be bullied online. Eighty-three percent of those
bullied online are also likely to be bullied at school. Insight:
Bullying at school is often not reported to parents. However, if
you discover your child is bullied online, the chance that they
are being bullied at school is very high.

www.cyberbullying.org [search “2016 cyberbullying data”]
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*Stop the
Bickenngr

ickering is the petty
B disputes you experi-

ence with another per-
son, especially a loved one
like a spouse, partner, or
best friend. To bicker is hu-
man, but a frequent pattern
that sabotages the pleasures of a relationship you both value needs a
fix. Try this intervention: 1) Accept that quarreling is a problem and
that you want to dramatically reduce it. (Agree to avoid bickering
about who is more at fault.) 2) Participate in a 10-minute exercise
together, listing as many adverse effects of bickering as possible.
Include both visible effects, such as negative effects on children, and
invisible effects, such as coping methods, negative self-talk, isolation,
reduced intimacy, wasted time, withdrawal, recuperation time, resent-
ment, even your reputation as the “Bickersons.” Write fast, and get it
all down. 3) Practice with a behavioral change log. After the next bick-
ering event, record the topic, how long it lasted, what you did well to
end the bickering, what you can do better next time, and especially
anything you learned or insights gained. After one week, share your
experiences. Making major behavioral changes (new habits of com-
municating) will take four to six weeks. If things stay rocky, seek a
counselor and bring your notes for a speedier counseling experience.

Soft Skill to Know:
Being Cooperative

re you a cooperative

employee? It's not a

simple question. For
example, are you able to hold
back pointing out the flaw or
spotting the shortcoming in a
project or process and in-
stead listen to others, join
with the team, and play a cru-
cial role in an activity at work?
Right now may not be the best time to point out problems, but in-
stead, wait for a more appropriate time. Can you check yourself,
gauge the environment, see the larger purpose, and participate in an
organizational effort where your work style matches the tempo of your
team? If you are bright, keen on taking action, and a great organizer
or leader, holding back may be difficult, but these skills in self-control
are the sign of a mature employee. Skills at cooperation show others
that you are also self-disciplined, empathic, self-aware, and patient.
All these traits, which are linked to cooperation, help make being co-
operative a highly valued soft skill for your career.

\Manage

Using Your
Breath to

ontrolled deep breath-
ing is standard in stress
management training, and knowing why it works
can have you doing it more often. One reason deep,
slow breaths work so well is brain physiology. When
you deep breathe, you use a different part of your
brain to control your chest muscles instead of the part
of your brain experiencing the “fight or flight” reaction
to stress: the amygdala. Your awareness of what’s
going on with your body improves instantly. This
calms you in addition to the stretching sensation in
your muscles associated with the chest wall. The op-
posite state of stress is the relaxation response. This
includes deep breathing, which is a direct intervention.
This is what makes it more powerful than other relaxa-
tion methods that are often misperceived as effective,
such as stress eating, smoking, plopping down in front
of the TV, or drinking alcohol. Deep breathing is ap-
propriate anytime, but especially when you notice that
you are under stress. Monitor the frequency of your
attempts at stress management breathing to increase
the frequency of its use.

Don’t Sit On
Your Talenls

you like
n dreaming up
new ideas,

spotting new business
opportunities, imagining
the possibilities, seeing
unmet needs, and build-
ing a team? Do you take
initiative on the job to undertake something new with-
out being asked to do so? Are you the courageous
sort, unafraid to think outside the box? These traits
demonstrate an entrepreneurial mindset. Share your
awareness with your boss. Let him or her know about
what makes you tick and then seek opportunities to
match your desires within the work organization. Your
organization needs your talents, and these strengths
are assets that could propel your career where you
want it to go.





<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



